[Paste this letter on to your department/agency letterhead]

Northern Territory Archives Service
GPO Box 874

Darwin NT 0801

Attention: Archives Access Officer
Dear Sir/Madam,
In accordance with the Lending Procedures for the Northern Territory Archives Service, I hereby authorise the following staff members to collect records on behalf of the Department of [insert department/agency name],  [insert work unit/office name].
This authorisation replaces all previous authorisations given by our office, and includes the names of all officers authorised to collect records from the Northern Territory Archives Service.
OR    

This authorisation is in addition to the previous authorisation given by our office. 

	Name
	Position
	Signature 

	Staff being authorised
	Their position
	Their signature

	
	
	

	
	
	

	
	
	

	
	
	


For further enquiries, please contact [insert name and phone number of authorising person].
[Insert signature of Records Manager or Office Manager]

[Manager Name]
[Position title]
[Work Unit]

[Department]
[Date]






