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Preface 
 
The Saskatchewan Administrative Records Management System (SARS) was initially 
developed by the Provincial Archives of Saskatchewan in response to the 1991 passing 
of The Freedom of Information and Protection of Privacy Act (FOIPP). It was approved 
by the Legislative Assembly in 1993. A revised version, renamed the Administrative 
Records Management System (ARMS), was approved by the Legislative Assembly on 
June 16, 2003. The System was further updated and approved by the Public Records 
Committee on March 21, 2006, as ARMS2006. New recommendations from a 2011 
Corporate-wide lean review of records management has resulted in changed to the 
format of records schedules to simplify the classification system and to enhance 
usefulness in the classification of electronic records. The updated system, ARMS2014, 
approved by the Public Records Committee on September 10, 2014, applies to 
Saskatchewan Government Ministries, Agencies, Boards, Commissions, Officers of the 
Legislative Assembly, and other branches of the Public Service of Saskatchewan, and 
may be applicable to certain Treasury Board Crown Corporations. However, it is not 
applicable to Crown Investments Corporation Crown Corporations. These Corporations 
develop comprehensive, institution-specific schedules that apply to their administrative 
and operational records. 
 
While maintaining the comprehensiveness of SARS, ARMS and ARMS2006, ARMS2014 
offers a more streamlined classification system. The new format is based on broad 
groupings of records related to comparable business processes and functions sharing 
similar retention requirements. The elimination of the secondary level of classification 
makes it less granular than the hierarchical system previously used, reduces the number 
of categories to choose from when classifying records and makes the system flexible 
enough to accommodate different filing practices and a variety of records formats, 
including electronic records.  
 
Government Institutions will find that the implementation of ARMS2014 facilitates the 
filing of records and will result in significant savings in terms of space, retrieval time, and 
the disposition process. These efficiencies translate into financial savings for individual 
institutions and for Government as a whole. 
 
The staff of the Information Management Unit of the Archives developed ARMS2014 in 
consultation with a stakeholder committee representing various government institutions. 
The manual contains all of the information needed to use the new System. I trust that 
you will find it easy to use and beneficial to your organization. I encourage all provincial 
Government Institutions to become familiar with and implement ARMS2014 as soon as 
possible.  
 

 
Linda B. McIntyre 

Provincial Archivist 
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Chapter 1. Introduction 

 
In today’s information-driven environment an efficient information management 
system is essential for all government offices. Recorded information provides the 
basis for all government activities, from employee information to medical 
statistics to policies and procedures. Information is important! 
 
Records are an institution’s memory and most valuable asset; they are necessary 
for decision making and policy development, legislative compliance, fiscal and 
legal requirements and almost every aspect of day-to-day office work. An 
effective information management system provides quick and easy access to an 
institution’s records. It: 

• reduces the volume and cost of paperwork and control 

• greatly improves institutional efficiency 

• reduces storage costs 

• provides evidence of disposal of records 

• provides an accountability structure 

• ensures the preservation of the institution’s and the Province’s history 
 
The Administrative Records Management System 2014 (ARMS2014) combines 
two of the basic tools of information management: a classification system and a 
records retention schedule. A classification system is necessary for the filing and 
retrieval of information. The retention schedule indicates the minimum time an 
office must retain an official record (based on administrative, legal and fiscal 
requirements) and serves as a legal tool for disposal of the record once its 
retention period is met and its usefulness is complete. 
 
ARMS2014 deals exclusively with administrative records commonly found in all 
units of government. ARMS2014 does not apply to: 

• Operational Records (see 2.1 for definition) 

• Transitory Records (see 2.1 for definition) 

• Non-government Records (see 2.1 for definition) 
 
ARMS2014 applies to the administrative records of Saskatchewan Government 
Ministries, Agencies, Boards, Commissions, Officers of the Legislative Assembly, 
and other branches of the Public Service of Saskatchewan, and may be 
applicable to certain Treasury Board Crown Corporations. Operational Records 
Schedules, used to classify operational records, are designed to be compatible 
with ARMS2014. They are based on the same classification principles and are 
developed in the same format. 
 
ARMS2014 does not apply to Crown Investment Corporation Crown Corporations 
or any other Government Institutions that manage their own human resources, 
finance and other administrative functions. These Corporations or Institutions 
develop one corporate-wide retention schedule incorporating all administrative 
and operational records. 
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Further information regarding the development of Operational Records Systems 
(ORS) can be found in the Operational Records Systems (ORS) Development 
Guide. This publication is posted on the Archive’s website at 
http://www.saskarchives.com/services-government/records-classification-and-
retention-schedules/operational-records-system-ors or may be obtained by 
contacting our office at (306) 787-0734 or recordhelp@archives.gov.sk.ca. 
 

1.1 Background 
 
Accountable management of public records is not new to Saskatchewan. 
From the very earliest days of the Provincial Government, records were 
maintained for a variety of purposes including public administration, land 
titles, and records of births, death and marriages. Since 1945, the Archives 
has played a prominent role in records management, principally through the 
instrument of records schedules and by acquiring and preserving records of 
continuing historical significance. Government Institutions are responsible 
for managing their records until records are destroyed upon the Provincial 
Archivist approval or transferred to the Archives. With ARMS2014, the 
Archives is providing ongoing support to Government Institutions in the day-
to-day management of information in government. 
 

1.1.1. Legislation 
 

In Saskatchewan there are three main statutes which dictate aspects of 
information management in government:  The Archives and Public Records 
Management Act, 2015, The Freedom of Information and Protection of 
Privacy Act and The Health Information Protection Act. 
 
The Archives and Public Records Management Act, 2015 
 

It is a requirement of The Archives and Public Records 
Management Act, 2015 that all Government Institutions prepare 
records schedules for all of the public records created or held by the 
institution and that, following approval of the schedule(s) by the 
Public Records Committee, every records schedule applicable to 
that institution be implemented. A records schedule as defined in 
The Archives and Public Records Management Act, 2015 (2) is a 
“formal plan that identifies the public records that are subject to the 
plan, establishes a classification system and retention periods for 
those records, and provides for their disposition.” 

 
The Freedom of Information and Protection of Privacy Act 

 
The Freedom of Information and Protection of Privacy Act gives the 
public the right to access information in government. There are 
some restrictions on that right as well as specific requirements 
concerning protection of personal information. However, if an 
access request is made, records must be located and accounted for 
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prior to the decision on access being made within the timeline of 30 
days. If the information is not available, the institution should be 
able to demonstrate that records were disposed of properly in 
accordance with The Archives and Public Records Management 
Act, 2015 and with the approval of the Provincial Archivist. The 
application of retention schedules also facilitates management of 
personal information and its timely disposal. 
 

