Access Updates Form
This form is to be completed for the transfer of public records selected for permanent preservation, which were previously retained in department or missing at transfer
To be completed by the transferring department or agency (shaded cells are mandatory)
It should be sent to accessupdates@nationalarchives.gov.uk and government.orders@nationalarchives.gov.uk and a copy attached to the records when they are transferred
	TRANSFERRING DEPARTMENT’S REFERENCE:
	

	DEPARTMENT/AGENCY PROPOSING TRANSFER:
	

	DATE OF TRANSFER
	

	DRO or Person authorising Transfer
	


	DEPARTMENT CODE & SERIES NUMBER
	
	NUMBER OF PIECES
	

	
	
	NUMBER OF EXTRACTS
	

	Piece/item number
	Current access status:

retained, missing, closed
	New access status:

open or closed
	If closed:

	
	
	
	closure period
	FOI Schedule number

	
	
	
	
	

	
	
	
	
	


Extend table as needed
	If closed extract/s from piece (not part of transfer):
	If retained extract/s from piece:

	Item number
	Closure period
	FOI Schedule number
	Extract details
	Retention status: LCI / RI number, or temporary

	
	
	
	
	

	
	
	
	
	


Extend table as needed
CATALOGUE AMENDMENTS IF REQUIRED (list pieces and information to be added to Discovery)

	Piece/item number
	Scope / content (if previously a closed description)
	Other catalogue information

	
	
	

	
	
	


Extend table as needed
PREPARATION ISSUES TO BE NOTED
	Pieces or items for documents that may need inspection by TNA Collection Care Department.
	

	Notifiable substances under the COSHH REGULATIONS 2002 and other legislation, for example:
COSHH REGULATIONS 2002
substances that have their own regulations: lead, asbestos, radioactive substances,
mould, bird poo and pesticide treatment
	


	ANY FURTHER INFORMATION
	


