
   
 
 
 TRANSFERRING RECORDS GUIDE 

 

 

 

 

P
u
 

P
u
 

lease read this guide thoroughly before boxing and listing your records! If you are 
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GENERAL INFORMATION ON SUPPLIES & FORMS 

Archive Cartons 

All records sent to Corporate Records Services (CRS) must be packed in official 
University approved archives transit cartons. These are available free of charge and 
must be used only for the archiving of records. Please do not damage or deface the 
cartons. Departments may be charged for any cartons received in an unacceptable 
condition. The archives cartons and lids are usually supplied unconstructed. Each carton 
and lid has an inside and an outside with identifying sides. The carton also has a 
designated area for placement of the box label. The label side designates the front panel 
of the carton. Please ensure that the handle flaps are folded inwards to enable safe and 
easy carriage of the carton. The edges of these cartons may be sharp, so please handle 
with care! 

For information on the packing of the cartons see Step 4 below. 

Forms 

Two forms must be completed and forwarded to Corporate Records Services (CRS) 
before any transfer of records may take place; the Records Transfer Form and the Box 
Contents Inventory Form. For your convenience you may complete your box contents 
inventory in an electronic format i.e. word or excel document and submit this in lieu of 
the Box Contents Inventory Form, however wherever possible the general layout of the 
Box Contents Inventory Form should be adhered to.  

For information on the completion of the forms see Steps 3 & 5 below. 

Labels 

We now prefer you send the cartons with a pencilled box number in lieu of any label. 
While you are working on packing your records and completing your Box Contents 
Inventory Form, you should pencil a box number in the label space on the carton or 
alternatively use a temporary label for your own reference purposes. Any box number 
used should correspond with the box number on your inventory. Please use pencil only 
on the carton. If you choose to attach a temporary label use removable tape only. 
Please do not use non removable tape, glue, pens or markers directly on the 
cartons. An official label will be applied after your cartons have been received by 
Corporate Records Services. These labels will be pre-printed with the information taken 



from the Records Transfer and Box Contents Inventory Forms therefore it is important 
that you provide an accurate and detailed description of the contents of each carton on 
the Box Contents Inventory Form.  

For further information on the labelling process refer to Step 7 below. 

 

STEP BY STEP GUIDE TO ARCHIVING YOUR RECORDS 

Step 1: Ordering Archives Cartons 

Please contact CRS indicating the number of cartons you require. If you are unsure of 
how many you will need please indicate the volume of records you wish to transfer and 
CRS will estimate the number of archives cartons required to complete the job. 

 

Step 2: Pre-sorting and Preparing Your Records 
 
• With the exception of those items mentioned in 2.2, 2.3 and 2.4 (below) no portion of 
any record may be discarded unless so stipulated by the governing records schedule. If 
you are unsure of what may be safely discarded please contact CRS for advice. 
 
• Should you choose to remove your documents from binders or other storage media 
prior to placement in the archive carton it is preferable that loose documents are bound 
securely with string or woven legal tape as this will aid in the keeping the records in 
‘sequence.’ If you are unsure of how your records should be ordered please contact CRS 
for advice. 
 

2.1 Before completing any inventory or placing any records in the archives carton, you 
should gather together all records of the same type/description for the same date range 
or ‘end date’ (date of last action) and arrange in consecutive order. This ‘end date’ is of 
utmost importance as it is from this date that the retention period is applied. All records 
in any given carton should have the same ‘end date’. 

2.2 Discard any duplicate copies. One copy of a document is sufficient. Always retain the 
original or in lieu of, keep the ‘best’ copy. That is, the record that is in the best condition 
and/or that has the most information. 

2.3 Discard all papers that have no informational value, such as, blank forms, envelopes, 
post-it notes, phone messages, and illegible notes. 

2.4 Discard convenience copies for which your office was not the originator or the office 
of record. This includes copies of minutes and agendas, publications, reports, memos, 
etc supplied by other departments or offices for informational purposes. 



