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INTRODUCTION



Government Records Service (GRS) provides off-site records storage to broader public sector organizations (BPS).  



Service providers are contracted by the GRS to provide off-site records storage and related services to the BPS. Service providers are located in Vancouver, Victoria, and Kelowna.  



RECORDS OFF-SITE TRANSFER/DESTRUCTION REQUEST (ARS653)



The BPS completes and submits the ARS653 e-form to Records Centre Services (RCS) for transferring records to off-site storage facilities. This dynamic e-form is comprised of three sections:



1. ARS645 Records Storage Transfer Request (Appendix A)

This e-form is required for transferring unscheduled records to off-site storage facilities.



2. ARS617 Authority to Transfer Records and Apply Approved Schedule (Appendix B)

This e-form is required for transferring scheduled records to off-site storage facilities.



3. ARS518 Records Destruction Authorization

Corporate Records Officers may use this section for on-site records destruction. 



NOTE: The Ministry of Technology, Innovation and Citizens’ Services provides the BPS with secure on-site records destruction. See the Goods and Services Catalogue for additional information. 



DOCUMENTATION – STANDARD NAMING CONVENTIONS



Documentation includes the e-mail, the approved ARS645 or ARS617 and the file list.



		E-mail Subject Line

		[Accession#] [Application#] [Agency Acronym] [Approved]  

Example: 95-4321 250123 ABC Approved





		ARS 617 or 645 (separate attachment)

		[617 or 645] [Accession#] [Application#] [Box Range]

Example: 617 or 645 95-4321 250456 01-25





		File List 

(separate attachment) 



		[File List] [Accession#] [Application#] [Box Range]

Example: File List 95-4321 250789 01-02







APPENDIX A

BROADER PUBLIC SECTOR ORGANIZATIONS

ARS 645 RECORDS STORAGE TRANSFER REQUEST

INSTRUCTIONS



To initiate the records transfer process, retrieve the e-form (ARS653) from the Government Records Service (GRS) website and save an e-copy in the recordkeeping system.  



REQUEST AN ACCESSION & APPLICATION NUMBER FROM RECORDS CENTRE SERVICES (RCS) 



· Select “Transfer records to off-site storage (requesting Accession & Application Numbers)”.

· Select Draft/Unscheduled (ARS645) and enter the description of the records.

· For transferring records to off-site storage using an Ongoing Accession Number (OAN), check the Transfer records to off-site storage using OAN box and add the OAN number and the next box number.



SECTION 1 - CONTACT REGARDING PICK-UP & TRANSFER OF RECORDS



· Complete all mandatory (*) fields.

· Press the “SUBMIT” button for an e-mail to be generated and press “SEND”. 



The sender will receive an auto-reply from Records Centre Services (RCS) indicating that they received your request. RCS will assign an accession and an application number and return the e-form to the requestor.



NOTE: Press the GRS/CRO Use Only button to access the ARS645.



SECTION 2 – CURRENT LEGAL CUSTODIAN



· Enter the full name of the broader public sector organization (BPS) responsible for the records using, when applicable, the GRS current indented organization chart including the ID number and the lowest level office name; and

· Enter the full name of the creating office.



SECTION 3 - STORAGE/TRANSFER NEEDS (see the e-form help button for assistance)



SECTION 4 – ACCESS RESTRICTIONS



· Provide a minimum of 2 to a maximum of 6 names of individuals authorized to access the records. Only those named on the list may retrieve files or obtain information about the records. 

· Complete all mandatory (*) fields.



SECTION 5 – AUTHORIZATION (see the e-form help button for assistance)



SECTION 6 – DESCRIPTION OF RECORDS



· Enter a description of the records or, if applicable, use the secondary title or/and primary title from ARCS or ORCS. 

· Enter the earliest “open” date and the last “close” date of the records in the Date Range fields. The date range must encompass all the files in the boxes. 

· If applicable, enter the schedule number of your draft operational records classification system; otherwise leave blank. 



