RECORDS MANAGEMENT GUIDELINE 25
Administrative Record Plan
The Solomon Islands Government has produced 25 Guidelines that set out the rules and procedures for Records Management in all Solomon Islands Government agencies. The other Guidelines available in this series are:

· Guideline 1: Solomon Islands Government Records Management Policy

· Guideline 2:  Introduction to Records Management for all Solomon Islands Government Officers

· Guideline 3:  Records Management Tools for all Solomon Islands Government Officers

· Guideline 4:  Requesting, Using and Returning Files

· Guideline 5:  Organising a Records Management Unit

· Guideline 6:  Choosing the Right Records Management Staff

· Guideline 7:  Performance Indicators for Records Management Units

· Guideline 8:  Electronic Records

· Guideline 9:  Creating a Record Plan

· Guideline 10:  File Registers

· Guideline 11:  Instructions for Records Management Staff for Creating New Files

· Guideline 12:  Instructions for Records Management staff for Issuing, Tracking and Returning Files

· Guideline 13:  Daily Procedures for Records Management Staff

· Guideline 14:  File Numbering and Titling systems

· Guideline 15:  Mail Handling

· Guideline 16:  Opening and Closing Volumes

· Guideline 17:  Access to Records by Government Officers

· Guideline 18:  Access to Records by the Public

· Guideline 19:  Proper Storage and Handling of Records

· Guideline 20:  Disaster Preparedness and Recovery

· Guideline 21:  Conducting a File Census

· Guideline 22:  Transferring Records to the National Archives

· Guideline 23:  Transferring Records to Secondary Storage

· Guideline 24:  Deciding Which Records Can Be Destroyed

All Solomon Islands Government officers should be familiar with Guidelines 1, 2, 3 and 4.

Senior government staff are responsible for ensuring that the records of their agencies are being managed according to all of the guidelines. These staff should also be familiar with Guidelines 5, 6, 7 and 8.

Records Management or registry staff should have access to and be able to refer to all of the guidelines in order to carry out their day-to-day work.

Purpose of this Record Plan
This Record Plan is designed to help all Ministries to create titles for their administrative files so that everyone can understand what each file is about. This Record Plan only covers administrative actions that all government departments carry out, such as managing staff and finances. Each government agency will also need to develop an additional Record Plan for its own core business areas that no other agency carries out. For example, the Ministry of Foreign Affairs will need to develop a Record Plan for files about diplomatic relations with other governments, as no other Ministry is responsible for this area of government work. You can find more information about developing Record Plans in Guideline 9.

Good file titling makes it easier for staff to see if there is already a file on the subject they need. If everyone understands the file’s title it is easier to make sure that staff don’t create new files when the right file is already available. It is also easier to make sure that all of the information about a topic is in the one place, so that you have the whole history of the process on one file.

This Record Plan is a little bit different to the File Indexes that have been used in the past. A File Index gave the names of all the files which the registry had available, and staff could usually only choose one of the files on the list for the document they need to put away.

A Record Plan gives part of the title of each file, but it lets staff, in consultation with the records management staff, choose file titles that suit the topic of the file. This should mean that staff don’t need to put lots of unrelated material on the same file. Instead, you can create a file that is more specifically about the work that you are doing. 

The Parts of a File Title

Each file title should have three parts. The first is a very broad heading from the list in this Record Plan that describes a part of the major work each government department does. These are often called functions.

The second part is another heading from this Record Plan that narrows down the topic in the first heading. These are often called activities.

The third part of the title is a more specific description of the file which you can create when you need the file, using the guidelines in this Record Plan. 

How to Title a File Using This Record Plan

When you need a new file, find the main heading in the Record Plan that best describes the file you need. For example, if you are working on a new brochure that explains your department’s work to the public you would choose the heading External Relations.

Under each main heading is a series of secondary headings which belong to that heading. Choose the secondary heading from this group that best describes the work you are doing. There are descriptions of the types of records that belong under this heading that may help you. 

For example, if you are filing drafts of a public information brochure, you should already have chosen the main heading of External Relations. From the group of secondary headings, Publishing would best describe the work of drafting the text of a brochure.

