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	NATIONS UNIES

	ARCHIVES AND RECORDS MANAGEMENT SECTION

	REQUEST FOR TRANSFER BOXES

 FOR INACTIVE RECORDS (FORM # 50)

	To: Archives and Records Centre

Room Q-300

Extension: 3-8688 or 3-8689

Fax; 3-8686

Email ARMS@un.org
	Date:        

	From : 

Authorized/designated officer responsible for records:        
Requester name/title:        
Room number:        
Phone number:        
Email:        
Unit:        
Section:        
Office/Division:        
Department:        

	1.Number of boxes requested (see below to estimate number of boxes needed):

     

	Calculations to estimate boxes needed: 

· One box is equal to one linear foot of records

· One file drawer holds two linear feet of records

· One file shelf holds three linear feet of records 

	2. Brief description of records to be retired (ex. Admin, project files, hr, fin, chron. etc.):

     


	Acknowledgement of _____#  Transfer Boxes

Name:        
Signature:        


Please read attached instructions carefully before packing your records.  Boxes will not be accepted into the Records Centre unless basic instructions are followed.
Thank you for your cooperation
