Proposal for a new series
	Completed by:
	

	Date:
	

	Information Management Consultant:
	

	Immediate source of acquisition:
	

	Proposed department code:
	

	Division (if applicable):
	

	Title:

 
	Proposed series title. Please use standard format for series titling: ‘Creating institution: Subdivision: Type of record (former reference)’.
Examples: 

‘Lord Chancellor’s Department: Justices of the Peace Administration and Interests: Registered files (JP series)’ 

‘Department of Trade and Industry and successors: Enterprise Initiative Division: Registered files (EQ and EN series)’.


	Former reference (department): 


	Former departmental reference or prefix.


	Covering dates:


	The first and last dates of the file series, for example: ‘1980-1989’.

	Creator name(s):


	List all creating institutions (see Civil Service Year Books for reference).


	Administrative/biographical background:
	Give a brief history of the record creators. Provide information on the origin, development, work, and if appropriate, abolition of the division or unit.


	Custodial history:


	Since the records ceased to accumulate, which other departments have had custody of them and when?



	Scope and content:


	Provide a statement describing the form and subject matter of the series. This should include details of the activities or functions generating the records, the specific types and forms of documents and the general topics, events, places, people and corporate bodies to which the records relate.


	Appraisal/destruction information:


	Include any specific methodology or selection criteria used to appraise the series, and refer explicitly to relevant sections within The National Archives’ Records Collection Policy.


	Accruals:


	State whether or not the class will accrue over time and give the rate of accrual if known.



	Legal status:


	State whether records are ‘Public Records’ or ‘Not Public Records’.



	Physical description:


	Are records in this series standard files, bound volumes, maps etc. (if maps include dimensions and scale).



	Arrangement:


	For example, the series is arranged in file reference order (within each transfer).

 FILLIN "Sequence within each transfer" \* MERGEFORMAT 

	Language(s):

	State the language of the records.

	Physical condition:


	A note of any aspect of the physical condition of the documents that may affect or limit their use.



	Place of deposit (if not TNA):
	Name Place of Deposit if appropriate.



	Location of originals:

	If the material in the class consists of copies, where are the originals?



	Unpublished finding aids:


	Cross-references to any unpublished finding aids.


	Related material:


	Cross-references to related material in other series.


	Separated material:


	Cross-references to separated material (e.g. material re-registered to other file series).


	Notes:
	Any other additional information which could be useful for research or preservation of this series.



Please submit completed forms to your Information Management Consultant. If you have questions about any of the information required to complete this form, you can also contact information.management@nationalarchives.gsi.gov.uk.

