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	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
	


About this Form
This form is used to notify PROV that your records are ready to be transferred.
DO NOT arrange for delivery of records at this stage. Once you have submitted this form a PROV staff member will contact you to arrange a date and time for your delivery.
Advice on preparing physical records for transfer can be found here: https://prov.vic.gov.au/recordkeeping-government/transferring-records/preparing-hardcopy-records-transfer

	PROV use only:

	Date received
	
	TR number
	


	Details of records for transfer 
(information can be found on your container labels, add more rows if needed)

	VPRS Number
	Consignment Number
	Type and Number of Containers
(e.g. 10 boxes, 15 volumes, 35 plans)

	
	
	

	
	
	

	
	
	



Before submitting this form
This form is only to be submitted once the following checklist has been completed.
	Uplift Checklist:

	I have submitted the following documentation to PROV:

	|_|  Form 21A – Proposal to Transfer Physical Records to PROV

	|_|  Form 21B – Series Report (for each record series)

	|_|  A Records Description List (RDL) (for each consignment of records)

	|_|  Signed Access Authority/Authorities (can be submitted with Form 21C)

	I have undertaken the following steps:

	|_|  Records are stored in boxes as directed and have been packed to PROV specifications

	|_|  Records and Records Description List/s (RDLs) have been quality checked to ensure the content listings are accurate
|_|  All containers have been labelled with PROV supplied labels 

	Name
	
	

	Signature
	
	Date
	



Where to send this form
Upon completion, please submit this form to the Appraisal and Documentation team at PROV via email: agency.queries@prov.vic.gov.au

END OF PRO 21C FORM
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