UNIVERSITY OF LOUISVILLE

UNIVERSITY ARCHIVES AND RECORDS CENTER

RECORDS INVENTORY AND TRANSMITTAL

Complete sections 1 through 7.  List the box numbers in ascending order in the column marked "box no.", below the line,  and beside each box number list the titles of all folders or materials as they appear in that container.  The transmittal form should contain a folder title listing for each container transferred to the University Archives and Records Center.  (See "Records Transfer Procedures," available from UARC for further instructions.)  Save the form as [your department name] Transmittal.doc and e-mail it to the University Archives and Records Center at recmgmt@louisville.edu.  Keep a copy until you receive the completed form returned from UARC, which includes an accession number.  Please refer to this accession number when you request records or information from your records in UARC.  

To Be Filled In By Archives
	Accession Number
	Date Received  
	Total Boxes                      LF

	Received by:
	Record Group
	Location


1.  Department:  

2.  Address:

3.  Person In Charge of Records:

4.  Telephone:

5. Box No.
6.  Folder Titles/Records Description


7.  Inclusive Dates for each 










     folder or other material     