Under the secondary heading you have chosen you will find some suggestions of how to make up a third level of heading for your file. Decide on a third level of heading that fits in with this description.

The Records Management staff can then create a new file for you using the headings you have chosen. Your new file title should look something like this:

External Relations – Publishing – brochure explaining licensing process

How to Number a File Using This Record Plan

All of the headings in this Record Plan have a number. Because there are three parts to each file title, you will also have three parts to the file number.

The first part of the number comes from the main heading you have chosen. In our example, this is heading 01 External Relations.

The second part of the number comes from the second heading you have chosen. In our example this is 05 Publishing.

The third part of the file number is a running number. When you create a new file it should be given the next available number, so if there is already a file with the number 01 under the headings External Relations – Publishing, the next file with both of these headings should be 02.

The number should also have letters indicating which department the file belongs to in front, so that one department’s files can’t be confused with another’s, for example, DCT for Department of Culture and Tourism, or DHA for Department of Home Affairs. The numbers when they are all brought together form the file number and should look like this:

DCT01/05/01

DCT01/05/02

DCT01/05/03

For the first and second part of the file number you can only use the numbers that are given for the heading you have chosen. For the third part of the number, though, there is no limit to the numbers you can use, as long as they are in the right order and you don’t miss any numbers. You can have file number 01/05/1000 if you need to!

General Hints

Finally some general rules and hints for titling and numbering files:

· For your second heading, you can only use titles that belong with your first heading.

· If none of the headings in the Record Plan suit the file that you need, talk to the Records Management Staff. It is ok to come up with new headings, but only the records management staff should do this, and they should talk to their supervisor and get his or her approval first.

· You should never have two files with the same number but different titles. If you are making a new file with a new title, make sure it has the next available number in the sequence.

· If you have more than one file with the same number and the same title because the first file became too big, call the first one volume one, the second one volume two, and so on. 

The Main Headings

There are six main headings in this Record Plan:

1. External Relations – for files about promoting the Ministry, cooperating with other organisations and dealing with the public
2. Financial Management – for files about budgeting, and about paying bills, salaries allowances and grants
3. Information Management – for files about managing records and library materials
4. Personnel and Establishment – for files about managing people and organisational structures
5. Resources Management – for files about managing buildings, vehicles, telephones, computers, equipment and supplies
6. Strategic Management – for files about the overall policies and management of the Ministry
Descriptions of each main heading and information about the secondary headings you can use with each main heading are provided in the rest of this Guideline.

	01
	External Relations

	
	The function of communicating with external groups, including the public, donors, professional and industry groups and sister organisations internationally. Also includes publications produced for an external audience. Does NOT include communications with unions on industrial relations matters or with other parts of the Solomon Islands Government. For communication within government use the heading Strategic Management. For communications with unions, use the heading Personnel and Establishment.



	01/01
	External Relations – Cooperation

	
	Includes correspondence and other records documenting negotiations with donors for assistance such as placement of technical advisers, and the subsequent management of placements. Also includes participating in research by other institutions such as by answering surveys or providing other information for university researchers etc.



	
	The third section of the title should describe the kind of cooperation. For example:

· 01/01/01 External Relations – Cooperation – request to RAMSI for technical assistance on course development

· 01/01/02 External Relations – Cooperation – Participation in University of the South Pacific’s research into public service training.



	01/02
	External Relations – Enquiries 

	
	Includes letters, emails, faxes and notes of telephone conversations from or with people outside the Solomon Islands Government in which they ask questions about the department or its activities.



	
	The third section of the title should describe the kinds of questions being asked. If the department is asked the same question by many people it may be best to also put the year in the file title and start a new file for that question each year. For example:

· 01/02/01 External Relations – Enquiries – members of the public asking about grants 2006

· 01/02/02 External Relations – Enquiries – questions about public sector reform research from overseas institutions

· 01/02/03 External Relations – Enquiries – members of the public asking about grants 2007



	01/03
	External Relations – Meetings

	
	Includes agendas and minutes of internal departmental meetings and external meetings attended by departmental staff that discuss External Relations matters.



