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

Please contact ACRU at acru@imperial.ac.uk to inform us that you wish to transfer records. We will discuss the transfer, assign you a unique Transfer Number and liaise regarding collection. 

Please fill in the below Transfer Form giving a brief note of the content of the boxes.  Keep records in their current binders / folders.

Once the boxes have been packed and the contents listed please write the following in marker pen on one handle end on the outside of the box:

· Transfer Number

· Box Number (a running number starting from 1)

· Date of Destruction 

· Headline contents
Your Name……….…………………………………………………………. Your Department……………………………………………………

Your Contact Details………………………………………….. …………………………………………………….Today’s Date…………………

Total number of boxes?.............................. 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

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


