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	AA01 - RECORDS TRANSMITTAL LIST


	Department/office
	
	Consignment no.
	
	For Archives use only: 
Consignment received, checked and processed by:
	Name
	

	Records
forwarded by
	Name
	
	
	
	

	
	Date
	
	Extension no.
	
	
	Date
	



Instructions: 
· To complete the fields in the header (top of the form): Double-click at the top (header) of the form and enter Department/office, Consignment no., Name, Date and Extension no. Then double-click in the middle (body) of the form to continue completing the rest of the form.
· For each record in the box or package being sent to Administrative Archives, enter the Box/package no., a Description of record/s, and enter the applicable Covering dates and the Destruction date (according to the retention schedule), as necessary. 
Note: Where there are many similar records, it is acceptable to describe them as a group in one row.

· If describing a single record, you only need to enter the creation date in the From column.

· If describing a group of records, enter the creation date of the earliest record in the From column and the creation date of the last record in the To column.
· If more rows are needed, press TAB to add more rows. 

· Once this AA01 form is completed, please: 

· Print it out, attach to the consignment and deliver to: Administrative Archives, Meulenhof, Main Road, Mowbray, and
· E-mail it to: lionel.smidt@uct.ac.za 
	Box/ package no.
	Description of record/s
	Covering dates

(e.g. dd-mm-yyyy)
	Destruction date 

	FOR ARCHIVES USE ONLY
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