LAWRENCE BERKELEY NATIONAL LABORATORY
ARCHIVES & RECORDS OFFICE

Bldg. 69

Phone: (510)486-5525

Email: aro@Ibl.gov

Web: https://commons.Ibl.gov/display/aro/Archives+and+Records

READY REFERENCE SHEET

See ARO FAQ at https://commons.Ibl.gov/display/aro/FAQs

Archiving Records:

e Only archive records -- see https://commons.lbl.gov/display/aro/Record+Definition
for definition.

e Do not archive nonrecords (https://commons.lbl.gov/display/aro/Non-
record+Definition) or personal papers
(https://commons.lbl.gov/display/aro/Personal+Papers+Definition)

e Go to the ARO web site at
https://commons.lbl.gov/display/aro/Records+Transfer+Procedure and read the
Transfer Instructions and Standards.

e Organize and box records by series
(https://commons.lbl.gov/display/aro/Record+Series+Definition)

e All files must be in labeled file folders.
¢ No binders, magnetic media, or hanging file folders:
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e (Contact ARO to get boxes.
e Assemble the boxes:

ASSEMBLY INSTRUCTIONS

STEP 2. FOLD EXTENSIONS
OVER ON FLAP B, AND
FOLD TO CLOSED POSITION.

1
STEP 1. SQUARE UP BOX ON ITS SIDE, STEP 4. LOWER FLAP A
AND FOLD FLAP A INSIDE.

STEP 5. FOLD ALL FLAPS IN
(SMALL FLAPS FIRST, LARGE FLAPS LAST).

STEP 3. LIFT FLAP A TO VERTICAL POSITION,
THEN LIFT AND FOLD EXTENSIONS OF
FLAP B UP AGAINST END WALLS OF BOX.
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e Transfer the records from existing filing equipment to the boxes, maintaining the
same order.

e Treat the box as a file drawer — the front is marked FRONT and has spaces labeled
ACCESSION NUMBER and AGENCY BOX NUMBER.

e Use pencil only and number the boxes in the front (where it says FRONT), upper
right corner where it reads, “Agency Box Number”. Do not write anywhere else on
the box.

DD NOT WRITE ON THIS END
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Your Box
MNo., e.g,

1 of 4,

2 of 4,

3 of 4, etc.

FRONT

e Leave one to two inches of space in each box — don’t over or under pack.

Too Loose

Too Tight

¢ Download the transmittal and quality checklist from the forms page at
https://commons.lbl.gov/display/aro/Records+Transfer+Forms.

¢ Fill in the information about the records in the fields provided. If you wish and if your
accession meets all of the Records Transfer Standards, ARO will do the data entry
on all the folders in your boxes--we will enter the title of each folder exactly as it
appears on the folder into our database.
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Lawrence Berkeley National Laboratory
Archives and Records Office
Eecords Transfer Form

Use one form for ezch records series. A records series consists of related files heving the same dispesal
suthority and disposzl date. Plezse refer to the transfer znd packing mstmctions for detzils at

httpz-/ commeoens Jbl gov/downloed ‘sttechments 81276363 TENL._ARO_ 12 Steps pdf or contact the Archives
and Records Office at zro@lbl.zov or 486-3323.

Divizion Berkeley Lab Accession Number (thiz will be azsiened
Information Teclmology by ARO upon receipt of the records)

Diepartment Section, Group or Project

Dhvizion Dirzctoratz Archives & Bacords Offics

Department Head
Hzlan Cad=martori

Perzon Transferrme the Record:

John W. Stonsr

Phone Number Location
510-486-6393 £9-119D
Records: Title

John Stoner's Archives and Bzcords Ofice (ARD) Bzcords Managsment Subjzct Fil=s

Incluzive Dates of the Records Number of Record Boxes
20072009 2
Brief Dezcription of the Records

This accession documants the activitizs of Jolm Stonsr, Laboratory Archivist and Bzeomds Manager st Lavwrancs
Barkelzv National Laboratory (LEML) in providing records manasemant sarviess to the Laboratory. The tvpes of
rzcords includs but arz not limitad to trainime presentations, correspondancs, amail printouts, and reports. Subject
documantad ineluds but ar= not limited to Dispartment of Enargy {D0E) and the National Archives and Bacords
Administration {MARA) rzgulations and mestings, Univarsiter of Califomia (UC) racords managsment policiss and
procadurss, and Archives and Racords Office (ARQ) datsbass radesien. Therscords are amangsd alphabatically by filz
foldar heading.

