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       Transfer to AURC 
(Inactive Storage) 
Box Label

	BOX NO. 


	

	Department / Unit



	Contact Person   

	Records Series/Description
	Date Range

	
	

	
	

	
	

	
	


	                                         Fold on line and affix to box.


Contact Person – name and position of the designated contact person for these records

Department/Unit - provide the name of the department, office, or program responsible for creating and keeping the records

Box No. – each box should have a unique number (e.g., 001)
Records Series/Description – name of records series or documents, or description of series
Date Range – date range of the series (e.g., June 2019 – June 2020)
NOTE: If a box contains more than one series, repeat the Box No. and add the next series on the following line.
