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Records Management

Records Transfer Instructions


Please follow these procedures exactly.  


Use only Records Center boxes, Staples Supply Number 519668

Transfer only scheduled records.


For further information call 328-0270.


1.  Place records in boxes in upright position in the same order as they were arranged in the file drawer.  Leave 

     records in their file folders.  Pack firmly but allow two to three inches of free space in the box.


2.  Place letter size and legal size folders in the boxes so that they fit naturally.  DO NOT SEND HANGING 
  
     FOLDERS.

3. Place only one records series in each box.  

4.  Type or print neatly TWO copies of each label.  STAPLE a label in the upper right corner of each end of the      box  above the handle.  DO NOT USE TAPE.


5.  Fill out the seven box label items as indicated below:



A.  Office or Department



B.  Title of Records:  Title of records should be written exactly the same as it appears on the records 


     retention and disposition schedule.



C.  Item Number as shown on unit schedule or general schedule.


D.  Beginning Date of records in this box.



E.  Ending Date of records in this box.



F.  Box Contents:  Brief description of records in this box.



G.  Box Number:  1 of 1, or 1 of 5, etc.   When sending more than one series at a time the second 


     number is critical to putting the boxes in order when they arrive in the Records Center.



H.  Name of person sending boxes.



I.  Phone number of person sending boxes.


6.  Place a work order with Moving Services (328-6776) to have boxed records transported to room 3406 Joyner 

     Library, University Archives.

7.  Call (328-0270) or E-mail (johnsonbr) the Records Center Manager when Moving Services has actually picked      up the boxes.
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