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A. REQUESTS TO TRANSFER RECORDS 
1. Requests to send boxes to the Records Center must be 

faxed or mailed to the Records Center (blank forms 
available from Records Center).  The Records Center will 
assign an Accession Number and issue a Transmittal for 
each group of boxes. 

2. The request must be legible and include the following 
information: 

a. Agency Name. 
b. Name of agency authorized person 

requesting the Transmittal with their 
signature. 

c. Phone number.  
d. Series Title. 
e. Contents.   
f. Number of boxes. Box sequence for each 

group must begin at #1 for each accession 
number (i.e.: 1 of 10, 2 of 10, etc.). 

g. Retention Schedule / Series number. 
h. Destruction date. 

3. Guidelines for the storage of Records/files at the Oregon 
Records Center must be followed.  See section "B. 
Containers and Labeling". 

4. Requesting agency is responsible for the transportation of 
records to the Records Center. (DAS Mail services is 
available to transport shipments for a fee – call 503-378- 
3397, ext. 31715 for more information.) 

5. Records Center Staff will inform requesting Agency within 
one week when records may be sent to Records Center.  
Each entire accession must be received at the same time. 

6. Any changes made in an accession must be submitted by 
fax or mail, a minimum of one week prior to transporting 
records to the Records Center. 

7. Records must have a destruction date at least 2 years 
from the date of shipment to the Records Center. 

 

B. CONTAINERS AND LABELING 

To store records and/or files at the Records Center the following 
guidelines must be followed.  Containers not conforming will be 
returned to the agency. 

1. The records to be stored must be contained in new (not 
reused) Oregon State Records Center boxes (Office Max # - 
P593766). Boxes must be whole and undamaged.  

2. Boxes must have either Records Center labels printed on box 
or full sheet adhesive labels, using RC label template (blank 
label - Office Max # - A55165) (see page 6 for picture). 
Microsoft word template of Records Center label is available – 
contact Records Center Staff. Reproductions are not allowed. 

3. Labels must be filled out completely on every box (only the 
non-seam end of each box need be labeled).  Lettering must 
be printed with a  black felt tip marker.  The following 
information must be included on the label: 

• Accession number (printed 3/4” tall) 
• Agency Name 
• Sequence number of box.  Box sequence must 

begin at #1 for each accession number. (printed 
3/4” tall) 

• Retention Schedule number. 
• Destruction date. 
• Series Title. 
• Box arrangement (file arrangement / contents 

within box). 
• Files (letter size) must  face the box end that is 

labeled. 

4. Do not overload boxes.  Boxes may not weigh more than 
35 pounds.  This could cause damage to box and/or 
records.  Anticipate any need for space for additions to 
files. 

5. Boxes have a seam on one end of box. The box 
should be labeled on the end of the box that does 
not have a seam. 
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C. REQUESTS FOR RETURN OF RECORDS 
 

To request files or boxes from the Oregon Records Center 
the following guidelines must be followed: 

1. Requests must be faxed or mailed to the Records 
Center (fax # 503-373-1051).   

2. Use State Records Center Request Fax form 
(recommended) or agency form as long as it 
includes information required in #3 below. 

3. The request must be legible and include the 
following information: 
• Agency Name. 
• Name of agency authorized person requesting 
the file and their signature. 
• Phone number.  
• Delivery address. 
• Accession number. 
• File number and/or name. 
 

4. Requests received before 10:00 a.m. will be filled 
and returned in that day's mail.  Requests received 
after 10:00 a.m. will be returned in the following 
day's mail. 

5. Requester may come to the Records Center to 
retrieve file, with a minimum 2 hour prior notice by 
fax or phone. Please call or note on the request that 
you wish to pick up specific file. 

6. Due to the volume of daily activity, agencies are 
limited to 6 requests and 6 returns per day.  If an 
agency has a special need for more please contact 
Records Center Staff.  Arrangements may be then 
made for Records Center Staff or Agency Staff to 
pull excess volume of files as a special project. 

 

 

 

  

Sample Records Center Label 
Only label allowed 

(actual size - approximately 7 x 9 ¼ “) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

YOUR RECORDS CENTER STAFF 
 

 
Mark Graham Ross Harbaugh 
Property Specialist Property Specialist  
 
 
 

If you have any questions please call us at  
503-390-2258 
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