
PAPER ONLY

Are 

HOW TO PACK A
RECORD BOX

ARE YOUR RECORD
BOXES PACKED
PROPERLY IN

PREPARATION FOR
STORAGE OR

DESTRUCTION?

BOX LABELS

REQUEST PICK UP

No paperclips
No binder clips
No binders
No hanging folders
No laminated paper
No plastic

** Media should be packed
seperately from paper

Box labels must be printed
from Infolinx and secured to

the end of the box.

Once your box is properly packed
and your records have been

reviewed by University Records
Management, please submit a box

pick up request through your
Infolinx account.

recmgt@gmu.edu
https://recordsmanagement.gmu.edu
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