The Health Information Protection Act 
 
The Health Information Protection Act (HIPA) legislates the rights of 
individuals and the obligations of “trustees” with respect to personal 
health information. HIPA provides protection for privacy of personal 
health information, while ensuring that information is available, 
when needed. The Act requires trustees to have a policy in place 
regarding retention and disposal of personal health information.  A 
trustee must ensure that records eligible for disposal are disposed 
of securely. The Act also requires trustees to take steps to ensure 
that changes in technology will not render information inaccessible 
during the period of time it is still required.  In order to fulfill these 
requirements Government Institutions must manage their records in 
compliance with The Archives and Public Records Management 
Act, 2015. 

 

1.2 Your Responsibilities 
 

Government Institutions are responsible for efficient and proper 
management of government information in compliance with the 
requirements of The Archives and Public Records Management Act, 2015, 
The Freedom of Information and Protection of Privacy Act, The Health 
Information Protection Act and other relevant legislation. ARMS2014 is a 
tool which assists Government Institutions in fulfilling these responsibilities. 

 
1.2.1 Classification System 
 

The ARMS2014 classification system is function based. This makes the 
system flexible enough to accommodate reorganizations and any new filing 
situations. The system’s new format, which is based on broader groupings 
of records, allows for faster and easier classification of records. The new 
system is much more flexible than ARMS2006 and its predecessors, as 
broader groupings of records can be further broken down in accordance 
with Government Institutions’ filing practices and naming conventions. As 
specified in The Archives and Public Records Management Act, 2015, 
Government Institutions are required to use the current Administrative 
Records Management Schedule as both a classification system and a 
retention schedule for their administrative records. 
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1.2.2 Retention Schedule 
 
The integration of a retention schedule with a classification system 
facilitates the disposal of information. The retention portion of ARMS2014 
applies to the majority of Government Institutions (Saskatchewan 
Government Ministries, Agencies, Boards, Commissions, Officers of the 
Legislative Assembly, other branches of the Public Service of 
Saskatchewan, and certain Treasury Board Crown Corporations) in 
Saskatchewan and must be used when disposing of government records.  

 
 
 
 
 
 

1.3 Benefits of ARMS2014 
 
1.3.1 Easy Organization of Records 
 

ARMS2014 simplifies daily use of information because it: 

• is easy to follow 

• can be consistently applied throughout the organization 

• allows for greater accessibility of records 

• provides accurate and consistent classification of records 
throughout government 

• simplifies information exchange 

• reduces training requirements when relocating staff 

• is not affected by organizational changes in government 
institutions 

• is flexible enough to accommodate records in any format 
 
1.3.2 Fewer “Active” Records 
 

Proper use of ARMS2014 results in the regular disposal of records which 
are no longer required in an office. This means: 

• fewer records to be searched for administrative or FOIPP 
requests 

• prompt and accurate disposal of records which have met 
their retention periods 

• an accurate audit trail of record disposal 

• transfer of records with historical value to the Archives  
 
 
 
 

All Government Institutions are accountable to the 
public for their records to the same degree they are 

accountable for monetary expenditure. 
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1.3.3 Legislative Compliance 
 

ARMS2014 helps Government Institutions meet many information related 
legislative requirements. For example: 

 

• compliance with The Archives and Public Records 
Management Act 

• an effective records classification system allows for quick 
retrieval of records requested under FOIPP legislation. Quick 
retrieval means more time is available to review the record 
before making access decisions. 

• ARMS2014 ensures that records are kept for the period of 
time necessary to satisfy any legal, fiscal and administrative 
requirements stated in relevant legislation and ensures 
timely disposal of records containing personal information or 
personal health information as required by The Overarching 
Personal Information Privacy Framework for Executive 
Government. 

 
1.3.4 Cost Savings 
 

Poor records management can be very costly to government. Time spent 
in trying to locate missing records, as well as storage costs for maintaining 
records beyond their administrative and legislative requirements all have a 
fiscal impact on an institution. As well, lost or missing records can result in 
substantial litigation costs. 
 
The integrated records classification system and retention schedule 
ensures more efficient management and timely disposal of records.  

 
1.3.5 Security and Privacy 
 

Application of the ARMS2014 standardized classification system and 
retention schedule may facilitate the process of identifying records 
containing information of a personal or confidential nature and ensure that 
consistent security measures are applied to all the records. Improper 
management and disposal of records can compromise security and the 
privacy of clients, increasing the risk of liability for government and for 
individual citizens. 
 
These benefits are even more significant when ARMS2014 is combined 
with an up-to-date ORS. Information on developing a new system is 
available from the Information Management Unit of the Archives. 
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Chapter 2. ARMS2014 Format 

 

2.1 Definitions 

 
The following definitions are important to understand when using ARMS2014. For 
additional definitions, see the Glossary. 
 
DISPOSAL OF RECORDS: Disposal means destruction or transfer of records to 

the Provincial Archives of Saskatchewan. 
 
GOVERNMENT RECORDS:  Government records include all recorded 

information that relates to the transaction of government business, 
regardless of physical form, including documents, maps, electronic 
records, email, drawings, photographs, vouchers, papers, etc. 

 
OFFICIAL RECORD: The official copy of a record that is retained within a 

Government Institution for legal, fiscal, operational or historical purposes. 
It exists to fulfill long-term financial, legal and/or audit requirements. It can 
be the original and only copy of the record or a replacement copy that is 
designated as official. 

 
TRANSITORY RECORDS:  Records of temporary usefulness that are needed 

only for a limited period of time, to complete a routine task, or to prepare 
an ongoing document. They are not required to meet statutory obligations 
or to sustain administrative or operational functions. This includes exact 
copies of official records made for convenience of reference. Transitory 
records are managed in accordance with the Guidelines for the 
Management of Transitory Records developed by the Archives. 

 
ADMINISTRATIVE RECORDS:  Records pertaining to administration or 

“housekeeping” activities of the institution not central to the mandated 
function of the institution in question. For most Government Institutions, 
administrative records may include the management of facilities, property, 
material, finances, human resources and information systems. 

 
OPERATIONAL RECORDS:  Records which relate to the operations and 

services provided by an office in carrying out the functions for which it is 
responsible according to statute, mandate, or policy. In most cases, 
operational records are distinct from administrative records and are 
typically unique to each Government Institution. 

 
NON-GOVERNMENT RECORDS:  Records that do not pertain to any aspect of 

government business and therefore are not subject to the requirements of 
The Archives and Public Records Management Act, 2015. The following 
are considered to be non-government records and can be disposed of 
without reference to a retention schedule when no longer needed: 
external publications and non-work-related records. See also the 
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Guidelines for the Management of Transitory Records 
 

2.2 Records Classification 

 
2.2.1 Explanation of New Format 
 

The previous version of the Saskatchewan Government’s Administrative 
Records Management System, ARMS2006, was arranged into three basic 
levels of records description – sections, primaries and secondaries. Each 
level was based on the function the information supported and each level 
was progressively more specific than the last with records classified and 
retention periods assigned at the secondary level.  
 
