File note


	Functional Classification
	Subject Classification
	Organisational Classification

	Example


MINING TITLES ADMINISTRATION (KW)

Application development
Leasing arrangements
Reporting
Royalty management


	Example


COAL MINES (KW)

Correspondence
Underground Coal Mines
Above Ground Coal Mines

PETROLEUM MINES (KW)

COLLIERIES (KW)
	Example


TITLES BRANCH

Applications

Finance and Royalties

Administration




	Advantages

Automatic Links to disposal authority

Less likely to change in short term

Can link to access and security

Relates directly to organisational business

Disadvantages

Requires greater training and change management for staff

Difficult (i.e. harder than subject and organisation)

	Advantages

Easier to develop

Not as much change management / training required as staff used to Libraries and internet searching

Disadvantages

Unable to link to other recordkeeping tools eg disposal authorities, access and security, vital records

Language out of date quickly, e.g. lunacy to mental health, IT to ICT


Subject to minor changes to agency terminology, eg public relations vs. marketing vs. communications – leads to confusion and duplication
	Advantages

Easy to develop

Staff are familiar with organisation structure and find file titling easier

Disadvantages

Unable to link to other recordkeeping tools e.g. disposal authorities, access and security, vital records

Language out of date quickly particularly when organisational structure changes

Massive duplication for administrative records eg Titles Branch - Motor Vehicles
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