	
	Special Note: If a meeting covers a wide range of very different topics, you may need to put copies of the minutes and agenda on more than one file.



	
	The third section of the title should describe the main topics covered by the meeting. If the meeting is held regularly, for example every week or once a month, start a new file each year. For example:

· 01/03/01 External Relations – Meetings – representation at annual RAMSI-SIG consultative meeting 2006

· 01/03/02 External Relations – Meetings – special meeting to discuss marketing plan

· 01/03/03 External Relations – Meetings – representation at annual RAMSI-SIG consultative meeting 2007



	01/04
	External Relations – Promotions & Events

	
	Includes correspondence, plans, discussion papers and other records that document information campaigns and other ways of promoting of the department and its activities to government, stakeholders and the general public. Also includes communications with members of the media and participation in ceremonies and events such as Independence Day celebrations.

	
	The third section of the title should describe the promotional work being organised. For regular campaigns it may be best to include the date of the event, and to create a new file each time the event occurs. For example:

· 01/04/01 External Relations – Promotions & Events– media releases 2006

· 01/04/02 External Relations – Promotions & Events– development of a departmental advertising campaign

· 01/04/03 External Relations – Promotions & Events– media releases 2007



	01/05
	External Relations – Publishing

	
	Records documenting the development, drafting and production of departmental publications, including technical publications, promotional leaflets, internal newsletters, articles for professional journals and websites.



	
	The third section of the title should describe the publication being developed. For significant publications it may be useful to have different files for different stages of the work. For example:

· 01/05/01 External Relations – Publishing – proposal to develop a departmental website

· 01/05/02 External Relations – Publishing – drafting of text for the departmental website

· 01/05/03 External Relations – Publishing – development of layout and design for the department’s website


	02
	Financial Management

	
	The function of planning, managing and monitoring the organisation’s monetary resources. 



	02/01
	Financial Management – Accounting

	
	Includes all of the primary financial records of the organisation including journals, ledgers, receipts, purchase orders, invoices, payment records, petty cash records, cash books, vote control and virement records, bank statements and credit card receipts and statements.



	
	Special Note: Often accounting records need to be held in binders or other types of containers rather than on normal registered files. Where this is the case, accounting staff should still consider using this numbering and titling system to keep track of these important records.



	
	The third section of the title should describe the type of financial record, and should indicate the time period being covered. For example:

· 02/01/01 Financial Management – Accounting – Credit Card receipts January to June 2006 

· 02/01/02 Financial Management – Accounting – Credit Card receipts July to December 2006



	02/02
	Financial Management – Allowances 

	
	Includes records documenting the payment of allowances to staff, resource persons, panel members, job applicants etc.



	
	The third part of the title should describe the kind of allowance being paid. Include the year the allowance is being paid and start a new file each year. For example:

· 02/02/01 Financial Management – Allowances – travel allowances for applicants travelling to interviews 2006 

· 02/02/02 Financial Management – Allowances – travel allowances for applicants travelling to interviews 2007



	02/03
	Financial Management – Assets Register

	
	The Assets Register should include information about all of the assets owned by the organisation, including their date of purchase, the purchase cost, current value and location.



	
	Special Note: An Asset Register is a particular type of financial record. Often it needs to be kept in the form of a book or spreadsheet, and each organisation usually has only one Asset Register. If the Register is not in the form of a normal registered file, accounting staff should still consider using this numbering and titling system to keep track of these important records.

	
	If the organisation has more than one Asset Register, the third section of the title should describe the type of register being used. The title should also include the year the Asset Register was first used. For example: 

· 02/03/01 Financial Management – Asset Register – 2006 



	02/04
	Financial Management – Audit

	
	Includes records about audits by the Office of the Auditor-General and any internal audits, including notifications of the audit, terms of reference, minutes of meetings, draft and final reports. Also includes responses by the department to questions during the audit or to the final report of the audit.



	
	The third section of the title should describe the audit being undertaken. For example:

· 02/04/01 Financial Management – Audit – Office of the Auditor-General’s audit of financial statements 2006 



	02/05
	Financial Management – Budgeting

	
	Includes records that show the development and management of the department’s budget, including allocations against baselines and New Spending Proposals (also called New Policy Proposals).



