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Transferring NMAI Records to SIA

Step 1
You have inactive records you would like to transfer to SIA.

· Consult the NMAI Records Disposition Schedule [found on our website under Records Management, www.siarchives.si.edu]

· Find the schedule for your office and determine if your records fit into any of the series listed.  The disposition column includes instructions for handling inactive records of that type.
· Use the link to "General Records" on the Table of Content or use the link to the "NMAI General Records Schedule" at the bottom of the schedule to find the disposition of many commonly held records found in offices, i.e. financial, administrative, and personnel records
You don't find your office on the schedule or the specific type of records you are transferring

· Contact Mitch Toda to appraise your records in order to determine their proper disposition
Step 2

You've determined what type of records you want to transfer

· Figure out how many boxes you need to transfer to SIA and what type of box you need, i.e. permanent or temporary boxes.  Typically one full vertical filling cabinet drawer generally fills 2 boxes and one lateral drawer fills 3 boxes.
· Contact Mitch Toda and he will deliver your requested boxes to you.
· GGHC  - You can place your records in whatever boxes you have on hand.
Step 3

Preparing your records
· As records are put in boxes please follow these guidelines:

· Everything must be in a labeled folder

· Remove records from hanging files, binders and accordion files
· Remove binder clips, plastic bindings and rubber bands
· Staples and paperclips are okay to leave in
· Please label each box on the outside in pencil with the records type and box number
· Records need to be separated by record series and placed into separate series of boxes.  Start a new box and a new set of box numbers for each record series.
· Create a Word document that lists the title of each folder within each box.
Step 4

Your records are ready for transfer

· Email Mitch Toda a copy of the list you created and arrange a time for him to come pick up the records.  For folks at GGHC, postage paid mailing labels will be sent to you so that your records can be mailed to SIA.
Step 5
Your records have been picked up and transferred to SIA
· Once your records have been processed and entered into SIA's Collections Management System, you will receive an acknowledgement memo that will include the accession number SIA has assigned to it.  Information about records can be accessed by you on SIRIS [with the exception of permanently restricted records].  I would suggest that you keep a file or binder that includes all of the acknowledgement memos and folder lists so that they may easily be referenced.
Step 6

You want to access your records
· Contact our Reference Archivists at osiaref@si.edu or 202.633.5890
· For the quickest response please include the accession number(s) and box number(s) of the materials you are requesting.  If you do not have them our Reference Archivists can assist you in finding your records.
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