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Preparing Records for Transfer to the State Archives 

In preparation for the transfer of your office’s records to the State Archives, use the 
following steps to prepare you and boxes and arrange delivery and pick-up of records. 

Step 1: Ensure that all boxes are numbered and catalogued in accordance with the 
Legislative Records Transfer Form. Place the form in Box 1. 

Step 2: Schedule pick-up and delivery of materials. 
 For paper records: Senate offices contact the Senate Special Services.

Assembly offices should contact the Assembly Warehouse.
 For electronic records: Contact the Legislative Records Program for further

instructions on pick-up and delivery.

Step 3: Contact the Legislative Records Program for transfer information once Senate 
Services/Assembly warehouse has picked-up your items. You can contact the program 
at LegRecords@sos.ca,gov. 

Checklist for File Transfers: 
Both Senate and Assembly offices should have the following: 
 Boxes numbered and catalogued
 Legislative Records Transfer Form
 For electronic records, contact the Legislative Record

Program
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CALIFORNIA LEGISLATIVE RECORDS PROGRAM 
CONTACT LIST 

Legislative Records Program Staff 

Carlos Beltran, Government Relations Manager 
Telephone: (916) 594-1813 
Email: cbeltran@sos.ca.gov  

Legislative Records Program 

Program Email: LegRecords@sos.ca.gov  

Mailing Address: 

Secretary of State – Archives Division  
Legislative Records Program 
1020 O Street 
Sacramento, CA 95814 
Interagency Mail and Messenger Service Code: 
D-15
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Correct Way to Pack Records for Transfer to the State Archives 

When you are packing up your office’s files to transfer them to the State Archives, the process 
will be smoother, easier, and faster (for both parties) if the records are packed a certain way. 
First, we will go over the correct way to pack and label your boxes, followed with photo 
examples of each step. After, we will review what to avoid doing when packing your boxes. 

1. Please clearly label the outside of each box with the box number and with the member or
committee name.

The labeling format should be as follows: 

i. House,
ii. Office Name (Member, Committee, Caucus),

iii. Description of files (Bill Files, Hearing Files, Subject Files, etc.)
iv. Years covered.
v. Files will be transferred to archival grade boxes after transfer, and this may

change the bill file range in each box.
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2. Please organize your files into labeled manila folders and place them into your box. Please do
NOT alter the filing convention from what you use in your office—keep them in the same order
you normally organize them in.

3. Place your completed Legislative Records Transfer form in the front of Box 1.

6



What to Avoid When Packing Records for Transfer to the State Archives 
Now, we will go over some of the things you will want to avoid when packing your records for 
transfer.  

Please do not: 

1. Send files in binders. 2. Send files in hanging folders.

3. Send files in broken, old, or mover’s boxes. 4. Send versioned bill files.
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California State Archives  
Guide to the Disposition of California Legislative Committee Records and Members’ Papers 

QUICK CHECKLIST OF FILES 

RETAIN/TRANSFER TO ARCHIVES 

• Bill files
• Biographical Files
• Caucus Files (Member’s Working

Files)
• Hearing Files
• Legislative Committee Files

(Member’s Working Files)

• Press Release Files
• Speech Files
• Subject Files
• Voting Records

REVIEW AND/OR SAMPLE 
(Consult with State Archives Prior to Transfer) 

• Agency/Department Files
• Audio and Video Materials
• Press clips
• Correspondence with other Members,

State, and Local Officials
• District Files
• Form Responses
• Letters from schoolchildren
• Issue Files
• Leadership Files
• Memorabilia, Plaques, and Awards

• Newsletters, Updates, or Constituent
Mailings

• Photographs
• Professional Writings
• Questionnaires/Surveys (sent to

constituents)
• Recommendation/Appointment Files
• Reference Files
• Research Project Files
• Scrapbooks
• Staff Lists (Current and Former)
• Staff Files

DISCARD 
(Please do not send to State Archives) 

• Case Files/Constituent Casework
• Congratulations/Greetings
• Correspondence

• Constituent Letters
• Constituent Requests
• Crank Letters (Non Record)
• Form Letters
• Routine Non-legislative

• Duplicates of files
• Invitations

• Job Applications and Resumes
• Official Financial Records
• Payroll Records
• Personnel Files
• Phone Books
• Publications and Non-Record

Materials
• Travel and Expense Claims

Please note: For clarification on file types or types of files not included in this CheckList, please 
contact the State Archives for disposition guidance. The following list of files are recommended 
to transfer to the Archives and all offices may or may not have these items stored in their files. 
This is not an exhaustive list; if there are materials not listed, please consult with the Legislative 
Records Program at LegRecords@sos.ca.gov for assistance. 
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Frequently Asked Questions (FAQs) About Legislative Records at the California State 
Archives 

1. Why should legislative records be sent to the State Archives?
Legislative records are a rich source of information about the history of California state
government. Records housed at the State Archives are used by academics, legislators, state
agencies, legal professionals, and others to study key issues and legislation that have affected
California. Popular research topics include understanding legislative intent, water policy,
education, and health care issues. Sending files to the State Archives will also preserve the
legacy of a legislator’s work while in office.

