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Bavel g an | necti ve Reoorcs Sarage Reaility
Locd Gverment Records Technicdl [nfornation Series No.48

| NTRCDUCT| ON

A conpr ehensi ve records nanagenent programnust not only ensure active
recards ae accesside ad retrievdd e it nost dso nake certan the sam is true
o recards needed ifrequently far afinte pariad of tine - inective recards. A
recards nanegenent progyamdloms for idetificaion o inective recards via the
records invertaoy and their proper dsposd through use of rdevat retention
schedu es.

Snce bah active ad irective recards are refereced, ae mgt arge far ther
remainng tather in dfice file cdbnets. Ming so daces locd govermants & a
dsadvatae Syaaing ative framiredtive files ad trasferring the inective to
staae cregtes severd baefits:

O fress eqasivefilecdirgs, dlovrng addtiod spece fa adtive files
O lessas coding o adtive files, pprmittirg essi e retrievd

O reduces steff tine necessary far access ad retri evd

[0 decresses the chaces o misfiling

O inproves i nective recards reference servi ces

O inresses dfidery o recards d sposition

[0 avo ds the purchese of costly newequ pnernt

Odlosfa thepssidesde d surpd us equ prant

O ats staage costs damticdly.

Oce alocd goverment idatifies inective recards through the records i nvetary
ad determires their legd reation perioks acoord g to rd evat schedd es, it can
fomlae pdicdes ad procedres for thar trasfer to proper starage Becase
irnective recarcs describe alocd govermants pest adtivities ad fuctias, thar
efficient nai ntenance and accessibility are essentia to the governnents
operation ad are a sigificat coponent of a records nanegenat program A
forthconing pudication in the Locd Gverment Records Technicad Infornati on
Sxies, Admnistration of Inactive Records, wll fuly exdare pdicies ad
procedires regard ng i netive recards trasfer, staage access ad retrievd, ad
d sposd ad vays to devd gp and i npl enant these directives.

THspdicain dds viththe task o setting wpirective recards starage fad lities,
wich locd goverments nost tadde d og wth idetifying their inective records
and devd gpng adnri strati ve pd i cies and procedures.



INTIAL GONSI DERATI NS

Feqetly, alocd govermant hes fewagxtias wen settling tvo questios. W

theiredive recods saae aea ke inhose a df-ste? ad Waewll the ste be

locaed? The asvers ae Wy dctaed by bubgt, locd neads, ad avaldility.

The Sate Achives and Records Adninistration (SARY provides grant noni es
through the Local Gvernnent Records Minagenent | nprovenent Fund (LGRMIP
todplod goeamats ded @ o imroe recards saae fadlities. Rirchase @
astrudiond arexad sagefality, e, ismt dighdefa fudmg

G@udly geddig theeaefar possiblitiesfa dtes

0 Ros wthinthe locd govermarnt facility
0 AMedat bildng reted o |essed

[0 New constructi on

O Gnmercid storage.

Lhder favorabl e circunstances, the | ocation mght be a large, secure,
enviromendly soud area on the goud floor of the locd goverments office
hildrng ajacat toalced g dok ad wth access toafradt deda. If thesite
nost be auside the locd govermant buildng it shodd be ner enough to pernit
24-hour turnaround tine for reference requests. The |ocation should have
tel ephone service (ided |y fax nachine access as well), parking and adequete
security and access via decat roads. Rgard ess o were recards are stared, the
sane concerns nust be addr essed:

0 @sts

O Rysicd Sructue

0 Sourity

0 Space Requi renent s

O Bwviromnental Gnd tions
0 Sfety

O Qeration

COSTS

Wthin an dfice the normal raio o stared files to floor spaceis Ll(akic
fot/sguere foat). Inarecads staage aeg the raio may rage fran2:1to5:1
dpad g onthe type o sdvirg odling hagt, ad live flaxr loed (the ve gt
caecity the flaor can sypart). Inaddtion recards cater equi pert costs d nast
athrd less then tradtiad dfice cairgts ad e wves, ad recads cate flar
spece ots tvorthirds | ess then dffice flaor spece

To gather herd ceta far illustrating starage fadlity cost addace an impartart
facda injutifying bubgts ad gats ad inwiting and reurts, the fdloing
net hods can be enpl oyed (Minetary figures are based on current estinates.)



