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Transmittal of Records

to the IUPUI University Library Special Collections and Archives
Checklist 

· Organization’s Records Officer or Archives Designee contacted

· Philanthropic Studies Archivist notified  (Brenda Burk, 317-278-2329 or bburk@iupui.edu)

· Contact the Philanthropic Studies Archivist to discuss the following:

· Types of records to be shipped

· Number of boxes shipped

· Ship Date

· Copy of this form in the first box of the shipment.


Records Information

Records Description (a brief paragraph describing the contents)

Date Span  ________________________   Number of Boxes ______________________

Packing/labeling of boxes guidelines


Pack the boxes in the order in which they are stored in the filing cabinets.


Each box should be labeled with:



Name of office



Title of records



Box number

When packing the records, it is not necessary to send multiple copies.

Records Inventory

	Listing of Contents
	Box

	
	

	
	


Archives Use Only





ACCESSION NUMBER:





Date received ________________





Date ________________





Transferring Office _______________________________________________________





Contact Person __________________________________________________________





Address	___________________________________________________________


		


		___________________________________________________________





Phone Number _________________________  Fax Number ______________________





Email __________________________________________________________________





Signature _______________________________________________________________











Please make copies for your own records.


