Preparing and Storing Boxes

at the
Records Management Center

Presented by: Karen Gray

Records Management Division
Arizona State Library, Archives and Public Records



m Records Management Division

JArizona State Library, Archives and
Public Records

0Only authorized Records Center for
state agency records (ARS 41-1345.01)

Office of the Secretary of State



Locatiovn

mFacilities

Records Center

21919 West Jefferson

Polly Rosenbaum Archives &
History Building

sMadison & 19t Ave
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m Records Officer designation
OARS 41.1346

m Access to Records
Monday-Thursday 8:00-5:00
Fridays: call 926-4035
After Hours and weekends
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Recorvds for Transfer

m Criteria for records storage @

CJApproved Records Retention Schedule
OInactive records

OTransmittal documentation completed
OEvent date met



Preparing Recovds for Transfer

m Standards for boxes

Box Dimensions

m12” wide by 10" high by 15" long
Barcode Labels
Packing Records
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Preparing Recovds for Transfer

Transfer Manifest

swww.lib.az.us/records/forms/ctm

TRANSFER MANIFES

Agancy - compiens “whia™ areas. “Grey” ared - for AMD use oniy.

Arizana Stabs Library. Archivas and Pubils Recaords ST RAE oone
Records Management Division | | | |
1513 W Jafferson, Phoanlx 85003 (60Z) 526-3815
i L '.--?&ms—m:‘?alilsl'}g Manifest par G LT RANE | "'"|" ""l’“'l
ADDRESS =]
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TOTAL NUMEBER BOXES HOE HUMEBERS (Incushve)
thru
List individual boxes if there is a break in numbers:
SEMDER MNAME [FLEASE RINT) SONATUNE DATE
X
SONATURE DATE
RECORDS MGMT DIVISION X
010 NILES 1030 NILES MILES TRAVELED
{Omics Aaa TAPE EXCHANGE O
Cuumty) Description
" 588 AgENIy's RECinos REfannon SCeduie (Agency Fasswon) May, 2006
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Preparing Recovds for Transfer

Boxed Records Data Form

BOXED RECORDS DATA

s
ATTACH DATA ENTRY ATTACH DATA ENTRY
SARCODE LABEL BARCCODE LASEL
M NUMEZRICAL SEQUENCE INNUMERICAL SEQUENCE
FROM THRL FROK THRLU
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Scheduwling Tronsfer

mApproval of transfers

mScheduling transfers
602-926-3815
rmd@lib.az.us
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Scheduwling Tronsfer

m Stacking Boxes for Pickup
16 high or less
ONumeric order
1All boxes in one location
Pallatized records
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Recovds Retrievalsy

m Phone: 602-926-3815
m Fax: 602-256-2838
m Email: rmd@azlibrary.gov

0 24 hours: Included in storage fees
0 2 hours: $13.00
0 After hours: $50.00
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Recovds Retrievalsy

m Permanent Withdrawal

m Change in Disposition Date
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Refiles & Intevfiles

m Refiles
m Interfiles

www.lib.az.us/records/pdf/|

nterfile.p

df

ARIZONA STATE
LIBRARY, ARCHIVES AND PUBLIC RECORDS

GladysAnn Wells, Director
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Interfile Transfer Cover Sheet

Date:

Lisa Maxwell
Disector

| Account Code:

| Agency Name:

| Division Name:

Sender Name- [Phone

File Name or Case/Batch number

Box Number

RECORDS MANAGEMENT DIVISION

Phove. (602)926-3815 » FAX: (602) 256-2833 » E-Mal kpay@libazus
A= 2l Oppoemny eperar

1919 West Jefferson » Phoenix, Arzoua 85009  Home Page: hp://www lib.azus
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http://www.lib.az.us/records/pdf/Interfile.pdf

Refiles & Intervfiles

m Overfilled Boxes

m Reboxing Records

m Permanent Withdrawal

m Change in Disposition Date
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Final Disposition of Recovds

Pre-Disposition
Release Form

0 Shred
00 Transfer to Archives
00 Return to Agency

ARIZONA STATE
LIBRARY, ARCHIVES AND PUBLIC RECORDS

Cladv:Ann Welk:, Directar
RECORDE MANACEMENT LISA MAYWELL
Diivimion Director
PRE-DISPOSITI RELEASE FORM
Do
Ay Mams
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Report of
Records
Destruction

Agency Records Destruction

REPORT/CERTIFICATE OF RECORDS DESTRUCTION

"_n‘- t ’J'.' Lrlzona State Library, Archlves and Public Records AUTHORITY

RECORDS MANAGEMENT DIVISION e =
-5@'-’-"-";""‘? n 1813 'Weat Jaffarson Strast hadids
‘—"i"-%‘"-‘-- - Phoenl, Arizona 35009
Ll Phone: §02-542-3741 Fax: §02-542-3530
E-mall: rmdglln.az.us
O STATE -
AGENCY o

LIST RECORDS DESTROYED

RECORD SERIES DATES COVERED

ESTIMATED
WOLUME *

CERTIFICATE

The abowe records have been destroyed so as to render them totally useless.