	
	The third part of the title should include the year the budget is being developed for. You should start a new file each year. For example:

· 02/05/01 Financial Management – Budgeting – 2006 

· 02/05/02 Financial Management – Budgeting – 2007

	02/06
	Financial Management – Donor Funds Management

	
	Includes records that show the way the organisation has managed money provided by donors, including any documents describing the conditions of the donation and financial reports to donors. 



	
	The third section of the title should name the donor and describe the funding program the money has been allocated through or the purpose it is given for. For example:

· 02/06/01 Financial Management – Donor Funds Management – Transparency International funding for project to develop a public service code of ethics.

	02/07
	Financial Management – Financial Reports

	
	Includes records showing the development and submission of the organisation’s annual Financial Reports.



	
	The third part of the title should include the year being reported on. You should start a new file each year. For example:

· 02/07/01 Financial Management – Financial Reports – 2006 

· 02/07/02 Financial Management – Financial Reports – 2007



	02/08
	Financial Management – Grants

	
	Includes records showing the selection of external organisations to receive grants administered by the department, the payment of the grants and the monitoring of the recipients’ spending of the grant. Includes selection criteria and selection reports, applications, correspondence with applicants, records of payments, and reports from grant recipients.



	
	The third section of the title should describe the type of grant being given. If there are a large number of recipients for each grant, it may be best to create a new file for each applicant. For example:

· 02/08/01 Financial Management – Grants – Application for Provincial Government Training Grant from Western Province

· 02/08/02 Financial Management – Grants – Application for Provincial Government Training Grant from Central Province



	02/09
	Financial Management – Meetings

	
	Includes agendas and minutes of internal meetings and external meetings attended by departmental staff that discuss Financial Management matters.



	
	Special Note: If a meeting covers a wide range of very different topics, you may need to put copies of the minutes and agenda on more than one file.



	
	The third section of the title should describe the main topics covered by the meeting. If the meeting is held regularly, for example every week or once a month, start a new file each year. For example:

· 02/09/01 Financial Management – Meetings – Monthly accountants meetings 2006

· 02/09/02 Financial Management – Meetings – special meeting to discuss new budget processes with Department of Finance

· 02/09/03 Financial Management – Meetings – Monthly accountants meetings 2007



	02/010
	Financial Management – Salaries

	
	Includes all records documenting the payment of staff salaries and wages, such as taxation records, evidence of NPF contributions, and pay history cards.



	
	Special Note: It is usually a good idea to have a salaries file for each staff member that is different from that staff member’s personnel file. This is because information on payment of salaries usually does not have to be kept for as long as the documents on the personnel file. It may be simpler to arrange salaries files in the same way as personnel files – that is in alphabetical order by name – rather than assigning each file a number under this heading.



	
	The third part of the title should include the staff member’s name and their government service number as allocated by the Public Service Department.


	03
	Information Management

	
	The function of managing the department’s information resources including its files and library materials



	03/01
	Information Management – Cases 

	
	Includes records documenting requests by the public for access to information held by the department. Includes letters, emails and faxes to or from the public, and records documenting decisions on allowing access.



	
	The third section of the file title could describe either the type of request or the name or title of the person making the request. For routine cases it may be best to put all similar requests on one file, and include the year that the file was created in the title. For more complex requests, it may be better to have only one case on the file and use the name of the person making the request. For example:

· 03/01/01 Information Management – Cases – Requests by school students for information about the department 2006

· 03/01/02 Information Management – Cases – Auditor-Generals’ access to financial records

· 03/01/03 Information Management – Cases – Requests by school students for information about the department 2007

	03/02
	Information Management – Control

	
	Includes all records documenting how information is managed so that it is correctly captured and cannot be lost or damaged and is not altered without proper approval. Includes records designing new forms, lists of destroyed or transferred files, library catalogues, and copies of the department’s File Plan.



