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[bookmark: _Toc191463478][bookmark: _Hlk191466832]Purpose
Under the Public Records Act 1973, public offices are required to comply with the mandatory Standards and Specifications set by Public Record Office Victoria (PROV). 
This checklist is designed to assist public offices negotiating Machinery of Government (MoG) change across Victorian government with the steps they should take to meet recordkeeping requirements. The questions address baseline requirements and are designed to indicate the areas for improvement. 
Public offices can amend this checklist for their own purposes, removing or adding requirements and adjusting wording. The PROV Standards and guidance provide more detail.
Note: when the term ‘records’ is used, this includes all information assets, including data, documents and system-held information, in alignment with the Public Records Act 1973 and mandatory PROV Standards.

	Public Office Details

	Public Office name
	

	Role in the MoG change
	Choose an item.
	Name of lead assessor
	

	Position title
	

	Contributor names
	

	Date of assessment
	





Checklist - <insert public office name>
	No.
	Element
	Assessment
(Yes, Somewhat, No, Unsure, N/A)
	Comments
(i.e. explanation of rating, mitigating factors, notes)

	Preparation

	1.
	Are senior leaders with responsibility for records management involved in the machinery of government change and the associated movement of business information/data/records?
	Choose an item.
	

	2.
	Have negotiations or agreements between all public offices involved been discussed and formalised that address who is responsible for what records, who is doing what action, when, and to what criteria?
	Choose an item.
	

	3.
	Has the work required to move the records along with the business function from the relinquishing public office to the receiving public office/s been scoped, budgeted and resourced?[footnoteRef:1] [1:  For record and data migration information, please refer to the Migration Topic Page and Checklist: https://prov.vic.gov.au/recordkeeping-government/a-z-topics/migration ] 

	Choose an item.
	

	4.
	Does the scope of work cover the management of records (including metadata) in all locations, systems, and formats?
	Choose an item.
	

	5.
	Does the scope of work include any access arrangements which need to be agreed for ongoing business purposes?
Includes ongoing access required by either public office to records held by the other, as well as security and privacy requirements.
	Choose an item.
	

	6.
	Has PROV been informed of any changes to functional responsibilities?
	Choose an item.
	

	Identify all records

	7.
	Has the relinquishing public office identified all records of the function being moved, including current and non-current records in all systems and across all storage and outsourced arrangements? This includes information/data/records held 
· in tiered or offline storage arrangements, including on storage media (tapes, discs etc.,) 
· legacy systems
· held in storage spaces across the public office sites or in commercial storage facilities (APROSS)
· any permanent value records (digital or physical) that may be in PROV custody.
	Choose an item.
	

	8.
	Has metadata been mapped between systems of the respective public offices? For example, a joint metadata schemata for migration could be developed.
	Choose an item.
	

	9.
	Has the relinquishing public office appraised and assigned minimum retention periods to all identified records?
	Choose an item.
	

	Arrangements for current records

	10.
	Have all current records associated with the function being moved that are still required for business operations been identified?
	Choose an item.
	

	11.
	Have arrangements to move the current records (with metadata) to the receiving public office been made? 
	Choose an item.
	

	12.
	Are the current records (including their metadata) in accessible and usable formats as agreed by all parties?
	Choose an item.
	

	13.
	Have records containing personal or confidential information been identified and managed in line with the Privacy and Data Protection Act 2014?[footnoteRef:2] [2:  See guidance developed in consultation with the Office of the Victorian Information Commissioner (OVIC) on meeting privacy and recordkeeping obligations (https://prov.vic.gov.au/recordkeeping-government/a-z-topics/privacy-and-recordkeeping-obligations). ] 

	Choose an item.
	

	Arrangements for non-current records

	14.
	Will any non-current records remain with the relinquishing entity?
	Choose an item.
	

	15.
	Has an access sharing agreement for any non-current records been documented and agreed? 
	Choose an item.
	

	16.
	If retention cannot be assigned before the move, has agreement been reached regarding resources and timeframes for when retention will be assigned? 
	Choose an item.
	

	17.
	Have arrangements been made to transfer non-current records identified as being of permanent value into PROV custody?
	Choose an item.
	

	18.
	Have arrangements been made to lawfully destroy non-current records that have been identified as being time-expired under the appropriate retention and disposal authority?[footnoteRef:3] [3:  Note that no destruction or system decommissioning should take place until it has been verified by the receiving public office that all records, with metadata, have been received and are identifiable, retrievable, readable and usable.] 

	Choose an item.
	

	19.
	If records are held in commercial storage (for example, an APROSS or cloud provider), has the company been informed about changes to responsibility for the records and contact details of those now authorised to access the records?
	Choose an item.
	

	20.
	If records need to be moved from one commercial storage provider to another, has agreement been reached about the details of the move including resources? 
	Choose an item.
	

	21.
	Have the relevant staff from the receiving public office who are authorised to access/order permanent value records at PROV created government user accounts?[footnoteRef:4]  [4:  See PROV instructions on ordering and collecting records for government users (https://prov.vic.gov.au/ordering-and-collecting-records-government-users)] 

	Choose an item.
	

	Finalisation

	22.
	Has the receiving public office confirmed that the full records, with required metadata, have been successfully transferred and are accessible and usable?
	Choose an item.
	

	23.
	Have the senior officers of all public offices involved, and PROV, received notification of the confirmation (see element 24 above)? 
	Choose an item.
	

	24.
	Have all public offices involved kept a record outlining, at a high level, the record collections transferred and any arrangements to access records if needed in the future? 
	Choose an item.
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