
Records Management Procedures
Subject:   Preparing Records for Storage


Responsibility
Action
Records Management
1.
Notify department liaisons records are to be prepared for storage.

Department Liaison
2.
Determine which records must go to storage according to Records Control Schedule.

a.
Notify department personnel which records must be prepared for storage.

b.
If record is still active, see Procedure for Retaining a Record Beyond Authorized Retention.

c.
Boxes will be 15" x 12" x 10".

(1)
May need to Request Additional Filing Equipment.
(2)
If another size is necessary, contact Records Management (ext. 405).

3.
Provide department personnel with copies of Records Control Schedule for department and copies of Records Storage Transfer Form.
Department Personnel
4.
Load boxes, leaving records in folders.

a.
No hanging files, rubber bands, or ring binders.

5.
All records within a box must have the same destruction date.

6.
Transfer the following to the end of the box:

a.
Department Name.

b.
Record Title(s) [Optional].

c.
Dates of records from when to when.

d.
Destruction Date, if known.

7.
Prepare a Records Storage Transfer Form for each box going to storage.

Department Liaison
8.
Review all forms against box contents for correct titles, adequate descriptions and accuracy of destruction date.

9.
Make three copies of each Records Storage Transfer Form:

a.
One copy for inside of box.

b.
One copy retained by Records Liaison.

c.
One copy for Records Management.

10.
If records are to be retained 5 years or more, refer to Procedure for Off-Site Records Storage.

11.
If records are to be retained less than 5 years, refer to Procedure for On-Site Records Storage.