To determre ofi ce starage costs:

O Takethe arap oost o afar-daer, ldte-sizefilecding - $300. 00

O Dvice by the nuher o abicfest o records it wil hdd ... 6abcfea

0O G theoost o filingcadrnet eqiprat pr alic fod oeeneenes $50. 00

0 Tdethegarefadap d afar-damr, ldta-szfilecdin .. 3qaefed

O Al the squere fodtage needed toretrieve files, 3 ad (& ... 6 sqere fedt
O Mitigy by the arage oost o dfice floor SpECE covvvvvcesceveessessenn $Zsqere faa
0 Gt the oot o office spece pr far-drarer file cding e $72.00

If the govermart noved recards from20 cainets to a starage fad lity,
it vaudreoresat $6,0000 o cahngt spece nowava ldd e far active fil es:

0 20X 6 QUIC TER oottt sssssssssssssssssssssaenss IDabc fed
0 120 cbic fest x $80.00 (cost/chic foat) ... $6, 000. 00
ad reresat $,440.00 o dficefloxr spece novavaldde fa ative files:

O 20 x $72 00 (office space 0ot/ Cai NEL) ...oceceeeeevenvenenrssssssssssssssssssseeens $1, 440. 00

TOTAL. CFFILCE CGOBTS reresented: $6,000.00 + $1,440.00 . $7, 440. 00

Todteammefadlity Ssaae csts
O Teke the cost of the stadard sted shel ving purchesed.......ee. $600. 00
(far sixsdf wuits, 18gage D)
O Rwsfredgt, sipimgadessatiy, if gaicle ..eeeeeeeeeen $150. 00
B T = 11T < 21 < GO $750. 00
O Dviceby abicfet o sdvirg
6auft./shdf X 6 SHVESUTE X 4 UTLS woeeeeeeerrrressssssssensssessssssees Mabcfeg
O @& theost pr abicfod O ST M e sssssssesssssssannens $5.20
O Mtidythsbytheakicfest d recads, 120 tOGEH .reenrrenen $624. 00
0 Tkethe oost o flor spece, ove determined, a the fadlity ... B ft.
O Mitidy by the saage spece restd, B sgft. (far uits) x B ... $105. 00
0 Abdtothe 824 0 to gt the st d staingthe 120 cu ft.
(o IEC0 0 003 A1 40 £ o 11 YOO $729. 00
0 Al the cost of recards starage cartas: $L 30 bax,
$6. A archives box (10cu ft.): $143 + $63. $196. 00
TOTAL STORAGE COSTSrexeseted $720.00 + $19.00........ $925. 00
O Sixract this fromthe $7,440.00 of savi ngs fromnavi ng the records fromthe
dfie
TOTAL: NET COBT AVOILDANCE.........ccmmmmmeemeenmemsssssssssssssssssees $5, 635. 00




Local governnents shoul d not only examne short-termcost avoi dances of
irnective recards staage bu dso the logtempcue Fr exape a besenart
rcomwth ety shdvinginthe lacd govermert fadility nay suffice far the next
copde o years ad gedly reduce starage costs as vl | as provi de qui ck access
adrdried. Irheat, hoeve, insuwchfadlities aeleking ppes, hich humdty,
rodet ifestaion adthe ose o nild eech o wich wll regtivey dfect the
saed recads. Inaddtion the finte spece wil evertwdly run at &s trasfered
recards austrip those destroed Ather factar to take into acoout is the life
expectancy of equi pnent and supplies when all ocating purchase noni es.
Gmmercial storage nay provide a solution to these problens for |ocal
govermerts but they nost then cosider the costs o transporting recards to ad
fromthe site, derges fa rerieving ad rgd ad g baxes, staf tine taken up wth
td gghoning referace requests to the staage fadlity, ad the tine necessary to
recd ve requested naterid.

There are pros ad cas to eech of the four site caegries. Ven examning the
gtios avdldle haeadeddist ocnhad ddinging dl aspets to cosider,
aly csts. (Se Appendix fa asagelig).

