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Procedure For Archiving

1. Check with your Head of Department(HOD)/Research Director that your data is ready for archiving.

2. Mark up your boxes with the Temporary ID numbers and complete the Archiving Forms.

3. Send the Technical Resources team your complete Archive Forms. These will be processed and formal identity labels will be issued.

4. The labels will identify the store and location.
Please Note:

· Storage boxes must be of the dimensions H255 x W370 x D440mm. Fellowes Panda Storage Box of suitable dimensions is available from www.lyreco.com/olo Item code 713.366.

· No one will have access to the storage without prior approval from Technical Resources team.

· Any items placed in the archive without prior approval will be returned to the Owner’s Office, until the correct procedure has been followed.

· Any items in the archive, whose owner cannot be identified, will be disposed of.

· The responsibility for ensuring that this procedure is correctly followed lies with the Technical Resources Manager, Research Directors and HOD’s.

· The Review/Destroy year should follow research governance guidance and should not be excessive.

· The Technical Resources Manager currently responsible for archiving is Bob Glennie, Room ET3, Polwarth Building, Foresterhill.
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Initial Contact:________________________________





SIGNED:





_________________________________________________________________________________________________________________________________________________________________________________________________________________________________





If any of these have not been done please detail reasons:





All Patient Identifying study numbers are being stored in separate boxes.





All data has been checked and weeded. 





No unnecessary correspondence is being included.





The items being archived have been checked for the following:





DEPARTMENT/THEME:_______________________________________________





HOD/RESEARCH DIRECTOR:__________________________________________





INITIAL CONTACT:_________________________________________________





PROJECT START YEAR:_______________





PROJECT TITLE:____________________________________________________ ____





PROJECT END YEAR:_____________
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Archive approval form





















































COLLEGE OF LIFE SCIENCES AND MEDICINE





Archive Information








Date:__________





Date:___________





HOD/Research Director:________________________








