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Transfer Exemption Form (Also available as an online form)


This Form supports the Information and Records Management Standard.



Mr Ross Latham
State Archivist
Archives Tasmania
91 Murray Street
Hobart Tas 7000

[DD/MM/YYYY]

Dear Mr Latham,
[Organisation name] has [identified OR recently received a transfer request from the Office of the State Archivist for] a series of permanent records due for transfer to State archives. The required series includes those listed in the table below:
	Date range
	Records description
	Qty
	Schedule No
	Class ref

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	[insert extra rows as needed]
	
	
	



These records are still in active use within our organisation for the purpose of [detailed description of current activity the records series are required to support. Note: Answering enquiries from the public is not an acceptable exemption, as State archives will continue to provide access to records]. 
I am authorised on behalf of [Organisation name] to request a temporary exemption from transferring these records, under Section 11 subsection 2 of the Archives Act 1983 (Transfer of State records to Archive Office). I would like to ask for an exemption for [number] months. This exemption period will enable us to satisfy existing unresolved business needs.

Kind regards
[Name]
[Title]
[Organisation name]
[Phone]
[Email]
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