	
	The third section of the file title should briefly describe the purpose of the documents that will be placed on it. For example:

· 03/02/01 Information Management – Control – destroyed records file

· 03/02/02 Information Management – Control – design of a new grant application form

· 03/02/02 Information Management – Control – list of staff authorised to access Classified files

· 

	03/03
	Information Management – Meetings

	
	Includes agendas and minutes of internal meetings and external meetings attended by departmental staff that discuss Information Management matters.



	
	Special Note: If a meeting covers a wide range of very different topics, you may need to put copies of the minutes and agenda on more than one file.

	
	The third section of the title should describe the main topics covered by the meeting. If the meeting is held regularly, for example every week or once a month, start a new file each year. For example:

· 03/03/01 Information Management – Meetings – weekly meetings of administration staff 2006

· 03/03/02 Information Management – Meetings – workshop to develop a new File Plan

· 03/03/03 Information Management – Meetings – weekly meetings of administration staff 2007


	04
	Personnel and Establishment

	
	The function of managing the staff of the Department and the organisational structure in which they are employed. Includes management of staff development processes and industrial relations.



	
	Special Note: There should be a personnel file created for each member of staff. These files should be titled with the name of the staff member and their government service number as allocated by the Public Service Department. Personnel files should contain all of the documents relating to that person’s employment with the government, including information about appointments to posts, promotions, performance reviews, and appeals against decisions, but NOT including payment of salaries. See the heading Financial Management – Salaries for more information about salaries files. The personnel file should also include any information about the person’s employment that could affect his or her health and wellbeing, including information about accidents suffered in the workplace.



	04/01
	Personnel and Establishment – Advice 

	
	Includes records documenting advice given to or received from government and other institutions about the department’s activities or based on its research. Includes PSD circulars, significant drafts and copies of reports, conference papers and other advisory documents, briefing notes for ministers, Cabinet submissions, correspondence and meetings with other organisations to provide advice, and speaking notes, handouts and other materials prepared for presentations about the department’s work.



	
	The third section of the title should describe the topic of the advice and who it is being given to or received from. For example:

· 04/01/01 Personnel and Establishment – Advice – instructions from PSD on staff management issues.



	04/02
	Personnel and Establishment – Conferences

	
	Includes registration forms, approvals, travel arrangements and reports from staff who attend external conferences. Also includes drafts and final versions of papers presented at conferences by staff. If the department is arranging and hosting a conference which people from outside will be invited to, use the heading for External Relations – Promotions & Events.



	
	The third section of the title should describe the conference being attended. For example:

· 04/02/01 Personnel and Establishment – Conferences – Permanent Secretary’s attendance at the Australian National Institute for Governance conference, October 2006



	04/03
	Personnel and Establishment – Contractors

	
	Includes all documentation relating to the employment of staff on a contractual or other short-term basis, including position descriptions, contracts signed between the department and the contractor, and any correspondence with the contractor about his or her work.



	
	The third section of the title should be the contractor’s name.



	04/04
	Personnel and Establishment – Disputes

	
	Includes records documenting industrial disputes or other disagreements between the department and its employees. Includes letters, emails, faxes and notes of telephone conversations between the department and unions, other employee groups or the Public Service Department about the dispute. For complaints raised by individual staff members with management, use the individual staff members’ personnel file.



	
	The third section of the title should describe the nature of the dispute. For example:

· 04/04/01 Personnel and Establishment – Disputes – claim for increase in travel allowances



	04/05
	Personnel and Establishment – Meetings

	
	Includes agendas and minutes of internal meetings and external meetings attended by departmental staff that discuss Personnel and Establishment matters.



	
	Special Note: If a meeting covers a wide range of very different topics, you may need to put copies of the minutes and agenda on more than one file.



	
	The third section of the title should describe the main topics covered by the meeting. If the meeting is held regularly, for example every week or once a month, start a new file each year. For example:

· 04/05/01 Personnel and Establishment – Meetings – weekly general staff meetings 2006

· 04/05/02 Personnel and Establishment – Meetings – discussion of possible restructure with Public Service Department

· 04/05/03 Personnel and Establishment – Meetings – weekly general staff meetings 2007



	04/06
	Personnel and Establishment – Posts

	
	Includes documents describing the creation, management and variation of posts and positions within the department, including position descriptions and requests to PSD for changes to establishments.



