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Closure on Transfer Application Form
This form is OFFICIAL - SENSITIVE when completed. There is help and instructions below. 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Please add additional rows as needed

Closure on Transfer Application Form: Guidance
Different series can all go on one form, there does not need to be a new form for each series. However there should be one series, piece or item per line. Applications should be in series and then piece number order.

Dates of Advisory Council meetings, and the deadlines for completed applications to be submitted, are advertised each year by The National Archives.
Completed applications should be sent to scheduleapplications@nationalarchives.gov.uk 
Departments cannot transfer records to The National Archives until the closure has been agreed. 
Example form:
	Department & Person Responsible 

Department name
	Series Description

Series Description text
	Series Ref

Series reference
	Piece Numbers

Piece number/Item number[extract details]
	Year

Covering dates
	Period

Closure period requesting
	FOI exemption

Exemption Number - exemption description 
	Notes

Justification / explanation of what the information is, and why it should remain closed for the period described

	HM REVENUE AND CUSTOMS

Chairman
	Board of Inland Revenue: Stamps and Taxes Division: Registered Files
	IR 40
	11675/1[Page marked Appendix A, page dated 30/8/1951]
	1934-1957
	84 years
	40(2) – Personal information; 
41 – Information provided in confidence
	These extracts contain personal tax information that was provided in confidence. The youngest aged at least 16. Release would be seen as a breach of confidence.

	DEPARTMENT FOR WORK AND PENSIONS

Secretary of State for Work and Pensions
	Department of Health and Social Security: Social Fund Policy: Registered Files (File Office 341)
	BN 143
	57
	1985
	81 years
	40(2) – Personal information
	This piece contains personal information of named benefit claimants, the youngest aged 19.


	Series Description:
	The National Archives series description. For existing series this can be found on The National Archives catalogue.

	Series Ref:
	The National Archives  series reference

	Piece Numbers:
	The piece number(s) of records to be closed.
· For a whole piece, only input the piece number. Example: 123
· For a redactions or extractions, put the piece number followed by the item number and then extract details. The extract details should be a short description of what or how much is being closed. Example: 456/3[Folios 45, 67, 89], 123/1[5 pages]

	Year:
	The covering dates for the closed pieces or items. This should be the first and last years of information in the piece, or parent piece where items are to be closed. Example: 1978-1982

	Period:
	The length of time, in years, from the last date of the piece the information needs to be closed for.

· For information that requires closure for the lifetime of an individual, it should be assumed that an individual can live to 100 years and closure period calculated accordingly, for example: For an individual aged 25 at the end of a file, the closure period would be 75 years (25+75=100).
· For information that does not require a closure based on the lifetime of an individual, closure should be reviewed on a rolling 10 year basis based on the date of the application, for example: 40 years, 50 years, 60 years.

	FOI exemption:
	List all the exemption(s) that apply from the Freedom of Information Act 2000.

	Notes:
	Justify the closure of the record. Remember to include: 1) what the information is, and 2) why it should remain closed, i.e. the effect of release. Example: ‘This piece contains names of police informants, aged at least 35. Release would harm their physical safety through reprisals.’

· To close ‘personal data’ the context or type of data must be included. Example: ‘This piece contains medical information on a named individual, aged 55.’
· To close for lifetime, the age, or estimated age of any individuals must be included. Example: ‘This piece contains police reports on a named individual, aged 48.

· For multiple exemptions, ensure that the justification makes reference to each reason for closure.
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