Once the Corporate Records Officer (CRO) or designate (RCS has been notified by CRO of person designated to act for/or represent the CRO) has reviewed the e-form and the file list, the CRO/designate checks off the box indicating “Approved”. By selecting this box, the CRO/designate attests, on behalf of the BPS, that the records are accurately described and the information is accurate. 



The CRO/designate must approve the transfer of records to off-site storage prior to sending the completed form and file list to RCS.



END OF ARS 645 INSTRUCTIONS




APPENDIX B

BROADER PUBLIC SECTOR ORGANIZATIONS

ARS 617 AUTHORITY TO TRANSFER RECORDS AND APPLY APPROVED SCHEDULE

INSTRUCTIONS



To initiate the records transfer process, retrieve the e-form (ARS653) from the Government Records Service (GRS) website and save an e-copy in the recordkeeping system.  



REQUEST AN ACCESSION & APPLICATION NUMBER FROM RECORDS CENTRE SERVICES (RCS) 



· Select “Transfer records to off-site storage (requesting Accession & Application Numbers)”.

· Select Approved/Scheduled (ARS617) and enter the description of the records.

· For transferring records to off-site storage using an Ongoing Accession Number (OAN), check the Transfer records to off-site storage using OAN box and add the OAN number and the next box number.



SECTION 1 - CONTACT REGARDING PICK-UP & TRANSFER OF RECORDS



· Complete all mandatory (*) fields.

· Press the “SUBMIT” button for an e-mail to be generated and press “SEND”. 



The sender will receive an auto-reply from Records Centre Services (RCS) indicating that they received your request. RCS will assign an accession and an application number and return the e-form to the requestor.



NOTE: Press the GRS/CRO Use Only button to access the ARS617.



SECTION 2 – CURRENT LEGAL CUSTODIAN



· Enter the full name of the broader public sector organization (BPS) responsible for the records using, when applicable, the GRS current indented organization chart including the ID number and the lowest level office name; and

· Enter the full name of the creating office.



SECTION 3 - STORAGE/TRANSFER NEEDS (see the e-form help button for assistance)



SECTION 4 – ACCESS RESTRICTIONS



· Provide a minimum of 2 to a maximum of 6 names of individuals authorized to access the records. Only those named on the list may retrieve files or obtain information about the records. 

· Complete all mandatory (*) fields.



SECTION 5 – RETENTION PERIODS & FINAL DISPOSITION



· Are records scheduled for SR/FR?

· If “No”, proceed to Section 8 Additional Comments.

· If “Yes”, answer the following questions:



a) If records are scheduled for SR, do they meet the DE criteria

· Check “No” If SR records do not meet the DE criteria;

· Check “Yes” if SR records do meet the DE criteria and enter the box number(s) that reflect that criteria.



b) Are the records FR or if records are scheduled for SR, do they meet the FR criteria? 

· Check “No” if the records are SR but not FR.

· Check “Yes” if the records are FR and enter the box number(s) that reflect that criteria.

 

c) Are there records scheduled under the Executive Records Schedule (102906)?

· Check “No” if records are not scheduled under the Executive Records Schedule.

·  Check “Yes” if they are and provide the name and title of the executive person.



SECTION 6 - ACCESS INFORMATION (required for SR and FR records only)



· Check the appropriate radio button for each question.



SECTION 7 - ADDITIONAL FINDING AIDS (required for SR and FR records only) 



· Check the appropriate radio button if there are additional finding aids available. A finding aid is a descriptive document created by the office to help find records; includes inventories, lists, catalogs, databases, indexes, registers, and guides. Identify each additional finding aid by providing primary and secondary numbers and a short description.



SECTION 8 - Additional Comments (examples)



· Comments related to sections 5-7;

· Alternate contact information;

· Height, width, and length of additional non-standard containers;

· An indication that these are hybrid files with an electronic component;

· A statement to clarify the SR criteria; and

· Any other related information that may be of assistance in the transfer/content of the records.







SECTION 9 – Authorization



· Once the form is complete and the content reviewed, check the “Authorized” box and complete the name field (the date field self-populates once you check the “Authorized” box).



