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Machinery of government changes

Sample internal memo for authorising the transfer of public records 
Memo

	To
	[Click to insert your agency's CEO or delegate] 

	Position
	[Click to insert position]

	From
	[Click to insert name]

	Position
	[Click to insert position]

	CC
	[Click to insert name and position]

	Subject
	Request for approval to transfer public records

	Date
	

	File reference
	[Click to insert your agency's file reference]


[Note: update header and footer to suit your agency’s templates].

The [name of function] function has been transferred to [name of receiving agency] under [legislation, administrative arrangement order, transfer notice, etc. enabling the change]. Please find attached a list of public records that have been identified as belonging to [insert name of function] function and are ready for transfer to [name of receiving agency]. 

As the [delegated] responsible officer for the public records of this public authority under section 7 of the Public Records Act 2002, your approval for the transfer of these records is requested.

CEO/Approved Delegate:

Name: [insert name of CEO or delegate]

Signature: 


Date: [insert date]

Consultation 
Business Area/Unit: [insert name of relevant business unit]

Legal Officer: [insert name]

RTI Officer: [insert name]

Queensland State Archives
2