Records in ARMS2014 are classified on a higher level, known as the 
records series level. The records series level could reflect an entire 
primary in the old system or a number of primaries and/or secondaries 
providing they relate to the same functions and share the same retention 
period. Secondaries are no longer pre-established, which means 
Government Institutions will have the flexibility to come up with their own 
system of naming and classifying records below the series level. Retention 
periods are assigned at the records series level. 
 
This new format is based on broad groupings of records related to the 
same functions or activities (this format is commonly known as “Big 
Bucket”). This approach to classification simplifies the implementation and 
application of records schedules by consolidating similar record types and 
grouping them together based on business functions and similar retention 
needs. This consolidation results in a schedule format that is concise and 
easy to use; end users have far fewer decisions to make when 
determining how records should be classified. 
 
In addition, the new format easily accommodates electronic records. As 
many government transactions are now documented electronically and in 
larger volumes than in the past, the Provincial Archives of Saskatchewan 
has adopted the Big Bucket system which is more user-friendly and can 
more easily be applied to electronic records. 
 
While previous versions of ARMS were arranged into only six sections, 
ARMS2014 has been divided into 12 sections for greater ease of  
reference. The sections, organized alphabetically, are as follows: 
 
 ● 1000 Buildings and Properties 
 ● 1100 Equipment and Supplies 
 ● 1200 Finance 
 ● 1300 Governance 
 ● 1400 Human Resources  
 ● 1500 Information Services 
 ● 1600 Information Systems and Technology 
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 ● 1700 Legal, Compliance and Regulatory Affairs 
 ● 1800 Office Support 
 ● 1900 Public Relations and External Relations 
 ● 2000 Reports and Statistics 
 ● 2100 Security 

 
The following is an example of a records series with descriptions of its 
components. 
 
 
 

 
1460 STAFFING 
 

 
 
Records documenting the process of staffing positions through 
appointments, competitions, recruitment, separations, 
transfers, reassignments and layoffs, etc.   

 
 

Includes: Acting and Temporary Appointments, Competition 
Files, Recruitment Case Files, Separations, Layoffs, Testing, 
Exchanges, Educational Leave, Interview Formats and 
Questions, Selection Standards, Programs, Staffing 
Requisitions, Re-employment Lists, etc. 

 
 

For secondments SEE LEGAL, COMPLIANCE  
AND REGULATORY AFFAIRS 1710 Agreements and 
Contracts - Minor. 

 
For relocation expense claims SEE FINANCE 1235 
Expenditure Control. 

 
 
 

Retention 

 
6 years 

 
 

RECORDS SERIES TITLE:   
Functional term describing a 
record series and consists of a 
unique file name and number.  

SCOPE NOTES:   
Describe purposes for the 
records being created, used 
and maintained.  

INCLUDES:   

Provides guidance for types of 
records that belong to the 
specific business activity. 

SEE NOTES:  
Cross-reference notes 
facilitating classification of 
certain records. 

RETENTION PERIOD:  
Length of time records must be 
retained.  
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The following example shows how the classification system of ARMS2014 
corresponds with the old classification system used in ARMS2006 and 
how the new format lessens classification decisions. Here, 14 
secondaries, which were formerly found in 8 different primaries, have been 
combined into one record series called 1460 Staffing. 
 

  
ARMS2006  ARMS2014 

 

Primary - Secondary Retention  1460 STAFFING 
 
Records documenting the process of 
staffing positions through appointments, 
competitions, recruitment, separations, 
transfers, reassignments and layoffs, etc.   
 
Includes: Acting and Temporary 
Appointments, Competition Files, 
Recruitment Case Files, Separations, 
Layoffs, Testing, Exchanges, Educational 
Leave, Interview Formats and Questions, 
Selection Standards, Programs, Staffing 
Requisitions, Re-employment Lists, etc. 
 
For secondments SEE LEGAL, 
COMPLIANCE AND REGULATORY 
AFFAIRS 1710 Agreements and 
Contracts - Minor. 
 
For relocation expense claims SEE 
FINANCE 1235 Expenditure Control. 
 

Retention 

 
6 years 

 

5240 Foreign Postings and 
Allowances (Primary) 

 

5240-50 Case Files (by 
location) 

SO + 6y 

5540 Reassignments and 
Transfers 

 

5540-50 Case Files SO + 6y 

5630 Staffing – General  

5630-50 Testing 6y 

5645 Staffing – Acting & 
Temporary Appointments 

 

5645-02 Acting & Temporary 
Appointments 

SO + 6y 

5645-04 Exchanges SO + 6y 

5660 Staffing – 
Competitions 

 

5660-02 Interview Formats 
and Questions 

SO + 6y 

5660-03 Selection 
Standards 

SO + 6y 

5660-50 Competition Files SO + 6y 

5680 Staffing – 
Recruitment 

 

5680-03 Recruitment Case 
Files 

SO + 2y 

5680-05 Programs SO + 6y 

5680-06 Staffing 
Requisitions 

2y 

5750 Staffing – Vacancies 
and Obligations 

 

5750-02 Re-employment 
Lists 

SO + 6y 

5750-03 Vacancy Reports 2y 

5785 Training and 
Development – General 

 

5785-02 Education Leave 6y 
 

2.2.2 Subdividing Record Series 
 

Because the Big Bucket format groups records into much broader 
categories than the previous format, Government Institutions will find it 
necessary to divide record series in order to facilitate classification and 
retrieval of information. It is up to each institution to determine how they 
wish to subdivide a record series. The following is an example of how an 
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institution may choose to subdivide a record series, based on the 1470 
Staffing example provided above. In order to ensure consistency 
throughout the Institution, procedures regarding standard filing practices, 
naming conventions and version control must be established and 
distributed to staff. For more information please see Appendix F: Naming 
Conventions. 
 

 

 

2.3 Retention Periods  
 

Retention periods in ARMS2014 are assigned to each records series and 
apply to all records classified within the records series. They are based on 
fiscal, legal and administrative requirements pertaining to the records.  

 

Unless otherwise stated in the retention column, retention periods are 
based on year of file closure plus the number of years listed. Where 
necessary, ARMS2014 defines conditions for closing files (e.g. “Upon 
termination of agreement/contract” or “After policy has been revised or is 
obsolete”). 
 
Where no condition is defined, the definite retention period begins when a 
file is closed. Criteria for closing files depend on the type of files, how long 
they remain active, internal file closure practices and trigger events. For 
files based on the fiscal or calendar year that typically pertain to 
transactions/events completed within a year, the end of the year may be a 
trigger for closing files (e.g. accounts payables, accounts receivables, 
etc.). Other common criteria for file closure include “upon revision,” 
“update,” “no longer relevant” or “obsolete.” Using “year of file closure” as 
a basis for assigning definite retention allows for appropriate retention and 
disposal of the variety of records that can be found in each records series.  
 
