Safeguard Your Content – Level 1 
Plan Template
Adapt the template below so that it reflects the permissions and information your community group needs to capture. If you have a group logo, add it in the header of this document. Remove all the red text and save the template  

	Community Archive Name:
	

	Main archive contact Name:
	

	Main archive contact Email Address
	

	
	

	Additional archive contacts:
	

	Name:
	Email Address:

	Name:
	Email Address:

	Name:
	Email Address:

	
	

	
	



[bookmark: _Int_hBYHyhzB]In the event that (insert community archive group name here) can no longer care for the collections in their care the (insert name of organisation / group here) should be contacted using the contact information below;
	Contact Name:
	

	Contact Email Address:
	

	Contact Phone Number:
	

	Group Address:
	






If the collection is to be split between groups and organisations, adapt the form to reflect this. Make sure you include clear instructions about where each collection should go and who should be contacted. Do not include anyone who has not confirmed they will help.
