

	Records Storage Box Label

	1. Department/ Office: 

	2. Date Span of Records:
 From: 	                To:   
Month/YEAR                   Month/YEAR
	3. Box Number


	4. Box Contents:     Series #  |    Title (opt.)   |    Volume (cu. ft.)
LXXXX
L
L
L
L
L
L
L

	5. DESTROY DATE (All series must have same retention, or if Permanent, write PERMANENT instead of date below):  
 MONTH / YEAR
	6. Records Boxed By (name):


7. Date Boxed:
 



DIRECTIONS:
When Placing Records Containers/Boxes In Storage:
Print PERMANENT Records Box Labels on PINK PAPER ONLY
Print NON- PERMANENT Records Box Labels on CANARY or WHITE PAPER ONLY
Use two of the labels per box. TAPE and SECURE one label to the 12" side (short side) and one label to the 15" side (or longer side) of the container.  The containers should be marked in sequential order for the department/office, by year and box number (2025.1, 2025.2, 2025.3).
For destruction, use box label information to populate destruction certificates for submission to the records custodian. If there is pending litigation or the record is in question, destruction must be paused until the issue is resolved.
Box 1: Insert Department and/or Office
Box 2: Insert the month and year of the full span of included records
Box 3: Place number sequence for department/office (2025.1).  OPTION: For multiple boxes with same records and retention, label 2025.1-1 of number of inclusive boxes… so for three boxes, label 2025.1-1 of 3, 2025.1-2 of 3, 2025.1-3 of 3
Box 4: Contents - Replace XXXX with accurate series #. Insert series title and include sub-volume by series.
Box 5: Destruction eligibility date based on Retention Schedule. The entire box of records must have the same retention rule/ timeline.
Box 6 and 7: Write name of person filling a box and the date the box was filled and sealed.
     Directions on Back.    	                    Permanent Records Label on PINK paper. 	                     Temporary Records Label on CANARY or WHITE Paper.
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