 

* Sr*1 Shared_Drive (F:)

> y a A A
J ADMINISTRATIVE.REC0RDS

J 1470.STAFRNG
J Staffing_Competitions

Competition_Files
Interviews_Questions_Format

J Staffing_Recruitment

Programs
Recruitment Case Files
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Chapter 3. For the Future 

 
3.1 Implementation 

 
Like its predecessors, ARMS2014 must be used for both the classification 
and disposal of records. Because the new system is based on broader 
groupings of records than past versions of ARMS, naming conventions 
and version control procedures must be in place in order for it to be 
applied properly. Government Institutions will find that appointing an 
internal records management coordinator, who can ensure efficient 
implementation and consistent application of the system, will help to 
maximize the system’s benefits. 
 

3.2 Amending and Updating 
 

As the records of government continue to change it is recognized that 
ARMS2014 will require amendments and updates in order to remain 
relevant. The system is designed to accommodate changes with a minimal 
impact on office needs. Further revisions will be greatly influenced by the 
user. The Information Management Unit is very interested to hear any 
concerns regarding ARMS2014. Please call us at 787-0734 or email 
recordhelp@archives.gov.sk.ca. 
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Chapter 4. Disposal of Records 

 
All official government records must be retained by the responsible Government 
Institution for the length of time designated in the applicable records schedule: 
either ARMS2014 for administrative records or an institution-specific ORS for 
operational records. Once the retention periods established in these schedules 
are met, official records may be disposed of using the procedures set out by the 
Provincial Archives of Saskatchewan. 
 
Any administrative records closed (inactive) prior to April 1, 2015, that are 
classified using ARMS2006, can be disposed of in accordance with ARMS2006 
or ARMS2014. Records created or active on April 1, 2015, or after that date must 
be related to ARMS2014.  
 
Disposal includes the destruction of records, as well as appraisal and transfer to 
the Archvies. The disposition process is applicable to ALL FORMATS, including 
electronic records. 
 
The disposal of records that have met their retention should proceed quickly 
unless the records must be retained to fulfil an official function (a legal hold, a 
Freedom of Information Request, etc.). The Overarching Personal Information 
Privacy Framework for Executive Government states that “personal information 
should be retained only as long as necessary for the fulfillment of its stated 
collection purpose, or as specified by law.” 
 

4.1 Disposal Process 
 

Step 1 – Ensure your Government Institution has a Designated 
Records Officer (DRO) in place. 
 
The head of the Government Institution must assign the responsibility for 
signing off on the disposal of records to a position or positions at a senior 
management level. 
 
The DRO is the person in the Government Institution, designated by the 
Deputy Minister or President/CEO, who has the final responsibility for 
authorizing the disposal of records. They need not be the person 
responsible for preparing disposal requests. The Provincial Archives of 
Saskatchewan must be advised in writing who has been appointed as the 
DRO. A template DRO Appointment Form is available from our website 
http://saskarchives.com/services-government/records-disposal.  
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Step 2 – Prepare your Disposal Request and submit it to the 
Provincial Archives of Saskatchewan. 
 
To begin the disposal process, an inventory of the records in question will 
need to be prepared. Inventory forms are available from the Archives, 
however, other inventory forms, such as transfer sheets from the Central 
Services Records Centre, may be used provided that they contain all 
the required information.  This includes: 
 ●  institution/branch name, 
 ●  transfer number (if applicable), 

●  identification of medium used (hard copy or electronic – if 
electronic provide the application name and version number), 
●  location of records and, for medium other than paper, how they 
can be accessed. It is the responsibility of the Government 
Institution to have available the necessary hardware and 
software to make all electronic records accessible for review. 
●  titles of files or file groupings, including a brief description of 
records. Generic descriptions like ‘general,’ ‘miscellaneous,’ 
‘correspondence,’ etc. do not provide sufficient information for the 
Archives to review a disposal request, 
●  inclusive dates, 
●  schedule and item numbers, 
●  identification numbers (box numbers, etc.), 
●  name and phone number/email address of a contact person 
 

Before submitting the disposal request, review the records to ensure that 
they have been related to the correct schedule and item numbers. Often, 
several years have elapsed from the time records have been placed in 
semi-active storage to when disposal is requested. It must be determined 
if records are related to an up-to-date and applicable approved retention 
schedule prior to submission for disposal. 
 
Once it has been determined that records are correctly classified, it is 
necessary to verify that the records have met the retention requirement 
specified in the schedule. To determine disposal dates it is necessary to 
determine the fiscal year of last action on the file. For example, if a file has 
an end date of May 15, 2002, the fiscal year of last action is 2002/2003. If 
the records in question have a six year retention period, begin counting 
those six years AFTER the fiscal year of last action on the file, i.e. 
2003/2004, 2004/2005, 2005/2006, 2006/2007, 2007/2008, 2008/2009. 
Therefore, the date that this record became eligible for disposal was 1 
April, 2009. 
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After verifying that all information on the inventory form is correct, attach 
the inventory form to the Disposal Request Form, which has been signed 
by your DRO, and submit the request to the Provincial Archives of 
Saskatchewan: 
 

Provincial Archives of Saskatchewan  
301 – 1870 Albert Street 

Regina Saskatchewan   S4P 4B7 
 
It is the responsibility of the Government Institution to ensure that 
records are properly classified and that all required information 
outlined above is provided. Disposal requests that lack required 
information may be cancelled; the processing and review fee will still 
be charged. If assistance is required at any time during the disposal 
process, call our inquiry line at (306) 787-0734 or email us at 
recordhelp@archives.gov.sk.ca. 
 
Step 3 – Provincial Archives of Saskatchewan Review and 
Notification of Outcome 
 
Once the request has been received by the Archives it undergoes two 
reviews. First, the Disposal Archivist reviews the request to ensure that all 
relevant information has been included, records have been classified 
correctly and they have met their required retention periods. If additional 
information is required, the Institution will be contacted by the Disposal 
Archivist. After the request has been reviewed by the Disposal Archivist, 
the request is then reviewed by an Appraisal Archivist. This appraisal 
review determines whether a physical appraisal of the records in question 
is required in order to determine their historical value. 
 
Following the review, the Institution will receive a notification form 
indicating the outcome of the request. The form may authorize destruction 
of all the records included in the disposal request, authorize destruction of 
some of the records and advise retention of the remaining records for a 
physical appraisal or advise retention of all the records for appraisal. 
 
Once the Institution has received this form, it may arrange for the 
destruction of any records authorized by the Provincial Archivist. In cases 
where a physical appraisal of the records is conducted, following the 
appraisal the Institution will again receive a notification form advising 
which records may be destroyed and which have been selected for 
transfer to the Archives. 
 
The Records Disposition Process is intended to ensure that 
Government Institutions are able to demonstrate accountable 
records management practices and legislative compliance in the 
event of a Freedom of Information Request or legal action. 
Institutions retain a copy of each disposal request and inventory, 
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along with all correspondence with the Archives pertaining to the 
request, under ARMS2014, 1525 Records Management – Disposition. 
 

