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NMAI Records Transfer Checklist

Step 1 – You have inactive records to transfer to SI Archives

· Consult NMAI Records Disposition Schedule [www.siarchives.si.edu]
· Consult NMAI General Records Disposition Schedule

· Contact Mitch Toda [202.633.5923 / todam@si.edu]
Step 2 – Getting Boxes
· Contact Mitch Toda to request boxes [NMAI Mall, CRC]
· GGHC – Place records in boxes on hand

Step 3 – Preparing Records

· Everything in labeled folder

· Records removed from hanging files, binders and accordion files

· Binder clips, plastic bindings and rubber bands removed

· Records separated by records series

· Boxes labeled on outside in pencil

· Folder list created

Step 4 – Records ready to transfer

· Email folder lists to Mitch Toda
· Arrange for pick-up of records [NMAI Mall, CRC]

· GGHC – Request delivery of postage paid mailing labels
Step 5 – Access to records

· Contact SI Archives Reference Archivists at 202.633.5890 / osiaref@si.edu
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