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Records and Information Management Policy Appendix 2:
Records Classification Guide

Classification Title Sub-Classification

ASSESSMENT: ASSESSMENT - ADVICE

ASSESSMENT - APPEALS

ASSESSMENT - ARRANGEMENTS
ASSESSMENT - COMMITTEES & MEETINGS
ASSESSMENT - PLANNING

ASSESSMENT - REPORTING

ASSESSMENT - RESULTS

ASSESSMENT - SUPERVISION

COLLECTIONS MANAGEMENT: COLLECTIONS MANAGEMENT - ACQUISITION
COLLECTIONS MANAGEMENT - CONSERVATION
COLLECTIONS MANAGEMENT - CONTROL
COLLECTIONS MANAGEMENT - DISPOSAL
COLLECTIONS MANAGEMENT - DONATIONS
COLLECTIONS MANAGEMENT - EXHIBITIONS
COLLECTIONS MANAGEMENT - LOANS MANAGEMENT

COMMUNITY RELATIONS: COMMUNITY RELATIONS - ACQUISITION
COMMUNITY RELATIONS - ADDRESSES

COMMUNITY RELATIONS - ADDRESSES (PRESENTATIONS)
COMMUNITY RELATIONS - AGREEMENTS
COMMUNITY RELATIONS - ARRANGEMENTS
COMMUNITY RELATIONS - CELEBRATIONS
COMMUNITY RELATIONS - CEREMONIES
COMMUNITY RELATIONS - COMMITTEES & MEETINGS
COMMUNITY RELATIONS - CONFERENCES
COMMUNITY RELATIONS - CONTRACTING-OUT
COMMUNITY RELATIONS - CUSTOMER SERVICE
COMMUNITY RELATIONS - DONATIONS

COMMUNITY RELATIONS - ENQUIRIES

COMMUNITY RELATIONS - EVALUATION
COMMUNITY RELATIONS - EXHIBITIONS
COMMUNITY RELATIONS - FEEDBACK & COMPLAINTS
COMMUNITY RELATIONS - FUNCTIONS (SOCIAL)
COMMUNITY RELATIONS - GRANT FUNDING
COMMUNITY RELATIONS - GREETINGS

COMMUNITY RELATIONS - IMPLEMENTATION
COMMUNITY RELATIONS - JOINT VENTURES
COMMUNITY RELATIONS - LIAISON

COMMUNITY RELATIONS - MARKETING

COMMUNITY RELATIONS - MEDIA RELATIONS
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COMPENSATION:

EQUIPMENT & STORES:
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COMMUNITY RELATIONS - PLANNING

COMMUNITY RELATIONS - POLICY

COMMUNITY RELATIONS - PROCEDURES

COMMUNITY RELATIONS - PUBLIC REACTION

COMMUNITY RELATIONS - REPORTING

COMMUNITY RELATIONS - REPRESENTATIVES

COMMUNITY RELATIONS - RESEARCH

COMMUNITY RELATIONS - REVIEWING

COMMUNITY RELATIONS - SUBMISSIONS

COMMUNITY RELATIONS - SUGGESTIONS

COMMUNITY RELATIONS - VISITS

COMPENSATION - ACCIDENTS

COMPENSATION - ADVICE

COMPENSATION - AGREEMENTS

COMPENSATION - APPEALS (DECISIONS)