4.2 Accreditation 
 

Accreditation is a process overseen by the Archives that allows 
Government Institutions that meet established criteria to destroy or 
request an appraisal of certain administrative and operational records 
(based on information included in an applicable retention schedule) 
without submitting a request for the disposal of the records to the 
Archives.  
 
ARMS2014 does not include final disposition information. A copy of 
ARMS2014 which includes this information is provided to those 
Government Institutions that are accredited. Records that are designated 
‘Appraise’ in the manual for accredited Government Institutions require 
review by an appraisal archivist to determine if they are of historical value 
and should be preserved in the Archive’s permanent collection. Records 
designated ‘Destroy’ do not require an appraisal before their disposition. 
An accredited Government Institution is able to dispose of any records 
marked ‘Destroy’ without submitting a disposal request to the Archives, in 
accordance with the established accreditation disposal procedures. 
Because the Government Institution does not have to submit disposal 
requests for the portion of its records designated ‘Destroy,’ the costs 
associated with disposal request reviews are not incurred. The ORS for 
accredited institutions also includes final disposition information. Contact 
the Archives regarding further information concerning accreditation.  

 

4.3 Transfer to the Provincial Archives of Saskatchewan 
 

The Archives offers a safe and secure environment for records of historical 
value. We have a staff of professional archivists, records managers, 
legislative compliance and access archivists and support personnel whose 
job it is to care for the historical records of Saskatchewan. Our staff 
ensures that records transferred from Government Institutions are 
preserved, protected from all unauthorized access and made available 
where appropriate. 
 
Records that are transferred are accessioned into the Permanent 
Collection of the Archives. The records are arranged and described 
according to standard archival principles. Finding aids are provided to 
researchers prior to accessing the records. This allows them to identify 
records of interest without having to handle the entire collection. 
Authorized staff from Government Institutions can request access to 
records that formerly belonged to that institution. For further information, 
please contact the Archive’s Appraisal and Acquisition Unit at 306-787-
6985. 
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Chapter 5. Getting Started 
 
The Provincial Archives of Saskatchewan provides advice regarding ARMS2014 
implementation, disposal policy and procedures and other aspects of records 
management. Records management training is available to help users familiarize 
themselves with ARMS2014. Archives staff is also available for consultation and 
communication regarding all aspects of the system. Archivists are also available 
to assist Government Institutions to develop or update an ORS. 
 
For more information on the options available to Government Institutions contact 
us at (306) 787-0734 or email recordhelp@archives.gov.sk.ca. 
 
For more information on the Provincial Archives of Saskatchewan and our 
services, both to the public and to government, view our website at 
www.saskarchives.com. 



Last Correction Date: February 27, 2020 
 

ARMS 2014 
(Records Retention, Classification and Disposal Schedule #523) 



 

 

Listing of Records Series 
Section: Building and Properties  

Code Records Series Retention 
1000 Buildings and Land Maintenance  6 years  
1005 Buildings and Land Management Condition+15 years 
1010 Space Management 6 years 

Section: Equipment and Supplies  
Code Records Series Retention 
1100 Asset Control 6 years 
1105 Equipment and Supplies 3 years 
1110 Vehicle Management 6 years 

Section: Finance 
Code Records Series Retention 
1200 Accounting 6 years 
1205 Accounts – Payable 6 years 
1210 Accounts – Receivable 6 years 
1215 Advances – Accountable 6 years 
1220 Banks and Banking 6 years 
1225 Budgets 6 years 
1230 Claims Condition+6 years 
1235 Expenditure Control 6 years 
1240 Garnishees and Third Party Demands 6 years 
1245 Grants 6 years 
1250 Revenue Control 6 years 
1255 Taxes 6 years 
1260 Treasury Board 6 years 

Section: Governance 
Code Records Series Retention 
1300 Audits and Compliance Reviews 6 years 
1305 Board of Directors Appointments – Internal Condition+2 years 
1310A Board of Directors – Internal A – Board Minutes Condition  
1310B Board of Directors – Internal B – Other Records 6 years 
1315 Cabinet 10 years 
1320 Committees and Commissions 6 years 
1325 Delegation of Authority Condition+6 years 
1330 Evaluations and Review 6 years 
1335 Executive Services 6 years 
1340 Legislative Matters 6 years 
1345 Organization 10 years 
1350 Planning 10 years 
1355 Policy A – Development Files 6 years 
1355 Policy B – Approved Condition+6 years 
1360 Procedures, Guidelines and Standards A – 

Development Files 
2 years 

1360 Procedures, Guidelines and Standards B – 
Final/Approved 

Condition+6 years 



 

 

 
 Section: Human Resources 
Code Records Series Retention 
1400 Classification Condition+2 years 
1405 Disciplinary Case Files Condition 
1410 Employee Leave and Attendance – A  7 years 
1410 Employee Leave and Attendance – B 55 years 
1410 Employee Leave and Attendance – C 7 years 
1415 Employee Record Condition 
1420 Grievances, Complaints and Arbitration Condition+6 years 
1425 Health and Safety 6 years 
1430 Human Resource Programs 6 years 
1435 Human Rights Issues 6 years 
1440 Labour Issues 6 years 
1445 Labour Relations 6 years 
1450 Performance/Probationary Reviews 6 years 
1455 Salary Administration Condition+6 years 
1460 Staffing 6 years 
1465 Training and Development 6 years 
1470 Workers’ Compensation Board Claims Condition+6 years 

Section: Information Services 
Code Records Series Retention 
1500 Books and Publications Development 6 years 
1505 Inquiries 2 years 
1510 Library Services 2 years 
1515 Records Management 6 years 
1520 Records Management – Access and Privacy 6 years 
1525 Records Management – Disposition 50 years 
1530 Records Management – Storage and Retrieval Condition+2 years 
1535 Research, Studies and Surveys 6 years 

Section: Information Systems and Technology  
Code Records Series Retention 
1600 System Development Condition+2 years 
1605 System Operations 3 years 

 



 

 

 

 

Section: Legal, Compliance and Regulatory Affairs  
Code Records Series Retention 
1700 Acts and Legislation 10 years 
1705 Agreements and Contracts – Major A – 

Approved  
Condition+15 years 

1705 Agreements and Contracts – Major B – Non 
Approved 

6 years 

1710 Agreements and Contracts – Minor A – 
Approved 

Condition+6 years 

1710 Agreements and Contracts – Minor B – Non 
Approved 

2 years 

1715 Commissions of Inquiry Condition 
1720 Complaints A – Routine Complaints Condition+2 years 
1720 Complaints B – Ombudsman Complaints Condition+10 years 
1725 Legal Services Condition+15 years 
1730 Insurance  Condition+6 years 
1735 Inventions, Patents and Copyrights Condition+6 years 
1740 Investigation/Incident Case Files Condition+6 years 
1745 Public Interest Disclosure  Condition+6 years 

Section: Office Support 
Code Records Series Retention 
1800 Licences and Permits Condition+6 years 
1805 Meetings 2 years 
1810 Office Management 2 years 
1815 Procurement and Receipt 2 years 

