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MICHAEL YANCEY, AIA


              1310 Prairie, Suite 1330
Director




                   Houston, Texas  77002
Facilities & Property Management


                         (713) 755-5091
MEMORANDUM

DATE:

January 18, 2006
TO:

Files and Records Center Clients

FROM:
Paul R. Scott, Records Manager

RE:

Records Center Boxes

In 1999, Corporate Express graciously provided me with samples of records storage boxes available to Harris County Departments.  This is a revision to my 1999 report. Listed below are the boxes I recommend for use as well as the boxes I would prefer not to be used and are not allowed at the Harris County Records Center.    
                                                           GOOD BOXES

(Will hold up well in the office or Records Center.)

	Mfg. #
	Page Number
	Item Number

 On Page
	Comments

	FEL 12775

(Heavy Duty)
	454
	D
	Real cost $2.73. Probably the best buy.

Contains recycled fibers.  Do not confuse with FEL 12770 (Medium Duty).

	FEL 00725

FEL 00724

FEL 07241

FEL 07242

FEL 07243
	454
	C
	Real cost $3.02. OK but not my first choice.  These are all different colors of the same box.

	FEL 00025
	454
	A
	Real cost $6.59. Rather expensive but it is a good box.

	EXP 30005
	455
	C
	Real cost $1.59. 

	FEL 00052
	455
	D
	Real cost $4.01. Rather expensive but it is a good box.

	FEL 30020
	456
	E
	Real cost $2.72. Did not receive a sample but it appears to be a good box.




GOOD SPECIALTY BOXES

	Mfg. #
	Page Number
	Item Number

 On Page
	Comments

	FEL 00785

	456
	D
	Real cost $3.18.  Good if storing hanging files, but hangers are useful in drawers—not boxes.

	FEL 00648
	454
	F
	Real cost $5.56.  Good for storing ledger sheet size computer printouts.


BAD BOXES

(Will not stack well in the office or hold up at the Records Center.)

(Buying these boxes is false economy because they will probably have to be replaced.)

	Mfg. #
	Page Number
	Item Number

 On Page
	Comments

	EXP 30000

EXP 30001
	456
	G
	Not accepted at the Records Center.  

They waste space on our shelves and when full is a danger to our workers.

	EXP 30010

EXP 30011
	456
	F
	Not accepted at Records Center.

They waste space on our shelves and when full, are a danger to our workers.

	ALL BOXES
(Except 

FEL 00052 

EXP 30005)

	455
	A,B,E,F
	Not accepted at Records Center.

They waste space on our shelves and when full, are a danger to our workers. 
Some of these may be ok for an office but are not suitable for storing files at the Records Center. 

	FEL 00011

FEL 00012
	454
	A
	Not accepted at Records Center.

They waste space on our shelves and when full, are a danger to our workers.

	FEL 11111

FEL 12112
	454
	B
	Not accepted at Records Center.

They waste space on our shelves and when full, are a danger to our workers.

	EXP 30002
	456
	A
	Not accepted at Records Center.

They waste space on our shelves and when full, are a danger to our workers.


I did not receive box EXP 30020 (item E on Page 456) but it appears to be a good box.

I did not receive box EXP 30002 (item G on Page 456) but it appears to be a bad box.

Per Mr. Bill Perry of Harris County Purchasing, the “real price” is due to Harris County receiving a 60% discount.

Very good records storage boxes are available from the Harris County Department of Education at $1.35 ea.  I have also seen boxes at The Container Store for about the same price.

For those of us who are really cheap, the Records Center salvages usable boxes and frequently has free boxes to who ever wants them.

Fax Numbers:  Administration (713) 755-8802 (  Real Estate (713) 755-8804


