
 
 

Record Transfer Survey for local bodies 2016:  
Guidance for public sector organisations completing the survey 

Government has reduced the timescale for transfer of records to a public archive service to 20 years: this is 
known as the shift to the ‘20-year rule’. Since 1 January 2015, public sector organisations are now required 
to transfer records selected for permanent preservation under the Public Records Act to approved Places 
of Deposit 20 years after their creation, rather than 30 years. 

We are undertaking an annual survey for the Keeper of Public Records as part of his statutory duty to co-
ordinate the actions of public bodies covered by the Public Records Act. It will help to monitor the progress 
of record transfers for all public sector organisations affected by the 20-year rule change. This is vital to 
help us identify the challenges, plan for a seamless transition and minimise the burden of implementing the 
20-year rule. 

We are asking locally-based public sector organisations to complete the survey by 10 February 2017. 

Completing this survey gives your organisation an opportunity to accurately reflect on your current record 
keeping, and helps your organisation work towards compliance with the Public Records Act. 

Complete the 2016 Record transfer survey for local bodies 

If you have any problems completing the survey, email asd@nationalarchives.gsi.gov.uk. 

How to complete the survey 

The survey is made up of three sections asking you about 

• your organisation 

• your contact details 

• your records 

Questions marked with an asterisk (*) are mandatory. If you do not have an exact answer to these 
questions, please respond as best you can (for example, by giving your best estimate). If you do not know 
the answer to a question, please type ‘0’ in the box and provide further explanation in the comments box at 
the end. 

Please respond by 10 February 2017. 

More about the Public Records Act and the 20-year rule changes 

The Public Records Act requires certain public bodies to transfer records of historical value for permanent 
preservation to local archive services appointed as ‘places of deposit’. The point of transfer was by the time 
the records reached 30 years old. 

A change in legislation means that since 1 January 2015 specified local public sector organisations 
(including magistrates’ courts, prisons, coroners’ courts and NHS organisations) must now transfer records 
selected for permanent preservation to a Place of Deposit at 20 years after their creation, rather than the 
previous 30 years. This change is being phased in over the course of a ten-year transition period.  

This change means that public sector bodies will need to select and transfer their records more quickly 
during the transition period. 

• The Public Records Act 1958 

https://r1.surveysandforms.com/ef3pub0a-e4238hc8
https://r1.surveysandforms.com/ef3pub0a-e4238hc8
mailto:asd@nationalarchives.gsi.gov.uk
http://www.legislation.gov.uk/ukpga/Eliz2/6-7/51
http://www.legislation.gov.uk/uksi/2014/3249/schedule/1/made
http://www.nationalarchives.gov.uk/information-management/manage-information/transferring-to-places-of-deposit/
http://www.legislation.gov.uk/ukpga/Eliz2/6-7/51
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• Constitutional Reform and Governance Act 2010, c. 25, Section 45, Transfer of records to Public 
Record Office 

• Constitutional Reform and Governance Act 2010 (Commencement Order Number 7) SI 2012 Number 
3001 

What are public records? 

A record is information that has been created, received, and maintained as evidence and information by an 
organisation or person, in pursuance of legal obligations or in the transaction of business (ISO 15489). 
Your records provide evidence of your organisation’s activities. 

Examples of records include minutes, registers, correspondence files and plans. 

Public records are those of certain public organisations specified in schedule 1 of the Public Records Act. 
In some cases they will include the records of a specified predecessor held by a current organisation. 
Some of these records must be selected for historical preservation under the terms of the Act. 

This is a separate process from decisions made to retain records to use in ongoing business activities. 

What are Places of Deposit? 

Places of Deposit are public archive services appointed under the Public Records Act to which older local 
or specialist public records selected under the Act should be transferred, including those of courts, NHS 
organisations and prisons. Most local Places of Deposit are run by local authorities. 

If you are unsure about which Place of Deposit should take your records, or how to go about transferring 
your records, take a look at our online guidance. 