Section: Public Relations and External Relations  
Code Records Series Retention 
1900 Outreach 6 years 
1905 Public Relations and Communications 6 years 
1910 Collaboration and Liaison 6 years 

Section: Reports and Statistics  
Code Records Series Retention 
2000 Annual and Special Reports 6 years 
2005 Financial Reports and Statements A – 

Daily/Weekly 
1 month 

2005 Financial Reports and Statements B – 
Monthly/Quarterly/Trimester 

2 years 

2005 Financial Reports and Statements C –  
Financial Analysis/Financial Statements/Year-
End/Other 

6 years 

2010 Reports and Statistics 2 years 
Section: Security  

Code Records Series Retention 
2100 Security Management and Safety 6 years 
2105 Security Checks 6 years 



SECTION: BUILDINGS AND PROPERTIES 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

1 
 

1000 BUILDINGS AND LAND MAINTENANCE 
 
Records documenting maintenance and upkeep of buildings (including utilities), facilities and 
properties.  
 
Includes: Alterations and Repairs (billing advice, job requisitions, etc.), Damage Case Files, Janitorial 
Services, Maintenance Services, Grounds Maintenance, Garbage/Waste/Recycling Disposal Files, 
Improvement Project Files, Air Conditioning/Ventilation, Heating Systems, Humidity Control, 
Refrigeration, Systems/Facilities Case Files, Inventories of Land,  Land Zoning, Landscaping, Utilities 
(heating systems, electrical, plumbing, water, etc.), etc. 
 
For Agreements and Contracts SEE 1705 Agreements and Contracts – Major or 1710 
Agreements and Contracts - Minor. 
 
For records relating to major expansion and renovation SEE 1005 Buildings and Land 
Management. 
 
For Space Management SEE 1010 Space Management. 
 

Retention 
 

6 years 
 
 
1005 BUILDINGS AND LAND MANAGEMENT 
 
Records documenting the construction of new facilities, major renovations/expansions to existing 
properties, as well as land concessions such as rights of way, easements, leases, planning, design, 
construction/implementation, etc. Also includes proposed or actual acquisition of buildings or land by 
transfer, lease, purchase, etc., as well as records relating to the disposal of buildings or land by sale, 
transfer of lease, expiration of lease, etc. 
 
Includes: Construction Project Case Files, Expansion/Renovation Project Files, Land Concession 
Project Files, Appraisals/Valuations, Acquisition and Disposal Case Files, etc. 
 
For Agreements and Contracts, Construction Contracts and Land Contracts SEE1705 
Agreements and Contracts – Major. 
 
For Space Management SEE 1010 Space Management. 
 

Retention 
 

After disposition of building/land and/or expiration of lease or cancellation of 
project + 15 years 

 
 



SECTION: BUILDINGS AND PROPERTIES 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

2 
 

1010 SPACE MANAGEMENT 
 
Records documenting the routine management of current and future accommodation and storage 
spaces. 
 
Includes: Offers of Space, Planning and Requirements, Space Allocation, Employee Housing, 
Building Floor Plans, Organizational Moves, Building Standards, Facilities Management Case Files, 
Parking Facilities, Signs, Parking Area Project Files, etc. 
 
For Agreements and Contracts SEE 1705 Agreements and Contracts – Major. 
 
For records relating to the construction of new facilities, major renovations/expansions, etc. 
SEE 1005 Buildings and Land Management. 
 

Retention 
 

6 years 



SECTION: EQUIPMENT AND SUPPLIES 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

3 
 

 
1100 ASSET CONTROL 
 
Records documenting the management of fixed assets.   
 
Includes: Fixed Asset Records, Assets Loss Inventory, Asset Transfer and Disposal, Inventory of 
Lands, etc.  
 
NOTE: Does not include any records documenting financial assets. 
 

Retention 
 

6 years 
 
 
1105 EQUIPMENT AND SUPPLIES 
 
Records documenting the justification, use, issues, maintenance and repairs, and disposal of 
equipment and supplies, etc. 
 
Includes: Acquisition Files, History/Case Files, Inventories, Loan Files, Problems and 
Maintenance Issue Files, Research Files and Recycling Files relating to a variety of Equipment 
and Supplies, including: Clothing, Commercial or Government Developed Special Items, 
Electronic Storage Media, Food, Fuels, Furniture, Computer Hardware, Office Machines, 
Products, Software and Telecommunications. Also includes: Fax Transmission Receipts/Reports, 
Frequency Licences, Product and Service Information, etc. 
 
For Routine Contracts SEE 1710 Agreements and Contracts – Minor. 
 
For Information Technology Architecture SEE 1600 System Development and Maintenance. 
 
For Fixed Asset Records related to vehicles SEE 1110 Vehicle Management. 
 
For records relating to procurement SEE 1815 Procurement and Receipt. 
 
For the Planning, Development, and Maintenance of Automated Information Systems and 
Technology SEE 1600 System Development and Maintenance. 
 
For Software Licenses SEE 1800 Licenses and Permits. 
 
For the Development of Computer Software/System SEE 1600 System Development and 
Maintenance. 
 

Retention 
 

3 years 
 



SECTION: EQUIPMENT AND SUPPLIES 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

4 
 

 
1110 VEHICLE MANAGEMENT 
 
Records documenting the administration, maintenance, repair, transfer, accidents, operating 
standards, insurance, registration, licenses, etc. of off-road, road, and water vehicles used by 
government. 
 
Includes: Private Use of Government Vehicles, Vehicle Replacement, Vehicle Inventory, Vehicle 
Establishment, Central Vehicle Agency Requisitions, Central Vehicle Agency Reports, Vehicle 
Research Files, Vehicle History/Case Files, Vehicle Fixed Asset Records, Vehicle Depreciation, etc. 
 

Retention 
 

6 years 
 



SECTION: FINANCE 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

5 
 

 
1200 ACCOUNTING 
 
Records documenting financial transactions for accounting purposes.  
 
Includes: Accounting Codes, Interest Rates on Overdue Accounts, Security Deposits/Letters of 
Credit, General Ledgers/Final Entry Summaries, Public Accounts Preparation Records, 
Reconciliations, Adjustment Requests, Billing Advice, Accommodation/Portfolio Review, Charges, 
Cash Mail Records, Cash Input Documents, Cash Receipt Journals, Returned and NSF Cheques, 
Payment Vouchers, Journal Vouchers, Deposits, Travel Vouchers, Replacement (In-Lieu) Cheques, 
Batch Control, Cheque Requisitions, S4’s, Expenses, etc. 
 
For Audits and Compliance Reviews SEE 1300 Audits and Compliance Reviews. 
 
For Motions For Return SEE 1340 Legislative Matters. 
 
For Reconciliations relating to Bank Accounts SEE 1220 Banks and Banking. 
 