SECTION 10 – RETENTION PERIODS & FINAL DISPOSITION



		FIELD

		ENTER



		



		Box Numbers or Range

		Box number or first and last number of box range

 



		

		Details: Management Unit (MU) is a set of consecutively numbered boxes that will go to final disposition as one unit. Includes entries for missing/unused numbers.



Example: Box ranges for one ARS617 might be as follows: 1-1; 2-4; 5-5



		



		Primary & Secondary Number

		Classification number for the “driver file” or “NA” (not applicable) for records covered by a Special Schedule or ongoing records schedules without   classification numbers.





		

		Details: Driver file = file with the latest final disposition date

Separate primary & secondary numbers with a hyphen.



Examples: 432-20…925-20…6450-20



		



		Secondary Title

		The secondary title corresponds to the classification number.





		

		Details: Must be an exact match to the title in the records schedule.



Examples: Accession case files…Accounts Payable…IT Projects



		



		Date Range From

		Earliest “open” date of the files in the MU rounded out to the first day of the month.





		

		Details: Date format: YYYY-MM-DD. This date must represent the earliest file open date, not the earliest close date.



Example: If earliest open date is February 2, 2002, enter: 2002-02-01.





		Date Range To

		Latest file “close” date in the MU, rounded to the last day of the month. Use today’s date if earlier than the rounded date.

 



		

		Details: Round “FY” files to the last day of the fiscal year.

Round “SO Nil” files to the last day of the month that the file was closed.



Examples: For a file with a “close” date of October 15, 2011, enter:

For CY: 2011-12-31; For SO: 2011-10-31

If today’s date is 2011-02-15, enter instead 2011-02-15 



		



		Approved Schedule Number

		Approved records schedule number for the records in the MU.





		

		Examples: For ARCS: 100001; For HRAS: 206270



		



		Retention Period

		Active (A) & Semi-active (SA) retention periods that correspond to the classification. 





		

		Example: For A: CY+1y, SA: 6y, FD: DE 

Enter:  A: CY+1y; SA: 6y 



		



		FD (Final Disposition)

		Final disposition for the MU as designated in the approved schedule.





		

		Details: The choices are: 

DE (Destruction); SR (Selective Retention); FR (Full Retention)



Example: A: CY+1y, SA: 6y, FD: DE, enter: FD: DE



		



		SO Date (Trigger Date)

		The date the records were superseded or obsolete or the date file closure took place.  





		

		Details: Calculate the retention period from the SO date.



Examples: 



Retention Period:           A: SO+1y, SA: 6y, FD: DE

SO Date:                          2015-10-31

Final Disposition Date: 2022-11-01



Retention Period:           A: SO, SA: 7y, FD: DE

SO Date:                          2009-08-31

Final Disposition Date: 2016-09-01





		Final Disposition (FD) Date

		Latest FD date for the files in the MU, rounded to the first day of the month that follows the retention period expiry date.





		

		Details: This corresponds to the date the records are eligible for final disposition (destruction or transfer to the archives).



Example: If the Retention Period expires 2011-10-31, enter: 2011-11-01.



		









		OPR (Office of Primary Responsibility)

		“Y” if the office is the OPR for the MU. “N” if the office is not the OPR.





		

		Details: If the name of the OPR does not correspond to the ORCS, provide a brief explanation in Part 8 (additional comments).



Example: If OPR name does not match your explanation might be: “Records predate the organizational structure reflected in the current ORCS”.







END OF ARS 617 INSTRUCTIONS

_____________________________________________________________________________________
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Please ensure you have provided the requested information before submitting the form. The ARS653 form will be rejected if not accurately completed – the staff member submitting the form will be advised to complete a new form. 



