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Machinery-of-government changes
Sample records transfer batch list 
Security classification: Public
This template may be used to itemise public records transferred from the custody of one public authority to another, or received by one public authority from another.
	File number range 
	Transferred to/Received from
	Mode of transfer
	Date transferred/received

	1100 – 21300
	Insert agency name
	Registered courier
	10 October 2016


	File number
	Container number
	File title
	Classification string / BCS terms
	Contents start date
	Contents end date
	Authority under which records sentenced 
	Record format
	Transfer / Receipt confirmed

	17602
	Box 24
	Applications for agency grants under XYZ Grant Scheme 2000/2001
	ICT industry development – Grant Funding - Applications

(Tip: this field may be populated from the Business Classification Scheme or Function metadata element. A copy of the schema should be provided to the receiving agency)
	1 July 2000
	8 August 2000
	1113

(Tip: use the same method as when documenting disposal of records)
	Paper files
	(

	17855
	Box 28
	Applications for agency grants under ABC Grant Scheme
	Grants and subsidies – Grant Funding – Applications – Successful applications
	1 September 2000
	13 April 2001
	QDAN 480 v. 4 ref 15.2.1
(Tip: if sentenced under a core business retention and disposal schedule, a copy of the schedule should be provided to the receiving agency)
	Paper files
	(


Transferring/Receiving Officer:

Name: ………………………………………………………………………….
Signature: ……………………………………………………………………..
Date: ……………………………………………………………………………


