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InTake Meeting w/ Student Organizer/Organization (Sample Dialog for 

Archivists) 
 

Salutations: Welcome the student/s into your physical archive during the meeting 
 
Touring: Ask if they would like to tour the archives at the conclusion of the meeting. The 
student needs to have a sense of the space for where their records will be housed. They should 
feel comfortable and understand they will have access to their records after submission. 
 
Concerns of Unwarranted Repercussions Due to Access 
At this point, the student/student group should be in the process of transferring or highly 
interested in moving their records to University Archives. You should ask if they have received 
consent from members to send documents to the archives and for the form verifying this 
request. The archivist should also ask if they are worried about any unwarranted reactions that 
may occur once their collection is accessible to the public. This discussion will serve as a critical 
segue to discussing the privacy consent form. 
 
Privacy Consent Form 
Before the intake meeting, you (the archivist) should have sent a link to the privacy consent 
form before meeting with the student(s) so that you can go over their responses or address any 
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questions they may have during your meeting. If they have not reviewed the consent form 
before your session, make sure you have a physical copy available to go over during your intake 
interview. Address any concerns during the meeting and schedule a follow-up or email for any 
responses requiring additional thought/research. 
 
 
 
Transfer Timeline 
If/when you confirm the student is ready to transfer records, create a timeline for record 
transfers with the student group (e.g., the end of each semester, the beginning of each 
semester during the summer, etc.). If you do not receive records during the agreed-upon 
timeline, be sure to schedule follow-up communication to maintain momentum with 
student/s.  
 
Transparency in Processing Timeline 
Student/s students should be informed that University Archives are usually faced with 
significant backlogs, so it is important to let student groups know their records may take at 
least a year or more to get processed.  
 

Participatory Processing 
Ask the student about their level of interest in participating in processing their records, whether 
it’s metadata, volunteering to help process their papers as an intern or practicum project, or 
just being simply notified when the finding aid is available, etc. 
 

Gratitude 
Let the student(s) know you appreciate their contribution to the University Archives and follow 
up with the student(s) with a thank you note. 
 

 
 


