State Records


Criteria for Capturing Records

Generally speaking, records should be captured into a corporate records system when they:

· approve or authorise actions 

· constitute formal communications between staff eg. memos relating to official business 

· signify a policy change or development 

· relate to significant projects or activities being carried out  

· contain advice or provide guidance 

· constitute formal communications between staff and individuals outside the organisation, or 

· have value in support of a project or activity being carried out by you or your section. 

Records do generally not need to be captured into a corporate records system when they:

· are facilitative (eg. ‘your mailbox is too large’) or ephemeral (eg. staff newsletter received by all staff), or 

· are of a personal nature and do not relate to work matters. 
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