GENERAL DISPOSAL SCHEDULE 20
FOR LOCAL GOVERNMENT RECORDS
IN SOUTH AUSTRALIA

4™ Edition (amended)

Effective 1 January 2010 to 30 June 2015

State Records of South Australia



Table of Contents

e £5] = Lo = PSPPI v
ot T 111 =T o g = £ Vi
ST oT0] o TP PP viii
T 0] (=70 0T=T ] €= U1 o] o S viii
Updates and AMENUMENTS ......coiiiiiiiiiiie ettt e e e e e e e aera e a e e e e e e e eesesan e e aeeeaes viii
Previous General Disposal Schedule ReVOKEd .............ooevviiiiiiiii e IX
LYoo o I 1= {10110 o PRSPPI IX
Tt o] {0 N o T 1 = L= iX
Reformatting of Records and Maintenance of Originals ... iX
Custody & Transfer Of RECOINUS .......cceeiiiiiiiiiie e e e e e e e e e e e e e e e e eeeennes X
[Ty g T L =Y oL Lot ] (o PSP X
TEMPOTAIY RECOMS ......eeeiieiiieie ettt ettt e e e bt e e o a bt e e s s b b et e o sk bt e e e aak bt e e e e st et e e sttt e e e anbbe e e e ansbeeeeannes X
Access Rights and RespoNnSIbIlItIeS ..........oiii i X
Access to Records in the Custody Of @ COUNCIl .........eeiiiiiiiiiie et e e X
Access to Records in the Custody Of State€ RECOIAS.........cccuuviiiiiie i e e X
Records Relating to Indigenous Individuals and Native Title Claims .........ccccoevvvveiiiiiiinineeenne. Xi
Retention of records relating to0 ASDESIOS ..........uiiii i i Xi
Records More Than 50 YEars Old..........oooiiiiiiiiiiie ettt e e e e e eeeees Xi
Records Dated Prior 10 1901 ......uuuiiiieieeeieeiiiis e e e ettt s e e e e e e e e e et s e e e e e e e eeastnn e eeeeaeeennnnes Xii
1Y 1] 11T PSSP Xil
Y E= Yol = T o I 1Y ITa o] g @ o101 { =Tt i RO P TP OPPPPPTUPPPPOPPPR Xii
Significant and NON SIGNITICANT..........uiiiiiii e e e e e s e s e e e e e e s s s ssarabeaeesssasrrreareeaeesans Xii
LTSy (o 1= VI 2= [ 1= PP ERR P Xiii
(=T e= Yo LIRS o 71 1= g o] = SRR Xiv
SUBDSIHIAIES ...ttt ettt e oo oot b e ettt e e e e e s st e be e et e e e e e e aanbbe e e e e eeeeaasbbbeeeeaaeeesnnbbbeeeeaaaaaannns Xiv
N (T g = 1S o 1o ] o PP Xiv

State Records of South Australia Fourth Edition (amended) 1 January 2010 Page ii



FN (T 1[0 o I @] a1 o] = (=T Xiv

FN =T g =TS O 0] 1] = Lo PSSP XV
DISPIOSAL ...ttt e e XV
Planning, Building and Development AppliCatioNnS...............coiiiieeiiiiiiiiiiiie e XV
(Y= C=T T[] a1 01T 1o 0 LS TP XV
DeSruCtion Of RECOIUS ... ..o i e e e e e e e e e e e e e e e e eeaes XVi
Normal Administrative Practice (NAP) .......... i XVi
LT o S A PSP PPPPPRTPRR XVi
N D T W L=Tot o] ool =T [ PP PPRT P XVii
THE INAP TESE ittt e e e sttt e e ot bt e e e ot bt e e e ek bt e e e e bttt e e e ebe e e e sk be e e e e aabeeeesanreeeeens XVii
=T a ] 1L o) N U SUR Xvili
AULNOTIEY TO USE INAP ..ttt oo bttt e s b b et e e s bbbt e e e et b et e e aabb e e e aa bt et e e snbbeeeesnnneee s XVili
Y (0] = [0 [T TTRTRRPUPPPIN Xix
e g Fo T L= o B =T oo ] (o SRR Xix
BLIC=T 0] 0o =T V2 =T o (o PSSP XiX
0o 11 | PP XX
U1 Tox 1T o I ORI XX
10T oI 0T 0] o1 OO PTTT TP XXi
(T Ted T TN N LU T o1 SRR XXi
Yo 1)1 SRR XXi
ACHVIEY INUMDET ...ttt e e oo oottt et e e e e e e s b bttt e e e e e e e e sanbebeeeeaeeeeannbebeaeeesannbneneas XXi
= ToT ] (o I 1=t o] 1o o SRR XXii
Record DeSCrPLioN NUMDET ........o ittt ettt e e e e e bbb e e e e e e e e s e b b bbeeeaaaeeeaabbeeeaaaeeeaannnneees XXii
DI oJe17= L ox (o] o PSP OO PP OTPPT PP XXii
@0 | 7= Tod £ XXiii
o 0] 01 0 1 PP XXili
List of FUNCLONS @Nd ACHVITIES .....uvuniiiiiiiii e e e e e e e e e s XXIV

State Records of South Australia Fourth Edition (amended) 1 January 2010 Page iii



Approval for the commencement of this schedule

STATE RECORDS ACT 1997
Government of South Australia
GENERAL DISPOSAL SCHEDULE NO. 20, 4TH EDITION

For

Local Government Authorities in South Australia

Effective 1January 2010 to 30 June 2015

Approved by

Chair, State Records Councll Director, State Records

State Records of South Australia Fourth Edition (amended) 1 January 2010

Page iv



Preface

This manual was compiled and written by Wendy Fewsdale in conjunction with the Local Government General Disposal Schedule Working
Party and developed by State Records of South Australia.

The amendments to the first edition were compiled by Kirsten Linnett, State Records to form the second edition.
The amendments to the second edition were compiled by Christine Haar, State Records to form the third edition (approved March 2003).

The amendments to the third edition were compiled by Wendy Fewsdale, Info-Osmaosis, to form this fourth edition.

© Government of South Australia

This work may be copied for use by South Australian Government Agencies and Local Government Authorities and for reasonable study or
research purposes. No part of this work may be reproduced or distributed for profit or gain or for any other purpose without the written
permission of the Manager [Director] of State Records of South Australia.
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Scope

The State Records Act 1997 provides for the preservation and management of official records. The Local Government General Disposal
Schedule (GDS 20) applies to all records created or received by all Local Government Authorities in South Australia and all Subsidiaries of
Councils (Local Government Act 1999 Section 42).

GDS 20 is issued as a determination under Section 23 of the Act, which states that no official record may be disposed of without the
approval of the State Records Council.

GDS 20 is intended to be a comprehensive schedule covering all functions and activities of Local Government and the records created as
evidence of business transactions.

Implementation

GDS 20 was given provisional approval by the State Records Council on 14 November 2000 and was effective from 15 November 2000 for a
period of 4 months. During this period of use and review, consultation and feedback was considered and a second edition was presented on 13
March 2001 to the State Records Council for approval.

