How do I transfer records to ARMS?
This guideline provides information on how to select, document and transfer records to the custody of the Archives and Records Management Section (ARMS).
The guideline contains the following sections:

 

· How do I initiate a records transfer?
· How do I choose which records to transfer to ARMS?
· How do I prepare records for transfer?
· How should I pack the records for transfer?
· What size boxes should I use to pack records?
· What forms do I need to complete when transferring records?
· What transfer documentation should I keep?
· How do I transfer records from an office away from New York?
· How do I transfer electronic and / or non-paper format records?
 

How do I initiate a records transfer?
As a first step, contact ARMS so that we can explain the records transfer process, provide advice on filling out records transfer forms, conduct an on-site inspection of your records (if necessary), and advise on: 

· How to separate administrative and substantive records 

· How to identify records series
· How to retrieve your records after transfer to ARMS
· Any matters relating to records transfer.
 

E-mail: arms@un.org; telephone at 212-963-5912 or 212-963-1077; fax at (212) 963-8686.
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How do I choose which records to transfer to ARMS
How often are the records used?
Records usage is generally divided into three phases: Active, Semi-active and Inactive.

Active records are those used on a day-to-day or on a weekly basis for business purposes. Hence, these records are not suitable for transfer to ARMS.

Semi-active records might be accessed once every three months to once a year.  Depending on the volume of the records and storage room available, such records can be kept in the office or transferred to ARMS custody. If you choose to transfer the records because you won’t need to access them very often, your office can request the return of the record/s from ARMS by using our Record Request Service or you can visit ARMS to use them.

Inactive records are those which are rarely or never accessed by the originating office. These records generally fall into three categories:

· Not yet due for destruction
· Overdue for destruction 
· Have continuing value and are to be kept as archival records

For information about records destruction dates please consult the appropriate records retention schedules. If you do not have a records retention schedule or are unsure how to use one please contact ARMS.  Records that are overdue for destruction can be destroyed in the office.

Records that are not yet due for destruction or have continuing value should be transferred to ARMS once business use ceases; please contact us for advice on when and how to transfer them.
* Please note that the official numbered documents of the United Nations such as resolutions, decisions etc. are managed by the Department of Public Information and it is unnecessary to transfer copies of such documents to ARMS.

Are the records covered by a records retention schedule?
Ideally, records shouldn’t be transferred to ARMS until their values or retention periods have been assessed according to a records retention schedule. A records retention schedule identifies minimum retention periods and identifies records that need to be kept as archives. Please contact ARMS if you are need further information about retention schedules.
For records that are not covered by a retention schedule and have a low rate of access, please contact ARMS for advice on whether the records should be transferred to ARMS.

 

* A records transfer tip

If your office is about to move locations or be abolished you should contact ARMS well in advance to allow time for both to make appropriate records disposition or transfer arrangements.
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How do I prepare records for transfer?
Before completing paperwork, the record should be physically arranged for transfer. The first step is to divide the records into records series. A series is a group of records arranged in accordance with a filing system or maintained as a unit because they result from the same accumulation or filing process, or as a result of the same activity. Examples of records series are:
 

· Official Status Files

· Contract Files

· Staff Medical Files

· Journal Vouchers

· Air Safety Inspection Reports
Your office should arrange the records proposed for transfer into similar logical groups (usually this is already done as part of a file subject classification scheme or other filing system).

 

For each series of records you identify, you will need to complete a separate Records Transfer Form and a File List form.
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How should I pack the records for transfer?
· Box Contents. Files belonging to the same series and having the same retention period should be packed together.
· Non-Records, Blank Forms and Personal Items. Blank forms, personal items and printed United Nations documents and publications collected for informational purposes should be weeded before packing records.

· Filing Supplies. Active records should have been filed in manila or pressboard folders. If they were not, they should be placed in labeled manila folders before packing. Excess filing supplies, such as hanging folders, file guides/dividers and paper clips should be removed.

· File Sequence. Files should be arranged in record plan or file list order.
· Box Limit. No more than one foot of records should be placed in a box to prevent the overfilling of boxes.
· Box Label.  When the transfer request documentation has been reviewed by ARMS, ARMS will provide and affix to transferred boxes.

· Box Numbering. Offices should write their acronyms and a box number on the two sides of the box with holes.

· File List. The first box of a record series or a group of series should contain a copy of the file list  or the record plan. 
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What size boxes should I use to pack records?
Construction: Corrugated container, store-a-file boxes with built on cover 

Size: Letter legal record retention LL-15 

Weight: 200T B-flute 

Dimensions: Outside - length 16", width 13", height 10.5"

ARMS will provide you with boxes for transferring records. To order boxes, please complete the Request for Boxes form.
 

* Please Note: Offices away from Headquarters should adhere to the above specifications when purchasing boxes for shipping their records to New York. This will assure the safety of the records during transit and storage and will ensure the boxes fit on ARMS standard shelf space once the records reach New York.
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What forms do I complete to transfer records to ARMS?
You will need to complete one form, a request for transfer form. The form comprises two parts. Part A: Request for Transfer of Inactive Records provides information about the office transferring records. Part B: List of Files is essential for retrieval of the records.
Return completed forms to ARMS by e-mail. Offices unconnected to the e-mail system should send completed forms in Word format to Room Q-300, through the diplomatic pouch.

 

Once ARMS checks that all transfer documentation has been reviewed, ARMS will schedule a time to remove boxes from your office. We will notify you well in advance of the pick-up date.
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What transfer documentation should I keep?
ARMS will send you a receipt, or Records Accession Control form. You must retain these documents in order to facilitate future record requests.
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How do I transfer records from an office away from New York?
Offices away from Headquarters should follow the same procedures for preparing records, file lists and packing records. Containers destined for New York should be addressed to: United Nations Archives and Records Centre, 31-00 47th Avenue, Long Island City, NY 11101. USA Attention: Accession and Disposal Desk.

 

* Please note: Transferring offices should instruct the freight forwarding company to send the original (not a copy) of the bill of lading - necessary for getting United States Customs to release the shipment - and 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, USA, telephone (212) 963-9403; fax (212) 963-9866. This will prevent unnecessary storage charges at the port of disembarkation.
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How do I transfer electronic and / or non-paper format records?
If you wish to transfer electronic or non-paper format records you use contact ARMS in the first instance so we can arrange a meeting with your office to plan the best transfer strategy that will meet respective needs and requirements.

 

ARMS is responsible for ensuring that electronic records with enduring value are preserved and accessible to the Organization over time. ARMS will work with offices to identify such records and to recommend strategies for migrating them to new storage media as automated systems evolve. When the transfer of electronic records to ARMS is essential, ARMS will work closely with the creating office to make sure that electronic records including associated metadata or other information required to access the records accompanies the records transferred.
AMS can assist offices on the selection and implementation of  electronic recordkeeping systems (Dirks) and can offer advice and assistance on the ongoing management of electronic records.
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