1. Complete section titled: “To Request the Following Services”



0. Depending on what type of file you need to offsite or destroy, you will need to request paperwork for an ongoing accession (OAN), one-time accession (O/T), or onsite destruction (DE)



0. In order to determine the above, please review the MCFD Accession File Type sheet to determine which type of number you will need to request (OAN, O/T, or DE)



Accession and File Type Information 



0. If the file type should be offsited using an OAN, please review the link below to determine your office’s OAN and next box number.  You can view your office’s OANs via the MCF Current OAN list



List of MCFD Ongoing Accession Numbers 



2. If your office does not have an OAN, but requires one, please do not submit the ARS653 form and request an OAN by sending an email to RMHelp.CentralSocialOPS@gov.bc.ca   





0. Once you have determined if your office requires an OAN, O/T, or DE, please choose the appropriate box



3. Choose “Transfer records to offsite storage (requesting Accession and Application Numbers” for a O/T



3. Choose “Transfer records to offsite storage using Ongoing Accession Number (OAN)” for an OAN



1. You will need to provide the OAN number and next box number if you choose OAN



3. Choose “Application for Destruction of Records (requesting a Record Destruction Authorization (RDA) Number)” for a DE



1. If you have chosen OAN or O/T, complete section titled: “Records Schedule”



1. NOTE: the draft and approved options provide different fields to complete, but the same information needs to be provided for draft and approved schedules



1. Please provide the name of the classification, primary/secondary number and schedule number of the classification (ex: CYMH, 35530-20, 118669)



1. Complete section titled: “Contact Regarding Pickup and Transfer of Records”



2. Complete first name, last name, email address



2. Ensure your MCFD office code and office name are entered into the “Ministry/Agency and Office Name” section of the form (ex: ABC, Child and Family Services)



1. After you have received your accession number from RCS Help, please follow the MCFD Offsiting Instructions Guide in order to complete the offsiting paperwork and necessary system updates (ICM, MIS, CRMS)