PHYSICAL STRUCTURE

Invd ving the bui I[d ng nai terance sypervisor ad a catractar o egrex ealy an
inthestesdettion process wil proe quite badfidd. They cen hd p deternre the
flox stragh o the site wichwll reed the anut o recards ad shdvig that
canbe decad inthe fadlity. They centdl vihe the aress valls ae fire vals,

peedy far-hor, ad vwe the live lced reqiremats fa the radf aeif it isa
aestay structure These spedidists can dso coment on the soudness o the
structure, the heating, vertilation ad air conditioning (HAQ system and
dectricd ad pguhing codtios. They cen adress the fessibility of imstdling
tdgdoe lires ad assst wth cafigraion d ligt fixues ad swtches. Hvig
thsinamtion aed o tinewll dinmrete costly surprises dom the rced ad ad
indtesdation wenthgeisaddee (Fr adtaldligingd Fdrd sadkads,
see Ntioad Fre Raection Asscciaion in (Siggested Readings) o catadt the
Ntiod Achives, Vishingon DC)

SECURITY::

Inady topraect records, the fadlity shodd have restricted access. ars shad d
have | ocks, ad the nuber of keys shoud be limted Qly authorized persord
shod d have acoess, preverting the need far a security gird Ided |y, there shad d
ke o indoss, particdaly on gaud flax fadlities. If furs ae aaldde dam
sdes suldkeidled ptiadaly if the fadlity is df-dte ad ¢df ae mt
dten presat.



SPACE REQUIRENENTS

The records invertory is the key to determini ng space requi renents faor the
records storage facility. The inverntory worksheets docunent the vol une of
inctive recards as v | as thar fanats. pgoer, moadilm copue d sks/tges,
g, dugrins, ad so fath If the saee fadlity wil induk adivd recads,
theinetay wil dsoindcae the vdue ad fanat o these Keepin mnd thet
archivd records, wich need to be kept pernanently, have dfferent storage
requi renants fromthe renaining i nective recards and nost be she ved separatd y
inthe fadlity. Wen determining the vdue o recards for staage pan fa a
cunl ative grovth a lovance of approxinately 30 percent. Vien tracking of
facility activities is vl undervay, the average avud gowh can be better
defined Locd goverments wth active mordilmprgects nay nat have to gdan
for qute as noch eqansi n

/s mertioed exrlier, afou-daer leter-size cding can hdd 6 cudc fest o
recads. Aled-size far-daer caing hdds 8 abic fed, afar-dae ldte-
szelaead filecdir hdds 10 akic fed, ad afar-daer lgd-sze laad file
cdhirgt hdds 12 addc fet. Savrd recads cate catas aeidd fa inedtive
recards starage wth ther oe clic foot cgoacity, essy assetily, side goenings
fo hades, ad srdlovye snug lids. Sadard srdving is 18- gae sted, D
deep x 42 wde, accommadating three boxes across and two boxes deep per
shdf, o singe depth 15 x 42, acconmadati ng three boxes per shef. Aso
avalade ae R ad 16 deep shd ves which dimnate overhang but can be nare
costly. It is therefare inportant to gather infornati on fromseverd vendors
regard ng avai l dd e d nersi ans and costs. Hei gt betveen shdl ves shod d be just
enough to dear baxes ad dlovessy rerievd ad red acenet. Grtans shau d
nt be stacked aqp ae axthe fo dyvios reesaos o safdy, esse o reried,
ad preservaion Seving units can be paced back to back for naxi nomstarage
cecity. Selving units shodd be assenl ed wth nuts ad bdts, ad laerd
svay braces shou d re rfarce shd ves.

Lgtimgfixtues soddbe a leest aefoa aove the catas onthetop srdf, ad
sprirder heads e adahdf feat dove the catas. Rggrdng aid e spece, dlow
for a least 30 inches between bays and preferably 48 inches for the nain
caridys. If sHving hadt reqires the use d pafamladls, ade wadh nay
need to be increased in arder to acconnackt e such equi pnent. Bays shod d be a
naxi nomad 50 feet ad a least one ad a hdf fedt any fromany vd |s to neet
Federd stawbrds.



The fdlowng are two nethods for figuring space requiirenents fa the fadlity
(Medke, 2d ed ; Leahy, see Qiggested Readi ngs)

1 3 Wlune d Rcords = Foor Aea Rquired
Higt x .36

b Volune & Records = @/img HE gt Rquired
Hor Aeax .35

¢ Hoor Aeax Higt x .36 = W une Gpacity
Thsfirst nethod acoouts far aide space bt ot fioe ok spece.

2.3 Glcdae the clbic fed of inactive recards, increase by 0 percet for
cunl aive goth ad then dvide the tad by the rdevat factar listed

bel ow
Grtons Se ved Fcta
8hdh 300
Ohd 375
LRhd 4.5
dhidch 525

B Add a mininomaf 1,000 square feet for vark space
lae intheted, acase study wil illwstrate the use o these nathos.

