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CENTRAL RECORDS STORE

GUIDANCE ON COMPLETING THE RECORDS TRANSFER SHEET


**Please do not alter the layout of the sheet in any way, nor change any of the column headings**
Date

Enter the date you complete the consignment
Consignment number

If you have requested boxes, the first box will have the consignment number in the bottom left hand square on the end of the box.  If you do not have a consignment number, please contact the Records Manager

Academic Department / Central Service
Choose your department or service from the relevant drop-down list.  Please note that the list uses the smallest unit of the institution’s structure, i.e. you will find the Accommodation Office and Hospitality Services, etc, rather than simply Residential & Hospitality Services.
Contact

Enter the name of the person who is responsible for the records.

Box number

Number your boxes consecutively, starting at 1.  Do not continue numbering from a previous consignment.
File number

Number the files consecutively within each box (e.g. Box 1, Files 1-10, Box 2, Files 1-6).  It may be useful to number the physical files too, particularly if their titles are not on the files.

File reference

This can be alpha-numeric and should be unique, wherever possible, i.e. a student number, payroll number, Estates Project number or any other identifying reference.  A file reference is not mandatory, so there is no need to create one at the point of transfer.

File title

The file title should be as descriptive as possible, e.g. Budget rather than Finance; Departmental Board minutes and papers rather than Minutes; Davies, James Richard rather than J. Davies.  If the file contains minutes of a meeting, please include the name of the group or committee, rather than simply ‘minutes’.  If the file relates to an individual, please include their full name in the following format: Smith, John.  Please avoid using initials wherever possible, and there is no need to capitalise the surname.  The use of acronyms should also be avoided.  

Start year

Enter the year that the file was opened, i.e. of the earliest document in the file.  Please enter only the year, rather than the day and month.
End year

Enter the year that the file was closed, i.e. of the latest document in the file.  Please enter only the year, rather than the day and month.  It is essential that this field is completed as, together with the retention period, it will be used to calculate the year the record should be destroyed.
Record Series

Indicate either the type of record, i.e. Invoices, Staff personal files, Student files; or the activity to which it relates, i.e. allocating accommodation, staff recruitment, budget administration.
Until the institutional retention schedule is completed, this field will help us to identify records and their purpose, and will assist in assigning a suitable retention period.

**Please complete only one sheet per consignment.  There is no need to use a separate sheet for each box – the boxes can be identified by the number in the box number field.**

