
Transferring Records to the 
District Records Center

The REQUEST TO TRANSFER RECORDS FORM must be typed or neatly printed and have 
parts (A-F) completed :

A. Retention Schedule Number- obtain from SD or GR Schedule

B. Destroy Date- calculated based on the date of the records to be stored and 
the retention requirements 

C. Records Series Title, Description and/or Range 

D. Date Range-dates of the records to be sent to storage 

E. Department Box Number- issued by Records & Information Management 

F. Department Information

Note: Non-records items will not be accepted.

Scan and email the completed form to RecordsManagement@houstonisd.org for 
review and processing. 

Submit itemized list or Special Education EXCEL spreadsheet if needed.


