TRIM TIP #17 – Transferring Records in TRIM

This summarizes the TRIM process for permanent transfer of custody and control of records (the associated hard copy documentation is described elsewhere, a directive on the transfer of Personnel Records is included at the end of this document)  
Temporary transfers of records are recorded in TRIM using the Assignee location.
The process for transferring records can be described in two different ways:
1. Internal transfers - currently just within the Ministry of Forests but ultimately any organization using TRIM (i.e. Ministry of Tourism, Sports, and the Arts).
2. External transfers – transfers to other organizations.

Internal transfers require the following steps:

	Information Worker
	RMHELP

	1. adds any required notes to Notes field to describe the transfer:
Purpose of transfer (may include: ministry reorganization yyyy,mm,dd; government reorganization yyyy,mm,dd.  Program transferred yyyy,mm,dd)
	

	2. changes Owner, Home and Assignee Locations to that of the new location
	

	3. sends a reference to RMHELP requesting that the Record type be changed top that of the new location
	4. changes the Record Type to that of the receiving office

	
	


External transfers require the following steps:

	Information Worker
	RMHELP

	1. Adds any required notes to Notes field to describe the transfer Purpose of transfer (may include: ministry reorganization yyyy,mm,dd; government reorganization yyyy,mm,dd.  Program transferred yyyy,mm,dd)
	

	2. Changes Owner, Home and Assignee Locations to that of the new location
	

	3. sends a reference to RMHELP requesting that the Disposition be changed to INACTIVE
	4. changes the disposition of the record to Inactive
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Directive on transferring Personnel Files
Previous tips are available from our web site. 
See http://gww.for.gov.bc.ca/his/edrms/Tips/  for tips 
or see http://gww.for.gov.bc.ca/his/edrms/guide.htm for guides.
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Personnel files Transfer Directive

Parties involved:  Requesting office – office asking for the file.



  Transferring office – office sending file in response to request


  RMHelp


Requesting Office:  should provide as much retrieval information as possible or as is known:  (ask employee or HR Tech).  Request is usually made by regular email.


Employee full name



Employee number



Other names, aliases, shortened versions



Previous employers (within Prov. Gov’t)


Transferring Office:  ensure that you’ve done a thorough search, including:

Active, Semi-active, inactive files

and that you have searched the following classifications:


ARCS-01385-20


ARCS-01390-20


ARCS-01390-30



ARCS-01385-22


Even previously closed files in offsite storage need to be considered.  The employee may have chosen a bridging of service package, or may now be eligible for a buy-back of some sort.  Notify the requesting office and they will advise whether these files need to be reactivated and transferred.

When you locate files to be transferred, the following steps must be taken:



Complete an FS 143 Transfer of Legal Custody form and send it with the file(s) (keep a copy in case follow-up is needed)

Wrap the files tightly with plenty of wrapping paper and packing tape

Clearly address both sides of the package, including return address

Address to a specific contact name, not just the office


Clearly mark as “CONFIDENTIAL”


Re-wrap the files a second time


Clearly address both sides of the package, including return address

Address to a specific contact name, not just the office


Clearly mark as “CONFIDENTIAL”


The double-wrapping is required in case the outer wrapper gets torn during handling.


If budgets allow, sending the file package by Courier is preferred.


TRIM Update:


Go to Notes field and add a note:  file transferred to the attention of xxxxxxx.  Add user stamp to notes field.


Send a TRIM reference to RMHelp and tell us which office the file(s) is being transferred to.


RMHelp will change the record type, owner location, home location, and assignee to the requesting office.



RMHelp will forward the email containing the TRIM reference to the requesting office with a cc to the transferring office.


Requesting Office:  signs off the FS143 Transfer form and returns a copy to the sender.




Verifies that RMHelp changes are correct, e.g. home location


Transferring Office:  follows up with the requesting office to ensure file has arrived or follow up with mail services.  Place signed FS143 on ARCS-00423-06.

Alphabetic Indexing Rules


Their application to Employee File Identification


For the purposes of data entry into TRIM’s free text title field, a personal name is indexed as follows:


The surname (last name) is the key unit, the given name (first name) is the second unit, and the middle name or initial is the third unit.  


The name units should be followed by a space and then the 6-digit employee number.


Example:  



Cummings Ann M 098123


If middle initial is not known

Cummings Ann 098123


Where only initials are known
Cummings A M 098123


There is no punctuation used as a separator.



