
                                                                              

Textbooks/Student Records Department 
3317 West Expressway 83 

McAllen, TX  78503 
Phone:  956/ 971-4466 

Fax:  956/971-4459 
RECORDS STORAGE REQUEST 

Instructions:  This form must be completed and forwarded to Textbooks/Student Records Department before records can be sent to the records warehouse 
for storage.  Upon approval, a notice will be sent to the campus/department authorizing the records transfer.  
 

Department/School Name :                                                Organization No.         

Transfer Requested By:                Title:        
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Retention 
Schedule 

No. 

Date of Records 
Fiscal Year 

 
Record Series Title 

(same as retention schedule, record series title) 

Sequence Range 
(alpha, chrono or numeric) 

First  Folder          Last Folder 

Box 
No. 

 
Destroy Date 

FOR OFFICE 
USE ONLY 

Storage  Location 

                                         

                                         

                                         

                                         

                                         

                                         

                                         

                                         

                                         

                                         

                                         

   # of Boxes(this page):         

DO NOT WRITE BELOW THIS AREA (FOR OFFICE USE ONLY) 

Records Transfer Authorized:    YES        NO (see comments)                 Work Order # 
 
Signature:                                                              Date:                                                   

Date Items Received/Pick up 
 

      

By: 
 

      
COMMENTS: 

                          

http://mws.mcallen.isd.tenet.edu/textbooks/Retention%20Schedule.htm
http://mws.mcallen.isd.tenet.edu/textbooks/Retention%20Schedule.htm
http://mws.mcallen.isd.tenet.edu/textbooks/Retention%20Schedule.htm
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