[image: image1.jpg]AThe National Archives





Delivery form

Transfer of digital records to The National Archives

This package should be delivered to GOVERNMENT REMOTE SERVICES 
Delivery address: Government Documents, The National Archives, Bessant Drive, Richmond, Surrey, TW9 4AD 

When this form is complete:

1. send a copy to government.orders@nationalarchives.gsi.gov.uk and to digitalpreservation@nationalarchives.gov.uk 

2. print and add the form to the package and send to the delivery address above

Sender’s details

	Originating department
	

	Address

	

	Contact name
	

	Contact telephone number
	

	Email address
	


Delivery details
	Courier company

	

	Date of delivery
	

	Number of packages
	

	Damaged on arrival? (for GRS use only)
	


Content of transfer

	TNA series reference
	

	TNA series reference
	


	Media
	Number
	ID(s) (for example LOC_4_B001)
	Burn method for DVD (for example multisession)

	Hard drive(s)


	
	
	

	DVD (if data requires more than one DVD use a USB hard drive)
	1
	
	


	Total number of media
	


Comments:
Any comments can be written on the reverse of this form