ENVIrRONNENTAL. CONDILTILONS

Teperaure ad humd ty shod d fluctuete as little as posside wthin the starage
facility and fal betveen 6572 degrees Falvenheit and 40-55 percent rd ative
hundty. Tisis espeddly awid if recards o pernanat vd e are staed inthe
fadlity. Treaeg indudng srdving shodd be deared thorouhly befare trasfer
d reooxdcs. Mgetic neda swch as comuter dsks ax tgoes, shadd be stared

anay fromary source of nagneti sm

Wen ta king wth nai ntenance staff regarding the HAC system nake sure
thareis adegate dar dradaion paticdaly if nable srdvirgis cosidered Mid
infestaion can becoe amgjar prddemif ar flovis mnnal. Locd govermerts
shoud cosut wth coservatars regard ng the best nethods ad products for
reduci ng dust, preventing nold, and avaid ng insect and rodent infestation
s Rgod Alvisary Oficers can hd p idetify coservatas.

If the site has wndoss, nake sure they have dinds o shedes to praect recards
frommeturd ligt. Utravidet ray filter sheats fa wndowd ass are anaher
inqpesive dterdive If fluresoat ligt fixues ae ner acivd mdeid,
pradese traide filter sidds addipthese o the tues.



SAFETY:

It goes wthout saying that records storage areas nust be protected. Locd
govermants shoud be avere of locd fire regdaions ad keep these in nind
wen examning sites. Vel s shoud be costructed wth pernanent naterids to
lessen fire damage Iddly, the fadlity shodd ind ue a snoke detectar/srind e
systemd ag wthfire edingishers located a strategc pants. (Keegp in mrd thet
Himismlagr aviddegiionbscase o its paatid hedth hezard)

Freismt the aly dager torecads. Locd goverments nost dso praect thar
records fromvater danage. Vien exanning sites, the nai ntenance person or
cotractar shoud check for possibilities of lesks through the roof o overhead
ppes, add paetid floodng They nay recomend instdlaion o floor veter
dans. The danage caused by vater, hovever, can be greatly reduced if d saster
paningisin pace wthnthe locd goverments overd| records nanegenent
progam There are severd pudicatios onthis togpc ad there are comerci d
conpeni s throughout the country wich ded specificd ly wth disaster recovery.
Agpin, SARYs Rgiond Advisory Oficers can hdp locd dficias wth this
rete.

Oce live floor 1oed is exanned ad the sheving ready far imstdlaion axthe
safey concern neets addressing - stadlity of shdving Qe o the nest comnan
prad ens associated wth records starage is overlcedng s aresut shdves tip
ad dten oe tipang cases severd ahers to do so. Adequete bracing o the
shel ving can prevent such occurrences. Tippi ng nay a so be caused by an uneven
floor. Tosdvethis prddem inspect shving ater assehly bt befare achoring
and shimany gaps beneath posts. Ater shinming, viewrons frombath ends ad
franadoe If dl ladsvdl, sHwes sadd ke adoedtothe flax, paticdaly if
tretqpddf isddt feg a ane

OPERATIL ON

Ben dte addessing dl the dove casideraios, alocd govermants recards
sgaae fality wil fal rlessapdanfa oese g iredive recads isindae
There nost be staff availade to trasfer ad process recards, arrange themaon
shel ves, devel op retrieval systens, answer reference questions, and fdlow
dsposd paicies. Sneone nost be resposible for nanag ng these activities.
Whn locd govermarnts, ths resposibility lajcdly, ad dten ledly, fdls to
the Records Minegenert Gficer (RVD. Inactive recards nanegenert is one of
the RG prinary duties. By ddineating these resposihilities ad activities
wthin records nanagenent |egislation, |local goverments wll ensure staff
coml i ance wth gperatiodl pdices ad procedures.



