	
	

	[bookmark: Header]Series Report – New SeriesPRO 21B


	

	[bookmark: LSGrid]New Series Transfer to Public Record Office Victoria
	


	
	





[image: ]

	Agency Information:

	Agency name
(include VA number if known)
	

	Agency Address
	

	Storage Address
(if not as above)
	



	Contact Officer:

	Name
	

	Position title
	

	Unit/Division
	

	Phone
	

	Email
	







	PROV use only:

	Date received
	
	TR number
	




About this Form
This form is used when transferring a new record series to PROV. 
If records from the Series have previously been transferred to PROV, use the PRO 21B Series Report – Subsequent Consignment form instead. 
Please provide as much information as you can. PROV will help you make the final decision about which records make a series after you have submitted this form.
A PRO 21B form must be completed for each Series you are proposing for transfer.

Identifying records series
A Series is a group of records which are recorded or maintained by the same Agency (or Agencies) and:
· Are in the same numerical, alphabetical, chronological, or other identifiable sequence, or
· Result from the same accumulation or filing process and are of similar function, format or information content.
A Series can consist of a single item or several thousand items. It may be recorded by a single agency or by a succession of agencies.
If you are finding it difficult to group the records into their Series, make an attempt and PROV staff will assist you to make the final determination later.

[bookmark: _Hlk178868663]Information and Advice
[bookmark: _Hlk178859904]Information about the transfer process, requirements and forms are available on our website: https://prov.vic.gov.au/recordkeeping-government/transferring-records

For specific guidance on completing this form:
https://prov.vic.gov.au/recordkeeping-government/transferring-records/archival-description-records-transfer-projects

Should you require further assistance or advice, please contact your assigned transfer archivist or email us at: agency.queries@prov.vic.gov.au

Where to send this form
[bookmark: _Hlk178866210]Upon completion, please submit this form to your assigned transfer archivist or to the Appraisal and Documentation team at: agency.queries@prov.vic.gov.au.



PART 1 – DESCRIBE THE RECORDS
	1. What do you call the records? (Series Title)

	Series Title
	
	This title should be an accurate descriptor of the series.
(e.g. “Alphabetical Subject Index to Board Papers and Minutes”, Accident Register, General, Traffic Operations Branch”, “Rate Books”)



	2. [bookmark: _Hlk178869109]What was the purpose of the records? What were they used for?

	







	3. What sort of information do the records contain?

	







	4. What is the date range of the entire series?

	This is the date range of the recordkeeping process or system was in use. For example, the series date range of registered files is the first and last years in which new files were registered using this system.
	Series date range

	
	Year From
	

	
	Year To
	



	5. Are you transferring the entire series?

	|_|  Yes go to Q7 below
	|_|  No go to Q6 below



	6. What is the date range of the portion of the series proposed for transfer?

	[bookmark: _Hlk178867991]This is the date range of the recordkeeping process or system was in use for this portion of the series.
	Consignment date range

	
	Year From
	

	
	Year To
	



	7. What is the date range of the contents of the records proposed for transfer?

	[bookmark: _Hlk178868809]The date range of the contents of the records being transferred may differ to the date range of the series or consignment. This can occur if documents that pre-date the series are incorporated in the file or are added to files after the series had ceased to be used.
	Contents date range

	
	Year From
	

	
	Year To
	



	8. How are the records arranged?

	|_|  Annual Single Number System: 95/1 to 95/200 etc

	|_|  Single Number System: 1, 2, 3 etc

	|_|  Two Number System: 1/1, 1/2, 1/3 etc

	|_|  Multiple Number System: 5/13/1, 5/13/2, 5/13/3 etc

	|_|  Alphanumeric System: A/1, A/2, B/1 etc

	|_|  Alphabetical System: Apple, Banana, Cherry etc

	|_|  Unregistered loose files/documents

	|_|  Other please describe: 




	9. If the records have some sort of numbers or symbols, what is the range associated with those proposed for transfer?

	First symbol in sequence
	
	Last symbol in sequence
	




	10. What do the symbols mean?

	(e.g. A file documenting a mosquito plague is filed as 8/3/2. The primary classification number 8 refers to animals, the secondary classification number 3 relates to insects and the number 2 indicates the file was the second one registered within the series.) 







	11. Is there another group of records that must be referred to in order to access information from the records in the series? (e.g. index, register, database etc.)

	|_|  No
	|_|  Yes please provide the name or title of these records, or the VPRS number if already in PROV custody:


	
	11a. Are these records also proposed for transfer?
|_|  Yes please complete a separate PRO 21B – Series Report for this other group of records
|_|  No please briefly explain below why this group of records is not being proposed for transfer:




PART 2 – DESCRIBE THE RECORD CREATORS
	12. List the agency or agencies that created the records for the period specified in Q4 above.
Insert additional rows if needed.

	Creating Agency/Agencies
	Date range of creation

	
	Year From
	
	Year To
	

	
	Year From
	
	Year To
	



	13. Which section of your Agency is currently responsible for these records? 

	




PART 3 – FORMAT, QUANTITY AND CONDITION
	14. Are the records you have for transfer:

	|_| Physical
please see Qs 14a to 14c
	14a. What is the estimated quantity of physical records proposed for transfer? (e.g. linear shelf metres; number of 3 or 4 drawer filing cabinets; number of archive boxes)




	
	14b. What is the format of the physical records? (e.g. files, volumes, plans, index cards)




	
	14c. Are the records in good physical condition?
|_|  Yes     |_|  No please describe (e.g. generally fragile, water damaged, loose binding, etc)




	|_|  Digital
please see Qs 14d to 14f
	14d. Are the records from a certified VERS-compliant ERMS system?
|_|  Yes provide name of system                |_|  No                 |_|  Unsure


	
	14e. What is the estimated quantity of digital records proposed for transfer?

	
	
	Number of computer files, digital objects, digital records etc

	
	GB
	Total size in Gigabytes

	
	14f. What are the formats of the digital records? (e.g. PDF, Word, Excel)







PART 4 – ACCESS ARRANGEMENTS
	15. Is there any information within the records that may justify closure of Public Access post transfer to PROV?

	|_|  No
	|_|  Yes see Q15a below
	All records once transferred to PROV are open for public access unless specifically closed. PROV staff will discuss this with you and a joint recommendation will be made. Closure recommendations are then approved by the relevant Ministers, this is done via a formal Access Authority.

	15a. As a first step, please indicate if the records contain:

	|_|  Personal information which may need to be closed under Section 9 of the Public Records Act 1973
(e.g. medical information, criminal histories, personnel records)
Please describe: 



	|_|  Other sensitive information which may need to be closed under Section 10 of the Public Records Act 1973 (e.g. commercial in confidence, legal privilege, Cabinet in Confidence)
Please describe: 



	|_|  Information sensitive for reasons of national security which may need to be closed under Section 10AA of the Public Records Act 1973 (e.g. plans for public infrastructure etc)
Please describe: 






	16. Is there any information within the records that could be considered culturally sensitive or potentially distressing?

	|_|  No
	|_|  Yes
	People may need a warning prior to viewing records. Examples include records relating to rights or treatment of indigenous peoples; historical attitudes or policies now considered harmful or offensive; or depictions of violence, serious injury or invasive surgery.
If Yes, please describe: 




END OF PRO 21B FORM
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