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Why Transfer Records? 
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What Records to Transfer? 

 
 
The Archives collects the records of University administrative offices, academic schools and 
departments. The Archives will not keep every document, photograph, publication, etc. that 
is created by an office.  Through accessioning and appraisal decisions we create the leanest 
documentary record of Case Western Reserve University.  
 
If you wish to discuss your office's records in detail, please contact the Archives staff at 
Archives@case.edu or 216-368-3320. 
 
Wanted Items 
 
What the Archives wants from your office or department are the inactive records which 
document its purpose and functions. There are two main types of functions to be 
documented: core program activities and oversight/coordination activities. 
 
Core program activities 
Core program activities include work directly related to the primary programs and services 
which are the responsibility of your office. Examples of core activities are: 
 •planning a new degree program or a new major 
 •monitoring compliance with affirmative action guidelines 
 •evaluating the effectiveness of a staff training program 
 •contracting for demolition of a building 
 
Oversight and coordination activities 
Oversight and coordination activities include work necessary to keep all t

p c hives Oi3m (c) Tj 500 489 0
Tm (s) T21 Tf ( ) Tj ET Q Q q 12 12.24006 587.76 767.76  0 0 50
551 0 Tm (om) Tj 50 0 0 50 614 0 Tm ( ) Tj 50 0
u24001 cm BT 50 0 50  Tj 50 0 0 50 145 9nrcta

 a

 Tj 50 0 0 50
417 0 Tm (sv cs 0 0 0 sc q 0 498 0 Tm c) Tj 50 0 0 50
1625 0 Tm (f) Tj 50 0 0 50 542 0 Tm
t pa tppr(di) Tj 50 0 0 5066 0 Tm ( ) Tj 50 0 0 50 6 1165
0 Tm (c) Tj 50 0 0
63 0 Tm ( ) Tj 50 0 0 50 790 1119 0 Tm
(s) Tj 50 0 07 1600 0 Tm (on,) Tj 5
0 820 0 Tm (eoa) Tj 50
0 0 50 882434 0 Tm
(i) Tj 50 0 0 5928 0 Tm () Tj 50 0 0 50 3864 362.88 tne

 . Tj 50 0 0
50 15
1241 0 Tm
(m) Tj 50 0 0 5050 1149 0 E0 145 9nry o of 

t

 