	
	The third section of the title should give the name and level of the post. For example:

· 04/06/01 Personnel and Establishment – Posts – Permanent Secretary Level SS2



	04/07
	Personnel and Establishment – Recruitment

	
	Includes copies of all public service forms required in the recruitment process such as application to fill a vacancy, panel approval forms, applicant registration and shortlisting forms, and interview and selection reports. Also includes applications received for the post and records documenting arrangements to advertise the vacancy.



	
	The third level of the title should give the name and level of the post and the date at which the selection process is beginning. For example:

· 04/07/01 Personnel and Establishment – Recruitment – Executive Personal Secretary Level 7/8 September 2006



	04/08
	Personnel and Establishment – Restructuring

	
	Includes records documenting restructures of the department, including organisation charts and submissions to and approvals from the Public Service Department



	
	The third level of the title should describe the area of IPAM being restructured. For example:

· 04/08/01 Personnel and Establishment – Restructuring – restructure of records management unit



	04/09
	Personnel and Establishment – Training

	
	Includes records documenting the training of staff, such as course enrolment forms, notification of results and correspondence with organisations who are contracted to provide in-house training. 

	
	The third section of the title should describe the training courses being attended. For example:

· 04/09/01 Personnel and Establishment – Training – staff attending IPAM leadership courses 2006


	05
	Resources Management

	
	The function of managing the physical resources the organisation needs to carry out its business, including vehicles, buildings, equipment, services and technology.



	05/01
	Resources Management – Allocation & Distribution

	
	Includes records documenting decisions on who is to be assigned equipment, office space, vehicles and other resources. Also includes records showing arrangements to transport, deliver and distribute the equipment being allocated.



	
	The third section of the title should describe the materials being allocated or distributed. For example:

· 05/01/01 Resources Management – Allocation & Distribution – list of staff authorised to drive departmental vehicles 2006

· 05/01/02 Resources Management – Allocation & Distribution – allocation of office space in new office building



	05/02
	Resources Management – Construction, Fit-out & Installation

	
	Includes records documenting the department’s involvement in the construction and fit-out of buildings it will occupy and the installation of equipment. Includes emails, letters, faxes and notes of telephone conversations with builders, donors and others involved in the construction process, and instructions to suppliers on the department’s requirements for installing equipment.



	
	The third section of the title should describe the kind of work being carried out. For example:

· 05/02/01 Resources Management – Construction, Fit-out & Installation – development of new office building

· 05/02/01 Resources Management – Construction, Fit-out & Installation – installation of computers for training laboratory



	05/03
	Resources Management – Contracts and Agreements

	
	Includes formal and informal agreements with organisations supplying and maintaining equipment, stores, vehicles and buildings for the department. Includes leases for cars and offices space. Also includes contracts for services such as insurance.



	
	The third section of the title should describe the resources involved and the type of contract or agreement being negotiated. For example:

· 05/03/01 Resources Management – Contracts and Agreements – maintenance agreement for photocopiers

· 05/03/02 Resources Management – Contracts and Agreements – extension to lease for head office building



	05/04
	Resources Management – Disposal

	
	Includes records documenting approval and arrangements to sell, throw or give away surplus or outdated equipment, such as sales advertisements and details of purchasers



	
	The third level of the title should describe the equipment being disposed of. For example:

· 05/04/01 Resources Management – Disposal – donation of old computers to high schools

· 05/04/02 Resources Management – Disposal – sale by tender of departmental vehicle



	05/05
	Resources Management – Inspection and Stocktake

	
	Includes records documenting the inspection and counting of equipment and stores to keep track of stocks and make sure supplies don’t run out and to find out if any items are missing. Also includes records showing inspections of buildings, equipment and vehicles to make sure they are in good condition. For asset registers, use the heading Financial Management – Assets Register.



	
	The third section of the title should describe the type of work being done. For regular inspections or stocktakes it may be best to start a new file each year. For example:

· 05/05/01 Resources Management – Inspection, Inventory and Stocktake – annual stocktake of furniture and equipment 2006

· 05/05/02 Resources Management – Inspection, Inventory and Stocktake – occupational health and safety inspection of new offices.