Offsite Storage of Closed ICM and MIS , CRMS and CORNET Files 
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RECORDS OFF-SITE TRANSFER / DESTRUCTION REQUEST
This is an electronic form, do not print. Fill in the required sections and press submit. If you are not sure on how to complete this form, please select the appropriate Help          buttons that provide instruction. For a general overview of this process and related contact information please click here:
MCFD instructions for ARS653 from:                                       BPS Organizations Instructions:
Overview
New Form for Transferring Records to Off-site Storage Facilities:
Government Records Service is using a new user-friendly form to transfer records to off-site storage.  The form was designed as a ‘one-stop tool’ to streamline the transfer process and to accommodate the different service requests used by different clients.
The dynamic form is part of our new transfer process.  This new process promotes the use of electronic documents and eliminates the need for paper documents.
What is New?
•         Auto reply notifies you when your request has been received;•         Consistent document naming conventions;•         Change between “approved/scheduled” [ARS617] or “draft/unscheduled” [ARS645] without redoing the form;•         Transfer process can be executed using electronic documents (PDF, Word, email);•         Elimination of paper documents.  A signed paper form is no longer required;•         The form has many help         buttons to answer users’ form-related questions;
Ministries and agencies use the ARS617/645/518 form(s) to provide Government Records Service (GRS) with the information needed to transfer records to off-site storage facilities or to request a Destruction Authorization Number (RDA).
GRS Records Teams are responsible for providing you with guidance in transferring records, boxing records, creating box lists and overall records management.
You as the “Client” are responsible for preparing and boxing records that are eligible for offsite storage.  Your office is called the “Transferring Office” because you are transferring records to off-site storage.
New Process Outline:
1.         Select which service you want: Request accession and/or application number from Records Centre Services (RCS) or RDA# from 
         GRS Records Team, using the related submit button.
2.         RCS assigns an accession and/or application number or the GRS Records Team assigns a RDA to the form and returns the form to the requesting office.
3.         The remainder of the form is completed.
4.         The Records Officer or delegate must ‘approve’ the transfer of records or RDA.
5.         For a transfer, a completed form and file list must be submitted to initiate the transfer process.
For further information, including Record Officer listings, see link below:
http://www.gov.bc.ca/citz/iao/records_mgmt/rcs/
To Request the Following Services:
* Select the type of service  you are requesting by marking the checkbox
Ongoing Accession Number
An accession number that is used by an office for the regular or continuing transfer of records to government-approved records storage facilities.   An ongoing accession number differs from a one-time accession number in that it can be used for multiple transfers.  OANs are used to regularly transfer high volume records series, usually related to a single secondary classification number.  An OAN continues using the same accession number but is assigned a new application number for each series or range of boxes ready to be transferred.  Knowing and tracking the next box number to be used is vital to the maintenance of OAN accessions. If you do not have an OAN and believe your office may benefit from an OAN accession, please contact your RO records team for further information.
If you do not have an OAN and believe your office may benefit from an OAN accession, please contact your RO records team for further information: http://www.gov.bc.ca/citz/iao/records_mgmt/contact_us/ministry_records_officers.html
Records Schedule
Records Schedule
Draft/Unscheduled [NB: this becomes an ARS645]:
Check this box if the records you are transferring is covered by a draft schedule or the approved schedule is in the process of being amended.  Draft schedules are those that are being developed or have not yet gone through the approval process.  ORRecords for which there is an approved schedule that you do not wish to apply (records are active; schedule needs amending, litigation etc.).
Approved/Scheduled [NB: this becomes an ARS617]:
Check this box if the records you are transferring is covered by an approved schedule.  This is a records classification and disposition schedule that has been approved in accordance with the Document Disposal Act.  Examples include ARCS, Special Schedules and approved ORCS; or, to initiate the disposition of records previously transferred to storage using an ARS645.
Check the Appropriate Type and / or Provide Schedule Number(s)
1.  Contact Regarding Pickup and Transfer of Records
ARS 617:  AUTHORITY TO TRANSFER RECORDS AND APPLY APPROVED SCHEDULE
ARS 645:  RECORDS STORAGE TRANSFER REQUEST
2.  Current Legal Custodian (MRO / CRO to Complete as per Indented Organization Chart – ARS472)
 OFFICE USE ONLY 
3.  Storage / Transfer Needs
Section 3:  Storage / Transfer Needs
Provide number of boxes to be transferred and the box range in the appropriate fields.
Indicate if the boxes are standard size. A standard size box fits within this definition: Records Storage Box, corrugated cardboard, Kraft single wall, 200 lb, hinged top, hand holds at ends, printed on one side, black ink, stores letter or legal size files, 15" x 12" x 10".Tested and approved by GRS, 25 per bundle.  Boxes and Labels available at: http://www.dcv.gov.bc.ca/product/listing/4339_File+Boxes
If not standard, please provide detailed dimensions.
a) Are all boxes standard size?
b) If NO, please state dimensions
cm
4.  Access Restrictions (names of individuals requiring authorized access to the records)
Section 4:  Access Restrictions - Names of Individuals Requiring Authorized Access
Enter the names, phone numbers and job titles of staff that may retrieve the records from the storage facility.  Only those designated to this accession may access files or information about the records.  Use the plus button (+) to add additional lines for additional names. Use the minus button (-) to remove lines.  Provide a selection of names, up to a maximum of six to ensure coverage during staff absences.
* Last Name
* First Name
* Position Title
* Phone No. (999-999-9999)
5.  Retention Periods and Final Disposition 
Section 5:  Retention Periods and Final Disposition
If there are any SR (Selective Retained) records that are being transferred, please indicate “Yes” and proceed to answer the related questions that appear.  
If “No” is selected sections 6-7 will not be displayed in the form or require any data entry.
If yes is selected, answer questions a, b, and c:
a -  Check the `YES' box if the records scheduled for SR meet the DE criteria as specified in the approved schedule.  Check `NO' if they do not.  Enter the box number(s) of those that meet the DE criteria.  
b  - Check the `YES' box if the records scheduled for SR meet the FR criteria as specified in the approved schedule.  Check `NO' if they do not.  Enter the box number(s) of those that meet the FR criteria.
c  - Check the `YES' box if there are records scheduled under the Executive Records Schedule (102906)?  If yes, provide the Name and Title of the Executive person.
If SR or FR records have been identified, proceed to fill in Sections 6 &7 accordingly.
* Are records scheduled for SR/FR?
* a)  If records are scheduled for SR, do they meet the DE criteria?
* b) Are the records FR? Or if records are scheduled for SR, do they meet the FR criteria?
Provide additional information in Section 8.
* c) Are there records scheduled under the Executive Records Schedule (102906)? 
6.  Access Information (required for SR/FR records only - check box where applicable)
a)  Do these records contain personal information?
b)  Do the records include or form part of a Personal Information Bank (PIB)?
c)  Do the records deal with any of the following topics?
d)  Do these records contain legal advice or information relating to law enforcement?
e)  Are the records routinely accessible by the public without restrictions - (i.e., public use record)?
7.  Additional Finding Aids (for SR/FR records only)
a)         In addition to the file list submitted with this application, are other finding aids available for these records? (e.g., indexes, registers, inventories)?
 
