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Instructions for Shipping Paper Records by Sea Container to United Nations Headquarters  
 

1. Records must be packed in locally sourced boxes of an approximate size of 30 cm 
(W) x 30 cm (H) x 40 cm (D). Boxes must be very sturdy, e.g., double walled. 

 
2. Records are expected to be shipped in ISO 20’ containers that are CSC plated (safety 

compliant, i.e., not rusted and without holes). Containers must be either Shipper-
Owned Containers (SOC) or Carrier-Owned Containers (COC). Records cannot be 
shipped in UN containers.  
 

3. Shipping MUST be “Door-to-Door”, meaning the container must be delivered to 
ARMS’ vendor, GRM, at the destination address below in South Brunswick, NJ. The 
container must remain on-site overnight, at GRM’s premises, to allow our vendor to 
fumigate the boxes. This process requires at least 24 hours, depending on the time 
of delivery. Once fumigation is complete (typically within 24–48 hours), GRM will 
remove the boxes from the container, allowing it to be collected by the freight 
forwarder. 
 

4. A ISO 20’ container can accommodate 11 standard pallets with approximately 30 
boxes on each pallet. The number of boxes per pallet may vary but the container will 
hold 300 to 350 boxes.  
 

5. Boxes should be stacked on pallets as follows: 

 
 

6. Boxes on pallets must have outward facing labels and be shrink wrapped. They must 
be wrapped onto the pallet. Shrink wrapping should catch around the bottom corner 
of the pallet and then pull it up to the opposite corner. Simply wrapping around the 
boxes does not provide enough strength or stability. Records originating from the 
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same office should be grouped together (i.e., on the same pallet or in the same 
container).  

 
7. An Excel spreadsheet listing what is in each box (i.e. file listing) and what boxes are 

on each pallet, must be provided. 
 

8. The following shipping documentation must be provided to ARMS: 

 Original Bill of Lading  

 Estimated Time of Arrival (ETA) and a contact point for the shipping company 

 Copy of the contract with the shipper 

 Copy of the PO 
 

9. The shipment requires customs clearance. According to Customs and Border 
Protection (CBP), an Importer Security Filing (ISF) is required for all shipments 
entering the U.S. by ocean vessel. This should contain essential information about 
the importer/supplier and the carrier of the goods. For U.S. inbound shipments, U.S. 
Customs requires the ISF to be filed 24 hours before the cargo is loaded onto a U.S.-
bound ship. An ISF is not required for goods transported by other modes of 
transportation (e.g. air shipments), but they will still be subject to customs 
clearance. 
 

10. The Carrier/Freight Forwarder is required to provide to Freight Forwarding and 
Logistics Team in the United Nations Procurement Division via email: 
forwarding@un.org, cc: christina.tun@un.org and sara.shakouri@un.org) the 
following: 

 A pre-alert giving details of the shipment and scanned copies of the Bill of 
Lading 

 Arrival Notice, Invoice and Packing List, Cargo Manifest, and other documents 
relevant to the shipment. 

 
11. The documents must be sent as early as possible to allow the Freight Forwarding and 

Logistics Team sufficient time to properly submit the DS-1504 form required for 
import customs clearance procedures. The Freight Forwarding and Logistics Team is 
responsible for obtaining customs clearance, and the associated costs are covered by 
the Shipping Office. 

 
12. Failure to do so will cause late ISF fines and penalties, delays in cargo import 

clearance and detention/storage charges, which will be for the Carrier/Freight 
Forwarder’s account. 

 
13. Containers must be shipped to the following address 

 
a. Consignee:  

UN Archives and Records Management  



 

3 
January 2023 

Attention: Stephen Haufek, Archives and Records Management Section 
c/o Monika Tkacova, +1-732-567-7809 
405 East 42nd Street, New York, NY, 10017, USA 

 
b. Destination   

GRM 
2520 Route 130 
South Brunswick, NJ 08810 
Attention: Eduardo Arauz, GRM Information Management Services, Inc. 
earauz@grmdocument.com, +201-798-7100 X 3100) 

 
 