2.5 Remove rubber bands and paper clips as these items perish and rust damaging 
documents over time. Staple documents together or alternatively bind with string or 
woven legal tape. 

When you have completed the pre-sort of your records move on to Step 3. 

 

Step 3: Completing the Box Contents Inventory Form. 
 
• Completion of the inventory and the packing of your records (Step 4) may best be 
performed simultaneously. 
 
• Inventories should be sufficiently detailed to accurately identify a record both now 
and in the future. 
 
• Please do not leave anything out. Unlisted records become missing records and may 
never be found again! 
 
• Complete all unshaded areas only. 
 
• Leave a blank line between each record entry. 
 
• Wherever possible list records with the same date range/end date on the same 
inventory form. When the end date changes use another inventory form. 
 

3.1 Division/Department: Enter the overall name of the Division or Department from 
which these records originated. 

3.2 Office/Section: Enter the name of the office or section within the Division or 
Department from which these records originated. 

3.3 Box Number: Enter a box number. For your convenience you may allocate your own 
numbers for the purpose of identifying each carton while the records remain in your 
office. The first box number for any given year should always start at 1. Box numbers 
must always be sequential i.e. 1, 2, 3… or when a prefix denoting year is used e.g. 09/1, 
09/2, 09/3… 

3.4 Record Description: Enter a standard description for each record or series of 
records. This should be the title by which the record or series of records is commonly 
known. Where possible the title should correspond as closely as possible with a title for 
the same record as shown in the General Disposal Authority. Always list sequentially by 
title and date range. 

3.5 Date Range: Enter the inclusive date range/end date for each record or series of 
records e.g. 2004. Records that cover more than one date period will be recorded as 
such but for the purpose of applying a retention period shall be deemed to be the most 
recent year e.g. a 2002 – 2004 record will be considered as a 2004 record. If the order or 



nature in which the records are kept or arranged makes it difficult to accurately establish 
the date range, indicate this by using the circa symbol c. e.g. c2002 – 2004. 

 

Step 4: Packing Your Records. 
 
• Packing of your records and completion of the Box Contents Inventory Form (Step 3) 
may best be performed simultaneously. 
 
• Electronic/digital media should not be packed inside cartons with paper records. 
Separate handling of this medium is required for adequate preservation. If you have 
electronic media to transfer, please contact CRS. 
 

4.1 Pack your Records: Pack your records in the same order as you have recorded 
them on your inventory form. It is strongly recommended that only one record series be 
placed in a box. If it is necessary to place more than one records series in the same box 
then each record series must have the same retention period and the same final 
disposition, so please check with CRS before doing so. The inventory must also indicate 
this fact clearly. 

Our standard archives carton holds three or four foolscap lever arch files top and tailed; 
or three foolscap storage boxes lying flat or on their sides. Our archives carton will also 
accommodate most standard line flow print-outs, loose documents and other media. We 
recommend placing storage boxes in the cartons on their sides as this generally allows 
the box to be easily removed from the carton for retrieval purposes if need be. If your 
records are of an odd-size, please contact CRS to discuss alternative boxing and 
storage arrangements. 

Please place records right side up in the cartons. Records should face the front (label 
side) of the carton. For ease of retrieval, records in manila folders may be best stacked 
on their sides. Stack from left to right. 

Please do not over fill the archives carton as over-filling may cause the carton to split or 
collapse. If the sides of a closed carton are bulging and/or the lid is raised and not sitting 
flush, then you have overfilled the carton! If a carton is nearing full capacity, and the next 
item will clearly not fit, please do not attempt to squeeze it in. Move on to a fresh carton 
but make sure that this is reflected on your inventory form. 

Enough space should always remain inside the carton so that records may be easily 
retrieved. It is also helpful to leave a small amount of space should an overlooked item 
be required to be added at a later date. When records are packed properly, they are 
easily handled and removed from the carton for reference. 