SETMNG WP THE FAQLITY - A Case Study

The Records Minagenent OGficer of the Tom of Rockford recei ved te ephone
cdls fromvarious departnents for a nunbber of veeks conplaining that they hed
o rooml &t fa thar ative files. Inaddtion the naras d esdts, sypdy room,
and basenent areas were they had pl aced sone i nactive recards were no | anger
adgee Llocaingfilesves ahora saydl acnitsom Tp dfiddsredizmga
cisisves a had cdledinthe Rocords Megenent Oficer. Fromard yzing the
records inventory data, the RMDves vell avere of the dfficdties ad after
deting the adnnstraas hed been varking wth themfar a log tine to sdve
such situations. The officer hed dready researched the geographicd area for
possi bl e alternati ves and knew there were no warehouses avail abl e or
comercid stoae fadlities wthinaradus o 25 mles. Nw constructi on vas
rded au as too expasive Two roos ad a large sypdy cdosgt on the groud
floor recently becane avalade far storage since the departnart fornerly there
ves nving to aather floor. The dficdds ad ROcarefu |y inspected the three

ades.
ITNSPECTIrON N
5 ftfe—30 ft |- 40 ft -
Supply] Window
Closet}-
_Door
25 f Room B Room A

Door

Door Door

The tvo roons vere ad acat to ae ather wth the large sypdy doset off ae
o the roos. N pipes vere exposed, no equi pnent o furniture vas 1 eft, ad the
one wndowwas in the snaller of the two roons. Previous readings froma
hygr ot her nogr aph borroned fromthe |oca nuseumreveal ed steady tenperat ure
and humdity readngs in dl aess. The rdaive humdty, hovever, vas dfiten
bd ow30 percat during wier narths, particdalyinthe larger room



RENOVATIL ON

These roons and the closet woul d have to suffice, and the next step vas to
consult wth the toms building inspector, a general contractor, and the
nai ntenance supervi sor to determne wiat changes were necessary to renovate
the spece into proper recards staege The casutaion resuted in the fdlowng
lis o rencding ness:

Irstdlaiond three humd fiers wth a damness cotrd thernostd.
Repl acenent of wood-pand val |s wth 58 W Sandard Fre Gde
shetrock, tape, and conpound

Rrovd o fdsecdlings inbah rooms.

Intdlaiond fluresoat lidting

Red acenent of tvo entrance doors fromthe hell by netd doors.

Gnvesand thesydydostt inoavadt wth for-hor fireresistive
velsadabling

R acet o thedosat door wth afire door.

Itdlaiond asgarae srirke systanad flar daninthevalt.
Racenart of addtiond snake detectars.

Itdlaiond deeddt lads an | doors.

Renaddl i ng of RoomAs entrancevay to acconmadet e pal | ets, |adders, etc.
Racenet of afirdbuda dampand near the ertrance door to RomA
and comection into the existing d armsystem

B Rinigd vdlswthapod resistat todst, veemn ad pd |l uats.

bbb@@\}l o U S W DD =

PHYSLCAL LAYQUT:

Wile the Tom of Rockford Director of (des Eforcenant and its Eg neering
Departnent devel oped bid specifications for the renadel ing, the RVD began
planing the physicd |ayout. Because the vl separating the two roons vas
load-bearing, it hed to remain in place. Mesurenarts vere taken of esch room
ad the sypdy doset. The RMDad yzed the invertary data d ong wth the staff
assistat wo had carried ot noch of the vark. The fd lowng i nfarnati on cane

tolidt:



1 Tad abicfet o irnetiverecads franthe gt dgartnarts . = 750
a achiva/parnanet FE0ANDS ..erreeeeesssessssessssssessessssssssssssssssssanes =5Aaft.
b irdtivereoads wth 10-yeer reetion. S =0 auft.
c irdiverecads with 6year reatio... . =2Z0aft.
d irdiverecads wthreation bd ove years e, =dbaift.
€ MAATNMTEES et sse s sasssbeneeen =320

(B5achivd)

L 11 o 11 g £SO =5/itens

2 Dnensions of roomA= 4Dft. x5ft. x Dft.

3 Dnensions of roomB= Pft. x5ft. x Dft.

) Drersios o doset = 5ft. xBft. xDft.

Ater discussion wth the Regional Advisary Qficer, the RMDoutlined the
activities to be conducted in the storage area, and particu a equi pnent and
furitue ness:.

O Actiiviitiies: Rodving pracessing d sposition referace

O Epipment and Ramiiture: desk deir, tdgdog tdles, ddly, @ld, madilm
reader/printer, conmputer, nonitor, printer, record cartans, labd's, archivd
catas, baxes, adfddas.

The RMD ad officia s decided that only the RWDand RV3s staff assistant

shod d have access to the starage area and carry it receiving, processing ad
reviewng of records. The reference requests vwoud d be hand ed by the tvo as tine
dloved so that no aher staff space vas required Snce dl micrdfi | ning vas
hard ed by ouside verdaors, a tade wth the reader/printer to revi ew i nconng
reds ad cary au reference requests ves dl that ves needed The pdicies ad
procedures nanual, aready in progress by the Records Minagenent Gfi cer,

vwoud auline the rd evat activities and staff athorized to cary themout.