A second review commenced in November 2002, taking into consideration solicited and unsolicited feedback from users. The 3rd edition was
presented to and approved by the State Records Council on 11 March 2003. The 4th edition was presented to and approved by the State
Records Council on 13 October 2009.

The GDS is available in both hard and electronic copy to allow ease of use and accessibility across diverse systems.

Any modification of the minimum retention periods or disposal classes by end users is not permitted. Changes to any of the
minimum retention periods or disposal classes can only be made with the approval of the State Records Council.

It is the intention of State Records to periodically review and amend GDS 20 in light of new or reviewed functions and activities undertaken and
any amendments to the legislation impacting on Local Government.

Updates and Amendments

GDS 20 1st Edition, effective from 15 November 2000 to March 2001, was revoked. Amendments to the schedule were approved by the State
Records Council on 13 March 2001 and it was reissued as GDS 20 2nd Edition effective from 13 March 2001 for five years.

GDS 20 2nd Edition has been revoked. The State Records Council approved amendments to the schedule on 11 March 2003 and it was
reissued as GDS 20 3rd Edition, effective from 11th March 2003 for five years.

GDS 20 3" edition is now also revoked. The State Records Council approved amendments to the schedule on 13 October 2009 and approved
further amendments on 8 December 2009 to ensure consistency with the Fair Work Act 2009, and it is reissued as GDS 20 4th Edition,
effective from 1 January 2010 for five years.
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For suggested changes and amendments to General Disposal Schedule 20, please use the GDS 20 suggestion and omissions form, which is
available on the State Records website (www.archives.sa.gov.au).

Previous General Disposal Schedule Revoked
GDS 20 supersedes General Disposal Schedule for Local Government Records in South Australia issued in 1994,

Councils must ensure that disposal arrangements put in place in accordance with the now revoked 1994 GDS are reviewed in the
light of this new Schedule.

Record Definition

A record “means (a) written, graphic or pictorial matter; or disk, tape, film; or (b) other object that contains information or from which information
may be reproduced (with or without the aid of another device)” (State Records Act 1997), i.e. records can be paper-based or in digital format.

Record Formats
GDS 20 applies to records in any format. This includes paper, microform (film or fiche), audiovisual, graphic and electronic media.
Councils must ensure that records, irrespective of format, remain accessible for the duration of the designated retention period.

By “accessible” it is meant that the information contained within a record remains readable for the life of the record. In addition “accessible” also
refers to the retrievability and availability of a record. Whether stored on or off-site a record should be able to be accessed as soon as
practicable, and at least within 30 days to meet Freedom of Information applications.

Reformatting of Records and Maintenance of Originals

GDS 21 for Management and Disposal of Source Documents and Digitised Versions After Digitisation provides for the means of disposing of
source records and their digitised counterparts after the source records have been rendered into digital format by the process of scanning and
capturing into an electronic document and records management system (EDRMS).

The associated Digitisation Guideline deals with the digitisation of paper source records and the subsequent management and disposal of
these and their digitised counterparts.

The Guideline addresses the application of digitisation technologies when integrated with EDRMS or line-of-business systems. It aims to
minimise the risks to Local Government in terms of records of longer-term temporary or permanent value being lost or destroyed without
limiting the application of digitisation technologies for efficient office administration or other purposes.

The Guideline and the complementary GDS 21 do not authorise the destruction of any source documents that have been deemed to be of
permanent value in accordance with an approved and current disposal schedule.
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GDS 21 complements GDS 20 in that it covers a specific class of records, i.e. those that have been rendered into a digital format. GDS 21 must
be consulted and applied to source records prior to undertaking any disposal decisions.

GDS 21 and the Digitisation Guidelines are available on the State Records website (www.archives.sa.gov.au).

Custody & Transfer of Records

Permanent Records

In accordance with section 19 of the State Records Act 1997, permanent records (as defined in this GDS) must be transferred to State
Records once such records are 15 years old or administrative use has ceased.

Councils with valid reasons to retain permanent records for longer than 15 years should apply in writing to the Director of State
Records requesting either a postponement or an exemption from section 19.

Temporary Records

Although Local Government Authorities are not bound by State Records standards and guidelines, they should consider those relating to the
management and storage of temporary records with an Approved Service Provider (ASP) when deciding how to best store records of
temporary value. These documents can be found on the State Records website (www.archives.sa.gov.au).

Authorities are reminded that under section 13 of the State Records Act 1997 they must ensure that the official records in their custody are
maintained in good order and condition.

Access Rights and Responsibilities

Access to Records in the Custody of a Council

For records in the custody of a Council, conditions stipulated in the Freedom of Information Act 1991 must be adhered to.

Access to Records in the Custody of State Records

Public access to records in the custody of State Records is governed by sections 20 and 26 of the State Records Act 1997.

“the agency responsible for an official record in the custody of State Records may, in consultation with the Manager [of State Records] —
(a) determine that access to the record (other than by the agency) is not subject to any restrictions...; or (b) determine conditions
excluding or restricting access to the record”.

Restrictions may be required for purposes of privacy, personal or commercial confidentiality.

State Records’ Public Access Determinations Guidelines are available on the State Records website (www.archives.sa.gov.au).

State Records of South Australia Fourth Edition (amended) 1 January 2010 Page x



With regards to Council access, a Council may access its records, as it requires. A Council is entitled to resume possession of an official
record that has been in existence for more than 15 years if such a record is necessary for the proper performance of the functions of the
Council. In some instances, in the interest of records preservation, a Council’s access to official records may be subject to conditions
negotiated with the Manager of State Records.

Records Relating to Indigenous Individuals and Native Title Claims
Recommendation 21 of the “Bringing Them Home...” report states

"that no records relating to indigenous individuals, families or communities or to any children, indigenous or otherwise, removed from
their families for any reason, whether held by government or non-government agencies, be destroyed”.

In light of the recommendation Councils are required to retain these records PERMANENTLY. Such records are likely to appear under “Social,
Cultural and Community Services” and “Health Management” functions. Consultation with State Records is recommended to assist in the
identification and preservation of these records.

GDS 16 Impact of Native Title Claims on Disposal of Official Records is referred to under “Property Management — Native Title Claims” and can
be found on the State Records website (www.archives.sa.gov.au).

Retention of records relating to Asbestos

The 4th Edition of GDS 20 was revised to include provisions for the preservation of records that may be relevant to asbestos-related legal
claims.

Due to the length of time that elapses between exposure to asbestos and the development of medical conditions, it is essential that South
Australian Local Government Authorities ensure that relevant official records are preserved.

The use of asbestos as a building material ceased in 1986. With this in mind entries have been included in this schedule requiring that records
that relate to building construction, maintenance, fit out, make good and movement, on buildings constructed before 1986, be retained until
2040. At that time their continuing retention will be reviewed in light of asbestos-related claims that may have developed over the intervening
forty years. Records relating to buildings constructed after 1986 have retention periods that are shorter and do not include asbestos
considerations.

Councils need to note that whilst some records that could be relevant to an asbestos-related claim are designated for temporary
retention, they cannot be destroyed prior to the review being conducted in 2040.