P

* Volume of paper records is estimated in cubic feet ro the nearest whole number. Volume ol
digital records may be stated by the estimared memory volume it consumed.

ARIZONA STATE LIBRARY, ARCHIVES AND PUBLIC RECORDS



A

Recovds Destructiov

ingle Request
or Records
estruction or
ransfer

SINGLE REQUEST FOR RECORDS DESTRUCTION OR TRANSFER

arizona Stats Library, Archives and Public Records  [JEERCIETTR
RECORDS MANAGEMENT DIVISION P RBD e ariky
1919 Wast Jarferason Straat
Fhoenlx, Arlzona 85003
Phone: 602-542-3741 Fax: 602-542-3580
E-mall: rmagniin.az.us

EISTATE AGENCY | El_x. TIZAL EUBDIVIS O DATE
AGENCY HANE ORGANZATIONAL URIT PHORE
ALCIESE oY fa

CODE
ESTMATED
] AEELnE = FROM THRU VOLUME *

A — Transfer to Arizona State Library, Archives and public Records.
CODE B - Continue to hold until -
C - Transfer to
D - Destroy so as to render unusable.
AUTHOMIZEDE P PFROVED BY DaTE

Comecai. AES(m S Lisary, Sesshos aid Potic Hecsid

LI The above records have been DESTROYED so as to render them totally usless.
[ The above records were TRANSFERRED per direction.

&7 [MAME] TITLE

SGRATURE CATE

*Wolume of paper records is estimared in cubic feet ro the nearesr whole number. Volume of
digital records may be stared by the estimared memaory volume it consumes.

ARIZONA STATE LIBRARY, ARCHIVES AND PUBLIC RECORDS
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Disaster Recovery Services

m Backup tape storage

m Tape Exchange
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Records Center Fees:

Records storage:
Winlmum charge fewer than 12 boxes In storage)
Fiat rate charge (maximum of 100 boxes; Inclushe of i activities)
‘Stanard box (12 In. wide X 15 In long x 10 In. nigh}
Computer binder box {13 In. wide X 16 In. long X 12 In. nigh}

Xeray Box
“Bankers box’ (12in. wkie X 24 In. long X 10 In. high)
Other non-5taNdard baxss (on approval oaly)

‘Over-packed standard box (l2ss than 3 in. of spare space)
Pre-printed box I3bels & data Input forms

Pick upldelvery of records (within 10 mi. of RMC):

80 to 100
Pick upldelnery of records (10 to 30 mi. from RMC):
110 20 boxe:
40 bmoeﬁ
41 10 60 boxes
&1 to 80 boxes
80 to 100 box=s
Pick upldelivery of records [outside of Maricopa County)
110 20 5

Up and in to RMC (accession handling fee)
Hox accession data input - customer input

Hox accession data input (up to 100 characters)
Hox accession data input (100 to 200 characters)

Corrections made to input data (customer error)

SpiRiing baling accounts beyond two organizational (division) levels S

w107,
Azizana State Library, Archives and Public Recards ¥ (]
RECORDS MANAGEMENT DIVISION [ 1 (R T s
192 Wt jtieecn T -
Phosnix, Asiaces 5009 a o
Phorw: S01-526-3815 ) Fae: 600-156-25- 2898 | Eenail: recdilib.az o ‘:'
4

Records Services Price List — Effective Nov. 1, 2001 - page 1

fiscal year

20.00 per
300 per box per fiscal year
10 per box per montn
20 perbox permontn

3

E
20 perbax permontn

per account per montn
5.00 pertrip
.00 pertrp
7.00 perirp
.00 perirp
2.00 peririg
10.00 pertrip
12.00 pertrp
14.00 per trp
16.00 pertrip
18.00 pertrip
5.00 + 40im| pertrip
6.00 + 40ml. perirp
7.00 + 40imi. perirp
5.00 + 40imi. pertrp
.00 + 40imi. pertrip
s0 perbox
nic perbox
1.00 perbox
2.00 perbox
1.00 perbox

