TRIM TIP #18 – Reactivating Records

Once in a while a record sent to off-site storage must be permanently removed from storage and re-activated – either because it is being transferred to another organization or because the subject of the file has come alive (e.g. discovery for litigation).
	In TRIM
	In the Real World
	

	Search out record(s)
	Retrieve record from storage company
	

	Tag, right click, Locations, Containers, select Permanently remove from container.  Set new Home Location.
	Send a note to RMHELP advising that the file has been reactivated. You must provide the complete file number and the accession and box number that the file was removed from.
	If required, RMHELP will ask you to submit an amended file list – this usually only occurs with a large number of reactivations



	Add a note to all files:

Tag,Right click, Details, Notes indicating the file(s) was reactivated and why.
	Amend 432-20 box list.
	


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.