Records More Than 50 years Old

Where records are more than 50 years old at the time of application of this schedule, and they have a disposal action of TEMPORARY, due
consideration should be given to their historical significance. The State Records Council must be notified in writing so that it can approve a
determination regarding their retention.
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More information on how to notify the State Records Council concerning records older than 50 years can be obtained from Records
Management Services, State Records.

Records Dated Prior to 1901
All records dated prior to 1901 are RETAINED PERMANENTLY.

Definitions

Major and Minor Contracts

Major and minor contracts appear under the activity of “Contracting” under each functional section.

A “Major contract” is one where, under section 49 Local Government Act 1999, a Council policy has been adopted which defines what a
Major contract is for that particular council. This is usually determined using a financial definition eg all contracts over $40,000. It will also
include those contracts relating to structures or services of significance. The assessment of what constitutes “significant” will be decided by the
individual Council. It may be the erection of a monument, the provision of a service to coordinate a historical celebration event, etc.

“Minor contract” relates to all others.

State Records have developed The Contracting and Official Records Standard and Guideline. The Guideline outlines nine principles and
associated obligations Local Government, as bound by the State Records Act 1997, must consider to ensure that the records of agencies are
adequately managed throughout the contracting process. These documents are available on the State Records website
(http://www.archives.sa.gov.au).

It is recommended that Councils adopt a policy to ensure that the records generated by contractors engaged by Councils and other parties
involved in joint ventures are passed on to Council. These are records that will provide evidence of accountability and compliance of the
Council and the other party. Such records and the custody procedures will need to be identified and written into contracts and agreements.

Evidence of contractor’s public liability insurance should be maintained with the contract document.

Significant and Non Significant

Significant or substantial involves events, projects or programmes where there is public interest or controversy and may include cases where
there was extensive debate and/or coverage in the media. Significant or substantial interest may involve the following:

e impacting and involving the community

¢ historical or social impact on the Council area.
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Significant or substantial events may include:

community fair organised and run by Council

stormwater harvesting

planning for the development of Council Property and Infrastructure
environmental initiative projects

youth programmes to target unemployment and crime

indigenous programmes

Council-wide recreation programmes

community exhibition

system procurement and implementation

Council-wide traffic management or traffic calming initiatives

historical commemorations or celebrations relating to places, people or events within Council.

Non-significant includes events, projects or programmes of a routine nature that do not result in a change of operation or do not have an impact
on the social structure or status of the Council area. Many of these are summarised and reported to Council and are therefore contained in the
minutes of Council Meetings. Examples of non-significant events, projects and programmes are:

maintenance program for the homes of the elderly
story telling at the library

display in Council properties

IT data cleansing projects

line marking

participation in other organisation’s or jurisdiction’s commemorative events.

Historical Value

Historical value may relate to events, projects or programmes that do not have a high dollar value but may provide evidence of the social
structure and status at the time. Examples are youth, crime prevention, aged and disabled projects and programmes or the development of a
marina.
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Heritage Significance

Heritage significance includes places or items included on the State or Local Heritage Registers, or places/items deemed of heritage
significance to the Council. This may include a property or item that form part of the history of the region.

Subsidiaries

Subsidiaries of Councils are established under the Local Government Act 1999 Section 42. A Council may establish a subsidiary to provide a

specified service or services; or to manage or administer property, facilities or activities on behalf of the Council; or to perform a function of the
Council under the Local Government Act 1999 or another Act. The records of Subsidiaries are subject to the State Records Act 1997 and GDS
20 4" edition applies to these records.

After Last Action
“Last action” is defined as:
¢ the date of the last activity relating to the most recent folio or document placed on a file or
¢ when a file or document is retrieved for a Freedom of Information application or
o retrieved for legal proceedings or awareness of possible legal proceedings or
¢ significant risk management status or

o referred to in relation to a new proposal. A new proposal may be a social program, business enterprise or a proposal of environmental
significance.

It may also mean where a file is

e retrieved due to a substantial relationship to a current activity and used as an essential reference tool.
“Last action” may also include the

e completion date of workflow actions assigned to a record.
It is recommended that a notation be placed on the retrieved file or record to ensure the action is documented.

“After last action” does not relate to the retrieval of a file from storage for general reference purposes.

After Action Completed

Action completed is defined as “A disposal action directing the legal destruction of records documenting a particular set of transactions linked to
a function and activity set when all business action has been completed” (National Archives of Australia, Administrative Functions Disposal
Authority, February 2000).
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Official records cannot be destroyed if they are likely to be required for legal purposes. If an investigation, inquest, commission or inquiry is in
progress or forecast, all relevant records need to be identified and retained until the action, and any subsequent actions are completed or
appeal periods have lapsed.

Councils should obtain legal advice if there is any possibility that destruction of a record could be prejudicial to the interests of the Council or its
clients.

After Last Contact

After last contact is used as a trigger for a number of disposal actions. “Contact” can be defined as: patient or client admission; non-admitted
service provision; receipt of an FOI request, subpoena or medico legal request; awareness of possible legal proceedings or significant risk
management status. Such ‘contacts’ can also be cause for record reactivation.

Disposal

Disposal means a range of processes associated with implementing appraisal decisions. These include the retention, deletion or destruction of
records in or from recordkeeping systems. They may also include the migration or transmission of records between recordkeeping systems,
and the transfer of custody or ownership of records. (Standards Australia - AS4390 Australian Standard Records Management.)

Planning, Building and Development Applications

One of the most significant record series created by Councils is Development Applications (or Planning and Building Applications prior to 15
January 1994). A disposal action of “Destroy on demolition of structure” was assigned to this records class after analysis of the Development
Regulation 2008 Sec 101 and consultation with Planning SA and Local Government stakeholders. The regulation states:

“council may in the case of a Class 1 or 10 building under the Building Code, offer to give the plans and specifications in its possession,
to the building owner ten years after the date of the approval (on such terms as the council thinks reasonable) and, if the owner declines
the offer, the council may destroy the documents”.

It was agreed that the plan and specification form part of the application file and have a long-term legal and administrative value as well as a
community expectation for accessibility. As all other records retained on the development file must be kept for the life of the structure, it would
be prudent to also retain the plan and specification for the life of the structure and not compromise the integrity of the file by removing them. It is
recommended that these records are retained together and maintained for the life of the structure, unless they fall under the records class of
Permanent retention value (required under Section 46 — 47 of the Development Act 1993.)

Retention periods

Retention periods for temporary records shown in the Schedule are minimum periods for which records must be retained before they are
destroyed. Retention periods are triggered by disposal actions listed in the Schedule. If a record is reactivated after a retention period has
commenced the time is recalculated from the date of the subsequent disposal action.
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It is the responsibility of agencies to ensure that records are kept in a readily accessible format for the duration of prescribed retention periods.

There is no requirement to destroy temporary records if an agency has a need to retain them longer than the designated minimum retention
period. However, in the interests of efficient and economic records management, agencies should take all steps to reduce the storage costs of
time-expired records.