For Cancelled Cashed Cheques SEE 1220 Banks and Banking. 
 

Retention 
 

6 years 
 
 
1205 ACCOUNTS – PAYABLE  
 
Records documenting the tracking and reporting of payment of accounts and expenditure of funds.  
 
Includes: Overdue Accounts, Invoice Summary Sheets, Timeliness of Payment Reports, Refunds 
of Vote, Payment Errors and Compliance Reports, Refunds, Equalized Payments, Accounts 
Payable, Statement of Account, Credit/Purchase Card Payment, etc. 
 
For Expenditures and Commitment Control SEE 1235 Expenditure Control. 
 

Retention 
 

6 years 
 
 
1210 ACCOUNTS – RECEIVABLE  
 
Records documenting the tracking and reporting of the revenue generated by a government 
institution through services rendered or the sale of goods. 
 
Includes: Cash Register Tapes, Outstanding Accounts, Write-Offs (Uncollectible Accounts), 
Accounts Receivable, etc. 
 

Retention 
 

6 years 
 



SECTION: FINANCE 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

6 
 

1215 ADVANCES – ACCOUNTABLE  
 
Records documenting the control of advances on accounts. 
 
Includes: Float, Petty Cash, Salary, Imprest Accounts, etc. 
 
For Relocation and Travel Advances SEE 1235 Expenditure Control. 
 

Retention 
 

6 years 
 
 
1220 BANKS AND BANKING  
 
Records documenting the establishment, maintenance, and termination of an institution’s bank 
account(s). 
 
Includes: Bank Accounts, Trust Accounts, Deposits, Transfers, Activity, Interest, Bank Charges, 
Reconciliations, Cancelled Cheques, and any other account transactions, etc. 
 
For Signing Authority SEE 1325 Delegation of Authority.  
 

Retention 
 

6 years 
 
 
1225 BUDGETS  
 
Records documenting the process of budget preparation, planning, forecasting, and implementation; 
and the establishment, distribution, and operation of appropriated funds, revolving funds, and special 
accounts. 
 
Includes: Working Papers, Budget Submissions, Finalization Minutes, Budget Forecasts, Budget 
Development Packages, Approved Budgets, Revolving Fund Case Files, Reallocation of Funds, etc. 
 
For Virements SEE 1260 Treasury Board. 
 
For Briefing Books SEE 1335 Executive Services. 
 

Retention 
 

6 years 
 



SECTION: FINANCE 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

7 
 

1230 CLAIMS  
 
Records documenting debts and claims for payments made by and against the Crown. 
 
Includes: Claim Case Files, etc. 
 
For Workers Compensation Board Claims SEE 1470 Workers Compensation Board Claims. 
 

Retention 
 

After Settlement + 6 years 
 
 
1235 EXPENDITURE CONTROL  
 
Records documenting expenditure administration and control, travel expense claims, advances and 
approved options for travel on government business. 
 
Includes: Appropriation and Commitment Control, Approvals, Authorizations for Expenditure, 
Commitment Fund Case Files, Credit/Purchase Card Issuance, Expenditure Reduction Exercise, 
Expenditure Forecasts, Justifications, Ministers’ Travel Expenses, Non-government Personnel, 
Travel Case Files, Relocation and Travel Advances, Hospitality and Business Expenses, etc. 
 
For Payment of Credit/Purchase Cards SEE 1205 Accounts – Payable. 
 
For Travel Vouchers, S4’s, etc. SEE 1200 Accounting. 
 

Retention 
 

6 years 
 
 
1240 GARNISHEES AND THIRD PARTY DEMANDS  
 
Records documenting encumbrances and reimbursements in regards to financial transactions within 
a government institution. 
 
Includes: Setoffs, Requirements to Pay, Garnishees, Inter-Agency Encumbrances, Other 
Encumbrances, Third Party Demands, etc. 
 
NOTE: A record of any employee pay action must be kept in HUMAN RESOURCES 1415 
Employee Record. 
 

Retention 
 

6 years 
 



SECTION: FINANCE 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

8 
 

1245 GRANTS  
 
Records documenting the application, adjudication, management, and control of grant money to or 
from outside organizations, agencies, or individuals. 
 
Includes: Grant Applications, Grant Management Files, etc. 
 
For records relating to the granting of money specific to the organization’s mandate SEE 
appropriate Operational Records System. 
 

Retention 
 

6 years 
 
 
1250 REVENUE CONTROL  
 
Records documenting recoverable amounts and potential revenue from various factors such as 
production, royalties, sales, etc. 
 
Includes: Revenue Accounts, Suspense Accounts, Recoverable Amounts, Cost Recoveries, 
Revenue Forecasts, etc. 
 

Retention 
 

6 years 
 
 
1255 TAXES  
 
Records documenting reporting of taxable payments, federal customs and excise tariffs, Goods and 
Services Tax (GST), Provincial Sales Tax (PST), etc.  
 
Includes: Goods and Services Tax, Provincial Sales Tax, Other Taxes, etc. 
 

Retention 
 

6 years 
 
 
1260 TREASURY BOARD  
 
Records documenting Treasury Board submissions, pre-approvals and related documentation.   
 
Includes: Special Warrants, Treasury Board Submissions/Approvals, Treasury Board Orders and 
Directives, Treasury Board Minutes, Virements, etc. 
 
For Reallocation of Funds SEE 1225 Budgets. 
 

Retention 
 

6 years 
 



SECTION: GOVERNANCE 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

9 
 

1300 AUDITS AND COMPLIANCE REVIEWS  
 
Records documenting the process of audits and reviews within a government institution. 
 
Includes: Provincial Comptroller Audits, Provincial Auditor Audits, Internal Audits, Audits of 
Automated Information Systems, Compliance Reviews, Other Reviews, etc. 
 

Retention 
 

6 years 
 
 
1305 BOARD OF DIRECTORS APPOINTMENTS – INTERNAL 
 
Records documenting the activities associated with the appointments and ongoing arrangements 
of internal Board of Directors members. 
 
Includes: Member Appointments, Mandate, etc. 
 

Retention 
 

Upon expiration or termination of appointment + 2 years  
 

 
 
1310 BOARD OF DIRECTORS – INTERNAL 
 
Records documenting the administration of meetings for internal Board of Directors. 
 
Includes: Minutes, Arrangements, Notices, Agendas, Decision Making, etc. 
 
For Board of Directors Appointments, etc. that your agency manages as part of its mandated 
function, see the appropriate Operational Records System. 
 

Retention 
 

A – Board Minutes, including supporting documentation (attachments, reports, 
etc.) – Until dissolution of agency and transferred to the Provincial Archives of 

Saskatchewan. 
 

Board Minutes can be transferred to the custody and control of the Archives, with 
the Archives consent, before the above condition is met providing: the minutes are 

no longer required to support any business needs of the organization and the 
Archives is satisfied that records can be opened to the public with proper review as 
per The Health Information Protection Act (HIPA) and The Freedom of Information 

and Protection of Privacy Act (FIPPA), and other applicable legislation. 
 

