Requirements
· Please complete all questions on this form to: 
· [bookmark: _Hlk98827168]request authorisation from the State Archivist to dispose of damaged public records, or  
· notify the State Archivist of lost public records.
· This form must be signed by your Chief Executive Officer or their authorised delegate.
· Return the completed form in PDF format to rkqueries@archives.qld.gov.au.
· Provide supporting documents to QSA for the application.
· Where insufficient supporting information is provided, QSA will seek additional information or clarification from the public authority.
· The formal response to your application from the State Archivist may include details of necessary action(s) for your public authority to undertake.

If you require any guidance on how to fill out this form, please send an enquiry to rkqueries@archives.qld.gov.au or call 07 3037 6630.
Name of Public Authority
	Enter name of Public Authority.

Application Type
☐ Damaged public records		☐ Lost public records		☐ Lost and damaged public records
Details of Incident 
[bookmark: OLE_LINK5]Describe the incident/disaster that caused the public records to be lost and/or damaged
	Enter details of the incident/disaster.




For damaged public records applications, please select all applicable types of damage.
Provide a detailed description of the extent, severity, and type of damage to your public records.

☐Water					☐Contamination	☐Other	
☐Physical or structure failure		☐Heat	
	Enter detailed description of the extent, severity, and type of damage to your public records.






Date and time the public records were identified as damaged or lost
	Enter date and time.

What was the location of the public records at the time the incident/disaster occurred? 
Include details about the storage conditions of the public records at the time of the incident/disaster.
	Enter details about storage conditions.

If the public records have moved during or after the incident/disaster, describe the current location.
If known, include details of how the public records are currently stored.
	Enter details about movements and/or storage.

Impact
Why are these affected public records important to your public authority?
Describe the business actions, processes, or scenarios where these public records may be needed.
	Describe why these records are important to your public authority.

What is the impact for your public authority if the affected public records are no longer available?
Describe how the loss of the affected public records impacts business actions, processes, or scenarios.
	Describe the impact of the loss of these records.

Evidence
NOTE: For damaged public records applications, sufficient evidence of sustained damage is required. This includes clear evidence of the type and extent of damage for all public records included in the application. Evidence may be photos, mould reports, videos, etc.
Please attach any supporting evidence such as an assessor’s report or photographs of damaged public records. 
Please list any documentation attached in support of this application in the table below:

	Attachment No.
	Document title



*To add more rows: after entering text in relevant row, click the [image: ] (+) at the end of the row as required. 
Affected Public Records
Is your public authority responsible for the affected public records under the Public Records Act 2002?
	Yes or No – further details if required.

If not, which public authority is responsible for the affected public records?
	Enter responsible public authority.

Do the affected public records relate to vulnerable persons?
Please select all applicable options below.

☐	Children
☐	Seniors
☐	Aboriginal and Torres Strait peoples
☐	People with a disability
☐	Culturally and linguistically diverse
☐	No
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Affected Public Records (continued)
Add a new row to the table below for each type of damaged and/or lost public records. 
Please include details about: 
· the applicable existing disposal authorisation(s) for the affected public records
· the value or significance of the affected public records.
	Record Description
What are the affected public records?
What type of information do they contain?
	Date Range
(e.g., 2004-2009)
	Quantity
(e.g., 12 boxes)
	Damage Type
(e.g., mould)
	Disposal Authorisation
(e.g., DA1121)
	Record Recreation
Can some or all of the information in the affected public records be sourced from other records or business systems?
	Significance
Do the affected public records have ongoing value or significance?



*To add more rows: after entering text in relevant row, click the [image: ] (+) at the end of the row as required. 

Business Continuity Planning
Is protecting public records from incident/disaster detailed in the business continuity plan for your public authority?
Provide details about the protection of public records from your business continuity plan.
	Enter details about the protection plan.

Where the protection of public records is not covered by your business continuity plan, describe other measures you will take to protect public records.
	Detail other measures to take.

[image: ]
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Approval
Your details
Name:
	Enter full name.

Title:
	Title or position.

Email:
	Enter email address.

Phone:
	Phone number.

CEO/Authorised delegate
☐ I confirm my public authority has supplied all relevant information relating to this application.
Name:
	Enter CEO/Authorised delegate name.

Title:
	Enter title.

Signed
	


Date
	Click or tap to enter a date.
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