Official records must not be destroyed if they are likely to be required for legal purposes.

Councils should obtain legal advice if there is any possibility that destruction of a record could be prejudicial to the interests of the
Government or its clients.

Destruction of Records
Records authorised for destruction may be destroyed when the designated retention period has elapsed.

Where a Council is aware that records may be required for use in litigation, for use in a government enquiry or the consideration of
the Ombudsman, the records must not be destroyed. In such circumstances the records must be retained until two years after all
cases and enquiries are complete, including appeals, and then have the original retention period applied to the records.

All Councils are required to notify and await approval from State Records prior to the destruction of official records.

To notify State Records, Councils should use the Notification of the Intention to Destroy Records Report Form available on the State Records
website (www.archives.sa.gov.au).

Councils must ensure that all destruction is secure and confidential and that private contractors provide a certificate confirming
confidential destruction.

Standard methods for destruction of paper are shredding or pulping.

Records in electronic format can only be destroyed by reformatting or rewriting to ensure that the data and any “pointers” in the system are
destroyed. “Delete” instructions do not offer adequate security as data may be restored or recovered.

Councils must keep their own record of all records destroyed noting the relevant disposal authority including destruction approvals from State
Records. Proof of destruction may be required for legal purposes, or in response to FOI applications. When records are destroyed systems that
control them, e.g. indexes or records management systems, should also be updated by inputting destruction dates and relevant disposal
authorities.

Normal Administrative Practice (NAP)

What is NAP?

NAP is the concept that material can be destroyed according to “normal administrative practices”. This provides for the routine destruction of
drafts, duplicates and publications, with the test that it is obvious that no information of continuing value to the organisation will be destroyed.
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Originating in the National Archives, the term is in general use in Commonwealth Government agencies and has been adopted by some
Australian states.

Material that can be disposed of under NAP comprises items of an ephemeral or transitory nature created, acquired or collected by Council
officers in the course of their official duties. Such material has no ongoing value and is not usually incorporated into the Council recordkeeping
system. NAP falls into seven main groups:

e transitory or short term items, e.g. phone messages, notes, compliment slips, office notices and circulars

e rough working papers and/or calculations created in the preparation of official records

e drafts not intended for further use or reference, excluding official version drafts of agreements, submissions and legal documents
o duplicate copies of material retained for reference purposes only

e published material which does not form an integral part of a council record

e system printouts used to verify or monitor data, or answer ad hoc queries, that are not part of regular reporting procedures and not
required for ongoing use

e transitory electronic data.

NAP in electronic media

Just as telephone conversations or other verbal communications that contain information of ongoing value should be documented, so voice
mail, e-mail, facsimiles, word processed documents, spreadsheets, etc should be captured into corporate recordkeeping systems when they
contain information of ongoing value.

Council induction and procedures must ensure that all officers are aware of their recordkeeping responsibilities and that electronic records with
ongoing value are captured and retained in an appropriate way.

Only data included in the seven categories outlined above may be deleted from electronic systems according to NAP.

The NAP test
Where the information is not duplicated in the agency recordkeeping system, ask:
e does the material form part of an agency transaction?
e does it add value to an existing record?
e does it show how a transaction was dealt with?
e does it show how a decision was made?

e does it show when or where an event happened?
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does it indicate who was involved or what advice was given?
is it a formal draft of a cabinet submission, an agreement or a legal document?

is the material included in a disposal class in GDS 20?

If the answer to any of these questions is YES then the material must not be destroyed according to NAP.

Examples of NAP

ltems that may be destroyed under NAP include:

word-processing documents and spreadsheets in electronic format after updating, printing, or transfer to electronic recordkeeping
systems

drafts and rough notes not intended for further use

brochures, catalogues, price lists, unsolicited promotional material, etc received from external sources
calendars, diaries, appointment schedules, etc that are not core attendance records

superseded copies of instructions, guidelines, standards, etc not included in a disposal schedule
extra copies of records no longer required for reference purposes

copies of published items kept for personal reference

unimportant messages and notes, e.g. those required for a only a few hours or a few days

system printouts used to verify or monitor data, or answer ad hoc queries that are not part of regular reporting procedures and are not
required for ongoing use

transitory electronic data or documents not relating to or supporting the business.

Remember that NAP is provided in the interests of efficient recordkeeping and extends to material of ephemeral and transitory value

only.

Authority to use NAP

Destruction of material according to the above guidelines for NAP is authorised by General Disposal Schedule 20.
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Storage

Permanent Records

Records of permanent value need to be stored with State Records (unless a section 19 postponement or exemption is sought and granted -
see Custody & Transfer of Records section for more details).

Temporary Records

State Records has established a policy and standards framework for the management and storage of temporary value records with approved
service providers (ASP). The documents within this framework can be found on the State Records website (www.archives.sa.gov.au) and
include:

e Standard for Temporary Value Records with an ASP
e Guideline for Temporary Value Records with an ASP
e ASPL User Guide for Agencies.

Although Local Government Authorities are not bound by State Records standards, they are strongly encouraged to apply the standard and
store temporary records with an ASP to ensure they are adequately managed. Authorities are reminded that under section 13 of the State
Records Act 1997 they must ensure that the official records in their custody are maintained in good order and condition.

For Local Government Authorities using facilities other than an ASP, State Records have developed an Onsite Storage of Temporary Records
Recordkeeping Information Sheet and Checklist. This document can assist authorities in assuring storage facilities are appropriate. This is
available from the State Records website (www.archives.sa.gov.au).

State Records staff have a right to inspect storage facilities upon notice and Local Government authorities will be required to complete a
Records Holdings Survey at the end of each financial year.
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Lay-out

A functional analysis approach was adopted to ensure that GDS 20 is comprehensive, has long-term application and relevance and complies
with industry standards and best practice.

The schedule is arranged as follows:

Function

GDS 20 is divided into 20 functions:
Q) Animal Management

(2) Community Relations

3) Development Control

(4) Economic Development

(5) Environmental Management
(6) Equipment, Plant and Stores
(7) Financial Management

(8) Fleet Management

9) Governance

(10) Government Relations

(11 Health Management

(12) Human Resource Management
(13) Information Management

(24) Infrastructure

(15) Legal Provisions

(16) Property Management

a7) Social, Cultural and Community Services
(18) Strategic Management

(29) Technology and Communication
(20) Traffic Management.

Each function is shown at the start of each section and includes a scope note, which provides a definition of the function and any inclusions and
exclusions the user needs to be aware of.
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ltem Number

The numbering in the schedule is hierarchical and is structured as follows:
a) functions have a single level number
b) activities have two level number
c) disposal classes have three level numbers.

Function Number

Each function has a unique number.
For example:
1 ANIMAL MANAGEMENT

Activity
Each activity has a scope note, which provides a definition of the activity and any inclusions and exclusions of which the user needs to be
aware.

Activity Number

Each activity has a unique number, which relates to an activity irrespective of where it sits under a function. This is to ensure ease of
application and amendment of the schedule and identification of activities. It will also aid the searching capabilities within software applications
for on-line application of the schedule.

