INSTRUCTIONS FOR PREPARING ARCHIVED RECORDS FOR TRANSFER

Records to be transferred to the State Archives Center and the State Records Center are to be prepared as follows:

(1) 
Arrange permanent records (Protection and Permanency case files are all considered permanent records) according to record series.  The records series number for inactive DPP cases other than adoptions is 1943.1.  Only one record series may appear on each transmittal (PRD 70 Transmittal Form).  Number each container (box, roll, book, bundle) consecutively, beginning with container number 1 on each transmittal 

(2) Use Public Records Division standard size record storage boxes (one cubic foot) to transfer most records (files, small books, etc.). They are specifically designed to hold either letter or legal size records.  It is recommended that records be removed from the green file folders and placed in manila folders prior to archiving.  Boxes must be taped lengthwise and crosswise on bottom only with 1" wide filament tape. DO NOT TAPE TOP OF BOX.  File drawer length boxes (banker boxes) are not acceptable for storage at any of the Records Centers. For transfer instructions of records, which cannot be stored in the records storage boxes, such as maps, plans, drawings, etc., contact the DPP Records Officer. **(You must use the correct archive box which can be ordered through Cardinal Office Supply, order #CAR 151210)**

(3) Place records upright in the boxes, one folder behind the other, in the exact order in which they were maintained in the active files, e.g., alphabetical, numerical, chronological, etc.  Number related folders as 1 of 2, etc.  DO NOT OVERLOAD THE BOXES. Overloaded boxes will not fit on storage shelves and do not allow room for possible additional files at a later date.

(4) When placing the records in boxes, prepare a list of the contents of each box, showing the series number, the title of record as given on the record retention schedule plus any other necessary descriptive detail, and the inclusive dates of the records. Use this list for typing transmittal, box labels, and for future reference.

(5) All boxes containing permanent records must have a box list - placed within the box, lying flat on top of the records.  For DPP cases, the box list needs to list the case number and case name of each file contained in that specific box.

(6) Using a black marker, place the box number in the upper right corner of each box, opposite the pre-taped end. Make the numbers approximately two inches in size so they can be easily seen. The box label (form PRD 60) is to be placed in the center of the end on which the box number is placed. These labels are pre-glued. They should be moistened and placed on the box. DO NOT TAPE LABELS ON BOXES. Pre-glued labels must be obtained from the DPP Records Officer.

FAILURE TO COMPLY WITH THE ABOVE PROCEDURES WILL RESULT IN REJECTION OF THE RECORDS TRANSMITTAL AND SHIPMENT UNTIL CORRECTIONS HAVE BEEN MADE.

TRANSMITTAL FORM INSTRUCTIONS 

Proper completion of the transmittal form is essential. The Records Transmittal Form (form PRD 70) must be typed. If the first page of the transmittal is insufficient to record the entire shipment, use the Transmittal Continuation (form PRD 70a). Use as many continuation forms as necessary. These forms are available from the DPP Records Officer.

Type data on the front page of the Records Transmittal, moving from number 1 thru 16

as follows:

(1) Cabinet/Local Jurisdiction: Name of Cabinet

(2) Department/Local Government Office: Name of Department and/or Commission

(3) Division: Name of Division, which falls under Department listed above

(4) Branch/Unit: Name of Branch or Unit (County office)

(5) Retention Schedule Date: The month and year the current record retention was approved by archives and the Records Commission. You need not give the change date of a specific record series.

(6) Total Containers: The total number of boxes, rolls, books or bundles in this

shipment (transmittal).

(7&8) If permanent mark YES. 
(9) Destruction Date (Year & Month): Since DPP cases are all permanent records, type NONE.
(10) Box, roll, book, and bundle: Check whether the records are in boxes, rolls of microfilm, books, or bundles. Number consecutively each box, roll, book or bundle in the column.

(11) Series Number as on Schedule: The series number is taken from your Records

Retention Schedule. A transmittal for permanent records can only have only

Record series number on it.

(12) Title of records, exactly as listed on the Records Retention Schedule: The title of the records is to be exactly as shown on the record retention schedule. On permanent transmittals the official title needs to be listed once only as a heading. Additional description must be added for each container. For alphabetical and numerical files, the first and last folder in each container must be identified on the transmittal.

(13) Date span of records in each container: The inclusive (oldest and most recent)

dates of the records in each box, roll, book or bundle.

(14) If there are restrictions on the record mark YES and cite Authority. If no mark NO.

(15) Agency Records Officer signature: The signature of the DPP Records

Officer and date transmittal is signed.

(16) Page 1 of ___ : Enter the total number of pages in this shipment (Transmittal) 

(17) Accession number: Accession numbers will be issued to the DPP Records Officer upon request.

The remaining blocks of the transmittal form will he filled in by the Department for Libraries & Archives or the cabinet's Records Coordinator after the shipment is received.

After completing the transmittal form, remove and retain the goldenrod copy ("Agency Copy") of the transmittal form. Forward the remainder of the transmittal form to the DPP Records Officer for approval along with an Information Sheet.
The boxes of archived record may be mailed to Central Office via certified mail.  They may also be transported to Central Office.  Regional office staff may contact the DPP Records Officer to discuss arrangements for receiving material in Central Office.

After the shipments have been put on location in the State Archives Center or the State

Records Center, you will receive a copy of the "Agency Locator Copy" of the transmittal form. You should then destroy the goldenrod "Agency Copy" of the previously completed transmittal form.