2. What is the advantage of transferring legislative records to the State Archives?
There are many advantages to a Legislator to transfer records including 1) easy, convenient
access to records, 2) long-term preservation of records, and 3) materials in a single location
near the Capitol. In addition, the State Archives has professionally trained staff that handle
records to high archival standards. Staff members are also able to assist with research inquiries
by constituents.

3. What is the process for transferring records to the State Archives?
When a legislator’s records are transferred to the State Archives, the records should be sent
with a Legislative Records Transfer Form signed for each transfer. Blank copies of the
Legislative Records Transfer Form are included in this information packet. Samples of
completed transfer forms are also included.

4. How do I prepare records for transfer?
• Records should be packed into standard size record center boxes for transfer to the

Archives.
• Materials should be packed in folders in the original order they are maintained in your

office. Please do not send binders or hanging file folders.
• Please number the boxes as you pack them.
• All boxes to be transferred to the Archives should be accompanied by a Legislative

Records Transfer Form (please see enclosed examples).
• Instructions for the Legislative Records Transfer Form (see samples) are included on the

back of the form. Please include a detailed description of box contents and the time
period covered by the records. Until Archives staff formally processes the materials, the
transfer list provides a key to access the collection by Archives staff and offers the
legislator or committee a detailed record of materials sent to the Archives.

• Forms requests are available by reaching:
o Carlos Beltrán, Government Relations Manager
o (916) 594-1813 or LegRecords@sos.ca.gov

5. What records should be sent to the State Archives?
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Please refer to the “Quick Checklist of Files” (page 11 in the Legislative Packet) document in the 
for appropriate files types to send to the Archives. Questions about appropriate file types to 
send with your office’s records can be sent to the Legislative Records Program email at 
LegRecords@sos.ca.gv.  

6. How do I get the files to the State Archives?
The State Archives does not have a means to pick up records being transferred. The legislative
offices will need to make arrangements to have materials delivered to the Archives. Deliveries
are accepted between 9:00 a.m. and 4:00 p.m., Monday through Friday in the
Archives/Secretary of State loading dock. The entrance to the dock area is on “P” Street
between 10th and 11th Streets. A phone is located in the dock area, on the north wall, that will
connect directly to an Archives staff member who will send someone to physically accept the
materials. Please remind individuals making deliveries that they should not leave
collections unattended in the loading dock area.

7. What is the cost of storing records in the State Archives?
There is no cost.

8. What happens to records after they are transferred to the State Archives?

Files are placed in acid-free containers and stored in a temperature and humidity-controlled 
environment. 

After the legislator leaves office, the records are processed by Archives staff. The files are 
placed in acid-free folders, and any paper fasteners or rubber bands are removed. Over time, 
these items will damage the documents. Archives staff will also remove copies of bills from the 
files to prevent damage to other documents in the file. (See “Sources of Copies of Bills”) Where 
there are exact duplicates of a document, the duplicates will also be removed. Only one copy is 
required for archival preservation. 

After archives staff processes records, those records that are requested more frequently and 
may be digitized or microfilmed for research use. This allows the State Archives to preserve the 
original documents and have duplicate copies at other places in the state or country. 

9. How do I know where my records are?
Once records are accessioned by the Archives, a copy of your transfer list will be returned to
you identifying the accession number and location of the materials that were sent. (A typical
accession number would appear as 2018-025 representing the 25th accession received in the
year 2018.) Occasionally, materials must be re-boxed by Archives staff and the box numbers
you assigned may have changed slightly. It will assist Archives staff if you can provide the
accession number for the records that you are requesting.