COMPENSATION - CASES

COMPENSATION - CLAIMS

COMPENSATION - COMMITTEES & MEETINGS

COMPENSATION - COMPLIANCE

COMPENSATION - INSURANCE

COMPENSATION - PAYMENTS

COMPENSATION - POLICY

COMPENSATION - PROCEDURES

COMPENSATION - REHABILITATION

COMPENSATION - REVIEWING

EQUIPMENT & STORES - ACQUISITION

EQUIPMENT & STORES - AGREEMENTS

EQUIPMENT & STORES - ALLOCATION

EQUIPMENT & STORES - ARRANGEMENTS

EQUIPMENT & STORES - AUDIT

EQUIPMENT & STORES - CLAIMS

EQUIPMENT & STORES - COMPLIANCE

EQUIPMENT & STORES - CONTRACTING-OUT

EQUIPMENT & STORES - DISPOSAL

EQUIPMENT & STORES - DISTRIBUTION

EQUIPMENT & STORES - EVALUATION

EQUIPMENT & STORES - FINANCIAL ASSISTANCE

EQUIPMENT & STORES - FURNITURE REUSE

EQUIPMENT & STORES - INSPECTIONS

EQUIPMENT & STORES - INSTALLATION

EQUIPMENT & STORES - INSURANCE

EQUIPMENT & STORES - INVENTORY

EQUIPMENT & STORES - LEASING

EQUIPMENT & STORES - LEASING-OUT

EQUIPMENT & STORES - MAINTENANCE

EQUIPMENT & STORES - POLICY
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ESTABLISHMENT:

FINANCIAL MANAGEMENT:
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EQUIPMENT & STORES - PROCEDURES

EQUIPMENT & STORES - REPORTING

EQUIPMENT & STORES - REVIEWING

EQUIPMENT & STORES - SECURITY

EQUIPMENT & STORES - STOCKTAKE

EQUIPMENT & STORES - TENDERING

ESTABLISHMENT - COMMITTEES & MEETINGS

ESTABLISHMENT - EVALUATION

ESTABLISHMENT - PLANNING

ESTABLISHMENT - POLICY

ESTABLISHMENT - PROCEDURES

ESTABLISHMENT - REPORTING

ESTABLISHMENT - RESTRUCTURING

ESTABLISHMENT - REVIEWING

ESTABLISHMENT - VACANCIES

ESTABLISHMENT - VARIATIONS

FINANCIAL MANAGEMENT - ACCOUNTING

FINANCIAL MANAGEMENT - ACQUISITION

FINANCIAL MANAGEMENT - ADVICE

FINANCIAL MANAGEMENT - AGREEMENTS

FINANCIAL MANAGEMENT - ALLOCATION

FINANCIAL MANAGEMENT - ASSET REGISTER

FINANCIAL MANAGEMENT - AUDIT

FINANCIAL MANAGEMENT - AUTHORISATION

FINANCIAL MANAGEMENT - BUDGETING

FINANCIAL MANAGEMENT - COMMITTEES & MEETINGS

FINANCIAL MANAGEMENT - COMPLIANCE

FINANCIAL MANAGEMENT - CONTRACTING-OUT

FINANCIAL MANAGEMENT - CORRUPTION

FINANCIAL MANAGEMENT - DONATIONS

FINANCIAL MANAGEMENT - EVALUATION

FINANCIAL MANAGEMENT - FINANCIAL ASSISTANCE

FINANCIAL MANAGEMENT - FINANCIAL STATEMENTS

FINANCIAL MANAGEMENT - GRANT FUNDING

FINANCIAL MANAGEMENT - INVENTORY

FINANCIAL MANAGEMENT - PAYMENTS

FINANCIAL MANAGEMENT - PLANNING

FINANCIAL MANAGEMENT - POLICY

FINANCIAL MANAGEMENT - PROCEDURES

FINANCIAL MANAGEMENT - REASONABLE ADJUSTMENT

FINANCIAL MANAGEMENT - REPORTING

FINANCIAL MANAGEMENT - REVIEWING

FINANCIAL MANAGEMENT - RISK MANAGEMENT

FINANCIAL MANAGEMENT - SALARIES

FINANCIAL MANAGEMENT - STANDARDS

FINANCIAL MANAGEMENT - TENDERING
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FLEET MANAGEMENT:

FUNDRAISING & PROMOTION:

GOVERNMENT RELATIONS:
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FINANCIAL MANAGEMENT - TREASURY MANAGEMENT

FLEET MANAGEMENT - ACCIDENTS

FLEET MANAGEMENT - ACQUISITION

FLEET MANAGEMENT - ALLOWANCES

FLEET MANAGEMENT - ARRANGEMENTS

FLEET MANAGEMENT - AUTHORISATION

FLEET MANAGEMENT - CLAIMS

FLEET MANAGEMENT - COMMITTEES & MEETINGS

FLEET MANAGEMENT - COMPLIANCE

FLEET MANAGEMENT - CONTRACTING-OUT

FLEET MANAGEMENT - DISPOSAL

FLEET MANAGEMENT - INFRINGEMENTS

FLEET MANAGEMENT - INSURANCE

FLEET MANAGEMENT - LEASING

FLEET MANAGEMENT - LEASING-OUT

FLEET MANAGEMENT - MAINTENANCE

FLEET MANAGEMENT - PLANNING

FLEET MANAGEMENT - POLICY

FLEET MANAGEMENT - PROCEDURES

FLEET MANAGEMENT - REPORTING

FLEET MANAGEMENT - TENDERING

FUNDRAISING & PROMOTION - CELEBRATIONS

FUNDRAISING & PROMOTION - COMMITTEES & MEETINGS

FUNDRAISING & PROMOTION - DONATIONS

FUNDRAISING & PROMOTION - ENQUIRIES

FUNDRAISING & PROMOTION - FOUNDATION MEMBERSHIP

FUNDRAISING & PROMOTION - FUNDRAISING

FUNDRAISING & PROMOTION - MARKETING

FUNDRAISING & PROMOTION - MEDIA RELATIONS

FUNDRAISING & PROMOTION - PLANNING

FUNDRAISING & PROMOTION - POLICY

FUNDRAISING & PROMOTION - REPORTING

FUNDRAISING & PROMOTION - SPONSORSHIP

FUNDRAISING & PROMOTION - VISITS

GOVERNMENT RELATIONS - ADDRESSES

GOVERNMENT RELATIONS - ADDRESSES (PRESENTATIONS)

GOVERNMENT RELATIONS - ADVICE

GOVERNMENT RELATIONS - AGREEMENTS

GOVERNMENT RELATIONS - AUTHORISATION

GOVERNMENT RELATIONS - COMMITTEES & MEETINGS

GOVERNMENT RELATIONS - COMPLIANCE

GOVERNMENT RELATIONS - IMPLEMENTATION

GOVERNMENT RELATIONS - INQUIRIES

GOVERNMENT RELATIONS - JOINT VENTURES

GOVERNMENT RELATIONS - LEGISLATION
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INDUSTRIAL RELATIONS:

INFORMATION MANAGEMENT:
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GOVERNMENT RELATIONS - POLICY

GOVERNMENT RELATIONS - PROCEDURES

GOVERNMENT RELATIONS - REPORTING

GOVERNMENT RELATIONS - REPRESENTATIONS

GOVERNMENT RELATIONS - REPRESENTATIVES

GOVERNMENT RELATIONS - RESEARCH

GOVERNMENT RELATIONS - REVIEWING

GOVERNMENT RELATIONS - SUBMISSIONS

GOVERNMENT RELATIONS - VISITS

INDUSTRIAL RELATIONS - ADVICE

INDUSTRIAL RELATIONS - AGREEMENTS

INDUSTRIAL RELATIONS - ALLOWANCES

INDUSTRIAL RELATIONS - APPEALS

INDUSTRIAL RELATIONS - APPEALS (DECISIONS)

INDUSTRIAL RELATIONS - CLAIMS

INDUSTRIAL RELATIONS - COMMITTEES & MEETINGS

INDUSTRIAL RELATIONS - COMPLIANCE

INDUSTRIAL RELATIONS - DISPUTES

INDUSTRIAL RELATIONS - ENTERPRISE BARGAINING

INDUSTRIAL RELATIONS - GRIEVANCES

INDUSTRIAL RELATIONS - INDUSTRIAL ACTION

INDUSTRIAL RELATIONS - INSURANCE

INDUSTRIAL RELATIONS - PLANNING

INDUSTRIAL RELATIONS - POLICY

INDUSTRIAL RELATIONS - PROCEDURES

INDUSTRIAL RELATIONS - REPORTING

INDUSTRIAL RELATIONS - RESEARCH

INFORMATION MANAGEMENT - ACCESS & COPYING REQUESTS

INFORMATION MANAGEMENT - ACQUISITION

INFORMATION MANAGEMENT - ADVICE

INFORMATION MANAGEMENT - AGREEMENTS

INFORMATION MANAGEMENT - APPEALS

INFORMATION MANAGEMENT - APPEALS (DECISIONS)