onsough 

ion vei s

 an Tm (t)
Tj 50 0 0 64 362.88Tm ( ) Tj
ET Q Q q 50 1510 0 Tm (t) Tj 50 0 0750 1524 0 Tm (o) Tj
50 0 0 858 0 Tm ( ) Tj 50 0 0 501700000
0 0 0.2400000 447.117590 0 Tm
(a) Tj 50 0 0 501789 0 Tm ( ) Tj 50 0 0 50 1902 0 Tm
(r Tj
50 0 0 50 270  0 Tm (nc) Tj 50 0 0 50 18256 0 Tm :m BT 50 0 0 50 0 0 Tm /F1.0 1 Tf ( ) Tj ET Q
Q q 12 12.24006 587.76 767.76 re W n /Cs1 cs 5sc 68m (om) Tj 50 0 0 50 614 0 Tm ( ) Tj 5036 cm BT 50 0 0 0 50 0 0 Tm /F1.0 1 Tf (doc) Tj 50 0 0 50 72 0 Tm (um)
Tj 50 0 0 50 136 0 Tm (e) Tj 5293.520.2400000 0 0 0.2400000 90 445.92
cm BT 50 0 0 50 0 0 Tm /F2.0 1 Tf (C) Tj 50 0 0 50 36 0 Tm (or) Tj 50 0 0
50 83 0 Tm (e) Tj 50 j 50293.520.
79 0 Tm (nni) Tj 50 0 0 50 143
0 Tm (ng ) Tj 50 0 0 50 206 0 3 0 Tm (a) T
0 50
165 0 Tm (tTm (c) Tj 50 0 0 5666 0 Tm n ( ) Tj 50 0 0 50 313 0 Tm (e)
Tj
50 0 0 50 335 0 Tm ( 50 0 0 10 0
Tm (68 0 Tm (c) Tj 50 0 0 50 374.24006 587.76 767.76 re 425 0 Tm i) Tj 50 0 0 50 400000
0 0 0.2400000 447.13250 1539 k ) Tj 50 0 0 50 453 0 Tm (fi) Tj 50 0 0 50 498 0 Tm o) Tj 50 0 0 50
161100 0 Tm (nt) Tj 50 0 0524 0 Tm (c) Tj 50 0 0 50
1573 0 Tm (r) Tj 50 0 0 5
 590 0 Tm
(a) Tj 50 0 0 50 612 0 Tm t) Tj 50 0 0 50 59 0 Tm 0 0 0 0.24000
 50 180 0
Tm (or) Tj 50 0 0 50 7570 0 Tm ( ) Tj 50 0 0 50 72 0 Tm (ons) Tj 50 0 0 55 4 1428 0m (of) Tj 50 0 0 55 1234 0 mm (o ) Tj 50 0 6 1179
0 Tm (r)
50 0 0 50
831 0 Tm (e (i) Tj 50 0 0 50
 434 0 Tm
(i) Tj 50 0 0 5791445 0 Tm (r) Tj 50 0 0 0  0 Tm (nqu(o) Tj 50 0 0 50 140 Tm (w) Tj 50 0 0 50 9891 0 Tm (e) Tj 50 0 0 50 .6 404.400m (m) Tj 50 0 0 50
1078 0 e ( ) Tj 50
0 0 50 10
Tm (s) Tj 50 0 0
50 250231131 0 Tm (c)
Tj 50 0 0 53 0 Tm (i) Tj 50 0 0 50
 0 0 0 Tm (t) Tj 50 0 0 50 410885 0 Tm (n) Tj 50
0 0 50 11452 0 Tm (i) Tj 5 50 0 0 502 1248 0 Tm (o ) Tj 50 0 0 re W n /Cs1 cs 0 0 0 sc q 70 0 Tm (snTm ( ) Tj 50 0 0 5025 0 Tm (e) Tj
50 0 0 50 50 1328 0 Tm (unc) Tj 50 0 0 50 
Tm ( ) Tj 50 0 0 50 22461355 0 Tm (i) Tj 50 0 0 59723 0 Tm (k) Tj 50 0 0 50 500
1078 0 s) Tj 50 0 0
50 2540 0 Tm (h ) Tj 50 0 0 50
2 50 1524 0cTm (s) Tj 50 0 0 258 0 Tm ( ) Tj
50 0 0 50 438 0 Tm (s) Tj 50 0 0
50 254 1179
0 Tm ) Tj 50 0 0 50 213 0 Tm (c) Tj c) Tj 500 489 0
Tm (s) T21 Tf ( ) Tj ET Q Q q 12 12.24006 587.76 767.76  0 0 50
551 0490 0 0293.520.2400000 0 0 0.2400000 90 575.28 cm BT 50 0 0 50 0 0 Tm /F1.0 1 Tf
(I) Tj 50 0 0 50 17 0 Tm (f) Tj 50 0 0 50 34 0 Tm ( ) Tj 50 0 0  0 0q 0.2400000 0 0 0.2400000 90 445.92
cm BT 50 0 0 50 0 0 Tm /F1.0 1 Tf (W) Tj 50 0 0 50
47 0 Tm (ha) Tj 50 0 0 50 94 0 Tm (t) Tj 50 j 5027c q 0.2400000 0 0 0.2400000 90 445.92
cm B (ng ) Tj 5
 0 0 50 206 0 3  (a) Tj 50 0 0 50 228 0 Tm ( ) Tj 50 0 0 50
241 0 Tm (ne) 
 50 0
0 50 256 0 Tm  (w) Tj 50 0 0 50 323 0 Tm ( ) Tj 50 0
0 50 336 0 Tm (n Tm (he) Tj 50 0  415 0 Tm c
Tj 50 0 0 50 390 0 Tm (co 50 0 0 50 107 0 6015 0 Tm (/) Tj 50 0 0 530
241 0 T(on ) Tj 50
0 0 50 206 0 3 Tm (ve) Tj 50 0 0453 0 Tm (t Tj 50 0 0 50 574 0 Tm (c( ) Tj 50 0 0 50 610 0
Tm  (w) Tj 50 0 0 50
50 725
0 Tac) Tj 50 0 0 50 388 0 Tm () Tj 50 0 0 50 710 1726 0 Tm (h ) Tj0 50 73944
0 Tm Udi) Tj 50 0 0 50656 0 Tm n ( ) Tj 50 0 0 50.2400000 vm (r)
50 0 0 50
854 0 Tm (ds) Tj 50 0
0 50 6 1234 0 Tm (t) Tj 50 0 07 50 1225 0 ) Tj 50 0 0 50 9400000 0 0 0.2400000 16818.32 cm B4006 587.76
767.7 975 0 T Tm (di) Tj 50 0 08 1157 0 Tm (a) Tj 50 0 0 8912 12.24006 587.76 767.70 102
m (w) Tj 50 0 0 50 98258 0 Tm ( ) Tj
50 0 0 50950 1232 0 Tm
(on ) Tj 50 0997
087 0 Tm (o ) Tj 50 0 0 51302 0 Tm (vi) Tj 50
0 0 50 1119 0 t Tj 50 0 0 50
 0 4 1486 0 Tm (e) Tj 50 0 0 50 1149 0  Tm (i) Tj 50 0 0 51231358 0 Tm ( ) Tj 50 0 0 0 0  ) Tj Tm (e) Tj 50 0 0 562  eogr I 

