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Under the Public Records Act 1973, public offices are required to comply with the Recordkeeping Standards and Specifications set by Public Record Office Victoria (PROV), the records management authority for Victoria. 
This Checklist should be used for the purpose of ensuring that recordkeeping requirements are met when a business system such as a database, shared drive, email application or other business information system is removed from use in an organisation. The questions address key recordkeeping requirements and can be amended to better suit the purpose of the public office. 
Note: when the term’ records’ is used, this includes data and information, in alignment with the Public Records Act 1973 and mandatory PROV Standards.

	Agency Details

	Agency name
	

	Name of system being assessed
	

	Purpose/description of system
	

	Name of lead assessor
	

	Position title
	

	Contributor names
	

	Date of assessment
	





Checklist - <insert business system>
	No.
	Element
	Assessment
(Yes, Somewhat, No, Unsure, N/A)
	Comments
(i.e. explanation of rating, mitigating factors, notes)

	System Analysis

	1.
	Are the records held in the system covered by an existing PROV-issued Retention and Disposal Authority (RDA)?
Contact PROV if you have records that are not covered by an existing RDA.
	
	

	2.
	Have business owners, records managers and system administrators been consulted about potential risks to records and metadata?
	
	

	Migrate Records

	3.
	Are there records and metadata that need to be migrated to the new system?
	
	

	4.
	Has a migration strategy been developed and approved by the appropriate senior officer?
	
	

	5.
	Has the location where the records are to be transferred been identified?
	
	

	6.
	Has metadata been mapped to the schema in the new system?
	
	

	7.
	Has testing been conducted to confirm that records and metadata have been migrated successfully? 
Testing should ensure that records:
· Can be viewed successfully
· Are searchable and useable
· Match their metadata; and
· Have not corrupted during the migration.
	
	

	Conduct disposal actions

	8.
	Are there records that are no longer in use that have been appraised as permanent records using the appropriate RDA that can be transferred to PROV for preservation as State Archives?
	
	

	9.
	If there are permanent records, has a transfer project been initiated with PROV?
	
	

	10.
	Are there records held in the system that need to be transferred to another public office?
	
	

	11.
	Have records and metadata that are no longer required and have met their minimum retention period been destroyed and documented according to the requirements in the Disposal Standard issued by PROV?
	
	

	Manage Remaining Records

	12.
	Are there records and metadata that are not currently in use but are not yet time expired that can remain in the decommissioned system or be stored offline until their retention period ends?
	
	

	13.
	Is there an ongoing management plan in place that will ensure records and metadata that remain in the decommissioned system are readable and usable for as long as they are required?
	
	

	Decommission the System

	14.
	Have all records been migrated or transferred and source records destroyed?
	
	

	15.
	Has the system been decommissioned?
	
	



END OF CHECKLIST
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