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SENDING AND REQUESTING CLOSED CASES TO AND FROM STORAGE

This is to provide instructions on how to send and request closed cases to and from storage.  The Department currently has a contract for closed case and document storage services with GRM Inc.  There are approximately 800,000 case files and 5,000 boxes containing administrative documents in storage.  Only staff who have been authorized to use the service may send or request closed cases and documents to and from the storage warehouse.  Should your section need to update the list of authorized staff, contact Sara Flores, STC by e-mail or see FYI 06-36.  For instructions on how to send and request administrative records, please see FYI 05-10 (REV).

SENDING CLOSED CASES TO STORAGE

Closed cases being sent to storage must be shipped in a standard record box.  A DCFS transmittal (DCFS 6-1 or DCFS 6-2), must be completed for each box and must include the sender’s name, office name and address, shipping date, the case name and number of each case in the box.   The transmittal should be addressed to:

GRM, Inc.

8500 Mercury Lane

Pico Rivera, CA  90660
The box must be sealed with tape and the transmittal placed in an envelope, and taped to the box, unsealed, flap side up.  This is so that the courier may retrieve the transmital and sign it for proof of delivery.  The courier will leave one copy of the signed transmittal in the sending office.  

All boxes containing closed cases are transported to the GRM warehouse by the Department’s courier service.  GRM receives the boxes and records the case names and case numbers to the locator database by the case name and number.  Closed cases are stored in the warehouse.

REQUESTING CLOSED CASES FROM STORAGE

Staff who have been authorized to access the storage service may request closed cases from storage by sending an e-mail to GRM. See below for the e-mail link to GRM.
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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 e-mail request must include the case name and number, and the name of the requesting employee, office name and address.  GRM will receive the e-mail and reply with a confirmation to the requesting employee. GRM will retrieve the case file(s) and ship them to the requesting office by the Department’s courier service.

Closed cases requested by e-mail will arrive at the requesting office by the third business day.  If closed cases are needed more quickly, staff may request emergency retrieval.  In such emergency situations, the e-mail request must include the text: “This is an emergency request.”  Case files requested under emergency request by 10 AM arrive at the requesting office building mail room by 5 PM the same day, and cases requested after 10 AM arrive the following business day.  

As a back-up system only, staff may request closed cases from storage by sending a fax to GRM.  The fax number is (562) 373-9031.

For additional information or to send/request an unusually large volume of cases, section supervisors should contact Virpi Sidler, County Program Manager.

Links

GRM:  lainfo@grmims.com
Virpi Sidler:  Virpi@dcfs.co.la.ca.us
Sara Flores’s floresc@dcfs.co.la.ca.us   (Updated 09/27/06)
[image: image2.png]


