


[Reference]

Mr Damian Shepherd
State Archivist and Executive Director
Alexander Library Building
Perth Cultural Centre
PERTH WA 6000

[Date]

Dear Mr Shepherd

Amended Record Keeping Plan for <Name of Organisation>

I am pleased to submit the amended Record Keeping Plan (RKP) for the <Name of Organisation> in accordance with the requirements of the State Records Act 2000 and applicable SRC Standards

As <Chief Executive Officer / Principal Officer>, I acknowledge my responsibility for ensuring that the <Name of Organisation> maintains an effective record keeping program and that the information contained in this RKP accurately reflects the <Name of Organisation’s> current and planned record keeping practices.

I confirm, that:
· the RKP has been reviewed and has my authorisation
· the RKP addresses the requirements of SRC Standard 2: Record Keeping Plans and SRC Standard 6: Outsourcing
· any areas where the <Name of Organisation> does not currently meet the minimum requirements are identified, together with planned actions and expected timeframes for achieving compliance.
· the accompanying self-evaluation checklist and supporting documentation fairly represents the <Name of Organisation's> current record keeping performance.

The following documents are attached in support of this submission:
1. the completed self-evaluation checklist
2. the amended Record Keeping Plan
3. supporting documentation, where necessary.


Yours sincerely

Signature of Chief Executive Officer or Principal Officer, or delegate.

<Name>
Chief Executive Officer / Principal Officer
<Organisation Name>