W hat

ng •cont n  o gro01 cm BT 50 0 50 22400000 0(a) Tj 50 0 0 50 318 0 Tm (oni) Tj 50 0 0 50400000
0 0 0.2400000 447.13250 7 0 Tm (l) Tj 50 0 0 50 1655 0 Tm (s) Tj 50 0 036400000 0 0 0.2400000 168485 0 Tm (o06 587.76 767.76 r32 0 Tm
t) Tj 50 0 0 50 40 1119 0 up 0 0 0 sc q 0.240040 Tm (w) Tj 50 0 0 50 9514 0 Tm (Tm ( ) Tj
ET Q Q 0 723 0 Tma) Tj 50 0
0 50 6695 0 Tm (n) Tj 50
0 0 50 621
29.6801 cm BT 50 0
0 50 0 0 Tm /F1.0 1 Tf ( ) Tj T Q
Q q 12 12.24006 587.76 767.76 re W n /Cs1 cs 8 0 6q 0.2400000 0 0 0.2400000
90 432.2401 cm Bcm BT 50 0
0
 0 Tm /F1.0 1 Tf (doc) Tj 50 0 0 50 72 0 Tm (um)
Tj 50 0 0 50 136 0 Tm (e) Tj 5252 400000 0 0 0.2400000 90 335.2801 cm BT 50 0 0
50 0 0 Tm /F2.0 1 Tf (doc) Tj 50 0 0 50 72 0 Tm (um) Tj 50 0 0 50 136
0 Tm (e) Tj 5238 0 0400000 0 0 0.2400000 90 589.2001 cmE
Tj 50 0 0 50 390  0 Tm xa (y ) Tj 50 0 08 0 Tm (em ) Tj 50 0 0 50 1710 0 TmTm (e) Tj 50 0 0 5558 0 Tm ( ) Tj
50 0 0 50 78 0 Tm ( ) Tj 50 0 0 50  317
0 Tm (oor) Tj 50 0 0 50 384 0 (s) Tj 50 0 0 50 
2
1226 0 Tm (a) Tj 50 0 0 24 0 Tm (e)ot(d:) Tj 50 0 50 500 0 Tm (nc) Tj 50 0 0 50 5 561 0 Tm t Tj 50 0 0 50 5768 0 Tm (c) Tj 50 0 0 50 40 1355 0 Tm (i) Tj 50 0 0478 0 Tm (ap 0 0 0 sc q 0.240 723 0 Tma)
Tj 50 0
0 50 6695 0 Tm o01 cm BT 50 0 50 615 0 Tm (oduc) Tj 50 0 0 50 826 0 Tm (ede) Tj 50 0 0 50
900 0 Tm (i) Tj 50 0 0 50
909 0 Tm ( ) Tj 50 0 0 508050 Tm (on) Tj
50 0 0 50  944
0 Tm ce te ceo 

o i

i

taic  e 
 Tmdia,0 0.2400000 16
518 0 Tm (c) Tj 50 0 0 50 42 1131 0 Tm (c)
Tj 50 0 0443   cf aici pr 

