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RETRIEVAL/RETURN
Questions or concerns regarding this form should be directed to your Ministry Records Officer.Website: www.gov.bc.ca/citz/iao/records_mgmt/
How To Use The Form
This form can used to either fax or email a storage facility. 
To initiate determine which facility you wish to proceed with and follow one of the below processes:
Fax:         Fill out the form and use the “Print Form” button to print the document, proceed to fax to the related storage facility number. 
Email:         Fill out the form and use the “Email Form” button.  The form will automatically attach to an email message with the facility email address populated; simply hit the send button to send to the facility. The email function is equipped with an encrypted field [Volume Number / File Title / Client Name] which will hide personal or confidential information during the email transaction. Only the facility can decrypt this field and view its contents.
PLEASE NOTE
The email addresses for the facilities are for retrieval and return processing only.  
DO NOT USE
The facility email addresses to ask questions, express concerns or use for general discussiondirect all questions of this nature to RCSHELP@gov.bc.ca
Please Be Aware That
Storage facilities will provide retrieved records directly to the person authorized to receive;Storage facilities will not deliver to non-government offices. Storage facilities are prohibited from delivering to non-sanctioned offices.
Regular Service vs Rush Service
Regular:         Order before 2pm for a 24hr turnaround (there is no charge for regular service).
Rush:         SERVICE CHARGES APPLY!!  Rush service will have the material pulled by the facility and delivered within 2hrs within the local area (Vancouver/Victoria).  If you are located outside the local delivery area the RUSH option is not cost effective as it is subject to Courier attendance and charges.  This means that even though the facility will have the box pulled less than 2 hrs, a courier may not pick up that box until later in the day or the next; thus negating the rush cost.
Local Areas:
Greater Victoria:         Central Saanich, Colwood, Esquimalt, Langford, Oak Bay, Saanich, Victoria and View Royal.
Greater Vancouver:         Burnaby, Coquitlam, Delta, New Westminster, North Vancouver, Port Coquitlam, Port Moody, Richmond, Surrey, Vancouver, West Vancouver.
Note 
•         As a client you are not charged for retrieval or return of boxes or files.
•         In order to retrieve a box, the person who is retrieving must be on the access authorization list.  This list is updated weekly (Wednesday).
•         If you do require a box/file and are not on the access authorization list, you can ask a person on the list to request the box/file on your behalf; simply have the authorized person request the box and provide the name of the person (address etc.) to which the box/file is to be delivered.
•         It is best practice to try and be available when the facility delivers the box/file; if there is known times in which no one will be available please express that in the form so the facility can attempt to plan a suitable delivery time, although this is not guaranteed.
  Questions or concerns regarding this form should be directed to your Ministry Records Officer.Website: http://www.gov.bc.ca/citz/iao/records_mgmt/rec_officers/
Order before 2pm for 24hr turnaround (there is no charge for regular service box or files).
Service charges apply! If you are located outside the local delivery area the RUSH option is not
cost effective as it is subject to Courier attendance and charges.
For RUSH retrievals outside of greater Vancouver, Victoria and Kelowna areas, please indicate:
Fax your request to Iron Mountain at 1-800-387-0124 or use the Email Form button 
Fax your request to Cube at 250-479-5716 or use the Email Form button 
Fax your request to Access at 250-652-1034 or use the Email Form button 
BOX FILE INFORMATION
SEND TO – All fields are mandatory.
Instructions:
•         This form is only to be used for those clients within the Greater Victoria, Vancouver and Kelowna areas. If your retrieval was delivered by courier, please address the boxes/files to the appropriate storage facility and return using a courier service of your choice.
•         Questions or concerns regarding this form should be directed to RCSHelp @ rcshelp@gov.bc.ca
BOX FILE INFORMATION
PICK UP – All fields are mandatory.
PICK UP – All fields are mandatory.
REQUESTED BY – Must be on Authorized Access List or the MRO Alternate ListFacility please check both prior to completing retrieval/return.
NOTE: 
This section must be completed or your request will be denied.
Legal Statement:
Please be aware that:Non-government persons should not be receiving government records;Storage facilities will provide retrieved records directly to the person authorized to receive;Storage facilities will not deliver to non-government offices. Storage facilities are prohibited from delivering to non-sanctioned offices.
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