	[image: image1.png]/1| [T 5ytic Record




	

	Request for approval to transfer records to a Place of Deposit (POD)
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	Request for approval to allow an agency to transfer temporary records to a certified POD
	


About this Form

Use this form to request approval from Public Record Office Victoria (PROV) to transfer public records which have been sentenced as temporary to a certified Place of Deposit (POD). 
Condition

Victorian Government agencies must only transfer records to an POD when:

· the records have been appraised and sentenced as having temporary archival value by assigning the correct Retention and Disposal Authority (RDA) class

Records appraised as permanent value should be transferred to PROV once administrative use has concluded.

Information and Advice

See Community collections web page for information about PODs. See also Retention and Disposal Authorities (RDAs) web page for information about how to use and locate PROV RDAs.
Should you require further assistance or advice completing this form, please send us an email via our online enquiry form.
Where to send this form

Upon completion, please submit this form to the Community Archives  team at PROV via our online enquiry form.
PART 1 – AGENCY DETAILS
	Agency name
	     

	Contact officer
	     

	Position title
	

	Phone
	     

	Email
	     


PART 2 – POD DETAILS
	Name and address of POD where the records will be transferred
	

	POD Contact officer
	     

	Phone
	

	Email
	


PART 3 – CERTIFICATION OF HEAD OF AGENCY OR THEIR DELEGATE

I request that PROV approve the transfer of temporary public records (outlined below) to the above Place of Deposit.

	Name
	     

	Position
	     

	Signature
	
	Date
	     


PART 4 –RECORD, APPRAISAL AND SENTENCING DETAILS
In the table, please provide information about the different groups of records you propose to transfer to a POD and how you have appraised and sentenced the records.
Please note:

· You do not need to list individual records or the contents of individual boxes.
· If a group of records was created by the same section for the same purpose, they can be listed as one entry in the table. 
	Description
	Area / agency which created records
	Date range
	format
	Approximate quantity (units/linear metres)
	Retention and Disposal Authority (RDA) number

	Class of RDA

	Have similar Records been previously transferred to a POD. YES/NO/Unknown


	Examples
	Cash books

	Arapiles Shire 
	1888-1895
	Volume
	.5 lm
	PROS 07/01
	5.1.1
	No

	
	Duplicate maps
	Horsham Rural City Council
	1995-2000
	Map
	80 maps
	PROS 09/05
	9.1.1
	Unknown

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


PROV USE ONLY – Approval of transfer to a POD
	

	Date Received
	
	PROV File Number
	

	Decision
	

	Officer
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