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Archiving Information 
F R O M  O U R  P A R T N E R S  A T  M I N N E S O T A  H I S T O R I C A L  S O C I E T Y  

Minnesota Historical Society Contact Information 
▪ MHS Minnesota State Archives Homepage 

▪ MHS Gale Family Library Information 

Preserving Paper Records at State Agencies 
▪ Paper State Archives Transfer Form to transfer to MHS 

▪ Best Practices for Paper Records 

▪ A secure storage area with environmental controls for stable humidity and 
temperature is the most important factor; most office spaces are just fine. 

▪ Avoid storage spaces with overhead water pipes to avoid water leaks damaging 
records. 

▪ Avoid use of page protectors and three-ring binders; the plastics may off gas and  
▪ damage the paper. 
▪ Use standard size boxes; cubic size boxes (“bankers boxes”) are the best for storage 

and handling. 
▪ For future use and protection, it's a good investment of time and effort to label the 

boxes; compile a file inventory. 
▪ If possible, it’s helpful to discard true duplicates to save space and avoid confusion. 

Preserving Electronic Records at State Agencies 
▪ Digital Records Archives Transfer Form to transfer to MHS 

▪ Best Practices for Electronic Records 

▪ Electronic Records Management Guidelines by State Archives 

▪ Preferred File Formats List 

Digitization Guidance  
▪ Minnesota Digital Library 

▪ FADGI 

Rulemaking Official File Links 
Minnesota Statutes, section 14.365 

Rulemaking Manual Official Rulemaking Record 

State Register Archive 

Legislative Reference Library - SONARs 

Revisor’s Office Rule Status System (Beta) 

https://www.mnhs.org/preservation/state-archives
https://www.mnhs.org/library
https://www.mnhs.org/library
https://www.mnhs.org/sites/default/files/node/17657/papertransferform.pdf
https://www.mnhs.org/sites/default/files/preservation/state-archives/government2/electronictransferform.pdf
https://www.mnhs.org/sites/default/files/node/17659/electronicrecordsmanagementguidelines032012_v5_full_001.pdf
https://www.mnhs.org/sites/default/files/2023-06/preferredfileformats_sept2016.pdf
http://mndigital.org/standards-best-practices/best-practices-digitization
http://mndigital.org/standards-best-practices/best-practices-digitization
http://digitizationguidelines.gov/
https://www.revisor.mn.gov/statutes/cite/14.365
https://www.health.state.mn.us/data/rules/manual/docs/record.docx
https://www.revisor.mn.gov/state_register/
https://www.lrl.mn.gov/sonar/sonar
https://www.revisor.mn.gov/rules/status/
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