
RECORDS TRANSMITTAL FORM

HARRY P. WEBER UNIVERSITY ARCHIVES  & SPECIAL COLLECTIONS 

This form officially transfers the records described in this form to the Harry P. Weber University Archives (also 
‘university archives’ or ‘Library’). The materials shall be preserved, organized, and made available for to the public 
for personal, research, scholarly, educational, and other nonprofit use in accordance with the Library’s policies and 
standard archival practice.  

The Library may do the following with these materials: make copies, display in exhibitions both on and off campus, 
reproduce, digitize, illustrate publications, provide public access, and grant permissions for third party use. Any 
restrictions on access not already covered by existing confidentiality laws must be agreed upon prior to transfer and 
included in this form. 

The university archives is authorized to dispose of any materials in the collection in accordance with Library policy.  

College/Office/Department/Division: _______________________________________________________ 

Name: __________________________________ Position Title: _________________________________ 

Signature: __________________________________________ Date: _____________________________ 

Campus Address: _______________________________________________________________________ 

Campus Email: _________________________________ Campus Phone: __________________________ 

Description of Records (# of boxes, content, material type): _____________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Date Range/Specific Dates Represented: ____________________________________________________ 

Is there any sensitive or confidential information included in your records? If so, please describe: 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
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Itemized List of Contents/Inventory (or indicate if you are attaching a separate list or email):  
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

LIBRARY STAFF USE ONLY 

Additional Information, Potential or Agreed-Upon Restrictions on Access: 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Date: __________________________ Accepted By: __________________________________________ 
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