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Notification to Records Services
This form is used to document the details of the research data to be transferred to ZircoDATA. Records Services uses this data to allocate the minimum retention period of the records. This information will be entered into HPE Content Manager (CM9), the University’s records management software program in order that the records be managed and maintained in accordance with legislative requirements. Where possible, please complete this form electronically.
Research Project Details

These details are used to determine the appropriate retention period of the research data as well as informing the record title information entered into CM9 for tracking and records management purposes.

	Name of principal Griffith researcher:

	

	Title of research project:

	

	Date research project concluded:

	

	Is the research subject a:

	 FORMCHECKBOX 
 
	Clinical trial
	 FORMCHECKBOX 
 Any subject other than a clinical trial

	Has a patent been sought by University in relation to this research?

	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 
 No

	Is the researcher a:

	 FORMCHECKBOX 

	Griffith staff member

	 FORMCHECKBOX 

	Contractor conducting research on behalf of the University

	 FORMCHECKBOX 

	Student who has signed an IP assignment deed to University

	 FORMCHECKBOX 

	Student in RHD/other research program who has not signed an IP assignment deed to University

	 FORMCHECKBOX 

	Other student

	Dissemination status of research findings

	 FORMCHECKBOX 

	Refereed publication.

	 FORMCHECKBOX 

	Other form of public release to an audience outside the University, e.g. report to a sponsor, conference presentation, non-refereed publication, submission to government, posted online

(Note: Submission of thesis or project report for assessment does not constitute public release.  Presentation of PhD/MPhil confirmation research seminar does not constitute public release.

	 FORMCHECKBOX 

	Not disseminated.

	 FORMCHECKBOX 

	Not disseminated. Purely for assessment.

	Has the researcher used the services of the eResearch Services, Digital Solutions, Corporate Records in relation to this research data? (Refer http://eresearch.griffith.edu.au)

	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 
 No


Administrative Contact Details

Please include below administrative contact details for these records.

	Name of Element:
	

	Contact Name:
	

	Contact Email:
	

	Contact Phone:
	


Details of records being transferred
Only cartons provided by ZircoDATA should be used to transfer contents to off-site storage. A carton should not be filled to weigh more than 16kg or so that the lid of the carton cannot be closed properly. The barcode supplied by ZircoDATA should be affixed to the end of the carton in the allocated space.
In the description below, do not repeat any information collected in the preceding part of the form. This section should accurately describe the contents of the carton to aid in recalling the appropriate carton if required at a later stage. Please be as detailed as possible and enter each carton on a separate line.
	
	Barcode #
	Full & accurate description of contents of carton

	Eg
	BWLT77
	Questionnaires completed between 01/01/2005 and 30/06/2005 by respondents from states schools in the South Brisbane district (Surnames A to D)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Date of transfer
On which date shall the records be transferred to ZircoDATA?

	
	/
	
	/
	


Further information
For assistance in completing this form or for any other enquiries, please contact the Team Leader, Records Services on ext. 57740.
Once completed, forward the form via email to

Camille Furniss
Team Leader, Records Services
C.Furniss@griffith.edu.au
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