
2 
Divide record 

series into 
consignments

3 
Obtain storage 

boxes

4 
Box records

6 
Label or  

barcode boxes

7 
Agency to maintain 

transfer documentation

PROCEDURE 5
TRANSFERRING TEMPORARY RECORDS TO 

 AN EXEMPTED AGENCY FACILITY

START

FINISH

YES

1 
Has exemption to 

store records within an 
agency facility been 

sought?

5 
Prepare lists

8 
Submit to State Records 

Annual Summaries of 
Temporary Records 

Storage Report

1a 
Refer to Procedure 3: 

Approval for 
Secondary Storage of 
Temporary Records 
other than with an 
Approved Service 

Provider

NO