· 05/05/03 Resources Management – Inspection, Inventory and Stocktake – annual stocktake of furniture and equipment 2007

	05/06
	Resources Management – Maintenance

	
	Includes records arranging maintenance of buildings, vehicles and equipment including service records for vehicles, generators, photocopiers and the like and requests for repair of broken items.



	
	The third level of the title should describe the equipment being maintained. For equipment that needs regular maintenance include the year in the file title and start a new file each year. For example:

· 05/06/01 Resources Management – Maintenance – servicing of department’s vehicles 2006 

· 05/06/01 Resources Management – Maintenance – emergency repair of plumbing in head office building

· 05/06/02 Resources Management – Maintenance – servicing of department’s vehicles 2007



	05/07
	Resources Management – Meetings

	
	Includes agendas and minutes of internal meetings and external meetings attended by departmental staff that discuss Resources Management matters.



	
	Special Note: If a meeting covers a wide range of very different topics, you may need to put copies of the minutes and agenda on more than one file.



	
	The third section of the title should describe the main topics covered by the meeting. If the meeting is held regularly, for example every week or once a month, start a new file each year. For example:

· 05/07/01 Resources Management – Meetings – weekly administration staff meeting 2006

· 05/07/02 Resources Management – Meetings – staff meeting to discuss booking system for department’s car

· 05/07/03 Resources Management – Meetings – weekly administration staff meeting 2007



	05/08
	Resources Management – Moving 

	
	Includes records showing arrangements to relocate offices, such as correspondence with removalists or instructions to staff on packing.



	
	The third section of the title should describe the move being arranged. For example:

· 05/08/01 Resources Management – Moving – move of offices from Hyundai building to Mendana Ave premises



	05/09
	Resources Management – Purchasing

	
	Includes records that document the process of buying, renting or otherwise obtaining equipment, vehicles and other resources. Includes requests for quotes and their responses, advertisement of tender opportunities, tender documents from suppliers, and records documenting the selection of tenders or suppliers.

	
	The third section of the title should describe the kind of equipment being purchased. For example:

· 05/09/01 Resources Management – Purchasing – tenders for supply of computers



	05/10
	Resources Management – Security

	
	Includes records showing the department’s arrangements for keeping equipment and other resources safe, such as records of key allocations and instructions to staff on security measures



	
	The third section of the title should describe the security measures being put in place. For example:

· 05/10/01 Resources Management – Security – arrangements for home garaging of vehicles


	06
	Strategic Management

	
	The function of setting goals for the organisation and directing and managing the organisation’s activities, processes and resources so that it can achieve them.



	06/01
	Strategic Management – Advice

	
	Includes records documenting advice given to or received from government and other institutions about the department’s activities or based on its research. Includes PSD circulars, significant drafts and copies of reports, conference papers and other advisory documents, briefing notes for ministers, Cabinet submissions, correspondence and meetings with other organisations to provide advice, and speaking notes, handouts and other materials prepared for presentations about the department’s work.



	
	The third section of the title should describe the topic of the advice and who it is being given to or received from. If the project has been given a particular title, you may wish to use that title. For example:

· 06/01/01 Strategic Management – Advice – presentation to Cabinet options for improving grant administration.



	06/02
	Strategic Management – Legal Matters 

	
	Includes requests for and copies of legal advice, written instructions to legal representatives, copies of documents lodged with a court, commission of inquiry or tribunal, and consultation with the Attorney-General or other legal advisers



	
	The third part of the title should describe the kind of legal matter being pursued. For example:

· 06/02/01 Strategic Management – Legal Matters – advice from Attorney-General on gazettal of legislation



	06/03
	Strategic Management – Legislation

	
	Includes records documenting the development and submission to senior management, the Minister and/or Cabinet of proposals for new legislation or changes to existing laws. 



	
	The third section of the title should describe the legislation being developed or amended. For example:

· 06/03/01 Strategic Management – Legislation – Cabinet Submission on proposed amendment of the National Archives Act 1996



	06/04
	Strategic Management – Meetings

	
	Includes agendas and minutes of internal meetings and external meetings attended by departmental staff that discuss Strategic Management matters.



