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Transfer to AURC 

(Inactive Storage) 

Checklist
( 
Pack and list files from the same record series together in the same box(es). 
(
Leave documents in file folders and pack folders in boxes so that the top tabs are visible when the box is opened.

(
Pack files in the same order as they were arranged in your filing cabinets.

(
Fill the boxes – but do not overstuff them. Please do not send boxes that are less than half full.

(
Clearly mark both ends of the boxes with the corresponding box number on the Transfer form. Affix the Transfer Label to each box.
(
Complete the Inactive Transfer of Records Form listing all boxes that you wish to transfer and submit to the RIM Coordinator - Heather McPherson – hmcpherson@athabascau.ca 
(
Important: Retain an electronic copy of each completed form to develop your department file list. It is the responsibility of each department to maintain a current listing of files in inactive storage.
