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Use this form to request a determination from PROV of the record formats required for transfer when planning the post-action conversion of permanent source records (in most cases only the digitised copy will be required for transfer, in a minority of cases PROV might require transfer of the hardcopy source record).

Complete one of these forms for each of the different types of records you are planning to convert (for example through digitisation / scanning).

Refer to the Guideline on Seeking Determination from PROV on Required Transfer Format(s) of Converted Records when completing this form.

Refer to the General Disposal Authority for converted Source Records for details of the PROV requirements you must follow.

	1. Name of Agency:
	     

	2. Address:
	     

	3. Contact Officer:
	     

	4. Email:
	     
	5. Phone: 
	     


	6. Agreement that PROV Requirements have been or will be met – specify Yes or No for each
	Yes / No

	The requirements of the GDA for converted Source Records have been checked and it has been determined that these records are suitable for disposal after conversion 
	     

	The requirements of the Digitisation Specifications have been or will be met to ensure that the level of risk to the converted records is very low and that the converted records will form  a full and accurate copy of the source record
	     

	The converted records will be managed in an archival quality management system, capable of transferring the records to PROV as VEOs 
	     


	7. Request Type – specify Yes against the request type you require at this point (select one only)

	Provisional Determination - you may choose to request this to assist this with your planning, in which case you will need to inform PROV when a Final Determination is required. Please note that the Provisional Determination will be a ”best guess” only and may be overturned in the Final Determination 
	     

	Final Determination 
	     


	8. Permanent Record Status

	Which GDA / RDA have these records been sentenced as permanent against: 
	     

	What class in the GDA / RDA have these records been sentenced as permanent against:  
	     


	9. Details of Permanent Value Source Records which are to be Converted Post-Action 

	Title of records:      

	Which agency / organisation created these records:      

	If known, which section or individual used and was responsible for these records i.e. Strategic Policy Unit, Corporate Branch or Director of Nursing:      

	Date range of records i.e. 1986-1989:      

	What is the purpose of these records – why were they created and what were they used for? (when they were in active use):      


	Describe the information contained in the record (if appropriate, list the types of information):      


	What is the format of the source records i.e. paper files, bound volumes, A4 application forms, A3 loose plans:      


	What is their approximate quantity i.e. 40 volumes, 220 paper files taking up 7.2 metres of shelf space, 32 large boxes:      


	10. Associated Records – please complete this section if you know this information or are able to find it out

	Have similar records been transferred previously from your agency to PROV? Or from a previous agency you inherited these records from? If so, do you know the series number (VPRS) of those transferred records?      


	Is the information contained in these records duplicated in another record? If so, please describe this other record and explain what is duplicated?      


	Describe any related or controlling records, such as indexes, registers or summary databases. If so, have they been already transferred to PROV?:      



	11. Signature of Head of Agency or their Delegate

	Signature:      
	Name:      

	Position:      
	Date:      


	PROV Use Only – Determination Decision

	Date Received:
	     
	PROV File Number:
	     

	Decision:
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