Concordia College Archives

Records Transmittal Instructions

Instructions
1. Please contact the College Archives to discuss your donation prior to preparing it for
transfer.
2. The transmittal form should be completed for each transmittal to the Archives.

Please place a copy of this form in the first box of the donation.

3. Take care to keep records in their original order as they are packed in boxes.

4, Please number each box and ensure that the records inventory forms accurately
reflect the contents of each box.

5. When records are ready to be transferred, please contact the Archives if you need

assistance moving boxes.



Concordia College Archives

Records Transmittal Form

Office/Department Information

Transferring Office Date

Contact Person

Phone number Email

Records Information

Creating Office Date range

Number of boxes -OR- Number of folders/items

Are confidential records included? If so, please describe.

Are there any questions, concerns, notes, etc. about records?

Brief Description of Records

Example:

Box 1 Faculty Senate minutes, 1992-1999

Box 2 History dept. meeting minutes & reports, 1993-2000
Box 3 Campus master planning documents, 1999-2003

Box number Brief description of contents Date range




Detailed Records Inventory

Please complete the following chart, using each row as an entry for individual file folders.

Box | File Names/Titles Dates Notes

For staff use only:

Date received Accession number Initials
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