Bcase the larger room A vas dosest tothe laadng dock, it vaudd catan the
area far receiving, processing, and referring to records. The door woul d be
renadel ed to acconmadat e the necessary equi pnent. e of the tades in Room
B wud be used to hdd records idertified for dsposition This wvoud avad
cafuson wth the trasfer and receiving activities in RomA

The two roons and storage cl oset were represented on graph paper, enploying a
sded lirmh=5ft. Grdooard tenplates rereseted shdving ad funiture ad
vere rearranged until the opti numstorage space energed. The RO prepered
docunantation far reguesting sheving bids, ped g qartity o uits deternned
fromthe fird layat dan The srdving aut fa bid ves stadard 18-gaue sted,
Px 42x 88 The RDredized thet a 10 foot celling vou d dlove gt she ves
per uit wth a4 dlomce franthe flaxr ad 20 fa lidt fixuwes ad srinkd er
heeck.



Bfae wsing the fiest method for estinati ng spece requi renarts (see previasly in
tex uder Initia Qnsiderations-Space Fequirengts), the RWD added in 30
percert cunl a&ive recard goth, 25 cuft., tothe /A au ft. to gt 9/ cuft. The
RWthen factored in a work space estinate of 500 sqg.ft. (100/ person, plus

e part, funitue):

gbauft. = 267 xuft. +50xft. = B sgit.
1Oft. x.3b (verk spece)

Wing the second nethod, the RMDtodk the 975 cuft. o recaords ind ud ng goth
dlomace dvided by the fadtar o three (6 gt cartas higy), ad aded 1,000 sg ft.
fo verk spece

96 auft. =325 xyft. +1, A0 xft. = 135t
3 (vork space)

Thenthe actud sguare fodtage of the tvo roons and d oset ves cd e ated

AIt. x Ht. = 1,000 s ft.
Jft. x Ht. = ™ 5 ft.
5t. x At. = 15 gyft.
TOAL = 185 st

Therefore, even using the second nethod which factors in a nuch nore anpl e
vwork area, a nargn of 500 square feet still existed Inaddtion, wth nare
efidet recards dsposition axe the fadlity ves gorati ng and wth coti nuetion
d the mordilmprogam the starage space ol d be sufficdet fo severd nare
years. The fdlowng diagrans took al neasurenents into account, includ ng
amud recard gonh ad space requirenarts far specidized farnats (merdfilm
comuer dsks adtges, ad Hugrins).
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Mst of the nncrofilned records vwere pernanet and tvo of the three mcrdfilm
cabrets pamed far the facility vaudd be pdaced in the proposed vadt (though
refeared to as avalt, the aeadd nmt meat dl the NFAstadards far afire
resistive vait). ™o cabinets vere purchesed previosly wth gat funds ad
the third one vas ordered These were 1l-draver caiinets, gooroxdnatdy 25 X

29 x 52, wth capacity for 880 Inmred s, o 1,430 16nMmreds. The two

cabinets inthe vault wou d be sufficient for severa years and wou d hal d
microfi lmof pernanent records oly. The vaut vas ided as the location for
achiva recards becausse o its low steady temperature and hunndity (65 degrees
Fahrenheit, 45 percent relative hunidity). The nicrofil mwoul d al ready be
segregated in the north vl cabinats, wile conqputer tgpes ad fornats ather
then peper vou d be rd egated to the southern shdving units for essier acoess ad
nai nt enance.

Locator systens laid out in the paicies and procedures nanual woul d cover
arrangenent of oversize naterias and records of various fornats other than
peper. The vaut ad RoomB wou d shere a g afarmladder, wich codd be | eft
wthin the valt ggosite the door after the aea dosed & nigt. RomAwad d
hae a dafamladl, ddly, ad pdlds ad they vadd ke &t & ndt inthe
desi gt ed southeastern corner.

