RECORD STORAGE LOG

AGENCY NAME: ____________________________________DEPARTMENT: __________________________________DATE OF STORAGE: ____________

SERIES #: ______________________BOX #: ______________________STARTS WITH:_______________________ ENDS WITH: _______________________

LOCATION OF THE BOX: _____________________________________________________________________________________________________________

	RECORD TYPE  AND/OR NAME ON RECORD
	RECORD

NUMBER


	DOB
	TIMEFRAMES OF RECORDS 

(dates)
	RECORD MEDIA

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