INFORMATION MANAGEMENT - AUDIT

INFORMATION MANAGEMENT - AUTHORISATION

INFORMATION MANAGEMENT - CASES

INFORMATION MANAGEMENT - COLLECTION & ORGANISATION

INFORMATION MANAGEMENT - COMMITTEES & MEETINGS

INFORMATION MANAGEMENT - COMPLIANCE

INFORMATION MANAGEMENT - CONSERVATION

INFORMATION MANAGEMENT - CONTRACTING-OUT

INFORMATION MANAGEMENT - CONTROL

INFORMATION MANAGEMENT - CUSTOMER SERVICE

INFORMATION MANAGEMENT - DATA ADMINISTRATION

INFORMATION MANAGEMENT - DATABASE MANAGEMENT

INFORMATION MANAGEMENT - DISPOSAL
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LEGAL SERVICES:

LIBRARY MANAGEMENT:
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INFORMATION MANAGEMENT - DISTRIBUTION

INFORMATION MANAGEMENT - DONATIONS

INFORMATION MANAGEMENT - ENQUIRIES

INFORMATION MANAGEMENT - EVALUATION

INFORMATION MANAGEMENT - IMPLEMENTATION

INFORMATION MANAGEMENT - INSPECTIONS

INFORMATION MANAGEMENT - INTELLECTUAL PROPERTY

INFORMATION MANAGEMENT - INVENTORY

INFORMATION MANAGEMENT - MARKETING

INFORMATION MANAGEMENT - PLANNING

INFORMATION MANAGEMENT - POLICY

INFORMATION MANAGEMENT - PRIVACY

INFORMATION MANAGEMENT - PROCEDURES

INFORMATION MANAGEMENT - REPORTING

INFORMATION MANAGEMENT - RESEARCH

INFORMATION MANAGEMENT - REVIEWING

INFORMATION MANAGEMENT - RISK MANAGEMENT

INFORMATION MANAGEMENT - SECURITY

INFORMATION MANAGEMENT - STANDARDS

INFORMATION MANAGEMENT - SUGGESTIONS

LEGAL SERVICES - ADVICE

LEGAL SERVICES - AGREEMENTS

LEGAL SERVICES - CLAIMS

LEGAL SERVICES - COMMITTEES & MEETINGS

LEGAL SERVICES - COMPLIANCE

LEGAL SERVICES - CONTRACTING-OUT

LEGAL SERVICES - INFRINGEMENTS

LEGAL SERVICES - INQUIRIES

LEGAL SERVICES - INTELLECTUAL PROPERTY

LEGAL SERVICES - LITIGATION

LEGAL SERVICES - PLANNING

LEGAL SERVICES - POLICY

LEGAL SERVICES - PROCEDURES

LEGAL SERVICES - REPORTING

LEGAL SERVICES - RESEARCH

LEGAL SERVICES - REVIEWING

LEGAL SERVICES - SUBMISSIONS

LIBRARY MANAGEMENT - ACQUISITION

LIBRARY MANAGEMENT - AGREEMENTS

LIBRARY MANAGEMENT - AUDIT

LIBRARY MANAGEMENT - AWARDS (PRIZES)

LIBRARY MANAGEMENT - COLLECTION & ORGANISATION

LIBRARY MANAGEMENT - COMMITTEES & MEETINGS

LIBRARY MANAGEMENT - CONSERVATION

LIBRARY MANAGEMENT - CONTROL

LIBRARY MANAGEMENT - CUSTOMER SERVICE

MACQUARIE

University



OCCUPATIONAL HEALTH & SAFETY
(OH&S):

PERSONNEL:
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LIBRARY MANAGEMENT - DATA ADMINISTRATION

LIBRARY MANAGEMENT - DATABASE MANAGEMENT

LIBRARY MANAGEMENT - DISPOSAL

LIBRARY MANAGEMENT - DONATIONS

LIBRARY MANAGEMENT - EVALUATION

LIBRARY MANAGEMENT - FUNCTIONS (SOCIAL)

