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Office and Contact Information 
Office  Division  
Building  Room  
Contact Name  Telephone  
Email  Date  
 

Records Information 
Record Series Title  
Retention Period  
Inclusive Dates  
Number of Boxes  
 

Accession Information 
(to be filled out by University Archives) 

Record Group  Accession No.  
Restrictions  Transfer Date  
Temp Loc  
 
 

 

 

 

Sender Signature:____________________________________________________ 

 

 

 

Receiver Signature:__________________________________________________ 
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