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The Johns Hopkins Medical Archives

Records Transmittal Form
The Chesney Archives preserves inactive records of enduring long term historical and institutional value according to Johns Hopkins University and Johns Hopkins Health Systems records retention policies. 

This form is for the transmittal (transfer) of records from Johns Hopkins Medicine, Nursing and Public Health entities to the Chesney Archives for storage at an off-site Records Center. Offices with records that require short term records retention periods should make their own arrangements for offsite storage of hardcopy records. 
Contact Information

	Department Name
	     

	Institution:
	Johns Hopkins Hospital      
	School of Medicine      
	School of Nursing      
	School of Public Health      

	
	Other (specify)     

	Name of Staff Contact
	     

	Position
	     

	Delivery Address
	     

	Phone
	     

	Email
	     

	Billing Contact (if different)


	Name     
	Email     
	Phone     

	Internal Order/Cost Center Number
	     




Record Information

	Date Range (The inclusive date ranges of all the records, ie July 2010 – Dec. 2020)
	     

	Quantity (Number of boxes and cubic feet)
	     

	Description of Record Series (The entire series of records being transferred to storage)
	     

	File arrangement (ie, alpha by name, alpha by topic, chronological, file number)
	     


	Record medium (ie, paper, microfilm, electronic, tape, film, etc. If digital, specify software, operating system, etc.)
	      

	Series retention (Permanent, Indefinite, number of years referencing Records Retention Schedule)
	     

	Series disposal year
	     

	Terms and Conditions For Access (Restrict Access to designated personnel within the department, JH personnel only, or Access to general public)
	     


Individual Box Content List (Information on the contents of individual boxes being transferred into storage. A separate Excel spreadsheet listing individual folder titles within each box can be attached in addition to the box list) 
	Box Number (use format year-box, ie 2020-01)
	Records Center Locator Number 

(RFID number on the barcode label) 
	Description of Record Series 
	Alpha Range of Records Series
	Record Dates 

Begin – End 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Instructions, Definitions and Retention Schedules
Instructions
Email this completed transmittal form along with any supporting Excel spread sheet listing individual folders to archives@jhmi.edu 

Definition of Record series

1. A group of similar records that are arranged according to a filing system and that are related as the result of being created, received, or used in the same activity; a file group; a record series.
2. A group of items, each with its own title, also bearing a collective title for the group as a whole.
JHU Records Retention Schedule: https://policies.jhu.edu/?event=render&categoryId=769&policyId=32357&fileId=policy_32357.pdf
JHHS Records Retention Schedule:
https://hpo.johnshopkins.edu/enterprise/policies/162/14001/policy_14001.pdf?_=0.157119028606 
	Archives Use

	Received by:
	Date received:


	Accession Number:  


	Accession Date:
	Status of records:

	Function of records:




� https://dictionary.archivists.org/entry/series.html