	
	Special Note: If a meeting covers a wide range of very different topics, you may need to put copies of the minutes and agenda on more than one file.



	
	The third section of the title should describe the main topics covered by the meeting. If the meeting is held regularly, for example every week or once a month, start a new file each year. For example:

· 06/04/01 Strategic Management – Meetings – Permanent Secretaries’ meetings 2006

· 06/04/02 Strategic Management – Meetings – special meeting to discuss new corporate plan development process

· 06/04/03 Strategic Management – Meetings – Permanent Secretaries’ meetings 2007



	06/05
	Strategic Management – Monitoring and Review

	
	Includes records documenting internal and external reviews of the department’s activities, such as notifications of the review, terms of reference, minutes of meetings, draft and final reports. Also includes responses by the department to questions during the review or to the final report of the review.



	
	Special Note: Reviews by the Office of the Auditor-General should be filed under the heading Financial Management – Audit.



	
	The third section of the title should describe the review taking place. For example:

· 06/05/01 Strategic Management – Monitoring and Review – Review of the department’s establishment and structure



	06/06
	Strategic Management – Planning

	
	Includes significant drafts and final copies of workplans and corporate plans. Also includes the department’s contribution to external or government-wide planning processes.



	
	The third section of the title should describe the plan being developed. For plans that are updated or reissued regularly include the year the plan is being developed and start a new file each year. For example:

· 06/06/01 Strategic Management – Planning – contribution to the Grand Coalition for Change Government’s Action Plan 2006 

· 06/6/02 Strategic Management – Planning – Grant Administration Reform Project Plan

· 06/06/03 Strategic Management – Planning – contribution to the Grand Coalition for Change Government’s Action Plan 2007



	06/07
	Strategic Management – Policy

	
	Includes significant drafts and final copies of the department’s policies, policy proposals and records of consultations with government, the public and other stakeholders on the development of new policies.



	
	The third section of the title should describe the policy being developed. For example:

· 06/07/01 Strategic Management – Policy – Policy on eligibility for grants



	06/08
	Strategic Management – Procedures

	
	Includes significant drafts and final versions of procedures manuals, instructions and handbooks.



	
	The third section of the title should describe the procedures being developed. For example:

· 06/08/01 Strategic Management – Procedures – grant assessment procedures



	06/09
	Strategic Management – Reporting

	
	Includes significant drafts and final versions of reports on the department’s activities including the Annual Report and internal reports from staff to their superiors. 



	
	Special Note: Reports can cover a wide range of the functions and activities of the organisation. This heading should be used for reports about the whole organisation or a broad part of its activities, such as Annual Reports. Generally, reports on specific areas of the department’s work should be filed with or close to the other information about the activity being reported on. For example, if staff members report on their attendance at a conference, it may be sensible to file their reports under the heading Personnel and Establishment – Conferences.



	
	The third section of the title should describe the report. For regular reports include the year the report is being prepared in the title and start a new file each year. For example:

· 06/09/01 Strategic Management – Reporting – Annual Report 2006 

· 06/09/02 Strategic Management – Reporting – Report to the Permanent Secretary on the development of policies in response to the Grand Coalition for Change Government’s Action Plan

· 06/09/03 Strategic Management – Planning – Annual Report 2007 



	06/10
	Strategic Management – Visits

	
	Includes records documenting visits by the Minister or Permanent Secretary locally or overseas which the department has a role in organising, and records showing arrangements for visits to the department by VIPs such as the Prime Minister or overseas dignitaries. Also includes reports of overseas and provincial visits by staff.



	
	Special Note: Visits can be about a wide range of the functions and activities of the organisation. This heading should be used for visits that are ceremonial or cover the whole organisation. Generally, visits that relate to specific areas of the department’s work should be filed with or close to the other information about that activity. For example, arrangements for staff to attend conferences should be filed under the heading Staff Development – Conferences.


	
	The third section of the title should describe the visit. For example:

· 06/10/01 Strategic Management – Visits – Visit by Prime Minister to inspect new office facilities. 
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