There are currently 94 activities.

For example:
1.3 ANIMAL MANAGEMENT — Advice
2.3 COMMUNITY RELATIONS - Advice
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Record Description
A description is provided for each record class. For example:

“Records relating to advice concerning routine operational matters.”

Record Description Number

Each record description has a three level number. For example

ANIMAL MANAGEMENT — Advice — Records relating to advice concerning routine operational matters.

Disposal Action

Disposal actions relate to the record classes arranged under activities. Status of the action is either PERMANENT or TEMPORARY with a
disposal trigger and retention period given for all temporary records. It is to be noted that the retention period for temporary records is the
minimum period.

For example:
TEMPORARY
Destroy 5 years after last action
For example:
Function GOVERNANCE 9
Activity Elections 9.34
Record description Records relating to 9.34.1

the conduct of elections.
Disposal action PERMANENT
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Contacts

For advice on implementing GDS 20, as well as advice on records appraisal, disposal, transfer and storage and training contact:

State Records of South Australia

GPO Box 2343
Adelaide SA 5001

Ph: +61 8 8204 8791
Fax: +61 8 8204 8777
DX: 467 Adelaide

Email: srsaRecordsManagement@sa.gov.au

Acronyms

ABN
BASI
CASA
CCTV
CD-ROM
CEO
CWMS
DPA
EEO
FAG
FBT
FOI
GST
LGA
OH&S
PAR’s
PP’s
STEDS
Y2K

Australia Business Number

Bureau of Air Safety

Civil Aviation Safety Authority

Close Circuit TV

Compact Disk Read Only Memory
Chief Executive Officer

Community Wastewater Management Scheme
Development Plan Amendment

Equal Employment Opportunity
Financial Assistance Grant

Fringe Benefits Tax

Freedom of Information

Goods & Services Tax

Local Government Association
Occupational Health & Safety

Plan Amendment Reports

Preliminary Proposals

Septic Tank Effluent Disposal Schemes
Year 2000
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List of Functions and Activities

Function No. Activity No. Function / Activity Page No.
1. ANIMAL MANAGEMENT 1-14
1.3 0 A o 1
1.89 ATGVOCALING .ottt e e e e e e e e e e e e e e e s s e e e e e e e e e eas 14
1.92 F o (=T=T 0 L= o] USRS 14
15 APPOoINTMENT SCREAUIING ... 2
1.14 COMMIEEEES ..o 2
1.16 CoMPHANCE ... 3
1.17 CONfEIENCES ... 4
1.20 (©70] 01501 = 110 o TR PPRPPPR 5
1.21 (©70] 11 7= Tox 1] 0 o TP PRSP P PP PPPPPPRP 5
1.36 g o 11T = 6
1.37 211U =i o o PP PPPR P 6
1.50 O Lo 1Y =T 111 = 7
1.85 [T 1o ) o PP RPPR P 13
1.63 P OlICY et e e e e e e e e 8
1.87 o (Tt o [ 13
1.64 Programme ManagemMENT ..........cooiiiiiiiii et e e 8
1.65 e (0] =Tea 1Y, = F= Vo 1T o 1 =T o | 9
1.67 (0] o] ol = L= T 1o ] o TP PRPPRRP 10
1.71 REGUIBTING ..ttt e e e e e e e e e e e e as 11
1.73 LT o0 1 1] o 12
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Function No. Activity No.

2.3
2.89
2.92

2.5

2.9
2.84
2.14
2.17
2.20
2.21
2.26
2.32
2.36
2.37
2.38
2.42
2.50
2.85
2.56
2.63
2.87
2.64
2.65
2.67
2.73
2.83

Function / Activity

COMMUNITY RELATIONS
Y20 1Y/ o
0 Yo Lo = 11| T
AGIEEIMENTS .ttt
Appointment SCheduling ..............uueiiiiiiiiiiiiieeeeeeeeaes
AULNOMISALION ... e e e e e eeeens
AWATAS oeeeiiiii e
070100 1111 (=TT PR
CONTEIBINCES ..ottt e
(O70] ¢ 51011 7= 1 0] 1 [P TRRTN
CoNtraCting......coooeee e,
CUSTOMET SEIVICE ... . iietiieeeee ettt e e e e e e e aaens
=0 [UTo7= 11 o] o IR
ENQUITIES ..ot
EValuation ........coooiiiii e
Event Management.........coooviviiiiieiie et
(C1 =T 1] 0o [ ST P PP PPTTPP PPN
JOINEVENTUIES ..o
[ F= 1Yo o [T

Programme Management ..........cccuuoiiiriiinieeeiie e
Project Management ...........ouoiiiiiiiiiiieee e
PUDBIIC REACLION ...
REPOIING e
Y115
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Function No. Activity No.

3.3
3.89
3.92

3.5
3.14
3.17
3.20
3.21
3.36
3.37
3.50
3.85
3.63
3.87
3.64
3.65
3.67
3.71
3.73

Function / Activity

DEVELOPMENT CONTROL
AQVICE ..o e e
0 Yo Lo = 1| T
AGIBEIMENTS .ttt
Appointment SCheduling ..............uueeiiiiiiiiiiiieeeeeeeenes
COMMILEEES ..o,
CONTEIBNCES ...ttt
Consultation ..o,
CoNraCting .....cooe e oo,
o [N T =
EVAIUALION ...,

Programme Management ..........cocuviiiiiiiineeiiiin e
Project Management.........c.ooouiiiiiiiiiiieeeee e
PUblic REACHION ...
REQUIALING ..
REPOMING. ...ttt
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Function No. Activity No.

4.3
4.89
4.92

4.5

4.6
4.12
4.14
4.17
4.20
4.21
4.36
4.37
4.38
4.50
4.85
4.63
4.87
4.64
4.65
4.66
4.67
4.73

Function / Activity

ECONOMIC DEVELOPMENT
0 A o P
0 Yo Yo = 1| T
AGIEEIMENTS .ttt
Appointment SCheduling ..............uueiiiiiiiiiiiiieeeeeeeeaes
ATTANGEIMENTS ... e e e enaas
BUSINESS ENTEIPIISE ...ovviiiiieeiiieiiiieeie e
(070] 0110111 (=T= 1T PR PRURT P
CONTEIBNCES ...t
CoNSUALION ..o
CoNtraCting......coooeeiieee e
ENQUITIES ...
EVAIUALION ..o
Event Management..........oouviiiiiiiiiiieee e
JOINT VENTUIES ...ttt e

Programme Management ...........coooveeiiiiiiiieeeeeeeer e
Project Management .........coooeuiiiiiiiiiiieee e
PrOMOLION ....coiiiiiiii e
PUDBIIC REACHION ...
(] o0 5 1] o T
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Function No. Activity No.

