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Records Management Handbook

LABELING AND PACKAGING INFORMATION

COMPLETING THE LABELS
There are two types of labels to be used for records transfer.  The orange label is used for records requiring Temporary or Permanent Storage.  The green label is used for records requiring immediate destruction.

Be sure to fill out all information on the records management label as outlined on the enclosed example.  Failure to properly fill out the label will result in the carton not being picked up.

Key to Label Information:

1. Dept. – your school/office name

2. Description – the same information on your Transmittal form under Time Period of Box Content and Description of Box Content.

3. Retention and Transaction numbers – the same that are shown on the Transmittal form.

4. Box ---of --- - the box number that applies to that particular box and the total number of boxes being sent in under that Transaction number.

5. Date – on the orange label write the word Perm if the records are for Permanent Storage.  Write the year of destruction if the records are for Temporary Storage.
On the Green Label the date will be the date the box was packed, since these records are for Immediate Destruction.

PACKING, LABELING AND SEALING THE BOXES

Boxes used for Permanent or Temporary storage must be obtained from the Warehouse.  There is a specific size that must be used.  Please submit a Central Warehouse Service Form to request boxes.  You may use any sturdy box for records that are for immediate destruction, with a limited weight of 40 lbs. Tape the top and bottom of the box(es) securely. Pack the files to allow easy retrieval.
Prior to records pick-up, the Originator will use a bold felt-tip marker to mark the labels that are to be attached to each box.  The barcodes will be placed on the end of the carton in the lower left side; the retention label should be placed on the middle right side.  Do not place labels on the side or the top of the boxes. Please see the photograph below.
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Thanks for your efforts in making this process as efficient as possible.