Selving in the roons vas arranged in a north/south direction because 1) the
recafigration of fluorescent ligting dong asles vas easiest this vay ad
therefare less amtly, ad 2 the dfferee in aic fed o staage space wth an
east/vest arrangenent vas mininal . Asles were a mninimaof 30 inches, wth
nain corridors goproaching 48 inches. S ving adacat to the processing ad
receving tades vaud ke avaldde for those activities, as vaud srevirng ned to
the d sposition tad e in RomB

Ay ovarsize materid, such as dugrins ad naps, vaud be ket inthe fla file
cdngt in FomB Tw five-draner units, one above the ather, vou d provide
sufficient space for the 57 bugrints listed in the invetay ad for fuue
acquisitias. Thecaingt heigt vau d be gorod natdy three fest, this povid g
acoveiet sufaceanwichtopdacethemap a dugrint. Inakition adgee
spece vies d ared betveen the caingt ad first sredving unit todlowrerievd o
mterid fromdl dravers. Snce sone of the oversize naterids vere archivd,
cabnet locks were ardered. Ay mcrofilmred's o nonpernanent records woul d
ke hasadinthe cdirgt dagsicethe fla filesin RomB This fit wth the oerdl
plan dram up by the RO and RVGs staff assistat to keep records wth 1-6
years retetion in RoomA recards wth 6-20 years retetion in RRomB ad
pernanet recards inthe vadt.

PLAN OF WORK

Ater the RMDconpleted the fird layout, the locd goverment officids vent
over the budget to determine the anaunt of shelving, equipnent, and supdies the
tom coud afford The bids vere sent out for shelving and purchase orders



copleted for theremaining nateriads. Apan of wrk vas drawm up by the RO
ad Rcods Alvisoy Bard, then tuned over to the locd goverment dofficids
fa gpod. Badly, it saed

O Town Drector of Gxdes Enforcenent to devel op bid specification for
costruction ad irstdlaion o gyproved systers

0 Tom to advertise for, receve ad recard bids

0 Grerad Ortractor and Drector of Gdes BEiforcenent to review bids and
nake recommendati ons to Town Board

0 Tom Board to post inswrance and perfarnance bond wth advi ce fromlegd
cousd, arrd id and si gn contract

0 Renodd ing prgect to be undertaken and conpl eted i n three nanths

0 Recard cartas, ather sypdies, ad equi pnert to be ardered

O Trasfer List fanstobe sat tod| dgartnerts dagwth instructi as

O Bepartnents to pack sing e records series into cartons, conpl ete transfer
farns, and enpl oy standerd | abdl s

0 RDto prepare the vad t for housi ng pernanent recards.

This dan o vork regreseted severd nanths of activity during wich the RO
renained involved in al aspects of the project. Vilen the renovati on vas
conpl eted, shelving vas assentl ed and installed, ad pdicies and procedures
vere docunented, a ribbon-cutting cerenony took place wth |ocal press
attending. The RMD and Records Advi sory Board planned the cel ebration
knowng that pudicizing the facility in this namer wou d berefit the | ocd
govermart, iticdly ad fireddly, inthe fuuwe Gnddatdly, the records
nanegenart progamvad d incresse invisibility ad sigificace

FI NAL CONSI DERATI ONS

The Tom of Rockford illustrates the process of one locd govermnent devel oo ng
an irective records facility. @ndtias ad optios wll vary gegtly framoe
govermant to axther, bu the besic d enarts far devd qoing a successfu fadility
redn

O Qredt huldngirgpedtas, egreas, adaditeds.

0 Rsearchdl gtias avaladewth ceddist inhad

O Dscuss find ngs wth locd goverment officid s and Records Avi sary Boerd
O Qmeut legd cousd regardmg bids, vien gdicad e

0O Davwp apdan o vark

O Ceternine opti nomstorage by graphing the physicd layout, wen godicdd e
O sigatethe prsnrespaside far fadlity goeraias.

O Docunert Al pdicies ad procedres in anand .



O RHishogies o thenanel ad dstribuetord evat deartnarts ad staf.
O Keptrak o fadlity ativities thrauh periad ¢ repats.