b)         If yes, please identify each additional finding aid by providing its ARCS/ORCS (primary and secondary) number and/or a short description(e.g., index by place name)
ARCS/ORCS No.	
Description
Location (Onsite/Accession No.)
8.  Additional Comments (if required - box will expand to accommodate more text)
Section 8: Additional Comments
Examples of additional comments:
Comments related to sections 5-7;
Alternative contact information;
Any other related information that may be of assistance in the transfer/content of the records.
9.  Authorization
Section 9:  Authorizations
Once the form is complete and you have reviewed the content and it is correct; select the “I am authorized, or have been delegated authorization, to complete and submit this request by and on behalf of the Ministry and/or organization expressed above.” Button and enter your name.  
Attach the form to an email and return it to your GRS Records Team email address.  Please do not print and scan this form, as GRS requires the e-form in order to enter additional data.  
Once the ARS617 is received and approved by your GRS Records Team you will be contacted by Records Centre Services to arrange physical pick up of the boxes.
10. Retention Periods and Final Disposition 
 OFFICE USE ONLY 
Box Numbersor Range
  From — To
Primary 
& Secondary
Number
Secondary Title
(indicate media type of records if not paper)
Date Range
From                     To
(YYYY-MM-DD )
Approved 
Schedule
No.
Retention Period
A                SA
FD
SO Date
(YYYY-MM-DD)
Final DispositionDate
(YYYY-MM-DD)
OPR(Y/N)
5.  Authorization
Section 5:  Authorizations
Once the form is complete and you have reviewed the content and it is correct; select the “I am authorized, or have been delegated authorization, to complete and submit this request by and on behalf of the Ministry and/or organization expressed above.” Button and enter your name.  
Attach the form to an email and return it to your GRS Records Team email address.  Please do not print and scan this form, as GRS requires the e-form in order to enter additional data.  
Once the ARS645 is received and approved by your GRS Records Team you will be contacted by Records Centre Services to arrange physical pick up of the boxes.
6.  Description of Records
 OFFICE USE ONLY 
APPROVED
Purpose:         This form is used to document the destruction of government records in accordance with approved records schedules.
Instructions:         Offices requesting destruction of records must complete sections 2, 3 and 4, before forwarding this form to their designatedRecords Officer (RO) for approval. 
         Each Records Destruction Authorization (RDA) submitted should be accompanied by a file list.Requesting offices will arrange for the destruction of the records in accordance with government-wide standards.  All sections must be completed by the requesting office, before submitting the form.  
         This form and related file list must be provided to the RO for approval prior to the destruction of any records
ARS 518
RECORDS DESTRUCTION AUTHORIZATION
2.  Current Legal Custodian
3.  Records Identification
Type of Record Format:
4.  Requesting Branch Authorization
The records identified for destruction have been reviewed and are not currently subject to any known litigation discoveries,requests for information under the Freedom of Information and Protection of Privacy Act, or any other related legislative requirement(s).
5.  Records Officer Authorization
The records described may be destroyed:
APPROVED
6.  Confirmation of Destruction
9.0.0.0.20091029.1.612548.606130
21/07/2016
21/07/2016
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