
 

 

 

 

 

 

  

Barcode labels assigned to 

_____________________________ 
[COMPANY] 

_____________________________ 
[DEPARTMENT]  

Do NOT share these labels with 
another company or department. 

DO NOT LOSE. ADDITIONAL CHARGES 
INCURRED FOR REPRINTING BAR CODES. 

BARCODE 
LABELS FOR 

OFF-SITE 
STORAGE 

IMPORTANT INSTRUCTIONS 

In order for your box(es) to be picked 
up each box must have, at a minimum, 
the following: 

1. Be a “letter/legal” file storage box 
with horizontal handle, and a lid  

2. Be inputted online or have a “BOX 
TRANSFER TO OFF-SITE STORAGE” 
form sent with it. 

3. Have a storage bar code placed to 
the right of the handle and not be 
covered by the lid. 

MORE INSTRUCTIONS INSIDE  



Thank you for taking the time to read these instructions thoroughly.  

The labels provided here are for the company and department listed on the front only. These labels 
create ownership of the boxes and are used by the records center for tracking purposes. 

It is important that you DO NOT share them with any other company and/or department. Doing so could 
cause a breach in information.  

Following the below steps will ensure you affix the 
label to the box properly. 

1. Put box together as per the box 
manufacturer’s instructions. 

2. Assemble the lid as per the box 
manufacturer’s instructions.  

3. Place lid on box. 
4. Locate front of box. This will be one end of 

the box with a carry handle. 
5. The label will go to the right of the handle in 

the top right area of the box. DO NOT place 
the label on the box lid. The label should be 
fully visible with the box lid on. 

6. Update the box information online by 
searching for the barcode number OR fill 
out a BOX TRANSFER FORM found at 
https://client.fileboxstorage.com under the 
Downloadables section 

When you are ready to send your boxes to the records center you can place your order online or call 
(575) 622-1515. Be ready to give your name, company name, department (if any), and the box quantity. 

 

Thank you, 

Information Protection Services, Inc. 

 

lid bar code 
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handle 
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