Q‘l 10 4
Asizana State Library, Archives and Public Recards
RECOEDS MANAGEMENT DIVISION 59 ‘_,Mm *
1919 Went affarscr, 7 B
Fhosntx, Arizora BS009 Sdnse O
Phorw: SI1505.355 | o 605356 756-2858 1 F-anll; rnilibac.sm o

Records Services Price List — Bffective Nov. 1, 2001 - page 2

Arizona State Library, Archives and Public Recards
RECORDS MANAGEMENT DIVISION
1919 Wiat Jeffarice:
Phosnix, Arigoea 85009
Face: i

Vﬁcm

V1D,
RO

.
©
o
a,‘:’
o

Records Services Price List — Effective Nov. 1, 2001 - pag= 3

Indexing or re-indexing boxes (detailed index of contents)  0.01 per key stroke Confidential destruction (shredding):
‘Standard records box .00 per box
ieval: Other cantainers RI perib.
OMMal (WIENIN 24 NoUrs) Inciuding Nput 150 per flle-or box
{discoun for cilers entering Input) (50} per fllear box Container information report:
emengenmmmzmrs] Inciuding In 10.00 per flle-or bax 101 2 anmually e
e texenas 3ns oays e Addonal reports 1.00 per 10 pages.
mmug input s0.00 per flle or box
Delivery: Custom query reports 2.00 per 10 pages.
Interagency mall nie
wil call or courler nia Account set-up fee
USPE. 5.00 per fil (one time charge for setting up new accounts) 10.00 PEr account
USPE. 15.00 per ox
Tucson Shufle 10.00 per file Miscellaneous Charges {25 hr. increments) 15.00 per hour
Tusson Shutle s0.00 per box
RMC COUTET (Withn 10 miles) 12.50 perinp
RMC courler 10 to 30 mies) 25.00 perting Vault Storage Fees
TPk r per page Magnetic and optical media storage: " ot
5N x141n. A5 Ioose on =ne B per slot per month
i perpage 'Nws style -irack reel steel cantainers 2.75per container. per month
Faxed delfvery (Maricopa County) 10 perpage + copy oost TSk Do e conanertfs sma forat carbiges T 7Eper cantainer. per moam
i “Aftacne case” Siyle CONLAINETS 3.500€r CoMaNEr. per monmn
Fax long distance charge 200 pertax cal =Anvil case” style contalners (1 cu_ 1t ) 3.D0per container. per moatn
. . “Suftcase” styie cantainers 5.00ger container. per montn
MF':: [records retrieved from RMC): 150 - Comugated paper S-irack tape boxes (1 cu.tt, 3.00per confainer. per montn
s per Std. Records box (12 In. wide X 15 In. hngxlnh nigh} 4.0Dper container. per mantn
Wmaie bax 150 per box Misc_ 1cu i contalners 3.D0per confainer per montn
Misc. 1.5 — 2.5 cu. 1. containers 5.00ger container. per montn
Inter-files (records added to file at RMC) 500 perflie:action Misc. 2.5 — 3.0 cu. . containers G.Dﬁr mmer.g:nmm
Splitting records box 5.00 peraction + box Micrographies storage:
. . . 16mm x 100 . ral nic per rall per montn
New boxes (std. 12 in. x 15in. x 10 in.) [+ delivery charges] .80 per pox 16mm x 215 . rall (thin base) nic per rall per moatn
) 35mm x 100 1. rall nie per rall per montn
"Destruction due” report nic per 10 pages Std. Records bax (1.25 cu. 1) nic per bax per manth
Pull box for destruction 150 per box Pick up and delivery (exchange) :
Weekly 50.00 per montn
Recycle records for destruction NIC(RMC recelvas market price) Bl-weekly 2500 per montn
Manthly 12.50 per montn
FPRICES. TO CHANGE
ToCHANGE

ARIZONA STATE LIBRARY, ARCHIVES AND PUBLIC RECORDS
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Records Center Fees

m Monthly Storage Fees
m Pick up/Delivery of records

m Retrieval
124 hours
JOJEmergency (2 hours)
OAfter Hours

m Refiles
m Interfiles
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Records Center Fees

m Delivery
CInter-agency Mail
JRequestor pick up
0U.S.P.S.

O Courier
ORMC delivery
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Contact information

Karen Gray

Records Management Specialist

Arizona State Library, Archives and Public Records
Records Management Division

1919 West Jefferson

Phoenix, Arizona 85009

Phone: 602-926-3817

Fax: 602-256-2838

kgray@lib.az.us

ARIZONA STATE LIBRARY, ARCHIVES AND PUBLIC RECORDS



