
Sample letter: Request for approval of a draft retention and disposal authority 

	Your reference:
	<ref>

	Our reference:
	<ref>

	
	

	Manager Recordkeeping Standards and Advice
State Archives and Records Authority of NSW

	
	

	govrec@records.nsw.gov.au

	
	

	<date>


Dear ,

Re: Request for approval of a functional retention and disposal authority

I am forwarding a draft functional retention and disposal authority for the records of the <name of Organisation (Division or Branch)>.

All information provided in the attached draft retention and disposal authority is accurate. The retention periods given in the draft authority are appropriate and meet our current legal and statutory obligations and administrative requirements.

I should be grateful if, in accordance with section 21 of the State Records Act 1998, the draft authority could be submitted to the Board of the State Records Authority of New South Wales for approval. 
If you have any further enquiries concerning this matter, please do not hesitate to contact <name of contact officer> on <telephone number and/or email>.

Yours sincerely

<Name of the head of the public office>

<Position Title>

<Name of Agency>

