Florida Records Storage Center

Preparing Records for Transfer


Please follow the guidelines below when preparing records for transfer to the Florida Records Storage Center.  Failure to comply with these guidelines will result in the delay of records being transferred to the center.

Storage Cartons: 

· Standard cartons may be ordered from the records center.  The cartons come in bundles of 25 flat boxes.  This is referred to as one flat.

· Standard cartons must have the following dimensions:  10 inches high by 12 inches wide by 15 inches long. They will hold up to one cubit foot of letter or legal size records. 
Preparing Cartons for Records:

· Open the flattened box so that it forms a cube.

· For the bottom, tuck short flaps in.

· Fold long flaps over completely covering the short flaps.

· Tape along the seam where the two long flaps come together.  You must use 2”-3” wide commercial packing tape. Extend tape over each end approximately 1-½ inches. 
Packing:

· Pack only one record series per box.

· Keep files in their original folders.  Do not put loose paper in the box.  All papers must be in folders.

· Keep filing order intact.  If there is no logical order that can be used for retrieving files, they must be put in order before packing boxes.  SRC staff must be able to quickly and easily locate a file within a box.
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Pack folders upright with letter size folders facing the 12-inch side or legal size folders facing the 15-inch side (see figures above).

· Pack the box practically.  You should be able to slide your hand into the box easily to retrieve a record. Do not over pack or force files. 
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Labeling R o - : ,
Storage Carton labels are required. They-may-be-requested-from-the-Records-center. A storage carton
label is shown in Figure 4. Placement of the label on the box is shown in Figure 5.

Type the name of the agency, carton number, name bf the records series, description of the series,
inclusive dates, and the first and last fiies in each carton.

Leave the Accession Number blank. This will be filled in at the Records Center.

Indexes
Transfer any finding aids or indexes that will aid in reference service of the records.

Shipping _
Records Center staff will contact you once the transfer forms are received to establish the date and time of
pick-up.

- Store records in an easily accessible location. Avoid, basements, stairs and narrow passageways.

AGENCY INFORMATION

Executive Office of the Governor
Plaza Level, The Capitol
Tallahassee, Florida 32399

RETENTION SCHEDULE NUMBER INCLUSIVE DATES (FROM - TO DATES)
GS1-S 07/01/2002

ITEM NUMBER

17a 06/30/2003

RECORD SERIES TITLE: Correspondence & Memoranda: Administrative
DESCRIPTION OF RECORDS: J

Governor’s Correspondenca Fiscal Year 2003

STATE OF FLORIDA
DEPARTMENT OF STATE
Dlvision of Library and

Information Secrvices s
Form LSSE200 R 01-2003 ] Storage Box Label
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If it is possible that information will be added to a file, leave room for growth in the box.  Once a record is too large to be put back in the original space, it will be permanently withdrawn and returned to your agency.  If this happens, you will have to place the file in a new box and re-accession.

When packing is complete:

· Tuck the flaps alternately over each other.  Do not tape shut.

· Fill out a records storage box label (available at http://dlis.dos.state.fl.us/recordsmgmt/publications.cfm).

· Type all available information on the label.

· Place the records storage box label on the front (12 inch side) of the box.  Completely seal all four sides of the label with packing tape.

· Number cartons consecutively.

· Place barcode label in the lower right-hand corner, not on top of the records storage box label (use the Total Recall Web Module to order pre-assigned barcode labels).

· Separate the boxes by work order (if they were entered into Total Recall as separate orders) and then stack the boxes for each work order in barcode number order (from lowest to highest) for pickup.  See the diagram to the right for stacking order.
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Barcode label goes here





Records Storage Box Label
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Stack boxes in barcode number order with lowest barcode on the lower left as illustrated here.
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