10. How do I get access to the records of other legislators or legislative committees?
The Archives will provide photocopies of files of other legislators upon receipt of the request.
The Archives will also provide photocopies of committee files. Contact the State Archives
Reference Desk (916-653-2246) to request files. For the most rapid access, we recommend
visiting the Archives in person where Archives staff will assist in locating needed files. While
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visiting the Archives, you can select specific documents for archives staff to copy. As with other 
researchers, if the total number of pages to be copied is less than 50 pages, they can be copied 
while you wait. 

11. How can constituents access my records or the records of other legislators or
legislative committees?

The State Archives reference staff is available to assist constituents Monday through Friday 
from 9:30 a.m. until 4:00 p.m. State Archives staff can instruct them in the process of requesting 
legislative materials. Constituents would have the same access as any other member of the 
public. Per the Terms of Agreement on the Legislative Transfer Form: 

“The Legislature hereby transfers the records listed on this form to the custody of the 
California State Archives with the understanding that the records will become and 
remain the property of the California State Archives. Once transferred, the records shall 
be stored, referenced, and managed in accordance with the applicable laws, regulations, 
policies and procedures of the California State Archives, and the instructions of the State 
Archivist. The State Archivist may decline the transfer of records which he or she does 
not deem to be of historical value. The State Archivist may also destroy or otherwise 
dispose of any of the transferred documents as permitted by law. Furthermore, the 
records shall be open to inspection by the public unless exempt from disclosure by 
express provisions of law.” 

It is to the advantage of a legislative office to refer the constituent directly to the State Archives. 
The State Archives has committee files as well as files from legislative caucuses, state 
agencies, and the Governor’s Office that will give the constituent additional information. In 
addition, Archives staff can direct them to other sources of information. Referring a constituent 
also relieves the legislative office of the task of providing the research assistance. 

12. Does the public have access to the records?
The public has access to committee files and files of most former legislators.

13. What happens to a Legislator’s records transferred to the State Archives after the
Legislator leaves office?

Any records transferred to the State Archives after a Legislator leaves office, and identified by 
our archivists as having long-term historical value, are accessioned into our collection for 
preservation. Please ensure that Legislative staff has reached out to the State Archives prior to 
transferring records as once records have been transferred, they cannot be retrieved. Any 
records accessioned into the Archives become public record. 

14. Are there any changes to what types of records a Legislator may submit to archives,
especially records created during this time in response to COVID- 19?

Legislators and Legislative Committee offices should consult with the Legislative Records 
Program to determine which records should be transferred to the State Archives.  Records 
typically sent to the State Archives include legislative bill files and subject files from Legislators 
and committees. Hearing files, including audio tapes or videotapes and subject files should also 
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be sent to the Archives. Please do not send constituent case files, scheduling files, or meeting 
files. 

If there are any questions or concerns regarding other types of files that can be sent to the State 
Archives, an Archives staff member can provide suggestions whether or not to submit the file. 

15. Where can I access the Legislative Records Transfer Form?
A copy of the Legislative Transfer Form is included in this packet. Additional electronic versions
of the form can be obtained by emailing LegRecords@sos.ca.gov or by contacting Carlos
Beltrán, Government Relations Manager, at Carlos.Beltran@sos.ca.gov .

16. Are there any changes to the signing and handling of the Legislative Records
Transfer Form?

The collection of required signatures for the Legislative Records Transfer Form will now be 
collected electronically through DocuSign. Archives staff members will coordinate the process 
for requesting signatures by appropriate staff members and the gathering of required 
signatures. 

17. Who can I contact for more information regarding the Legislative Records Program?
Archives staff members are available to answer and questions and process any requests
Monday through Friday from 8:00 a.m. until 5:00p. Any questions, inquiries, and/or requests
related to the Legislative Records Program can be emailed to LegRecords@sos.ca.gov or to
Carlos Beltrán, Government Relations Manager at Carlos.Beltran@sos.ca.gov or by calling the
State Archives at (916) 653-7715.
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LEGISLATIVE RECORDS TRANSFER FORM 

CSA-L01(a) (Revised 6//2021) 

Secretary of State 
California State Archives 
1020 O Street 
Sacramento, CA 95814 
(916) 653-7715
FAX (916) 653-7363
LegRecords@sos.ca.gov

Terms of Agreement 

The Legislature hereby transfers the records listed on this form to the custody of the California State Archives with 
the understanding that the records will become and remain the property of the California State Archives. Once 
transferred, the records shall be stored, referenced, and managed in accordance with the applicable laws, 
regulations, policies and procedures of the California State Archives, and the instructions of the State Archivist. The 
State Archivist may decline the transfer of records which he or she does not deem to be of historical value. The State 
Archivist may also destroy or otherwise dispose of any of the transferred documents as permitted by law. 
Furthermore, the records shall be open to inspection by the public unless exempt from disclosure by express 
provisions of law. 