LIBRARY MANAGEMENT - IMPLEMENTATION

LIBRARY MANAGEMENT - INTELLECTUAL PROPERTY

LIBRARY MANAGEMENT - INVENTORY

LIBRARY MANAGEMENT - JOINT VENTURES

LIBRARY MANAGEMENT - LIAISON

LIBRARY MANAGEMENT - LOANS MANAGEMENT

LIBRARY MANAGEMENT - MARKETING

LIBRARY MANAGEMENT - OUTREACH (JISC)

LIBRARY MANAGEMENT - PLANNING

LIBRARY MANAGEMENT - POLICY

LIBRARY MANAGEMENT - PROCEDURES

LIBRARY MANAGEMENT - REFORMATTING

LIBRARY MANAGEMENT - REVIEWING

LIBRARY MANAGEMENT - RISK MANAGEMENT

LIBRARY MANAGEMENT - SECURITY

LIBRARY MANAGEMENT - STANDARDS

LIBRARY MANAGEMENT - STOCKTAKE

LIBRARY MANAGEMENT - SUGGESTIONS

LIBRARY MANAGEMENT - TRAINING

OCCUPATIONAL HEALTH & SAFETY (OH&S) - ACCIDENTS

OCCUPATIONAL HEALTH & SAFETY (OH&S) - APPEALS

OCCUPATIONAL HEALTH & SAFETY (OH&S) - AUDIT

OCCUPATIONAL HEALTH & SAFETY (OH&S) - CASES

OCCUPATIONAL HEALTH & SAFETY (OH&S) - CLAIMS

OCCUPATIONAL HEALTH & SAFETY (OH&S) - COMMITTEES & MEETINGS

OCCUPATIONAL HEALTH & SAFETY (OH&S) - COMPLIANCE

OCCUPATIONAL HEALTH & SAFETY (OH&S) - CONTRACTING-OUT

OCCUPATIONAL HEALTH & SAFETY (OH&S) - HEALTH PROMOTION

OCCUPATIONAL HEALTH & SAFETY (OH&S) - INSPECTIONS

OCCUPATIONAL HEALTH & SAFETY (OH&S) - PLANNING

OCCUPATIONAL HEALTH & SAFETY (OH&S) - POLICY

OCCUPATIONAL HEALTH & SAFETY (OH&S) - PROCEDURES

OCCUPATIONAL HEALTH & SAFETY (OH&S) - REPORTING

OCCUPATIONAL HEALTH & SAFETY (OH&S) - REPRESENTATIVES

OCCUPATIONAL HEALTH & SAFETY (OH&S) - RESEARCH

OCCUPATIONAL HEALTH & SAFETY (OH&S) - REVIEWING

OCCUPATIONAL HEALTH & SAFETY (OH&S) - RISK MANAGEMENT

OCCUPATIONAL HEALTH & SAFETY (OH&S) - STANDARDS

PERSONNEL - ALLOWANCES

PERSONNEL - APPEALS (DECISIONS)
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PROPERTY MANAGEMENT:
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PERSONNEL - ARRANGEMENTS

