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Eastern Michigan University Héo/‘ Aovat:
UNIVERSITY LIBRARY

University Archives

310 Halle Library Ypsilanti Michigan 48197 -2207 734-487-0020 ext. 2300 or 2301 FAX: 734-484-1151

GUIDELINES FOR TRANSFERRING RECORDS TO THE U

Why transfer:

The University Archives serves as the institutional memory of the University by p
materials. By transferring records of permanent historical, administrative, fiscal an
manner, the University Archives can provide safe storage, quick retrieval of files wh
information or research requests. Other advantages to offices and departments trans
need for storage space, less time spent on servicing non-current files, and lower supp

What to transfer:

Administrative, College, and Department Records: and Record

Constitutions and by-laws, minutes and proceedings, and.
Correspondence, subject, and speech files of kev ad
Academic program materials including interns. ¢
Policy development files relating to the creatior. O(Q
etc.;
Audio visual materials including official or prom¢
Printed matter including student publications ancj
e  Records of official events including conferences and seminars, visits by dignitaries, com
convocations, building dedications, etc.;
Reports of external bodies about University operations, including accreditation material, etc.;
Records of student organizations including meeting minutes, publications, publicity materials, etc.;
Artifacts and memorabilia that relate to the University’s history and are manageable in physical size and
condition;
e  Two copies of all official publications including catalogs, class schedules, invitations, programs, journals,
monographs, newsletters, brochures, posters and announcements issued by the University and its subdivisions.

Faculty and Staff Documents and Records

Please don’t wait until retirement, transfer material every few years so the Archives has a significant file of your
accomplishments.

cements and

e  Biographical information including resumes, vitae, bibliographies, memoirs, genealogies, etc.;

e Scholarly publications including two copies of all articles, brochures, posters, announcements and reviews, and a
list of published books (the Library purchases two copies of each published title—one for circulation and one for the
University Archives permanent collection);

e  Materials relating to professional performance and service to the University, College, Department and/or
community-at-large;

e  Artifacts and memorabilia that relate to the University’s history and are manageable in physical size and
condition.

PLEASE NOTE:

e Materials should be transferred in the order in which the creator maintained them,
with a typed inventory of the contents of each box.

e  Make arrangements to have the boxes delivered to the Archives, 310 Halle Library,
during normal hours of operation—Monday through Friday, 8:00 am to 4:00 pm.

e Please note that the above lists are intended as a general guide. If you have any
questions about these guidelines, contact Rosina Tammany, University Archivist.
Phone: 734-487-0020 ext. 2301 or Email: rtammany@emich.edu
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Why transfer:

The University Archives serves as the institutional memory of the University by preserving a variety of records and
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Please don’t wait until retirement, transfer material every few years so the Archives has a significant file of your
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condition.
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