Type of Materiale (Checkall thar qepiy)

_ Agchitectrsl snd Enginssring Drawings __ FPhotosraphs
__ Gyaphs and Charts __ (Other (Spacifi):
___ Nlicrofilm

_H Paper Filed
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Lawrence Berkeley Laboratory
Records Transfer Form Addendum

NOTE:

If wou wish and if your accessionmeets all of the Becords Transfer Standards, AR O will enter the title of sach folder
exacdy asit appears on the folder mito our database. Ifyourprocesses orapplicable laws and'or regulations require
more infornation than what appears on the folder (for mstance, mfonmation onthe contents of the folder, or subfolders
within the main folder), then vou will needto enter that nformation irto the tranamittal forn addendien yourself. See

exanmle below.
Record: Title
Box Folder Folder Title Pagel
Number Number of 2
1 [Accordion Foldar 1--Diatabasz] Costs
1 Accordion Folder 1--Diatabasz Dzsimn
1 Accordion Foldar 1--Diatabasz] Dizbuggine
1 [Accordion Foldar 1--Databasz] Implamentation
1 [Accordion Foldar 1--Databasz] Scopz of Work
1 [Accordion Foldar 2--DOEY] Office of Sciznce
1 [Accordion Foldar 2--D0EY] Fzcords managzment ordars {draft)
i [Accordion Foldar 2--DNOE)] Racords managzment ordars (final)
1 [Accordion Foldar 2--DOE)] Fzeords manasament regulations
1 [Accordion Foldar 2--DOE)] UC Eacords
1 [Accordion Foldaer 3--Elzsctronic Ezcords] | Cass studizs
i [Aecordion Foldar 3--Elzctronic Racords] | DOE
1 [Accordion Foldar 3--Elzctronic Becords] | MARA
1 [Accordion Foldar 3—Elzctronic Eacords] | MNational Labs
z [Accordion Folder 1--HARA] Correspondencs
. [Accordion Foldar 1-WARA] Sarvics and Storaze Chargss
2 [Accordion Foldar 1-MARA] Training
2 [Accordion Foldar 1--MARA] Transfzr of Permanant Kzcords
Zz [Accordion Folder 1-- HARA] Transfer of Temporary Bacords
¥ [Accordion Folder 2--Facords ENL
Wlanasament at DOE Mational Lahs]
2 [Accordion Foldar 2--Facords LELNL.
Ilsnagsmeant at DOE Nationsal Labs]
Zz [Accordion Folder 2--Facords MEEL
Wanasemant at DOE Mational Labs]
2 [Accordion Folder 2-—-Eacords OENL
Nlsnagsmeant at DOE Mational Labs]
2 [Accordion Foldar 2—-Facords SLAC

Wanapemant at DOE MNational Labs]
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e Email the form to ARO (aro@lIbl.gov).
e Place a hard copy of the forms in the first box of the series.

e ARO staff will review the forms and then send you a link to the Transportation Work
Request web page (https://workrequest.lbl.gov/).
e After processing your records, ARO will send you a PDF transmittal.

Retrieving Records:

e Consult the PDF transmittal ARO sent you.

e Go to ARQO’s online records request web form at
https://commons.Ibl.gov/display/aro/Records+Request+Form

e Provide as much information as you have about the box(es) and/or file(s) you want
back from storage.

Help Processing Your Records:

e For business records:
o Free advice.
o Free data entry on all the folders--we will enter the title of each folder exactly
as it appears on the folder into our database.
o See https://commons.lbl.gov/display/aro/business+records+processing for
details.
e For scientific records:
o The entire process is FREE.
o Contact Beret Ranelletti at BARanelletti@Ibl.gov or ext. 4685.
o For more information see
https://commons.lbl.gov/pages/viewpage.action?pageld=61276598

More Help

e (Go to the ARO web site at
https://commons.lbl.gov/display/aro/Archives+and+Records
e (Contact us directly at aro@Ibl.gov or x. 5525.
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