PERSONNEL - AUTHORISATION

PERSONNEL - COMMITTEES & MEETINGS

PERSONNEL - COMPLIANCE

PERSONNEL - CONTRACTING-OUT

PERSONNEL - COUNSELLING

PERSONNEL - DISCIPLINE

PERSONNEL - EMPLOYMENT CONDITIONS

PERSONNEL - EVALUATION

PERSONNEL - GRIEVANCES

PERSONNEL - INFRINGEMENTS

PERSONNEL - INSURANCE

PERSONNEL - LEAVE

PERSONNEL - MARKETING

PERSONNEL - PERFORMANCE MANAGEMENT

PERSONNEL - PLANNING

PERSONNEL - POLICY

PERSONNEL - PROCEDURES

PERSONNEL - RECOGNITION OF SERVICE

PERSONNEL - RECRUITMENT

PERSONNEL - REPORTING

PERSONNEL - REPRESENTATIVES

PERSONNEL - SALARIES

PERSONNEL - SECURITY

PERSONNEL - SEPARATIONS

PERSONNEL - SOCIAL CLUBS

PERSONNEL - SUGGESTIONS

PROPERTY MANAGEMENT - ACQUISITION

PROPERTY MANAGEMENT - ARRANGEMENTS

PROPERTY MANAGEMENT - AUDIT

PROPERTY MANAGEMENT - CASES

PROPERTY MANAGEMENT - CLAIMS

PROPERTY MANAGEMENT - COMMEMORATIVE PLAQUES

PROPERTY MANAGEMENT - COMMITTEES & MEETINGS

PROPERTY MANAGEMENT - COMPLIANCE

PROPERTY MANAGEMENT - CONSERVATION

PROPERTY MANAGEMENT - CONSTRUCTION

PROPERTY MANAGEMENT - CONTRACTING-OUT

PROPERTY MANAGEMENT - CONTRACTS

PROPERTY MANAGEMENT - DISPOSAL

PROPERTY MANAGEMENT - EVALUATION

PROPERTY MANAGEMENT - FIT-OUTS

PROPERTY MANAGEMENT - FLORA & FAUNA MANAGEMENT

PROPERTY MANAGEMENT - INSPECTIONS

PROPERTY MANAGEMENT - INSTALLATION

PROPERTY MANAGEMENT - INSURANCE

MACQUARIE

University



PUBLICATION:

RESEARCH MANAGEMENT:
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PROPERTY MANAGEMENT - LEASING

PROPERTY MANAGEMENT - LEASING-OUT

PROPERTY MANAGEMENT - MAINTENANCE

PROPERTY MANAGEMENT - MAPS

PROPERTY MANAGEMENT - MOVING

PROPERTY MANAGEMENT - PLANNING

PROPERTY MANAGEMENT - POLICY

PROPERTY MANAGEMENT - PROCEDURES

PROPERTY MANAGEMENT - REPORTING

PROPERTY MANAGEMENT - RISK MANAGEMENT

PROPERTY MANAGEMENT - SECURITY

PROPERTY MANAGEMENT - TENDERING

PROPERTY MANAGEMENT - TRAFFIC MANAGEMENT

PROPERTY MANAGEMENT - USAGE

PUBLICATION - AGREEMENTS

PUBLICATION - AUTHORISATION

PUBLICATION - COMMITTEES & MEETINGS

PUBLICATION - COMPLIANCE

PUBLICATION - CORPORATE STYLE

PUBLICATION - DISTRIBUTION

PUBLICATION - DRAFTING

PUBLICATION - ENQUIRIES

PUBLICATION - EVALUATION

PUBLICATION - INTELLECTUAL PROPERTY

PUBLICATION - JOINT VENTURES

PUBLICATION - MARKETING

PUBLICATION - MEDIA RELATIONS

PUBLICATION - PLANNING

PUBLICATION - POLICY

PUBLICATION - PROCEDURES

PUBLICATION - PRODUCTION

PUBLICATION - REPORTING

PUBLICATION - RESEARCH

PUBLICATION - REVIEWING

PUBLICATION - STOCKTAKE

PUBLICATION - TENDERING

RESEARCH MANAGEMENT - COMMITTEES & MEETINGS

RESEARCH MANAGEMENT - Contracts

RESEARCH MANAGEMENT - Ethics

RESEARCH MANAGEMENT - ETHICS & SAFETY

RESEARCH MANAGEMENT - GRANT FUNDING

RESEARCH MANAGEMENT - GRANTS

RESEARCH MANAGEMENT - INTELLECTUAL PROPERTY

RESEARCH MANAGEMENT - MONITORING

RESEARCH MANAGEMENT - POLICY

RESEARCH MANAGEMENT - PROCEDURES
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STAFF DEVELOPMENT:

STRATEGIC MANAGEMENT:

STUDENT SERVICES:
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RESEARCH MANAGEMENT - Product Management

RESEARCH MANAGEMENT - RISK MANAGEMENT

STAFF DEVELOPMENT - ACQUISITION

STAFF DEVELOPMENT - ADDRESSES (PRESENTATIONS)

