Department of Science, Information Technology and Innovation
Document title


Recordkeeping Procedure: [requirement or process]
	Component
	Details/example

	Purpose/Objectives
	Explain what the procedure aims to achieve.

· consistent management of a specific records format or recordkeeping process 

· compliance with [legislative, administrative or business requirements]


	Procedure context
	Explain how the procedure relates to policies within your agency.

This procedure supports the organisational information governance aims and goals, by aligning with other relevant policies:

· [related policies and how they are related


	Requirements
	Explain what employees are required to do.

To support the organisational policy on [policy subject], employees are required to:

· [what are the main activities that employees will need to do i.e. save emails]



	Process
	Explain how employees can do what they are required to do – this may involve a step-by-step approach if it helps communicate the process.

· how to tell which emails are records

· what systems should be used to capture records



	Related resources
	Provide links to more information

· naming conventions

· work instructions (e.g. how to put emails from Outlook into a recordkeeping application)

· business rules (e.g. whether sender or receiver is responsible for saving records, how soon after an email is sent should it be captured)


	Publication and review
	Detail the date of publication and the review date.
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