Box No. Description of Records (include if records are restricted 
due to confidential information) Years Covered 

by Records 
Storage No. 
(Archives Use Only) 

Authorized Signature (Legislator, Committee Secretary or Designee) Phone No. Date 

Records transferred by (Please print or type) Title Phone No. Date 

Records received by (Archives use) Title (Archives use) Archives 
(916) 653-2246

Date 

Legislature (please check one) 
Senate  Assembly Caucus

Member, Committee, or Caucus Name (please supply complete committee name) 

Address 

City, State and Zip Code Phone 

Accession No. 
(Archives Use Only) 

Number of Boxes: Page of pages 

This is an example.

x
Assemblymember John Doe

State Capitol, Room Number

Sacramento, CA 95814 Office Phone Number

9
1 2

BILL FILES

AB1592 - AB3640, ACR19, ACR1151

2 AB6 - AB 2305, ACR22, HR44, AB1x

1983 - 84

1985 - 86

SUBJECT FILES

Local Issues (District) 1980-833
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LEGISLATIVE RECORDS TRANSFER FORM 

CSA-L01(a) (Revised 6//2021) 

Secretary of State 
California State Archives 
1020 O Street 
Sacramento, CA 95814 
(916) 653-7715
FAX (916) 653-7363
LegRecords@sos.ca.gov

Box No. Description of Records (include if records are restricted 
due to confidential information) Years Covered 

by Records 
Storage No. 
(Archives Use Only) 

Authorized Signature (Legislator, Committee Secretary or Designee) Phone No. Date 

Records transferred by (Please print or type) Title Phone No. Date 

Records received by (Archives use) Title (Archives use) Archives: 
(916) 653-2246

Date 

Legislature (please check one) 
Caucus

Address 

City, State and Zip Code Phone 

Accession No. 
(Archives Use Only) 

Page of pages 

This is an example.

  Senate  Assembly
Member, Committee, or Caucus Name (please supply complete committee name) 
Assemblymember John Doe

Capitol, Room Number

Sacramento, CA 95814 Office Phone Number
Number of Boxes: 

8 2 2

Lopez Canyon4 1982-85

5 AB2577 1983-84

Toxic Pits6 1989

CHRON FILES 1981-837

SPEECHES AND PRESS RELEASES8 1982-86

9 SMALL BUSINESS
July Hearings
Resource Group

LA Crime Hearing
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INSTRUCTIONS 

WITH SHIPMENT OF RECORDS, transmit a copy of this transfer list to the California State Archives. The form 
may be attached to the top of the box or placed inside the first box. 

1. Legislature: State if records originated in “Senate” or “Assembly” and member’s or committee’s name.
Most addresses will be “State Capitol”, however, room number should be included. If the records originated
with a committee chair, be certain to indicate clearly whether the files are committee files.

2. Accession number: To be assigned by Archives staff.

3. Number of boxes: Enter only number of boxes transferred, regardless of size.

4. Box number: List each box or container included in the shipment in numeric sequence starting with “1”.
Double space between entries.  Make sure each box is numbered accordingly.

5. Description of records: Describe the records in general terms. Individual file titles are not necessary but may
be listed if you desire. Please include if records are restricted due to confidential information.

6. Years covered by records: Enter the dates of the records.

7. Archives storage number: To be assigned by Archives staff.

A copy of the transfer form will be returned to acknowledge receipt of the materials. 

CSA-L01(b) (Revised 6/202) 

Please note that the State Archives is unable to accept the following types of materials: 

• Legislator’s constituent correspondence
• Responses to mass mailing surveys
• Personnel files

If you are uncertain whether to send materials, please contact the Legislative Records Program at 
LegRecords@sos.ca.gov, Carlos Beltran, Government Relations Manager at the State Archives at 
Carlos.Beltran@sos.ca.gov, by calling (916) 653-7715. 
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LEGISLATIVE RECORDS TRANSFER FORM 

CSA-L01(a) (Revised 6//2021) 

Secretary of State 
California State Archives 
1020 O Street 
Sacramento, CA 95814 
(916) 653-7715
FAX (916) 653-7363
LegRecords@sos.ca.gov

Terms of Agreement 

The Legislature hereby transfers the records listed on this form to the custody of the California State Archives with 
the understanding that the records will become and remain the property of the California State Archives. Once 
transferred, the records shall be stored, referenced, and managed in accordance with the applicable laws, 
regulations, policies and procedures of the California State Archives, and the instructions of the State Archivist. The 
State Archivist may decline the transfer of records which he or she does not deem to be of historical value. The State 
Archivist may also destroy or otherwise dispose of any of the transferred documents as permitted by law. 
Furthermore, the records shall be open to inspection by the public unless exempt from disclosure by express 
provisions of law. 