5.2
5.3
5.89
5.92
55
5.14
5.16
5.17
5.19
5.20
5.21
5.36
5.37
5.50
5.85
5.55
5.63
5.87
5.64
5.65
5.67
5.71
5.73

Function / Activity

ENVIRONMENTAL MANAGEMENT
ACQUISITION ..ottt
AGVICE <.
Yo A0 To7 11T SRR
AGIEEIMENTS ...t e e e e e e eeeeaaaas
Appointment SCheduling ..............uvvvuiiiiiiiii.
(070]0 0100111 (=TT R
ComplianCe ....ccoooeeieeee
(07010 (=1 7=T g (o 1SR PTPORR PP
(O70] 015111 ¥ o3 1] o ISR
(0701 g E 1011 7= 110 o [P OORR
(O10] 11 7= 1o 1] 1 [0 PP P PP PPPPTTRPO
[ o [N T =
EVAlUALION ....oveiii e
JOINEVENTUIES .o
= 1170 o RO

Programme Management ...........cccuuriiiieeeeeieiiiiiieeee e e
Project Management........cccoooieiiieii e
Public ReacCtion .........ccooviiiiii
LYo U1 F= LT o
REPOMING ...ttt

State Records of South Australia

Fourth Edition (amended) 1 January 2010

Page xxviii



Function No. Activity No.

6.2
6.2
6.89
6.92
6.5
6.6
6.7
6.14
6.19
6.17
6.20
6.21
6.30
6.36
6.37
6.50
6.51
6.85
6.55
6.63
6.87
6.64
6.65
6.67
6.73

Function / Activity

EQUIPMENT AND STORES
ACQUISITION ..t e s
0 A o
7Y Ao To7 11T
AGIEEIMENTS ...ttt e e e e et eaaeeeaaea
Appointment SCheduling ..............uveuiiiiiiiiiii,
AITANGEIMENTS.....ciiiiiiiii e e e eenenes
ASSet MaNageMEeNT ......couviiiiei e
COMIMITEEES ...ttt e e e e
107021 ] 1= o [o = 20
CONBIBNCES ...
CONSUIALION ..o
170} o)1 > T3 1] o P
DISPOSAI ...t
o [N T =
EVAIUALION ..o
JOINT VENTUIES ..ottt
=2 ] T o
LIBUISON ettt r

Programme Management ..........cocuuiiviveiinieeeiin e
Project Management ...........ooouiiiiiiiiiiiee e
PUDBIiC REACHION ...
REPOIING e
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Function No. Activity No.

7.1
7.3
7.89
7.92
7.5
7.7
7.8
7.11
7.14
7.17
7.20
7.21
7.31
7.36
7.37
7.41
7.48
7.85
7.60
7.63
7.87
7.64
7.65
7.67
7.69
7.73
7.81
7.82

Function / Activity

FINANCIAL MANAGEMENT
ACCOUNTING oottt e e e et e e e e e e e
o A o =
7Y Ao To7 11T
AGIEEIMENTS ...ttt e e e e et eaaeeeaaea
Appointment SCheduling ..............uuveiiiiiiiiiii,

(2 T0To [0 =1 1] o R
(070] 001 00111 (=T=TS PSRN
CONTEIBNCES ... .t
(O70] g [SY0]1 7=\ 110 o[PS
170} 011 > Tod 1] o P
[ T0] g F= 11 0] 1
o [N =
EVAlUALION ...t
Grant FUNAING .....oeviiiiiiiiieee e
TSI U] = g o = PP
(T2 1Yo o [

Programme Management ...........ccuoiiiviiiiiiiiecie e ee e e e
Project Management ..........coooiiiiiiiiiiieee e
PUDIIC REACLION ...
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Function No. Activity No. Function / Activity Page No.
8. FLEET MANAGEMENT 123 -135
8.2 ACQUISITION ..ottt ettt e e e e e et e et e e e e e e s e e e e e e e e e e nnbreeeees 123
8.89 0 Yo Yo = 1| T RSP 134
8.92 F o (51T 0 1 T=T ] £ SSPPPPRRR 134
8.5 YN o] o Tl T aking L= a1 RS el aT=To (1] 11 o R 123
8.6 F o g = o [T 0 a1 1SRRI 124
8.14 (0] 1011011 =T= T 124
8.17 (070 01{=] =T o [of 1 PP P PP PPTPPRTPPPP 125
8.20 (670 015101171 (o] o HE PP PP PPPPPPPPPRP 126
8.21 (o] ] 1 7= Tox 1] o 127
8.30 DISPOSAL ... —— 127
8.36 ENQUITIES et e e e e e e e e e e e e e as 128
8.37 7= Y11= 1o o 128
8.51 [I=T= 11T PP PP PP PPPPP PP 129
8.85 =YL= 0 o 133
8.55 1Y F= T 1= 0 = Vg ot TP PPRPPP P 129
8.63 P Ol CY e et a e e e e 130
8.87 (0 To =T o [ = 134
8.64 Programme ManagemMENT ..........oooiiiiiiiiii e e e 131
8.65 ProjeCt MaNAGEMENT ......coii ittt e e e e e e e e 131
8.67 ] o] ol = L= Tox 1o o PP EPPRR T 132
8.73 [T=ToT0] 411 oo TR PP PPPP PP 133
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Function No. Activity No. Function / Activity Page No.

9. GOVERNANCE 136 — 153
9.3 AQVICE <.ttt e e e e e e e e e e e e e eeeatr e aaaeeaaraaa, 136
9.89 0 Yo Yo = 1| T RSP 153
9.92 F o (51T 0 1 T=T ] £ SSPPPPRRR 153
9.5 YN o] o Tl T aking L= a1 RS el aT=To (1] 11 o R 137
9.10 BOUNAArY REFOIM ... 137
9.14 (07010 ] 1111 C=T=TS PR 138
9.16 ComMPlANCE ... 139
9.17 (070] 1 (=1 1=T 0 [of LS S PP PP PPPRPPR 140
9.20 CONSUIALION ... 141
9.21 CONrACTING ...ccoe e 141
9.24 COUNCIH MEELINGS. ..ottt e e e e e e e e e e e e ane 142
9.33 EleCted MEMIDEIS ... 143
9.34 BIECHIONS. ... e e et e e 145
9.36 o [T =P 145
9.37 EVAIUBLION L.t e e e e e e e e e e st e e e e e e e e as 146
9.38 EVENt MANAGEMENT ... .ot 146
9.50 8 L0 1Y 4= L1 ] = 148
9.85 = TETo ] o DO UPPPPPTRPUPIRt 152
9.58 N0 1= Lo =L 148
9.63 P OIICY e e 149
9.87 e (0 To =T 0 LB = 153
9.64 Programme ManagemeENT .........cooeuiiiiieiie e e e e e e e e e e e e e e e e e e 149
9.65 ProjeCt MANAGEMENT ......oeiiiiiiiiiitei e e e e e e e e e e e nenre s 150
9.67 PUDIIC REACHION ... e e e e e e e e e e e 151
9.73 R EPDOITING . e ————————— 151
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Function No. Activity No.

10.

