Packing and Shipping Instructions

Packing your boxes

Please pack boxes according to the following instructions. It will ensure that files are physically protected during shipping and when they are in storage. 

Things to remember: 

· pack files vertically in the box (lying the box on its side during packing may make it easier to do) 

· pack files so that any labels face upward and away from where the lid joins the body of the box 

· pack no more than one foot of records (half a filing cabinet drawer) in each box – it is very important not to overfill boxes , for your safety and that of others working with them 

· make sure the files are packed in the same order as they are listed on form RMS 36A (or your file plan) 

· put a copy of form RMS 36A (or your file plan) in to the first box of each series  (remember each series should have its own form) 

Labelling your boxes

Please label your boxes clearly so that they can be easily identified. 

You should include:

· Office of origin (e.g. DPKO/OUSG/Central Records Unit) 

· Record series name 

· Date span 

· Box running number/total number of boxes (e.g. Box 2 of 5) 

· Mission acronym (if a mission) 
In addition to the label information above, you should also write your acronym, room number and box number on the two ends of the box with hand grips/holes.
Shipping your boxes to ARMS

Containers destined for New York should be addressed to: 

United Nations Archives and Records Centre
Attention: Accession and Disposal Desk 
31-00 47th Ave
Long Island City
NY 11101
U.S.A

You should instruct the freight forwarding company to send:

· the original bill of lading  (not a copy) - necessary for getting United States Customs to release the shipment 

· a written estimate of the date of arrival in New York to the Freight Forwarding Unit, Second Floor, 304 East 45th Street, New York, NY 10017, U.S.A., telephone (212) 963-9403; fax (212) 963-9866. This will prevent unnecessary storage charges at the port of disembarkation.