Box No. Description of Records (include if records are restricted 
due to confidential information) Years Covered 

by Records 
Storage No. 
(Archives Use Only) 

Authorized Signature (Legislator, Committee Secretary or Designee) Phone No. Date 

Records transferred by (Please print or type) Title Phone No. Date 

Records received by (Archives use) Title (Archives use) Archives 
(916) 653-2246

Date 

Legislature (please check one) 
Senate Assembly Caucus

Address 

City, State and Zip Code Phone 

Accession No. 
(Archives Use Only) 

Page of pages 

This is an example.

 x
Member, Committee, or Caucus Name (please supply complete committee name) 
Subcommittee on Cable TV

State Capitol, Room Number

Sacramento, CA 95814 Office Phone Number
Number of Boxes: 

2
1 2

HEARING FILES

Refranchising 
E&PU Industrial Cogeneration 

1

Rosemead 
Cable TV – San Diego 

1982

1983

Written Testimonies - Easements 

Southern CA Cable Operators Meeting Television of 
the CA State Senate -Palm Springs 1984-85

1983
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LEGISLATIVE RECORDS TRANSFER FORM 

CSA-L01(a) (Revised 6//2021) 

Secretary of State 
California State Archives 
1020 O Street 
Sacramento, CA 95814 
(916) 653-7715
FAX (916) 653-7363
LegRecords@sos.ca.gov

Box No. Description of Records (include if records are restricted 
due to confidential information) Years Covered 

by Records 
Storage No. 
(Archives Use Only) 

Authorized Signature (Legislator, Committee Secretary or Designee) Phone No. Date 

Records transferred by (Please print or type) Title Phone No. Date 

Records received by (Archives use) Title (Archives use) Archives: 
(916) 653-2246

Date 

Legislature (please check one) 
Senate  Assembly Caucus

Member, Committee, or Caucus Name (please supply complete committee name) 

Address 

City, State and Zip Code Phone 

Accession No. 
(Archives Use Only) 

Number of Boxes: Page of pages 

This is an example.

X

Subcommittee on Cable TV

Capitol, Room Number

Sacramento, CA 95814 Office Phone Number

2 2 2

HEARING HEARING TAPES Hearing tapes from the 
above listed hearings FILES

2 1983-85
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INSTRUCTIONS 

WITH SHIPMENT OF RECORDS, transmit a copy of this transfer list to the California State Archives. The form 
may be attached to the top of the box or placed inside the first box. 

1. Legislature: State if records originated in “Senate” or “Assembly” and member’s or committee’s name.
Most addresses will be “State Capitol”, however, room number should be included. If the records originated
with a committee chair, be certain to indicate clearly whether the files are committee files.

2. Accession number: To be assigned by Archives staff.

3. Number of boxes: Enter only number of boxes transferred, regardless of size.

4. Box number: List each box or container included in the shipment in numeric sequence starting with “1”.
Double space between entries.  Make sure each box is numbered accordingly.

5. Description of records: Describe the records in general terms. Individual file titles are not necessary but may
be listed if you desire. Please include if records are restricted due to confidential information.

6. Years covered by records: Enter the dates of the records.

7. Archives storage number: To be assigned by Archives staff.

A copy of the transfer form will be returned to acknowledge receipt of the materials. 

CSA-L01(b) (Revised 6/202) 

Please note that the State Archives is unable to accept the following types of materials: 

• Legislator’s constituent correspondence
• Responses to mass mailing surveys
• Personnel files

If you are uncertain whether to send materials, please contact the Legislative Records Program at 
LegRecords@sos.ca.gov, Carlos Beltran, Government Relations Manager at the State Archives at 
Carlos.Beltran@sos.ca.gov, by calling (916) 653-7715. 
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LEGISLATIVE RECORDS TRANSFER FORM 

CSA-L01(a) (Revised 6//2021) 

Secretary of State 
California State Archives 
1020 O Street 
Sacramento, CA 95814 
(916) 653-7715
FAX (916) 653-7363
LegRecords@sos.ca.gov

Terms of Agreement 

The Legislature hereby transfers the records listed on this form to the custody of the California State Archives with 
the understanding that the records will become and remain the property of the California State Archives. Once 
transferred, the records shall be stored, referenced, and managed in accordance with the applicable laws, 
regulations, policies and procedures of the California State Archives, and the instructions of the State Archivist. The 
State Archivist may decline the transfer of records which he or she does not deem to be of historical value. The State 
Archivist may also destroy or otherwise dispose of any of the transferred documents as permitted by law. 
Furthermore, the records shall be open to inspection by the public unless exempt from disclosure by express 
provisions of law. 

