Box Label Template B



When transferring records to the University Archives, use Box Label Template B for records that are not reflected in general or office-specific records retention schedules.  Box Label Template A is for records that are governed by general or office-specific schedules.
To use this Box Label Template B:
1. Review both general and office-specific records retention schedules to confirm that the records are not included.  (Records that are included in general or office-specific schedules should be transferred using Box Label Template A.)
2. Fill in the Box Label Template:
· Originating Office: The name of your office or department.
· Record Series, Inclusive Dates: Designate a formal title of the Record Series.  Note the date span covered by the records in the box. Please be accurate!
· Summary of Contents: Describe the box contents. Please be concise but thorough!
· Archives Retention / Disposition: Indicate what you suggest the Archives do with these records, e.g. retain until 2015 and then destroy, appraise for retention / destruction, etc.  

· Box #: Number each box within the transfer, e.g. 1 of 4, 2 of 4, etc. If you do not know the total number of boxes, fill in only the first blank.
3. Print out labels. This document contains 10 blank box labels.  To create more than 10 labels, you may use “save as” or download another copy of this document.  When creating fewer than 10 labels, use “print preview” and print only the pages that you need.  
4. After printing, fold each sheet of paper in half.  
· For short-term (white) boxes, tape or staple the label to the short end of the box.  
· For archival (brown Paige) boxes, insert the label in the sleeve attached to the box.  Do not write on the box and do not tape the box.
5. When you are ready to transfer boxes to the Archives, submit a Records Pick-Up Form.  Attach a copy of your packing list.
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