Rriadc reguots fufill severd purposes. They illwstrate the inresse in referae
requests as access ad retrievd dranaticdly ingrove and depertnents learn the
results firsthand. The reports docunent both inmedi ate and | ong-termcost
saing, the jwtifyirgthe fadlitys edistere They dso save as arich sarce o
statistical data for tracking i nactive records nanagenent activities. Sich
cdadaias wll hdpthefadlity neet fuue needs, ad hdpimdcae if ad vien
eqpasion o reocation is necessay. The sooner prgects o this kind can be
incorporated into logrange budget dams, the gester the dace o their reaching
frutian

Inocoduwsion, aswosssfu irectiverecards saage fadlity wil severa aly as a
sduionto curet spece ad budgt pradens but dso as a viad e re nfarcenant
o the sigificance o a conprehensi ve records nanagenant program

FOR MRE | NFCRVATI ON AND ASSI STANCE

The Sate Achives and Records Administrati on provi des records nanagenent
services to local governnents including technical advice and assi stance,
pidicaias, tranng ad pesataias, ad casutaias wthlocd goermarts
concerning records and infornati on nanagenent issues. SARA has regi onal
dfices throgou the Sae each dfice hes an experienced recards specidi st
wo can visit locd goverments ad provide orthe-spat advice These servi ces
are supported by the Local Governnent Records Minagenent | nprovenent
Rid For futhe infanation cotact yor regad dfice a the fdlowng

Local Gwernnent Records Servi ces
Sae Achives ad Records Admni strati on
Sate Fucati on Cepart nent

10A63 Qi turd Elucation Gter

A bany, New York 12230

(518) 474-6926



SUGGESTED READI NGS

Joren, J., A K, AQGide for the Slection and [evel opnent of Local
Gverment Reords Saage Facilities, Abany: NAGARA (Local Gover nnent
Recards Technicd Ridication Sries N 1) 1991

Johnson, Mina M, and Nornan F Kallaus, Qntrad of Records Systens in
Records Managerent , 3d ed, Grdeti: SuhWstern Rbishing @, 1982
pp. 368-377.

ladlete Llary L, Hp W Gt Beahe in Hrd The Hfects o Limted Ar
CGracdaionWhn Mbile SEving Uits, Fecords Mnagenent Quarterly, Avil
19, p 2421

Leahy, BEhmett J., Gristopher A Ganeron, The Mdern Gnter for Inactive
Roads, in Mbdern Records Minagenent, New York: MGaw HII Q., 1965,
P 5678

Lenhey, Don, Recautions and Safe Ractices for Records Sorage Systens,
Records Minagenent Quarterly, Axil 1992 mp 2427

Medke, Wingr O, Mry FE Rbek, and Grdd F Bom, Raming the Rcords
@te, in Infornation and Records Minagenent, 2d ed, Bdm Gifana
Gencoe Rblishing Gnpany, 1981, pp. 202-323.

Ntiod Are RaetionAsscdaion Raection of Roards, (NFA232), Qincy,
Mssachusetts: Ntiod Fre Raection Associaion, 1991

Nkdason Ry, Rtaning Roodsis Qstly, Bt Neded  The Ofice, Mrch
198 m 416

Rcks, Bty R, ad kay E Gw Recards Rtertion Rogamand Raming the
Fdlity in Infornation Resource Minagenent: A Records System Aoproach,
2ded, Cndmati: SuhVesteen Rbising @, 1983 mp. 53 68 R

Rbek, Mry F, Gxrad FE Bowm, ad Winer O Medke, Raming the Rcords
@te, in Infornation and Records Managenent , ¥d ed, Mssion HIls,
GAifana Gexod MGawHII, 1987, pp. B3R

Russel |, Mrgaret Bethune, FromGitacons to Record Gerter In Just Fve
Mrths, FRecords Minagenent Qiarterly, Jy 184 m 5B6L

Thoas, id et S, Bxter R Shbert, ad Jo An Lee, The Rcords Invertary,
and Records Mintenance Gntro in  Records Managerent Systens and
Adnnistration, NwYaok JdnWey &Srs, 1983 o 7B 128132



SUGESTED READINGS - ( Cartined)

Sae Achives and Reords Adnistration
Locd Gverment Records Technicd Infornation Sries

The fdlowng publications provide guidance that can be hel pfu in nanag ng
inective recards and are free upon request fronSFA They i nd uder

A Fundanental s of Estaldl i shing a Records Minagenent Frogram
#18 Long TermS orage of Mgreti c Tapes

#19 Fding add Saage of Mgnetic Dsks

#24  Qnducting a Fysicd Invetoy of Roords

#25 Reparing an Ofice Rcards Retention and D spositi on Shedu e
#34  Reservation of Pyper Records

#38  Destruction o Records

#1 Wi ng Recards Retenti on and D sposi ti on Shedd es

#42  Giddines fa Of Ste Saage o Inective Locd Gvermeart
Records

#43  Giddines far Raming Locd Gvernent Records Rrograns



Nt es

5 04731
94-138 \R
95-440 NR (rev)



