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	(Office use only) Accession Number:
	

	Who created the records?  This could be a person or an organisation.

	

	What does the deposit contain?

	

	How much material is there?  e.g. number of items or boxes

	

	Who owns the records?
	
	If you are not the owner, please give your:

	Name
	
	
	Name
	

	Address
	
	
	Address
	

	
	
	
	
	

	
	
	
	
	

	Phone
	
	
	Phone
	

	Email
	
	
	Email
	

	Is there any background history that puts the records in context?  For example, how you acquired the records or any biographical information about the creator.

	

	How would you like to deposit the records?

	
	
	Gift – I would like to transfer ownership of the material to Sandwell Community History & Archives Service.

	
	
	

	
	
	

	
	
	Loan – I would like to retain ownership of the records.  I will keep CHAS informed of any change of address, and make provision for CHAS to know who inherits ownership after my death.  I understand that if I withdraw the records I must give three months notice, and may have to reimburse CHAS for cataloguing, conservation work and other associated costs.

	
	
	

	
	
	

	Disposal of unwanted material

	Sometimes material may not be considered worthy of permanent retention, or may be more suitable for another archive, library or museum.  In such cases, do you want us to:

	
	
	Return material to you
	
	Dispose of material ourselves 

	Copyright

	Any material which you yourself have created, such as letters and photographs, will probably be your copyright.  Copyright lasts for 70 years after the death of the creator.  

	
	
	I / my organisation would like to transfer copyright to Sandwell Community History & Archives Service (CHAS) in perpetuity.  This will allow CHAS to make decisions about whether to supply copies, and to receive any reproduction fees, without consulting me / my organisation.

	
	
	

	
	
	I / my organisation would like to retain copyright.  All request for copies should be referred to me / my organisation.  I will keep CHAS informed of any change of address, and make provision for CHAS to know who inherits copyright after my death.

	
	
	

	
	
	I do not own copyright.

	Are there any other conditions you would like to make about copying of material?

	

	Data Protection

	The Data Protection Act 1998 requires us to allow people to access personal data about themselves.  It also sets out conditions on giving out personal data about living individuals to third parties.  This includes names and addresses.  The person responsible for making decisions about personal data is known as the Data Controller.

	
	
	I / my organisation would like to transfer the powers of the Data Controller to Sandwell MBC, and authorise Sandwell MBC to deal with all requests for personal data on my / our behalf.

	
	
	

	
	
	I / my organisation would like to remain the Data Controller.  All request for personal data should be referred to me / my organisation.

	
	
	

	
	
	These records do not contain personal data.

	Freedom of Information

	The Freedom of Information Act 2000 requires us to provide information from the records we hold, except for certain cases, such as if providing information would breach the Data Protection Act.  If you would like to put any restrictions on access, please say so below.  We may contact you to discuss these in more detail, to make sure that they fall within our Freedom of Information responsibilities.

	

	

	Signed (depositor)
	
	Name 
(please print)
	
	Date
	

	Signed (CHAS)
	
	Name 
(please print)
	
	Date
	



Data Protection: This information will be kept by Sandwell Community History & Archives Service and processed in accordance with the Data Protection Act 1998.  It will be treated as confidential.

Information & Archives, The William Patrick Library, 2-4 West High Street, Kirkintilloch, G66 1AD Tel: 0141 776 8090; Fax: 0141 776 0408; Email: libraries@eastdunbarton.gov.uk
Sandwell Community History & Archives Service, Smethwick Library, High Street, Smethwick, B66 1AA





Tel: 0121 569 4985







Email: archives_service@sandwell.gov.uk
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