PROCEDURES FOR SHIPPING RECORDS

TO THE NATIONAL PERSONNEL RECORDS CENTER (NPRC)
Thank you for furnishing us notice of your intent to send records to our center for storage.

To avoid loss of records during transit and to enable accurate and expeditious processing when received at the Center, please follow the procedures outlined below when preparing and shipping records. 

Prior to sending any items to the National Personnel Records Center (NPRC) for long term storage, the command must follow the guidelines found in section SSIC 5355 and Appendix A of SECNAV M-5201.0 to avoid rejection of records shipped.  Records rejected are returned to the shipper or forwarded to Naval Personnel Command (NPC) for further actions.  
Preparing urinalysis records for long term storage:

1.  The following items make up the individual file:

a. Urinalysis Testing Register (Ledger)

b. DD 2624 (Custody Documents)

c. Any CDs containing specific testing information, if applicable.

Note 1:  Discard all other documents (i.e. Notification Copies, letters/memos, iFTDTL printouts) via local procedures for destruction of PII.  Any other items included in the file will be grounds rejecting the package.  

Note 2:  Each file is established by individual Collection Date.  If more than one type of test is conducted on a testing day, all testing for that day is one file.  The file will be using the collection date format on the DD form 2624.  

2.  Obtain a prescribed standard cubic foot carton (143.4” x 12”x 91/2”).  These cartons may be available at your local disbursing or personnel office.  If not, they can be purchased from the General Services Administration Federal Supply Services (FSS).  The FSS Stock number for these cartons is FSS 8115-00-117-8249.  If you wish to use other cartons, obtain approval and/or additional instructions from NPRC in advance.  You may contact NPRC via email at stlmpr.transfer@nara.gov or email Ms. Carol Hansen directly at carol.hansen@nara.gov. 

3.  Once the shipping carton is full, you must submit a Standard Form (SF) 135 (Records Transmittal and Receipt) to NPRC to request shipment of files to long term storage.  Obtain a SF 135 form from www.archives.gov/frc.  Instructions for filling out the SF 135 are located on the backside of each form, or download the instructions from the same website.   You may need more than one SF 135 if more than one box is used.  See paragraph 4 of Appendix A of the manual.  Once you have the original and two copies on hand, send original and one copy to NPRC via mail or email for approval PRIOR to shipment of the records.  Keep other copy on station.  NPRC must authorize the shipment of the material before you can ship the records for archiving.  
A. The APPROVED returned copy of the SF 135 must be placed in the first box of the shipment when the records are sent to NPRC.  
B. If the box or another container is already tightly sealed, place the shipment copy in an envelope taped to the outside of the first container.  
 C. Prior to packing boxes for transfer to NPRC, remove all duplicate copies of the records and any unnecessary material, i.e. notes, drafts, working copies, notification lists, spreadsheets, printed emails, publications, etc... Again, the required files are the Urinalysis Ledger (Urinalysis Register), all Urine Sample Custody Documents (DD 2624), and any removable computer media containing urinalysis collection information.  ONLY PACKAGE A SINGLE COPY OF EACH RECORD.  
D.  For file identification for each box, each folder in the box will be labeled with the collection date.  The outside of the box will have the first folder collection date and the last folder collection date.  (e.g. 20050120 – 20080620)  

Note:  It may take a few years for some commands to acquire enough files to ship.  Again, refer to paragraph 4 of Appendix A for any additional requirements/information.  

4.  The following steps are the packaging/shipping steps provided by NPRC.  
Procedures for Shipping:
1. Use the prescribed standard cubic foot cartons (14 ¾” x 12" x 9 ½"). These can be purchased from the General Services Administration Federal Supply Service (FSS).  The FSS stock number for these cartons is FSS 8115-00-117-8249.  If you wish to use other cartons, obtain our approval and/or additional instructions from us in advance.  All unapproved non-standard cartons and contents will be returned at the expense of the originating organization.  (Existing supplies of FSS 8115-00-117-8344 boxes may be used in lieu of the prescribed box).

2.  Print the accession number on each box starting in the upper left- hand corner.  See attachment 1 below.  Mark the front of the box only.    PLEASE ENSURE THAT INFORMATION PRINTED ON THE BOX IS NOT OBSCURED IN ANY WAY and that removal of tape or other sealing material will not remove this vital information.

3.  As shown on the attachment, number each box consecutively, (i.e. 1 of 198, 2 of 198, 3 of 198,  . . .198 of 198  or 1/198, 2/198 . . .198/198).  See Attachment 1.
4.  If records are arranged alphabetically or numerically, print the identifier of first and last record/folder on the front of each box, e.g. 20050120 – 20080620 or  A - Cox.  See attachment 1.

5. Enclose in the first box of each accession one copy of the SF 135 and any alphabetical listing or numerical listing needed to reference the records.
 Ensure that all records are packed in the exact same order as they are shown on the index.  Do not retire empty folders or records that are not listed on the index. 
6. Ship the records so that they arrive at the Center at the same time.  Palletize shipments of more than 10 cubic. See attachment 2 for further instructions.

7. Enclose shipments that are transported from overseas in either Gaylord containers or reinforce them with plastic wrap. This protection avoids damage to cartons and possible loss of records. When shipping several accessions, group boxes on pallets by accession number.

8. Hold small amounts of paper records until a volume of one cubic foot (one standard box) or more is reached. This Center does not accept accessions of less than 1 cubic foot (one standard box). Boxes within an accession must be a full cubic foot.  This measure conserves Records Center space, reduces shipment damage (partially filled boxes are often crushed in transit), and avoids shipment return.

9. Ship records within 90 days of accession number assignment (120 days for overseas installations).  Failure to do so will result in cancellation of the accession number. If a shipment of records is 200 boxes or more, contact Bonnie Gutierrez at 618-935-3078 (bonnie.gutierrez@nara.gov) with an estimated delivery date.  

10. Retire records with accession numbers assigned by NPRC (CPR), to the National Personnel Records Center Annex, 1411 Boulder Boulevard, Rock City Industrial Center, Valmeyer, IL, 62295. Shipments containing records with accession numbers assigned by other Records Centers or not prepared for shipping according to these instructions will be refused and/or returned for correction at service or MTF expense. 
Note:  The address in SECNAV M5210.1 has a St. Louis address which is incorrect.  Send all packages to the Valmeyer, IL address above.  
11. If you have any questions, please call Bonnie Gutierrez at 618-935-3078 or Charles     Mucho at 618-935-3074.  

  Bonnie Gutierrez
  Supervisor, T&D Section
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Attachment #1


USING PALLETS
FULL PALLET

Start with the last nine boxes on the


bottom, in order, with the last 3 in the 

back as indicated in the drawing.

The last box placed on the pallet should be the first box of the accession as indicated on the drawing.
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