•plang n ace im (di) Tj 50 0 0 912.24006
587.76 760 0 50 052 0 Tm (i) Tj 50 0 0 50  12 12.24006 587.76 767.730 1240 0 Tacs 0 0 0 sc q 0 4 0 Tm (f) Tj 50 0 0 50 772 0 Tm ( ) Tj 50 0 0
50 485 0 Tm (is BT 50 0 0 50 0 0 Tm /F1.0 1 Tf (3320.) Tj ET
Q Q q 12 12.24006 587.76 767.76 re W n /Cs1 c30 0 s18 0 s0.2400000 0 0 0.2400000
126 404.4001 cm BT 50  0 50 0 0 Tm /F1.0 1 Tf (doc) Tj 50 0 0 50 72 0 Tm (um)
Tj 50 0 0 50 136 0 Tm (e) Tj 5 50 960.2400000 0 0 0.2400000 90 445.92
cm BT 50 0 0 50 0 0 Tm /F2.0 1 Tf (C) Tj 50 0 0 50 36 0 Tm (or) Tj 50 0 0
50 83 0 Tm (e) Tj 50 j 50 50 960.
79 0 Tm (nni) Tj 50 0 0 50 143
0 Tm (ng ) Tj 50 0 0 50 206 0 3 ph 50 0 0 50 0 0 Tm /F1.0 1 Tf (O) Tj 50 0 0 50 36 0 Tm (ve)
Tj 50 0 0 50 83 0 Tm (r) Tj 50 142 0.2 50 960.2400000 0 0 0.2400000 90 445.92
cm BotTj 50 0 0 50 141 0 Tm

 0 50 145 9nr) Tj 50n6302 0 Tm (vi) Tj 50
0 0 5206 0 3 phm B
0 0 0 50 0 0 Tm2 508Tj 50 0 0 471 0 T795 0 Tm (s) Tj 50 0 0 58
1246 0 Tm ( ) TjWF1.0
1 Tf ( ) Tj ET Q Q  0 s220 0m ( ) Tj 50 0 0 .2401 cm (ng )m (s) Tj ET Q Q q 12 12.24006
587.76 767.76 re W n /Cs1 cs 0 0 0 sc q 0.2400000 0 0 0.052 0 Tm (i) Tj 50 Tm (t) 96195 0 Tm (s)n0
767.7 975 0 T Tm (di) T sc q 0.24p
1078 0 sc

 e

s (di) Tj 5060 0 0 5558 0 Tm ( ) Tj
56850 0 5066 0 Tm ( ) Tj 5070 767.730 1240 0 Tacs 0 072 0 50 121462 0 Tm (e) T
0 0
0 50 650 1225 0 em  
r t

or



CWRU



CWRU Archives effective 3/1/2003; revised 4/7/2011 

page 5 

 
 

What Records to Transfer? 
 

 
Never send these: 
 •blank forms, stationery, envelopes 
 •artifacts (e.g. plaques, mugs, clothing, jewelry) 
 
Advice 
 
These guidelines must be administered thoughtfully. What is a routine support activity in one 
office might be a core activity in another office. For example, the procedures for how to 
process a purchase requisition is a routine support activity for the History Department; it is a 
core activity for the Purchasing Department. 



CWRU Archive



CWRU Archives effective 3



CWRU Archives effective 3/1/2003; revised 4/7/2011 

page 8 

 
When to Transfer Records? 

 
 
 
Active records should not be sent
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What Happens to the Transferred Records? 

 
 
 
When records are transferred to the University Archives, they are accessioned. 
 
1. We assign an accession number that uniquely identifies this set of records. 
2. We compare the contents of the boxes to the box list you prepared and note  
 corrections if needed. 
3. We record information about the records, their creators, and their transfer. 
4. We send the information recorded in step 3 to you in a Records Release. 
5. You sign 1 copy of the Records Release and return it to the Archives. Keep the other  
 copy with your copy of the box list as a permanent record of what your office has  
 transferred to the Archives. 
6. The records are stored, exactly as received, in a secure, climate controlled facility,  
 until they are processed. 
7. In the fullness of time, we process the records you transferred. Non-permanent 
 documents are removed (duplicates, convenience copies, etc.). Permanent documents 
 are integrated with other records transferred by your office. Damaged or 
 deteriorating documents are repaired or copied. Finding aids are created to simplify 
 retrieval of information and documents. 
8. We notify you that an accession has been processed and that the original box list has 
 been superseded. 
9. We use the informationtii