Section 3: specific questions about your records 

The questions are similar to those we asked your organisation in the 2015 survey: 

• Questions 1, 2, 4 and 5 relate to your current record holdings 

• Questions 3 and 6 relate to record transfers to Places of Deposit during 2016 

We want you to tell us about: 

• the volume of non-digital records held by your organisation on your premises or held by a third party on 
your behalf (for example, a storage contractor) 

• the volume of those records not yet reviewed to assess whether it should in future be transferred to a 
Place of Deposit for historical preservation 

• the volume of records that you have transferred to an approved Place of Deposit (usually your local 
record office) during 2016, and the name of that Place of Deposit 

All quantities must be reported in linear metres. 

A group of records has been ‘reviewed’ if you have identified them as forming part of a class of records 
which should, or should not, be selected. This would be in accordance with the NHS Records Management 
Code of Practice, a Ministry of Justice Records Retention and Disposal Schedule, and any supplementary 
guidance issued under the Public Records Act. You should already have informed your Place of Deposit. 

The volume of records you have transferred to a Place of Deposit must not include records held by a 
commercial storage provider: these should be covered under your holdings. 

http://www.legislation.gov.uk/ukpga/2010/25
http://www.legislation.gov.uk/uksi/2012/3001/contents/made
http://www.legislation.gov.uk/uksi/2012/3001/contents/made
http://www.nationalarchives.gov.uk/information-management/manage-information/transferring-to-places-of-deposit/
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‘Non-digital’ refers to any format of record not held electronically. It includes microfiche and microfilm, as 
well as paper. 

If you represent an NHS organisation, do not report patient records. 

Records held by your organisation 

Questions 1, 2, 4 and 5 ask about your current holdings: do not include records that you have transferred 
to a Place of Deposit. 

Only include the quantity of records transferred (during 2016) to your Place of Deposit in response to 
questions 3 and 6. 

You should include in your response the quantity of any records of predecessor or other related 
organisations that your organisation may be holding, unless you are holding these records on behalf of 
another current organisation. 

Do you have a storage contractor holding records (which have not transferred under the Act to a Place of 
Deposit) on your behalf – for example, a commercial provider or a records management service of the local 
council? If so, include the quantities of records they are holding on your behalf as part of the volume of 
your current record holdings. 

If a Place of Deposit is storing records on your behalf under a service level agreement or contract, rather 
than under the provisions of the Public Records Act (so the records have not yet been selected for 
permanent preservation), they should be included as part of your current holdings. 

The volume of your records 

Please provide reasonable estimates if you cannot give exact figures. If you do not have the figures in 
linear metres, use the following equivalents to estimate: 

• One four-drawer filing cabinet = two linear metres of records 

• Two legal-type storage boxes = one linear metre or records 

• 40 standard correspondence files = one linear metre of records 

The date of a record is the latest date of any part of that record. For example, for a file of correspondence 
the date will be the latest date that appears in that correspondence. 

Use the comments box to explain 

• any assumptions on which your estimate is based 

• if you have accurate figures for only part of your records (for example, those in a particular business 
unit, or those in commercial storage) 

• if your organisation’s previous response in the 2015 survey was an estimate, what audit or survey 
activity you have undertaken since then to arrive at the present estimate 

• why you have assigned the value ‘0’ to any of the fields in questions about your record holdings 

Find out more 

• Find your organisation’s response to the 2015 survey. 

• Find out more about the 20-year rule programme for local public sector bodies and places of deposit 

• Access data provided by Places of Deposit on their public record transfer 

• Find out how public record transfer processes work in Places of Deposit 

http://www.nationalarchives.gov.uk/about/our-role/transparency/record-transfer-report-for-local-bodies/
http://www.nationalarchives.gov.uk/archives-sector/our-archives-sector-role/legislation/20-year-rule-and-records-of-local-interest/
http://www.nationalarchives.gov.uk/archives-sector/our-archives-sector-role/legislation/20-year-rule-and-records-of-local-interest/the-programme/
http://www.nationalarchives.gov.uk/information-management/manage-information/transferring-to-places-of-deposit/
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