10.3
10.89
10.92

10.5
10.84
10.14
10.17
10.20
10.36
10.37
10.38
10.42
10.46
10.50
10.85
10.87
10.64
10.65
10.67
10.73
10.83

Function / Activity

GOVERNMENT RELATIONS
AQVICE ..o
0 Yo Yo = 1| T
AGIEEIMENTS .ttt
Appointment Scheduling ...............eeeuiiiiiiiiiieeees
AWATTS ..ottt e e e e e e a e
(0701001 1111 =TT PSRRI
CONfEIBNCES ...
CONSUIALION ...
] o [N T =
EVAIUALION ..ot
Event Management ..o
(C T (=T=] (] o
INQUITIES ..ttt e e e e
JOINT VENTUIES ..ottt eeeeeeeeennees
[ 1o o [P EURP PP
o (0 Tot =T o [T
Programme Management ............coviviiiiiieieie e
Project Management ...........ooouiiiiiiiiiieee e
PUblic REACHION ...
REPOIING .,
Y411 7 PPN

Page No.

154 - 167

.............................. 154
.............................. 166
.............................. 167
.............................. 155
.............................. 165
.............................. 155
.............................. 156
.............................. 157
.............................. 157
.............................. 158
.............................. 158
.............................. 160
.............................. 160
.............................. 161
.............................. 166
.............................. 166
.............................. 162
.............................. 162
.............................. 163
.............................. 164
.............................. 164
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Function No. Activity No.

11.

11.3
11.89
11.92

115
11.14
11.16
11.17
11.20
11.21
11.36
11.37
11.50
11.85
11.63
11.87
11.64
11.65
11.67
11.71
11.73
11.88

Function / Activity

HEALTH MANAGEMENT
AQVICE ..o
0 Yo Yo = 1| T
AGIEEIMENTS .ttt
Appointment Scheduling ...............eeeuiiiiiiiiiieeees
COMMITEEES ...ttt e e e e
COMPLANCE ...
CONfEIBNCES ...
CONSUIALION ...
(©70] o)1 > T3 11 o [
[ Lo U] =
EVAIUALION ...

Programme Management ...........cccuvviiiieeeeeeiiciiiiieeee e e
Project Management...........cceeiiieeiiieiiiiiiin e
PUDIIC REACHION ..vvviii e
REQUIALING ...
=T 010 1 1 o
Residential Care......ccoooeieeiieee e

Page No.

168 — 184

.............................. 168
.............................. 183
.............................. 184
.............................. 169
.............................. 169
.............................. 171
.............................. 171
.............................. 172
.............................. 172
.............................. 173
.............................. 173
.............................. 174
.............................. 180
.............................. 175
.............................. 181
.............................. 176
.............................. 177
.............................. 178
.............................. 178
.............................. 180
.............................. 181
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Function No. Activity No. Function / Activity Page No.
12. HUMAN RESOURCE MANAGEMENT 185 - 210
12.3 AQVICE ..ottt e e e e e e e e et e e e et e e et e aaareaeraaa, 185
12.89 0 Yo Yo = 1| T R 209
12.92 F o (ST 0 1 T=T ] £ OSSPSR 209
12,5 YN o] oJo ]l ki ngT=T a1 RS el aT=To (1] 11 o R 186
12.9 U 11 0T 1S V1o ] o I 186
12.14 (07010 ] 1111 C=T=TS OO 187
12.15 COMPENSALION ... 188
12.16 CoMPlANCE ..o 189
12.17 (70} o) 1=1 7= o =1 190
12.20 CoNSUALION ..o 191
12.21 (©70] 11 = Tox 1] 1 o TP PP PPPPPPPPPRPPPN 192
12.25 (@70 TUT 0 1511 | 1 o P 193
12.29 D ISTod o] 1] =TT PP PPPP PP 193
12.35 =] 0] (0] 0411 o1 B @207 g o 11 e 1S 194
12.36 ENQUITIES .ttt e e e —— 195
12.37 7= 11 F= 1o o 195
12.43 T 1= 7= [ = 196
12.44 INAUSTEHIAl REIALIONS. ... e e e e e e e e e e eeaaaaaaaes 196
12.45 INFIINGEMENTS ... et e e e e e e e e e e e e e s es 197
12.52 IS 1Y PSR 197
12.85 = TEo ) o PPt 208
12.61 Performance Management...........coooiiiiiiiii e e e e e e e e e e aaaan 198
12.62 PEISONNEL ... . e et e e e e e e e et e e e e e e e earraaaa 198
12.63 POl CY e e e e e e e e 201
12.87 o (0 Tt o [T =R 209
12.64 Programme ManagemMENT ..........cooiiiiiiiia e 202
12.65 e (o)< 1Y, =T F= Vo 1T o =T o | 203
12.67 U o TT =T T 1 R 204
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Function No. Activity No. Function / Activity Page No.

HUMAN RESOURCE MANAGEMENT continued

12.70 T (110 1T o | TR 204
12.72 RENADIITALION ..o e e e e e e e earaaaaneas 205
12.73 =T 010 1 1 o 205
12.76 SECUNLY oo 206
12.77 SOCIAl CIUDS ... 206
12.78 Staff DEVEIOPMENL.........coiiiiiii e 207
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Function No. Activity No.

13.

13.2
13.3
13.89
13.92
3.5
13.14
13.16
13.17
13.18
13.20
13.21
13.22
13.27
13.30
13.36
13.37
13.40
13.49
13.85
13.63
13.87
13.64
13.65
13.67
13.73
13.76

Function / Activity

INFORMATION MANAGEMENT
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F Yo A0 To7= 111 T S PPPPRRN
AGIEEIMENTS ...ttt e e e e eeeaaaaas
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(070101 (=1 1=T g (o 1S PP PTPORR PPN
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CONTACTING .ttt e e e
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EVAlUALIoN ....oveii e
Freedom of Information.............cooueiiiiiii e
Intellectual Property .......oooiiiiiiiieieceeeeeeiee e
I F= 1Yo o [T

Programme Management ............covvviiiiiieeeiin e
Project Management ...........oooiiiiiiiiiieeee e
PUbBIiC REACHION ...
REPOIING e
SECUNLY ettt e e e e e e e

Page No.

211 - 228

.............................. 211
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14.

14.2
14.3
14.89
14.92
14.5
14.6
14.14
14.16
14.17
14.19
14.20
14.21
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14.37
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14.51
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ACQUISITION ..ttt
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Project Management ...........cooiiiiiiiiiieieee e
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SECUNMLY criiiiiiiiee e

Page No.

229 - 247
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............................... 230
............................... 246
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............................... 231
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............................... 234
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LEGAL PROVISIONS
0 A o PP
0 LYo Yo = 1| T
AGIEEIMENTS ..t
Appointment Scheduling ...............ueiiiiiiiiiiiieaees

(0] o)1 > T3 11 o
Lo 0T =
EVAlUAtIoN ....ooeiiiie e
JOINEVENTUIES oo
LIADIITTY e
= 1Y 0] o [ SRPTRRN

Project Management ..........coouiiiiiiiiiiiieee e
PUDBIIC REACHION ...
REPOIING .o,
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16.

