
 

 

Process for Packing and Transferring Records to Archives 
 

1. Based on consultation, provide a list of records being deposited 

2. Discard any duplicates. 

3. Label and date file folders, registers and other volumes, and cartons. 

4. Ensure that the Communities of Faith Transfer Form is completely filled out for all cartons 

5. Place one copy of the form in each carton, label the top of the carton clearly with contents 
and date range, and retain a copy of the form in the congregation’s files for future reference. 

6. Do not mix the files of different committees, task forces, and officers. 

7. Do not transfer hanging files, just the inside manila file folders. 

 

https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.unitedchurcharchives.ca%2Fwp-content%2Fuploads%2F2025%2F06%2FArchives-Transfer-Form_communities-of-faith.pdf&data=05%7C02%7CMPetick%40united-church.ca%7C1638f96319bb4bf2adbb08de6974e2af%7Ccf18b5a826784011931215f0f7157574%7C0%7C0%7C639064147911191680%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=xp6xgugioFErSAoAQMcqOzEkJ4K2VzpqQ7YbPtKnr00%3D&reserved=0
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