Victoria University Records Management Program

Procedures: Box List for donation to Victoria University Archives


PACKING INSTRUCTIONS
1. Pack files in standard records storage boxes (i.e. bankers boxes)

2. Maintain order when packing records – keep record series together and maintain the original organization of files in the office.  

3. Do not overstuff or under fill boxes.  Record series can continue across boxes.

4. Make sure any old writing is blacked out on the box.
5. Write name of originating office on the box (ex: Victoria University, Office of the Dean of Students).

6. Write box number on all sides of the box.

LISTING INSTRUCTIONS: Fill out the box list template provided, using one line per file, according to the instructions and example below.
Preliminary information: Enter the name of office, the name of the person completing the list, and the date the list was conducted.
Box number: Enter the number of the box the file is located in (make sure it coincides with the number on the box).
File title: Enter the title of the folder, verbatim, as written on the folder.  If explanatory information is needed, enter this in square brackets after the title.  Also use this space to note new records series or other headings.
Date range: Enter the date range for the records in the file.  If there is a range of non-consecutive dates, use commas to differentiate periods (ex: 1936-1948, 1991)

EXAMPLE

Office: Victoria University Archives
Completed by: Jane Doe
Date: January 1, 2009
	Box #
	File title
	Date range

	
	
	

	
	Correspondence
	

	1
	General correspondence
	1994-1997

	1
	General correspondence
	1998-1999

	1
	Correspondence with researchers
	1995-1998, 2002

	

	
	Planning
	

	4
	Report [The New Archives Initiative Report)
	2000

	4
	HR planning
	1992-1994, 1999-2001

	4
	Meetings [with President re: Archives planning]
	1994-1998