16.2
16.3
16.89
16.92
16.5
16.6
16.14
16.16
16.17
16.18
16.19
16.20
16.21
16.30
16.31
16.36
16.37
16.50
16.51
16.85
16.55
16.57
16.58
16.63
16.87
16.64
16.65
16.67

Function / Activity

PROPERTY MANAGEMENT
ACQUISITION ...ttt e e e e e e
A Lo =
Y Ao To7= 111 T
AGIEEIMENTS ... et a e e e eaaaea s
Appointment SCheduling .............euviveiiiiiiiiiiiiii,
AITANGEMENTS.....oeiiiiiiii e e e e
(©70] 0 4]0 111 (=12 PPRRRTR
ComplianNCe ....cooeeeeeeee
CONfEIBNCES ...
CONSEIVALION ...t e e e e e e e e e e eeee s
(070 1] 1 11 [ 1 o] o PSPPI
CoNSUtALION ..o
(@70] 11 7= 1o 1] [0 TP P PPPURTR PRI
] 010 17= |
DONALIONS ...ttt e e a e
ENQUITIES ..ot
EVAIUALION <.
JOINE VENTUIES ...
LBASING. ...ttt
[T ] o PR P PRSPPI

Programme Management ...........coovveiiiiiinineeeiieee e
Project Management...........ouiiiiiieiiiieies e
PUDIIC REACTION ...t
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261 — 284
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262
283
284
263
263
364
265
268
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271
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273
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274
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PROPERTY MANAGEMENT continued
16.71 LT U1 F= U T o PP 280
16.73 [Y=T o0 411 oo PP PPPPPPPPPP 281
16.76 Y=ol | SRS 281
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17.

17.2
17.3
17.89
17.92
17.5
17.93
17.14
17.91
17.16
17.17
17.18
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17.21
17.31
17.36
17.37
17.38
17.94
17.50
17.85
17.90
17.63
17.87
17.64
17.65
17.66
17.67
17.71

Function / Activity

SOCIAL, CULTURAL AND COMMUNITY SERVICES
ACQUISITION ...ttt e e
o A o
Y A0 To7= 11T S
AGIEEIMENTS ...ttt e e e e e e e eeaa s
Appointment SCheduling .............uuviiiiiiiiiiiiieeiiee .
CRIld CaAre ..o
COMMILEEES ...teeieiee e ettt e e e e e e e e e eeees
COmMMUNILY TraNSPOI......uuiiieiiieeeie it
(70} 0] ] 1= o [o = 0
CONfEIBNCES ...
CONSEIVALION ...
ConsSUltatioN ..o
(@70] 11 7= Tox 1] o [0 PP PPRTTT PP
D To ] = 110 1
ENQUITIES ..o
EVAIUALION ...
Event Management.........coooeiviiiiiiie e
Exhibition and Collection Management...........cccccceevviniiiviiieeeeeeenn,
Lo LAY =T 110 €= T
[ 1o o [P T PRSP

Programme Management .........ccuuviuiiieeeeeeiiiiiieieeeee e s ssevneeeeee s
Project Management.......cccooeiieiiiee e
Promotion.........oouiiiiii e
PUDIIC REACLION ...
=T 0 11 ] =1 1] o R

Page No.

285 — 307
285
285
302
304
286
305
287
304
288
289
290
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291
292
292
293
306
294
301
302
295
301
295
298
298
299
299
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SOCIAL, CULTURAL AND COMMUNITY SERVICES continued
17.73 T o0 1 1] o 300
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18. STRATEGIC MANAGEMENT 308 — 324
18.3 0 A o 308
18.89 0 Yo Yo = 1| T SRR 324
18.92 F o (51T 0 1 T=T ] £ OSSPSR 324
18.5 YN o] o Tl T aTiaq L= a1 AT ol aT=To (1] 11 o PR 309
18.8 N E o [ PP PRTTT R PPTPPPPPP 309
18.14 (0] 10110111 1=T= 2P 310
18.17 CONBIBNCES ... 311
18.20 (070] 415101 = 110 o PP PPPPPPP 312
18.21 @07 o)1 > T3 11 o P 312
18.23 Corporate StYIe ..., 313
18.26 (101 (o]0 g L=T BT =T oV o = 314
18.36 = o [T =P 314
18.86 EStaDIISNIMENTS ... 323
18.37 7= 11 F= 1o o 314
18.39 FEES AN ChargeS. ... .o 315
18.85 = VL= o] o U 323
18.63 0] o3 PRSP 315
18.87 PrOCEAUIES ... 323
18.65 ProjeCt MaANAGEMENT .......eiiiiiiiiiite et e e r e e e e e e 316
18.67 (0] o] [l o L= T 1o o TP PRPPR 317
18.68 PUBICALION. ... 317
18.73 LT o L0 1 1] o 319
18.74 RESEAICH ... e —— 320
18.75 RISK MANAGEIMENT ...t e e e e e e e 321
18.79 ] P 1[0 F= 10 KPP PPPPPPP 322
18.80 SrategiCc PlanNiNg ..........uuieiiiiieeeeee e 322
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19.

19.2
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19.89
19.92
19.4
195
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19.16
19.17
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19.28
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19.37
19.47
19.50
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19.85
19.55
19.59
19.63
19.87
19.64
19.67
19.73
19.76

Function / Activity

TECHNOLOGY AND COMMUNICATION
ACQUISITION ...ttt e e e e
o A o
Y0 A0 To7= 111 T
AGIEEIMENTS ...t e e e e e e e
Application DeVEIOPMENT ...........uvvveerririiiiiiiiriieeiieerirererrre.
Appointment SCheduling ............ciiiiie s
COMIMIEEEES ...veeiiiee et e e e e e e e
ComplianCe ....cooeeeeeeee
(0] 0] (] (=] s [of 1= TP
(@70] 415101 = 110 o P PPRRTR PP
[©70] 011 7= 1o 1] o o PP PPPT PP PPPP
CONLIOL. ..
Database Management..........oooiuiiiiiiiiie e
o [T =
EVAIUALION ..o
INSLAIALION ...
Lo 1Y =T 1 LU ] €= S
LEASING ...ttt
= VL= 0] o
MAINTENANCE........i ittt aeeeas

Project Management ...........cooiiiiiiiiiiieee e
PUDIIC REACHION ...
REPOMING. ..ttt
Y=ot U ] ] PP
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20.89
20.92
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20.14
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20.17
20.19
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20.21
20.36
20.37
20.50
20.85
20.63
20.87
20.64
20.65
20.67
20.71
20.73

Function / Activity

TRAFFIC MANAGEMENT
AQVICE ..t e e e e eeaaaa
0 Yo Lo = 1| T
AGIEEIMENTS .ttt
Appointment SCheduling ............ee i
COMIMITEEES ...ttt e e e e e
COMPIANCE ...
CONfEIBNCES ...
CONSIIUCTION ..t
ConsSUltatioN ......ooeeeeeee
CoNtracting.....ccoooeeeeeeeee e
ENQUITIES ..ot
EVAIUALION ..

Programme Management ...........ccuoiiiiiiinieieee e e e e
Project Management ...........ouuiiiiiiiiiiiiee e
PUDIIC REACLION ...
=0 U] =1 1] o
REPOMING. ...ttt

Page No.

341 - 354
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