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	TRANSFER PROPOSAL PART 1

	Use a separate Transfer Proposal for each Transfer Job proposed. (A Transfer Job is a group of records belonging to the same series, having the same disposal action and being transferred at the same time).

	AGENCY TO COMPLETE FIELDS BELOW (Refer to Guidelines for Agencies for explanation)
All fields are mandatory unless other wise stated.

	1. CA Number (if known) and title of agency transferring records
	
	8. Series Number (if known) and title of the series to which the transfer job belongs

	CA No.


	Agency title


	
	Series No.


	Series title


	2. Agency reference number for this proposal
	 3. Date of proposal
	
	9a. Accumulation date range of items in a proposal

	
	
	
	Earliest date

	Latest date



	4. Current location of records (floor, building, street, city, state, postcode)
	
	9b.  Date range of item contents

	
	
	Earliest date


	Latest date



	
	
	

	
	
	10. Range of control symbols



	
	
	

	5. Name and telephone number of a person who can be contacted for more information about the records
	
	11. Are control records also being transferred?

	Name:


	
	

	Phone:
	Fax:
	
	12. Disposal information 

	E-mail:
	
	
	Disposal status
	Disposal authority (ies) & classes:

	 6. Name and designation of senior agency executive responsible for the management of the agency’s records:
	
	RNA

	

	
	
	

	
	
	13.  What is the highest National Security Classification held in this transfer, i.e. Confidential, Secret etc?

	
	
	

	7. Certificate of agency representative specified above
	
	

	I certify that I am authorised to act for the agency in relation to

the disposal of the agency’s records. I now propose that the records described in the attached transfer list be deposited in the custody of the National Archives, its agents or other authorised custodians, on the understanding that the National Archives will

regulate access to them in accordance with arrangements concluded with the agency under section 35(1) of the Archives Act 1983. I understand that the National Archives will arrange for the 

destruction of temporary consignments at the time set down in the appropriate disposal authority. Formal consent to the destruction will be sought from the agency which is required to notify the Archives of its decision within 30 days (Archives Regulation 6 of 1983)

……………………………………………………… 

Signature of agency representative
	
	14. Quantity proposed for transfer (shelf meters)



	
	
	

	
	
	15. Number of boxes          Box type(s)
for each box type

	
	
	
	

	
	
	16. Records take the form of (specify whether paper files & documents, bound volumes, cartographic records, electronic records, audio visual records, photographs etc) 

	
	
	

	17a.  Range of NAA Container Bar Codes including any gaps in sequence.

17b.  Range of NAA item Bar Codes including any gaps in sequence.


	
	Container Start
	Container Finish

	
	
	B
	B

	
	
	B
	B

	
	
	B
	B

	
	
	B
	B

	
	
	B
	B

	
	
	B
	B

	
	
	B
	B

	
	
	B
	B

	
	
	B
	B

	
	
	B
	B

	
	
	Item Start
	Item Finish

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Metadata information sheet

	The purpose of this section of the form is to gather useful information on the metadata for the records proposed for transfer.  It will help the Archives streamline the process of creating schemas for validating and mapping agency metadata.

 To fill out the form, indicate the field names used by your recordkeeping system, mapping them to the relevant NAA categories as best you can.

	NAA Mandatory data elements
	Definition of data element


	Source environment field names

	Container barcode
	Range of barcodes with a ‘B’ prefix allocated by NAA.
	

	Container type
	A single number identifying the type of archival container that houses the records.
	

	Item barcode
	One of a range of barcodes allocated by the NAA.


	

	Control symbol
	Item identifier given to an item on its creation.
	

	Title
	A label that conveys, accurately and succinctly, the subject or nature of the business documented in the item.
	

	Contents start date
	The earliest date of the information within the item.
	

	Contents end date
	The latest date of the information within the item.
	

	Disposal class
	An authorised class allocated to an item based on the function and activity to which the item is deemed to belong. Determines the period for which the item must be kept.
	

	Security Classification
	The classification allocated to an item or its metadata, based on the information it contains.
	

	Other (List other data elements you feel need to be captured in order to fully describe the record, ie primary and secondary thesaurus terms, etc)
	
	

	

	NAA query
	Source environment information

	What date format/s does your recordkeeping system generate? Accepted date formats are:

· ‘dd mon yyyy’

· ‘yyyy’

Years must be expressed in 4 digits.
	

	Can you provide a clear or approximate figure of the number of record items contained in this proposed transfer?
	

	Have you been provided with NAA item and container barcodes?  If so, have they been applied to the containers and items?
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