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	SENDING AND RETRIEVING ADMINISTRATIVE RECORDS 

(NON-CASE RECORDS) FROM STORAGE
This is to provide instructions on sending and retrieving administrative records from storage.  Administrative records include all non-case file documents, including personnel records, contracts, litigation reports and any management reports that may require retention over a period of time.

The Department currently has a contract for document storage and retrieval services with GRM Inc. There are approximately 800,000 case files and more than 5,000 boxes containing administrative documents in storage.  Only staff who have been authorized to use the service may send or request documents from the warehouse.  Should your section need to update the list of authorized staff, contact Sara Flores, STC by e-mail .  
SENDING RECORDS TO STORAGE

When sending records to storage, the documents must be shipped in a standard record box.  A report listing the contents of the box must be included in the box and a copy of that report must be maintained in the sending office for record.  Each box is to be assigned a reference number and that number is posted on the reports and DCFS transmittal (DCFS 6-1).  For example, Human Resources may choose to assign a reference number HR 05-001 to their first box, HR 05-002 to their second and so worth.  This reference number is critical because all boxes in the warehouse are filed and located based on that reference number.
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If you have any questions regarding this release please 


e-mail your question to:


Policy@dcfs.co.la.ca.us



Clerical Handbook: http://198.51.213.151/Policy/Hndbook%20Clerical/Default.htm
Child Welfare Services Handbook: http://198.51.213.151/Policy/Hndbook%20CWS/default.htm
FYI’s: http://dcfs.co.la.ca.us/Policy/FYI/TOCFYI.HTM
The boxes are to be sealed with tape and the transmittal placed in an envelope taped on top of the box.  The transmittal is to include the following information: the shipping date, the name of the sending office, the name of the sender, the reference number and a general name or title identifying the documents contained in the box.  The transmittal should be addressed to:

GRM Inc

8500 Mercury Lane

Pico Rivera, CA  90660

The boxes are to be transported to the GRM warehouse-processing center by the Department’s courier service accessed by the regular mail service.  GRM receives the box and files the information to the warehouse locator database according to the assigned reference number, sending office and the date.

REQUESTING RECORDS FROM STORAGE

Staff authorized to use the service may request documents from storage by sending an e-mail to GRM.  See below for the link to GRM.

The e-mail request is to include the name of the section requesting the box, the reference number and the name/title of the documents, as was indicated on the transmittal and the report when the box was sent to the warehouse.  GRM shall search their database, locate the box in the warehouse, and send it to the requesting office by the Department’s courier service. 

Records requested by e-mail arrive by the third business day. The delivery of documents needed for emergency situations can be expedited as follows: the e-mail request must include the text: “This is an emergency request”.  Boxes requested by e-mail before 10 a.m. arrive by 5 p.m. and boxes requested after 10 am arrive by the following business day. 

For additional information or to send/retrieve an unusually large number of documents, section supervisors should contact the County Program Manager, Virpi Sidler

Links

GRM at the following address: Lainfo@grmims.com
Virpi Sidler


virpi@dcfs.co.la.ca.us
_1170128972.doc
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