
 

 
Secure Transfer of Documentation Form - to be used in transferring paper documents 

 
V-IG F 916  

Version 1.00 

 

KT/Assurance 4/2018  

 

Organisational needs may require information to be transferred from one secure operational area to another. 

Area moved 
from  

Sender?  
print name   
staff 
member 1  

Sender?  print 
name   
Staff member 
2 

Signature  1  Signature 2  Date & 
time sent  

Number of 
documents  

Type of 
documents, 
e.g. patient 
information/ 
staff 
information  

Method of 
transfer  

 
 
 
 
 
 

        

 

Area moved 
to  

Recipient?  
print name   
staff member 
1  

Recipient?  ?  
print name   
Staff 
member 2 

Signature  1  Signature 2  Date & time 
received  

Number of 
documents  

Type of 
documents, 
e.g. patient 
information/ 
staff 
information  

Method of 
transfer  

 
 
 
 
 
 

        

 

Form to be emailed to assurance assurance@nduc.nhs.uk and stored as follows G:\Assurance\ASSURANCE private\ISA\transfer of 

documentation 
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