STAFF DEVELOPMENT - ALLOWANCES

STAFF DEVELOPMENT - AUDIT

STAFF DEVELOPMENT - COMMITTEES & MEETINGS

STAFF DEVELOPMENT - COMPLIANCE

STAFF DEVELOPMENT - CONFERENCES

STAFF DEVELOPMENT - EVALUATION

STAFF DEVELOPMENT - PLANNING

STAFF DEVELOPMENT - POLICY

STAFF DEVELOPMENT - PROCEDURES

STAFF DEVELOPMENT - REPORTING

STAFF DEVELOPMENT - REVIEWING

STAFF DEVELOPMENT - TRAINING

STRATEGIC MANAGEMENT - AGREEMENTS

STRATEGIC MANAGEMENT - AUDIT

STRATEGIC MANAGEMENT - AUTHORISATION

STRATEGIC MANAGEMENT - COMMERCIAL ACTIVITIES

STRATEGIC MANAGEMENT - COMMITTEES & MEETINGS

STRATEGIC MANAGEMENT - COMPLIANCE

STRATEGIC MANAGEMENT - CONTRACTING-OUT

STRATEGIC MANAGEMENT - CORRUPTION

STRATEGIC MANAGEMENT - CUSTOMER SERVICE

STRATEGIC MANAGEMENT - DISASTER RESPONSE

STRATEGIC MANAGEMENT - EVALUATION

STRATEGIC MANAGEMENT - GRANT FUNDING

STRATEGIC MANAGEMENT - IMPLEMENTATION

STRATEGIC MANAGEMENT - INTELLECTUAL PROPERTY

STRATEGIC MANAGEMENT - JOINT VENTURES

STRATEGIC MANAGEMENT - LEGISLATION

STRATEGIC MANAGEMENT - PERFORMANCE MANAGEMENT

STRATEGIC MANAGEMENT - PLANNING

STRATEGIC MANAGEMENT - POLICY

STRATEGIC MANAGEMENT - PROCEDURES

STRATEGIC MANAGEMENT - REPORTING

STRATEGIC MANAGEMENT - RESEARCH

STRATEGIC MANAGEMENT - REVIEWING

STRATEGIC MANAGEMENT - RISK MANAGEMENT

STRATEGIC MANAGEMENT - STANDARDS

STUDENT SERVICES - ACCOMMODATION SERVICES

STUDENT SERVICES - ADMISSION

STUDENT SERVICES - ADMISSION & ENROLMENT

STUDENT SERVICES - ADVOCACY
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TEACHING & LEARNING:

TECHNOLOGY &
TELECOMMUNICATIONS:
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STUDENT SERVICES - CAREERS ADVICE

STUDENT SERVICES - CHAPLAINCY

STUDENT SERVICES - CHILDCARE SERVICES

STUDENT SERVICES - COUNSELLING SERVICES

STUDENT SERVICES - FINANCIAL ASSISTANCE

STUDENT SERVICES - GRADUATION

STUDENT SERVICES - LIAISON

STUDENT SERVICES - OTHER SERVICES

STUDENT SERVICES - SCHOLARSHIPS/PRIZES/BURSARIES/FELLOWSHIPS

STUDENT SERVICES - SPECIAL NEEDS SUPPORT

STUDENT SERVICES - STUDENT DISCIPLINE

STUDENT SERVICES - STUDENT ORIENTATION

STUDENT SERVICES - STUDENT RECRUITMENT / EXCHANGE

TEACHING & LEARNING - ACCESS & COPYING REQUESTS

TEACHING & LEARNING - COMMITTEES & MEETINGS

TEACHING & LEARNING - COURSE DELIVERY

TEACHING & LEARNING - CURRICULUM APPROVAL

TEACHING & LEARNING - CURRICULUM DEVELOPMENT

TEACHING & LEARNING - CURRICULUM REVIEW

TEACHING & LEARNING - ETHICS & SAFETY

TEACHING & LEARNING - JOINT VENTURES

TECHNOLOGY & TELECOMMUNICATIONS - ACQUISITION

TECHNOLOGY & TELECOMMUNICATIONS - ADVICE

TECHNOLOGY & TELECOMMUNICATIONS - AGREEMENTS

TECHNOLOGY & TELECOMMUNICATIONS - ALLOCATION

TECHNOLOGY & TELECOMMUNICATIONS - APPLICATION
DEVELOPMENT

TECHNOLOGY & TELECOMMUNICATIONS - APPLICATION
DEVELOPMENT & MANAGEMENT

TECHNOLOGY & TELECOMMUNICATIONS - ARRANGEMENTS

TECHNOLOGY & TELECOMMUNICATIONS - AUDIT

TECHNOLOGY & TELECOMMUNICATIONS - COMMITTEES & MEETINGS

TECHNOLOGY & TELECOMMUNICATIONS - COMPLIANCE

TECHNOLOGY & TELECOMMUNICATIONS - CONTRACTING-OUT

TECHNOLOGY & TELECOMMUNICATIONS - CONTROL

TECHNOLOGY & TELECOMMUNICATIONS - CUSTOMER SERVICE

TECHNOLOGY & TELECOMMUNICATIONS - DATA ADMINISTRATION

TECHNOLOGY & TELECOMMUNICATIONS - DATABASE MANAGEMENT

TECHNOLOGY & TELECOMMUNICATIONS - DISPOSAL

TECHNOLOGY & TELECOMMUNICATIONS - EVALUATION

TECHNOLOGY & TELECOMMUNICATIONS - IMPLEMENTATION

TECHNOLOGY & TELECOMMUNICATIONS - INSPECTIONS

TECHNOLOGY & TELECOMMUNICATIONS - INSTALLATION

TECHNOLOGY & TELECOMMUNICATIONS - INTELLECTUAL PROPERTY

TECHNOLOGY & TELECOMMUNICATIONS - LEASING

TECHNOLOGY & TELECOMMUNICATIONS - LEASING-OUT

TECHNOLOGY & TELECOMMUNICATIONS - MAINTENANCE
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TECHNOLOGY & TELECOMMUNICATIONS - MODELLING
TECHNOLOGY & TELECOMMUNICATIONS - OPERATIONS
TECHNOLOGY & TELECOMMUNICATIONS - PLANNING
TECHNOLOGY & TELECOMMUNICATIONS - POLICY
TECHNOLOGY & TELECOMMUNICATIONS - PRIVACY
TECHNOLOGY & TELECOMMUNICATIONS - PROCEDURES
TECHNOLOGY & TELECOMMUNICATIONS - REPORTING
TECHNOLOGY & TELECOMMUNICATIONS - RESEARCH
TECHNOLOGY & TELECOMMUNICATIONS - RESTRUCTURING
TECHNOLOGY & TELECOMMUNICATIONS - REVIEWING
TECHNOLOGY & TELECOMMUNICATIONS - SECURITY
TECHNOLOGY & TELECOMMUNICATIONS - STANDARDS
TECHNOLOGY & TELECOMMUNICATIONS - TENDERING

UNIVERSITY GOVERNANCE: UNIVERSITY GOVERNANCE - AUDIT

UNIVERSITY GOVERNANCE - BY LAWS

UNIVERSITY GOVERNANCE - COMMITTEES & MEETINGS
UNIVERSITY GOVERNANCE - COMPLIANCE

UNIVERSITY GOVERNANCE - ELECTIONS

UNIVERSITY GOVERNANCE - INCORPORATION
UNIVERSITY GOVERNANCE - LEGISLATION

UNIVERSITY GOVERNANCE - PLANNING

UNIVERSITY GOVERNANCE - POLICY

Messages
Message includes a message in electronic form.
Examples of messages in electronic form:
e email;
e voicemail;
e SMS;
¢ instant messages, such as messages on Whatsapp or Facebook Messenger;
e posts via social media channels;
* facsimiles;
¢ telephone messages; and
e transmission reports.
*Tips for deciding on whether a message is a record:
e If you are not sure whether you need to make or keep a record, ask yourself the following questions:
e Did Il create content, write, send, use or keep this in the course of my work?

e Am| (oris someone else) required to act on this?
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e Will anyone need this information in the future?
e Isit part of a project? Messages that track progress, provide advice, or report on project milestones
If the answer was yes to any of the above questions, you should make or keep a record.

"Virtual Meeting" Rule: Sometimes an email thread acts as a meeting, resulting in a final decision (e.g., "Yes, let's
proceed with vendor X"). The final confirmation message is the record.

Sender/Recipient: A message sent to a large group for information is often not a record, whereas a message sent
from a manager giving direction to a team is.
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