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§10A. Preparing a Transfer: Exercise Instructions  
 
 
1.  Review the sample list of files that XYZ Department wants to transfer to the 

University Records Centre. 
 
2.  Identify the number of record series you think are on the list.  Note: the list contains 

more than one record series. 
 
3.  Review the Records Retention Schedules and Disposal Authorities (RRSDAs) Sheet.  

Note: the sheet is double-sided. 
 
4.  Identify the RRSDAs that apply to the record series you identified on the XYZ 

Department the instructions numbered 1 through 8 on the bottom of the University 

Records Centre Transfer Forms for directions on how to complete the Forms. 
 
6.  Complete a Transfera m


