Transfer Form
Transferring Records to the Archives and Corporate Records Unit (ACRU) 

1.  Before transferring boxes you must contact ACRU at acru@imperial.ac.uk to inform us that you are planning to transfer records.  Having contacted ACRU you will be issued with a transfer number and boxes.  You will need a new transfer number every time you transfer a new batch of boxes.  See TransferringRecordsACRU  for advice on packing boxes. 

2.  Complete a transfer form that gives a full description of the contents of the box(es).  On occasion you may be requested to complete a Transfer Form for each box.  Each box requires a Box number; this is a running sequence starting at 1.  See TransferringRecordsACRU for further details as to how to complete the transfer form correctly.

3.  Once a box has been packed and its contents listed, please write the following on the short end of the box:
· transfer number  (this number remains the same irrespective of the number of boxes, files or bundles)

· box number 

· date of destruction (in consultation with ACRU/ Retention Schedule)

· name of the Department/Division and the Section/Office to which the box belongs

· brief description of the contents of the box
4. Please ACRU to make transport/collection arrangements.
Department/Division……….……………………………………Section/Office………………………………………………………………………….

Records Creator………………………………………….. …....Contact name…………………………………Ext………………Date…………………

Listed by…………………………………………………………..Box number……………(If completing a Transfer Form for each box)
Total number of boxes?.............................. Permanent Retention? …………….. Transfer number…………………………………………

	Box Number / Inventory Number
	Other Reference
	Box title or file title or description of item
	Start date of record/s (eg. date of earliest document / file in the box)
	End date of record/s (eg. most recent date of document / file in the box)
	Destruction date if applicable

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Location…………………………………………………………….. (For ACRU use) 

	Box Number / Inventory Number
	Other Reference
	Box title or file title or description of item
	Start date of record/s (eg. date of earliest document / file in the box)


	End date of record/s (eg. most recent date of document / file in the box)
	Destruction date if applicable

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


