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Step 1: Download Template 

❶ Select Digital.  

❷  Download the Digital Item List Template.  This takes you to a download page and the template downloads as an excel spreadsheet. When using the template, 

please do not alter any of the column headers or add any additional columns. The list needs to be uploaded at the end as a .csv file so please do not use commas within 

the document. The last 3 columns on the template are for any additional metadata which you may wish to provide to us. This is not a mandatory requirement. 

  

❶ 

❷ 
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Step 2: Make Declaration 

❸ Tick each Declaration to indicate you agree.  
 

❸ 



Request a transfer of digital archives through the Service Portal 

* denotes mandatory field 
 

 

Step 3: Fill in Officer Information 

❹ Please select the officer authorising the transfer. Contacts associated with your agency will be shown as available officers. The Authorising Officer may not be 

yourself. Your details are automatically captured as the officer requesting the transfer, but in some organisations the person authorising the transfer may be a 

Manager, Director or Senior Responsible Officer depending on your office’s delegation structure. 

❺ If the Authorising Officer does not appear as an option, please tick this box and provide their details. 

❻ You can add a Secondary Contact Officer if you are part of a team, are going to be going on leave, or work part-time. If you select yes, you will be asked to select 

them from the list of associated officers or add them if they do not appear as an option. 

  

❹ 

❺ 

❻ 
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Step 4: Complete Consignment Details 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

❼ Select the Series number that you are transferring records for. Please use the 

Series Explorer functionality to find the correct series number. 

❽ The Series Title will appear here. 

❾ Select the Disposal Authority you 

have used to sentence the records. ❿ You have the option to add additional 

Disposal Authorities if more than one was 

used for sentencing. 

⓫ Select ‘Digital’ as the format of the consignment 

⓬ Use this field to provide the disposal class(es) and 

any additional information about the transfer here. 
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Step 5: Provide Collection Address 

⓭ Provide the details of where the records to be transferred are being collected from. For transfers within the Sydney Metropolitan region, NSW State Archives can 

organise the delivery and collection of a secure hard drive. Regional public offices are responsible for organising the delivery of the digital records to NSW State 

Archives. Our address for delivery: 

NSW State Archives and Records, 

161 O’Connell St, 

Kingswood, NSW, 2747 

⓮ Organisation name can be your public office, or the name of the office where the digital records are currently held. 

⓯ Any instructions or additional information can be included here. 

⓭ 

⓮ 

⓯ 
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Step 6: Upload item list and submit 

⓰ Please indicate if the transfer contains both items and subitems. As an example, items may be a network folder and subitems may be individual documents within 

that folder. 

⓱ Upload the completed Digital Item List Template here. You can use either the Upload Files button or drag and drop the file. When using the template, please do not 

alter any of the column headers or add any additional columns. The list will need to be saved and uploaded as a .csv file so please do not use commas within the 

document. The last 3 columns on the template are for any additional metadata which you may wish to provide to us. This is not a mandatory requirement. 

⓲ You will receive an upload notice and the uploaded list will appear here.  

⓰ 

⓱ 

⓲ 
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Step 7: Submission Successful notice 

What Happens Next: 

 A case is created and assigned to the Agency Service team at NSW State Archives and Records. 

 The Agency Service team may need to reach out to you if they have any questions about the records as part of the assessment of the proposed transfer. 

 You will receive an email when the transfer has been approved. 

 NSW State Archives and Records can provide a secure hard drive for transfer of the digital State archives if required.  

 The Agency Services team will work on the ingest of the digital State archives and will confirm the completion of the process.  


