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Overview:  
 
The storage of records with the Information Access Unit is dependent on meeting the acceptance 
criteria. This ensures records are adequately controlled, stored and preserved for their lifecycle. 
 
This SOP provides Product Support staff with the information required to ensure that the files in all 
requests for storage, meet the Information Access Unit’s acceptance criteria. 
 
Annexes 
 
Annex A – Storage with the Information Access Unit pg 3 
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• If the customer is not part of SEG, they will have to fund the cost of 
storage themselves, however we can assist them on how to organise 
storage with Iron Mountain if they want to use them.  
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Directorate of Information Access Unit 

Storage with Information Access Unit 

The storage of records with Information Access Unit is dependent on meeting the IAU’s acceptance criteria. 
This ensures records are adequately controlled, stored and preserved for their lifecycle and the safety of IAU 
staff. 

This guide aims to provide information for how to prepare your records for storage, request storage from the 
IAU and where to seek further guidance if required. 

When seeking storage from IAU please use the following process; 
• Ensure your records meet the appropriate criteria for their file type (Paper Files page 2, Box files 

pages 3-5 of this guide)
• Fill out the request for storage form (pages 6-7 of this guide)
• Send the completed request for storage form to the Product Support Team

• Ensure your records are boxed together in groups based of their Destruction year IAU will prioritise 
its acceptance of files for storing based on factors such as:

o Type of records being transferred
o Volume of records
o Physical condition of records
o The storage type and capacity of IAU Centers

Note: it may be necessary to engage the services of an external storage facility. IAU reserve the right to 
refuse acceptance of records due to operational requirements and/or other factors such as space shortages. 

IAU only accepts paper files and DO NOT accept:  

• Mixed mode corporate records. Mixed mode items should be separated from their physical
counterparts and managed appropriately by originating units

• CDs, DVDs, Cassette Tapes or other types of digital media
• Large or odd shaped items

If further guidance or advice is necessary, please contact the Product Support
Team via 
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Directorate of Information Access Unit 

CRITERIA FOR ACCEPTANCE OF PAPER FILES BY IAU 

1. Documents must be in official file covers1. Official file covers are designed to protect the contents
from damage over time.

2. Files must be registered on the Defence mandated electronic record keeping system (Objective) prior
to acceptance by IAU.

3. Files must have an Objective recognised barcode. In most cases, these are barcodes generated by
Objective and printed on the file label.

4. All documents must be attached to the file using a 38mm paper binder or tube clip. Anything over 3cm
in thickness requires a new file part. Staples, pins and other clips must be removed from the inside of
the file cover itself.

5. No electronic media (video, audio tapes, CDs) are to be stored on files. These records should be
managed electronically in Objective. IAU do not have the facilities to appropriately store this kind of
material, which can lead to its rapid deterioration.

6. Files must not be Mixed Mode or contain any electronic documents. These documents should be
managed electronically in Objective in a separate virtual file. IAU will not accept any files containing
electronic documents. Contact  for further
information regarding electronic documents.

7. Files must be sentenced and the metadata entry in Objective must be in accordance with the IAU
SOP “For the sentencing and disposal of Defence records”.

8. All sentenced files identified for transfer must be placed in an accessible location on Objective. The
following Objective User Group must be given access to that location: “SEZ [SDD] DASC Archive
Coordinator” gBS3454. This will enable IAU to check the sentencing metadata prior to acceptance.

9. Files should only be packed and transported in containers that weigh less than 16kg. This is due to
Workplace Health and Safety regulations.

10. The files must also be free of vermin and mould.

11. Files should be grouped into destruction years and packaged together prior to sending to IAU.

1 File covers are an official ‘form’ and can be obtained by submitting a web form AB189 to the business unit's Store.

Defence FOI 1954/25/26 
Document 2

s47E(d)



    

 

Page | 6 
Supporting a Modern and Capable Defence Force 

PACKING PAPER FILES IN BOXES FOR DELIVERY TO IAU’s 

Information regarding obtaining archival quality boxes is available from 

https://www.naa.gov.au/information-management/storing-and-preserving-information/preserving-
information/preserving-paper-files/list-certified-archival-quality-products. 
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Directorate of Information Access Unit 

CRITERIA FOR ACCEPTANCE OF BOX FILES BY THE IAU 

The possibility exists for certain types of information to be managed at box level as opposed to individual file 
level. This is subject to individual negotiation with IAU. As a guide, the following conditions apply: 

1. Documents must be in Type 1.1 (Acid Free) archival quality boxes and weigh less than 16kg. These
boxes are designed to protect the contents from damage over time. See NAA website for ordering of
these boxes.

2. Box files must be registered on Objective the same way as individual files.

3. Box files must have an Objective generated file label containing an Objective generated barcode.
Objective generated file labels must be placed in the location specified in the attached diagram.

4. Any documents stored in ring binders must be removed and placed in the box loose. Ring binders
should be disposed of or repurposed locally and not included in any requests for storage.

5. No electronic media (video, audio tapes, CDs) are to be stored in box files. These records should be
managed electronically in Objective. IAU do not have the facilities to appropriately store this kind of
material, which can lead to its rapid deterioration.

6. Files must not be Mixed Mode or contain any electronic documents. These documents should be
managed electronically in Objective in a separate virtual file. IAU will not accept any files containing
electronic documents.

7. Box files must be full. If a whole box cannot be filled, file parts should be raised in standard file
covers.

8. Box file lids should be taped closed for transport with a small amount of tape, see diagram on page 4.

9. Box Files must be sentenced and the metadata entry in Objective must be in accordance with the
IAU SOP “For the sentencing and disposal of Defence records”.

10. All sentenced files identified for transfer must be placed in an accessible location on Objective. The
following Objective User Group must be given access to that location: “SEZ [SDD] DASC Archive
Coordinator” gBS3454. This will enable IAU to check the sentencing metadata prior to acceptance.

11. The records must also be free of vermin and mould.

Note: Files received at IAU that do not meet  these criteria will be returned for corrective action and/or 
not accepted for storage. 
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Please note the orientation of the box in this diagram and which way the top opens i.e. from left to 
right. The Objective created file label will contain the barcode. It will be located on the top right hand 
side. This is the barcode that will be scanned by an archival unit in order to store the box. 

The Disposal Authority, Entry Number, Disposal Class and Year of Destruction are explained in the 
SOP for sentencing Defence Records. 

Information regarding obtaining archival quality boxes is available from 

https://www.naa.gov.au/information-management/storing-and-preserving-information/preserving-information/preserving-
paper-files/list-certified-archival-quality-products.  
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