Application to transfer records
Application to transfer records
	
	Questions are followed by answer fields. Use the ‘Tab’ key to navigate through. Replace Y/N or Yes/No fields with your answer.

	Before you fill in the form
Use this form to register permanent physical records proposed to transfer to the LANT Government Archives.
You can read more about archives transfer procedures on the website.

	Fields marked with asterisk (*) are mandatory.
Fields marked with caret (^) are office use only.

	Agency details

	Agency contacts

	Name of agency*
	

	Contact officer name*
	

	Contact officer position*
	

	Workplace address
	

	Phone number*
	

	Email*
	

	Transfer information

	Where are the records located*
	

	When were the records last fumigated*
Records with live insects will not be accepted
	

	What is the condition of the records*
Records with live mould will not be accepted
	Good / fair / poor

	Provide details of records condition*
	

	Has your agency previously transferred records to the Archives Service*
	Yes / no / unsure

	If yes, provide details*
	

	Is this transfer urgent*
	Yes / no / unsure

	Public access information

	Are access agreements in place for these records*
	Yes / no / unsure

	If no, are these records currently open to public access*
	

	Records description

	Complete the table for each consignment of records proposed for transfer. Use a new line for each consignment of the same series.
If the records are being added as a new consignment to a series already held by LANT, the NTRS number will be known to your agency, or can be found by searching Archives Navigator at http://navigator.nt.gov.au.
If the records are not being added to a known series, leave the series number blank.

	NTRS No.
	Records Description
	Date Range (years)
	No. and type of containers (e.g. 1 x T1)
	Quantity (shelf metres)
	Disposal Schedule and Class number


	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Authorisation to transfer 

	I certify that:
· the records I wish to transfer are of permanent value
· 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 am authorised to act for this agency in matters pertaining to the disposal of the Agency’s records. 
I request that the Archives Service consider this application to transfer.

	Signature of CE or delegate*
	

	Designation*
	
	Date*
	

	Office use only^

	Accession number^
	
	Processing completed^
	

	File number^
	
	Transfer completed^
	

	Lists received^
	
	Copies of lists sent^
	

	Further information
Email completed forms to LANT.NTGArchives@nt.gov.au

	End of form
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