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	Function/Business activity:
	Fill out a separate form for each area of the business

	Date documented:
	Remember to review your requirements from time to time


	Requirement description
	Source
	Activity/Responsibility
	Type
	Is this requirement being met?
	How can this requirement be met?

	Description of what is found in the information source.
	Name of legislation, document, person interviewed.
	The area of business responsible for administering this activity.
	The type of requirement – creation, retention, format, security, etc.
	Yes, no. Describe what is being done to meet this requirement.
	Suggestions for how this requirement can be met.

	EXAMPLES:

	‘On application made to him in writing, completed in the prescribed form, the Licence Officer may endorse a licence’
	Licences Act 1982, s. 12(1)
	This work is part of the licences control activity.
	Record creation

Record format
	No. Licence officers sometimes endorse licences when the licence holder asks in person, without receiving an application in writing.
	Develop a new licence endorsement form. Provide training for licence officers.

Develop written procedures for this activity.

	A register of licence numbers is needed so that numbers are only issued once. Licence employees must write in the register the name of the person to whom they are issuing a new number.
	Interview with Senior Licence Officer, 19 April 2013. See file number 13/1486.
	This work is part of the licences control activity.
	Record creation

Record content
	No. The register exists but employees don’t always enter the name of the person granted the licence. An incomplete register entry may suggest that the licence hasn’t been issued and the licence number may be issued more than once.
	Make sure that the name is a mandatory field in the register of licence numbers.

Provide training for licence officers.

Develop written procedures for this activity.
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