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Machinery of government changes

Sample transfer letter for the transfer of public records

This letter template may be used by public authorities to acknowledge the official transfer of custody and/or ownership of public records. Update header, footer etc. to suit your agency.
	[Date]
	OUR REF: Record number

CONTACT: Officer Name and Title 

PHONE: xx xxxx xxxx

EMAIL: name@agency.qld.gov.au

	Mr/Ms [insert name of CEO or delegate under Public Records Act 2002] 

	[Title ]

	[Receiving agency name]

	[Street Address / Post Office Box]

	[CITY / STATE / POSTCODE]


Dear [name of CEO or delegate]

Transfer of public record [ownership and/or custody] – xyz agency records – relating to xyz function/s 

This letter confirms the transfer of [insert total number] of [name of transferring agency] public records relating to [subject or function/s] to [insert receiving agency name/service provider name] in accordance with [insert complete reference to statutory instrument or Administrative Arrangement Order or custody/service agreement]. Once transferred, [insert receiving agency or organisation name] becomes responsible for the management and safe custody of the public records in accordance with s.8 of the Public Records Act 2002 [and the outsourcing/service agreement].

Insert the following paragraph for arrangement where records will be returned to the original agency after a set period of time e.g. outsourcing.
The following records will be returned after a set period of time or on an agreed date according to the [type of arrangement e.g. outsourcing] agreement. 

Records transferred include:

[Insert total number] x Mixed mode files (paper / electronic combination files) 

[insert total number] x Physical files (paper records only) 

[insert total number] x Electronic files

[insert total number] x Business systems 

The records have been supplied in the following way: 

· Register / List of files transferred – including sentencing codes
 

· [insert total number] storage boxes 

· [insert total number] x DVD’s/CDs or other removable storage device

A further x electronic files were transferred to your organisation via [method e.g. email] on 

· [insert date]

· [insert date]

· [insert date]

Enclosed is a complete list of records transferred, documentation on the filing system and backend system design documentation for each business system.

Please sign both copies of the enclosed Transfer Receipt indicating that you acknowledge receipt of the records as outlined above and retain one copy for your records and return the second signed copy to: 

[Name]  

[Position]

[Transferring Agency Name]
[Street Address / Post Office Box]
[CITY  STATE  POST CODE]
Yours sincerely

[insert signature]
[insert sender’s name]
Enclosed [choose applicable appendices]: 

Appendix 1 – Transfer receipt

Appendix 2 – Key to terms 

Appendix 3 – File Classification Scheme / Business Classification Scheme
Appendix 4 – Current Retention and Disposal Schedules issued to the agency by the State Archivist

Appendix 5 – Business system xyz logical design 

Appendix 1 – Sample transfer receipt
Public Records Transfer – Acknowledgement of Receipt

From: [insert transferring agency name] 

To: [insert receiving agency name] 

I, [insert name or space to write name] an authorised representative from [insert receiving agency name] acknowledge receipt of [insert quantity – e.g. volume in linear meters, number of boxes, number of individual files or number of database records] of public records from [insert transferring agency name] on [insert date/s]. 

Receiving agency representative: 

	Name:
	

	Title:
	

	Agency name:
	

	Signature:
	

	Date:
	


Receiving agency witness: 

	Name:
	

	Title:
	

	Agency name:
	

	Signature:
	

	Date:
	


� For reference only – remove this footnote from actual letter template. State Archivist approved Retention and Disposal Schedule number, version number and class reference number indicating the authority under which the records have been scheduled for lawful disposal in accordance with the Public Records Act 2002.
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