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	Proposal To Transfer

	



	Proposal to Transfer Permanent Records to
Public Record Office Victoria

	

	
	


	Agency Information:

	Agency name

(include VA number if known)
	

	Agency Address
	

	Storage Address

(if not as above)
	     



	Contact Officer:

	Name
	     

	Position title
	

	Unit / Division
	     

	Phone
	     

	Email
	     


About this Form

This form is used to register permanent physical or digital records proposed for transfer to Public Record Office Victoria (PROV).

Condition

Records must meet condition requirements before they will be accepted for transfer to PROV.
Please complete the following checklist before continuing:
	Transfer Checklist:

	 FORMCHECKBOX 
  The records I wish to transfer are of permanent value.

 FORMCHECKBOX 
  The records are no longer needed for administrative purposes.

 FORMCHECKBOX 
  My agency is unlikely to need frequent and/or immediate access to these records.

 FORMCHECKBOX 
  My agency understands and is prepared to allocate the resources needed to complete this   transfer project. (staff, time, space, budget)

 FORMCHECKBOX 
  The content of these records is readable and records will not be removed, altered or tampered with prior to transfer*

*For physical records: this means records will not be removed or content redacted by “blacking out” etc.

  For digital records: this means the records will not have some content deleted or be encrypted, password protected etc

I have determined the records are permanent by means of:

 FORMCHECKBOX 
  Retention and Disposal Authority (RDA), or

 FORMCHECKBOX 
  Single Instance Disposal Authority (SIDA)


Information and Advice

Information about the transfer process, requirements and forms are available on our website: http://prov.vic.gov.au/government/disposal-and-transfer
Should you require further assistance or advice completing this form, please email us at: agency.queries@prov.vic.gov.au
Where to send this form

Upon completion, please submit this form to the Appraisal and Documentation team at PROV.

	Via email
	agency.queries@prov.vic.gov.au
	Via post
	Appraisal and Documentation Team

Public Record Office Victoria

PO Box 2100 

North Melbourne VIC 3051

DX210727

	Via fax
	03 9348 5656
	
	


PART 1 – DETAILS OF RECORDS PROPOSED FOR TRANSFER

	Description of Records: (insert more rows if needed)

	Record Series Information
	Sentencing

	Description of Records / Series Title
	Date Range

(years only)
	Format

1. Digital or Physical

2. Files, Volumes, Cards, Plans, other
	Quantity

Physical only (linear metres, no. of boxes etc) 
	RDA Number

(if applicable)
	Class Number

(if applicable)
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Council Meeting Minutes and Notices
	1991-1999
	Physical, Files


	8.5 linear metres
	PROS 09/05
	8.4.1

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


	Has your agency undertaken a transfer of records to PROV previously?

	 FORMCHECKBOX 
  No
	 FORMCHECKBOX 
  Yes provide details:

     
	 FORMCHECKBOX 
  Unsure


	Does this transfer require urgent consideration?

	 FORMCHECKBOX 
  No
	 FORMCHECKBOX 
  Yes provide details:

     
	 FORMCHECKBOX 
  Unsure


PART 2 - CERTIFICATION

	I certify that:

· the records proposed for transfer are no longer required for current administrative purposes;

· this agency is unlikely to need frequent or immediate access to them;

· the content of these records is readable and records will not be removed, altered or tampered with prior to transfer; and

· the necessary resources will be allocated for preparing these records for transfer.

I request that the Public Record Office Victoria consider this proposal for transfer.

	Name
	     

	Signature
	
	Date
	     



END OF PRO 21A FORM
E    X    A    M    P    L    E








	PROV use only:

	Date received
	
	TR number
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