Box No. Description of Records (include if records are restricted 
due to confidential information) Years Covered 

by Records 
Storage No. 
(Archives Use Only) 

Authorized Signature (Legislator, Committee Secretary or Designee) Phone No. Date 

Records transferred by (Please print or type) Title Phone No. Date 

Records received by (Archives use) Title (Archives use) Archives 
(916) 653-2246

Date 

Legislature (please check one) 
Senate  Assembly Caucus

Address 

City, State and Zip Code Phone 

Accession No. 
(Archives Use Only) 

Page of pages 

This is an example.

x
Member, Committee, or Caucus Name (please supply complete committee name) 
Appropriations

State Capitol, Room Number

Sacramento, CA 95814 Office Phone Number
Number of Boxes: 

8
1 2

BILL FILES

AB1 – AB256 1

2 AB257 - AB598 

1995-96

1995 - 96

AB603 - AB1358 

AB1359 - AB2464 

3 1995 - 96

4 1995 - 96
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LEGISLATIVE RECORDS TRANSFER FORM 

CSA-L01(a) (Revised 6//2021) 

Secretary of State 
California State Archives 
1020 O Street 
Sacramento, CA 95814 
(916) 653-7715
FAX (916) 653-7363
LegRecords@sos.ca.gov

Box No. Description of Records (include if records are restricted 
due to confidential information) Years Covered 

by Records 
Storage No. 
(Archives Use Only) 

Authorized Signature (Legislator, Committee Secretary or Designee) Phone No. Date 

Records transferred by (Please print or type) Title Phone No. Date 

Records received by (Archives use) Title (Archives use) Archives: 
(916) 653-2246

Date 

Legislature (please check one) 
Senate  Assembly Caucus

Member, Committee, or Caucus Name (please supply complete committee name) 

Address 

City, State and Zip Code Phone 

Accession No. 
(Archives Use Only) 

Page of pages 

This is an example.

X

Subcommittee on Cable TV

Capitol, Room Number

Sacramento, CA 95814 Office Phone Number
Number of Boxes: 

8 2 2

AB2468 - AB3502, ACA12 - ACA49, ACR6 - ACR47, 
AJR17 - AJR22, AB6X - AB12x 

5 1995-96

6 SB1 - SB1043 1995-96

SB1045 - SB15037 1995-96

SB1504 - SB2177, SCA19, SCR11 - SCR63, SJR10 - 
SJR27, SB1x - SB12x, SB10xx

1995-968
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INSTRUCTIONS 

WITH SHIPMENT OF RECORDS, transmit a copy of this transfer list to the California State Archives. The form 
may be attached to the top of the box or placed inside the first box. 

1. Legislature: State if records originated in “Senate” or “Assembly” and member’s or committee’s name.
Most addresses will be “State Capitol”, however, room number should be included. If the records originated
with a committee chair, be certain to indicate clearly whether the files are committee files.

2. Accession number: To be assigned by Archives staff.

3. Number of boxes: Enter only number of boxes transferred, regardless of size.

4. Box number: List each box or container included in the shipment in numeric sequence starting with “1”.
Double space between entries.  Make sure each box is numbered accordingly.

5. Description of records: Describe the records in general terms. Individual file titles are not necessary but may
be listed if you desire. Please include if records are restricted due to confidential information.

6. Years covered by records: Enter the dates of the records.

7. Archives storage number: To be assigned by Archives staff.

A copy of the transfer form will be returned to acknowledge receipt of the materials. 

CSA-L01(b) (Revised 6/202) 

Please note that the State Archives is unable to accept the following types of materials: 

• Legislator’s constituent correspondence
• Responses to mass mailing surveys
• Personnel files

If you are uncertain whether to send materials, please contact the Legislative Records Program at 
LegRecords@sos.ca.gov, Carlos Beltran, Government Relations Manager at the State Archives at 
Carlos.Beltran@sos.ca.gov, by calling (916) 653-7715. 
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