In some circumstances a full carton can weigh in excess of 15 kg. If the type of material 
to be transferred is of a nature that the contents are in excess of 15 kg, it is advisable 
that the contents are divided between two cartons or alternative containers be used. 
Please contact CRS for further advice on packing heavy items. 



4.2 Apply Box Number: In line with Step 3.3 above, apply a box number to the label 
space on the front of the carton. Please use pencil only. 

When you have completed your Box Contents Inventory and have finished packing your 
records move on to Step 5. 

 

Step 5: Completing the Records Transfer Form. 
 
• Complete all sections on the form. If you are unsure of any section please contact CRS 
for clarification. 
 
• In some instances multiple inventory forms may be required per transfer/deposit but 
generally only one Transfer Form is required. 
 
• The Head of Department or the person with overriding authority for these records 
must approve the list and sign the Records Transfer Form. Check the list carefully 
before approving it as the responsibility for providing complete and accurate listings 
rests with the signatory not Corporate Records Services. 
 

Section 1: 

5.1  Division/Department: Enter the overall name of the Division or Department from 
which these records originated 

5.2  Office/Section: Enter the name of the office or section within the Division or 
Department from which these records originated. 

5.3  Campus Building: Enter the name of the campus building here. 

5.4  Room Number: Enter your physical location within that campus building here. 

5.5  Preparing Officer: Enter your name here. 

5.6  Phone: Enter your contact phone number here. 

5.7  Email: Enter your email contact address here. 

5.8  Date: Enter today’s date 

5.9  Authorised By (HOD): Head of Department to sign (see third bullet point above) 

 

Section 2: 

5.10  Records Class: Enter the class or classes of records as listed in the NZ 
Universities General Disposal Authority (GDA) e.g. 7.8.2. If you are unsure of 



what class or classes your records come under do not worry as this will be 
checked by CRS. 

5.11  Number Of Boxes Transferred: Enter the total number of cartons you are 
transferring to CRS here. 

5.12  Inclusive Dates: Enter the date range over all the boxes from the earliest date to 
the most recent. 

5.13  Has This Type Of Record Been Archived Previously? Tick the appropriate 
box. 

 

Section 3: 

5.14  Checklist: All boxes should be checked ‘Yes’ before sending the form to CRS. 

After you have completed the Records Transfer Form, move on to Step 6. 

 

Step 6: Submitting the Forms for Approval. 

When you have completed both the Records Transfer Form and Box Contents Inventory 
Form(s) send both forms to CRS for approval. You may send these either in the internal 
mail, by fax or as an email attachment. Remember to take a copy for your records! When 
your forms have been received and checked by CRS one of two things will happen. You 
will either be asked to make amendments to the inventory and/or boxes and resubmit the 
forms or, your listings will be approved and authority given for transfer. When your 
deposit has been approved, CRS will issue you with a unique identifying number for this 
deposit e.g. T10-XX. This is known as the Transfer Number. The first number denotes 
the year of the transfer and the last two digits is your unique number. You should quote 
this number when corresponding with CRS about this deposit or when requesting a 
record from this deposit. 

W

 

hen ‘Approval to Transfer’ has been received move on to Step 7. 

Step 7: Applying Box Numbers to Cartons. 

Each carton has a clearly designated area for placement of a label. If you have not 
already done so, please pencil (pencil only) your box number in the label placement 
area. Official labels will be pre-printed and applied by Corporate Records Services. 
Unless instructed otherwise, all temporary labels should be removed from the carton 
prior to transfer.  

When box numbers have been applied to the cartons move on to Step 8. 



Step 8: Transferring Your Records. 

CRS will notify you by email with instructions on how to go about transferring your 
approved deposit to us for storage. Depending on the number of cartons in your transfer 
this will either be by Campus Courier (10 or less cartons) or by the Property Services 
Transport Operator (10 or more cartons). 

IMPORTANT: Remember to keep a record of the Transfer Number and a copy of 
your inventory for reference purposes! 
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