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ELECTRONIC RECORDS TRANSFERS

U s i n g  t h e  F u n c t i o n a l  S c h e d u l e  f o r

N o r t h  C a r o l i n a  S t a t e  A g e n c i e s ,

i d e n t i f y  y o u r  a r c h i v a l  r e c o r d s

O r g a n i z e  y o u r  f i l e s  b y  r e c o r d  t y p e  o r

i t e m  n u m b e r

O n c e  S A N C  h a s  v a l i d a t e d  y o u r  f i l e s ,

d e l e t e  t h e m  f r o m  y o u r  d r i v e

C o n t a c t  t h e  r e c o r d s  a n a l y s t

a s s i g n e d  t o  y o u r  a g e n c y

For detailed instructions, see 

https://archives.ncdcr.gov/government/digital-records/north-

carolina-digital-repository/digital-file-transfer-guidelines

U s e  g o o d  f i l e n a m i n g  p r o t o c o l s

S e p a r a t e  y o u r  a r c h i v a l  f r o m  y o u r

n o n - a r c h i v a l  f i l e s

S u b m i t  t h e  S t a t e  A g e n c y

E l e c t r o n i c  R e c o r d s  T r a n s f e r  F o r m

D o w n l o a d  t h e  l a t e s t  v e r s i o n  o f

B a g g e r

B a g  t h e  a r c h i v a l  f i l e s ,  f i l l i n g  i n

a p p r o p r i a t e  m e t a d a t a  f o r  e a c h

S a v e  t h e  b a g s  o n  a n  e x t e r n a l  d r i v e

a n d  d e l i v e r  t o  t h e  S R C  o r  a r r a n g e

f o r  F T P

https://archives.ncdcr.gov/government/state-government-agencies/functional-schedule
https://archives.ncdcr.gov/government/state-government-agencies/cros
https://archives.ncdcr.gov/government/digital-records/north-carolina-digital-repository/digital-file-transfer-guidelines
https://archives.ncdcr.gov/government/digital-records/digital-records-policies-and-guidelines/best-practices-file-naming
https://archives.ncdcr.gov/government/records-management-tools/electronic-records-transfer-rc-2d
https://archives.ncdcr.gov/government/digital-records/north-carolina-digital-repository/bagger-gui-user-guidehttps:/archives.ncdcr.gov/government/digital-records/north-carolina-digital-repository/bagger-gui-user-guide

