[image: image1.jpg]Uniersity of the
Highlands and Islands

Oilthigh na Gaidhealtache
G 201 han Ellean

lrg





	Transfer to the University Archive: 
                                                                                                  Delivery form


	ORIGIN (Name of person/company/department if applicable):  

ADDRESS:
CONTACT NAME:  

CONTACT TELEPHONE NUMBER:

 E-MAIL ADDRESS: 

Deliver to: The University of the Highlands and Islands Archive 



	Transferring person/department/company should send an electronic copy of this form to the University Archivist and Records Manager: philippa.currie@uhi.ac.uk. Donations should not be transferred until approved


	CONTENT OF TRANSFER 

Series ref

eg name of document series/folders/files
Date range

Details (optional)

eg  Bill papers
No of documents/folders/files
eg  8
Shared drive or SharePoint location
This transfer comprises of      documents/folders/files

	The University Archivist and Records Manager confirmation (for UHI use only):


	METHOD OF TRANSFER (eg. IDS):

Collected/received on (date/time): 

Signature of transferring service:

Signature of University Archivist and Records Manager:
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