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[bookmark: _Hlk106177498]Request for SRS: 
File Transfer Between Projects
Work Instructions
1. Review the files for transfer to make sure that they are permitted for both of your projects. Only elements necessary for the completion of the project should be transferred.
2. Place the file(s) that you are submitting for transfer in an appropriately named folder in the ‘Ready for Checking’ folder within your project area. 
[bookmark: _Hlk106184185]3. Complete all relevant sections of this form and return it to SRS.Customer.Support@ons.gov.uk to request the transfer. Be sure to state clearly that this is a transfer request.
NOTE - your files will not be transferred unless accompanied by a properly completed copy of this form.

Section 1 – Researcher & project details
1.1 Enter your details. 
Name: 
Email:
Phone number: 
Source project number:
Destination project number:

[bookmark: _Hlk106191249]
1.2 Please confirm whether....
☐ ‘I (the requester) am a named researcher on both the source and destination projects’

1.3 If you are a named researcher on ONLY ONE of the projects, please state which one, and provide details of the Lead Researcher of the other project as we will require their permission to proceed.



Section 2 – Describe transfer content
2.1 Please name the folder in ‘Ready for Checking’ which contains your files for transfer.



2.2 Which of the following do you want to transfer from the source project to the destination project? Select all that apply.
☐ File(s) containing data (this includes working files, previously approved outputs, and datasets you have brought into the SRS yourself)
☐ Look-up file(s)
☐ Code file(s)
☐ Computing package add-on(s)
☐ Other (describe in box below)





[bookmark: _Hlk106178497]Section 3 – Declarations
[bookmark: _Hlk106272109]3.1 Please select ONE of the following options that apply to your request.
[bookmark: _Hlk106272235]If NONE of the files to be transferred contain data, please confirm that:
☐ ‘The files do not contain any data and I do not need approval to add them to the destination project.’
[if this option is selected, move onto Section 6]

If ANY of files to be transferred contain data, please confirm that:
☐ ‘I understand that I have responsibility for the deletion of this data at the end of my project.’ 
[if this option is selected, move onto Section 4]

Section 4 – Transferring data 
[bookmark: _Hlk106178760]ONLY COMPLETE THIS SECTION IF TRANSFERING FILES CONTAINING DATA
[bookmark: _Hlk106272325][bookmark: _Hlk106178874]Data can only be added to the destination project if approvals are already in place there. Approvals are needed for all data. This includes publicly available data, working files, previously approved outputs, and external data. 

[bookmark: _Hlk106178973]4.1 Please select ONE of the following options that apply to your request. 
NOTE - if the files you are requesting transfer for do not ALL fit into ONE of the below categories, then you must raise separate transfer requests.
[bookmark: _Hlk106179193]☐ ‘I have approvals in place to add this data to the destination project and the approvals were granted via…’
          ☐ ‘…the Project Application.’
          ☐ ‘…an Addendum.’ (if so, provide details below)
               
☐ ‘I do not yet have approval to add this data to the destination project and need to raise an addendum to request approval.’  [if this option is selected, make sure to complete Section 5](e.g., ticket number, reference number, approval date etc.)


[bookmark: _Hlk106191670][bookmark: _Hlk106272476]4.2 Enter the name(s) of the dataset(s) you would like to transfer. To facilitate checking of the file(s), please name the file(s) and describe the contained variable(s). 
NOTE - we will not transfer copies of datasets which are already part of the ONS dataset catalogue.



4.3 If you are transferring ANY publicly available data then please provide a link to, or copy of, the terms and conditions for their use.



4.4 If you are transferring ANY non-publicly available data, please specify where this data originated from, and who the data owner(s) are.


[bookmark: _Hlk106269956]
Section 5 – Addendum request
[bookmark: _Hlk106272981]ONLY COMPLETE THIS SECTION IF YOU DO NOT 
HAVE APPROVAL TO ADD DATA TO THE DESTINATION PROJECT
[bookmark: _Hlk106183571]If you do not yet have approval to add this data to the destination project, please provide the following information. This information will be used to initiate an addendum request for the project you intend to transfer files to.
[bookmark: _Hlk106183451]5.1 Please explain why you are requesting this data now, instead of when the project was initially accredited.



5.2 Please outline the justification for requesting files to be transferred into your project.



[bookmark: _Hlk106183350][bookmark: _Hlk106189918]5.3 Please explain why this request is within the scope of the destination project aims accredited by the UK Statistical Authority (UKSA).



5.4 Please explain why these files are required to answer the research aims.


[bookmark: _Hlk106183842]
Section 6 – Notes
THIS SECTION IS VOLUNTARY
6.1 If you have additional notes that would be helpful for us to process your request then please add them below.
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