 
B – Other Records – 6 years 

 



SECTION: GOVERNANCE 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

10 
 

1315 CABINET 
 
Records documenting the development of Cabinet memorandums, Cabinet discussion papers 
and Cabinet submissions.  
 
Includes: Cabinet Information Items, Cabinet Decision Items, Memos to Cabinet, Minister’s 
Orders, Orders-in-Council, etc. 

 
 
 
 

 
 
1320 COMMITTEES AND COMMISSIONS 
 
Records documenting the management of internal and external committees and commissions, 
task forces, working groups and external boards.   
 
Includes: General Committees, Cabinet Committees, Internal Committees, Executive 
Committees, Inter-Provincial/Territorial/Federal Committees, Inter-Institutional Committees, 
International Committees, Committee Establishment Files, Appointment of Members, Terms of 
Reference, Proceedings, Minutes of Meetings, Agendas, etc. 
 
For Internal Board of Directors SEE 1310 Board of Directors – Internal. 

 
 
 
 

 
 
1325 DELEGATION OF AUTHORITY 
 
Records documenting the process of delegating power to authorize an action, and the seeking 
and granting of permission to undertake a requested action. 
 
Includes: Authorities, Cancelled Authorities, Signing Authorities, etc. 
 

Retention 
 

Upon expiration/termination of authority + 6 years  
 

Retention 
 

10 years 

Retention 
 

6 years   



SECTION: GOVERNANCE 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

11 
 

1330 EVALUATIONS AND REVIEW  
 
Records documenting reviews, assessments and evaluations of internal programs, projects, etc.  
 
Includes: Program Evaluations and Reviews, Lean Reviews, Risk Assessments, Performance 
Measures, etc. 
 
For Performance Reviews SEE 1450 Performance/Probationary Reviews. 
 

Retention 
 

6 years 
 
 
1335 EXECUTIVE SERVICES 
 
Records documenting the preparation, tracking, collection, program monitoring and information on 
current issues for and by the government institution’s executives. 
 
Includes: Executive Briefing Documents, Executive Correspondence Referrals, Executive Issues, 
Program Monitoring Information, etc. 
 

Retention 
 

6 years  
 
 
1340 LEGISLATIVE MATTERS 
 
Records documenting the background information and working papers for legislative action on 
matters of interest to government institutions.  
 
Includes: Parliamentary Inquiries, Minister’s Questions and Motions for Returns, Motions for Papers, 
Bills, Orders of the Day, Debates, Throne Speech Material, Questions and Motions for Return, etc. 
when not kept in appropriate record series in ARMS2014 or an approved ORS. 
 

Retention 
 

6 years 
 



SECTION: GOVERNANCE 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

12 
 

1345 ORGANIZATION 
 
Records documenting organizational matters, planning, establishment and revision of 
organisational structure in order to meet the agency mandate and goals. 
 
Includes: Organization and Responsibilities (unit, branch, division, etc.), Organizational 
Objectives, Functions, Relationships, Organizational Charts, Mission/Vision Statements, 
Reorganization (centralization, decentralization etc.), Administration History, etc. 
 
For records relating to visual identity SEE 1905 Public Relations and Communications. 
 

Retention 
 

10 years 
 
 
1350 PLANNING 
 
Records documenting the development, monitoring and reviewing of business plans, strategic 
plans, corporate plans, and other long-term organizational strategies.  
 
Includes: Program Implementation Planning Files, Financial Planning Files, Business Continuity 
Plans, Communication Plans, Personnel Planning Files, Project Files, Risk Management Planning 
Files, Human Resource Planning, Technical Change, Emergency Measures (contact lists), etc. 
 
For Budget Planning SEE 1225 Budgets. 
 

Retention 
 

10 years 
 
 
1355 POLICY  
  
Records documenting the development, establishment, revisions and approval of policies. 
  
Includes: Approved Policies, Approved Retention Schedules, Disaster Plans, Policy Proposals, 
Research Papers, Major Drafts, Development Files, etc. 
  

   Retention
 

A – Policy Development Files – 6 years 

 
B – Approved Policies – After policy has been revised or is obsolete + 6 years 



SECTION: GOVERNANCE 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

13 
 

1360 PROCEDURES, GUIDELINES AND STANDARDS 
  
Records documenting the development and establishment of procedures, guidelines and standards 
consistent with approved policies. 
  
Includes: Final Procedures, Research Papers, Major Drafts, Communications Guidelines, 
External and Internal Circulars and Directives, etc.  
  

 
 
 
 

Retention
 

A – Development Files – 2 years 
 

 
B – Final/Approved – After procedure, guideline or standard has 

been revised or is obsolete + 6 Years 
 

 



SECTION: HUMAN RESOURCES 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

14 
 

1400 CLASSIFICATION            
 
Records documenting the establishment, classification and reclassification of positions, classification 
reviews, appeals and historical information relating to the implementation of changes to classification 
plans.  
 
Includes: Classification Files, Position History Files, Job Standards, Classification Issues, etc. 
                                             
For records relating to Ministry/Agency organization information SEE 1345 Organization. 
 

Retention 
 

Upon revision, settlement and/or closure of file +  2 years 
 
 
1405 DISCIPLINARY CASE FILES          
 
Records documenting the administration of disciplinary action.  
 
Includes: Individual Case Files, etc. 
 
For Precedent Files SEE 1445 Labour Relations. 
 

Retention 
 

According to terms of the applicable collective agreement(s) and/or according 
to the approved internal policy of the government institution. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



SECTION: HUMAN RESOURCES 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

15 
 

1410 EMPLOYEE LEAVE AND ATTENDANCE                           
 
Records documenting the administration of employee leave and attendance where not required to 
be filed on individual employee record.         
 
Includes: Timecards, work schedules, routine leave and attendance requests and approvals (eg. 
vacation leave pre-approvals), etc. 
 
NOTE:  The Saskatchewan Employment Act requires that specific records be kept for each 
employee; for the full list of records please refer to The Saskatchewan Employment Act, s.2-
38(1) or see Appendix B. 
 
 

Retention 
 

A – Time cards – provided the information is captured and maintained in the official 
government payroll system (eg. MIDAS administered by the Public Service Commission 
(PSC)) or in another official payroll system maintained by a government institution – 7 

years 
 

NOTE: If it is unclear whether leave and attendance information has been entered into a 
payroll system please consult the area responsible for payroll in your organization (e.g. 

PSC) or apply the retention outlined in B. 
 

NOTE: All individual employee timecard information for which the PSC is responsible is 
retained in accordance with the PSC’s operational records system. 

 
 

B – Timecards maintained as the only official record documenting employee leave and 
attendance – 55 years 

 
 

C – Supporting leave and attendance documentation (work schedules, requests and pre-
approvals, etc.) – 7 years 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



SECTION: HUMAN RESOURCES 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

16 
 

1415 EMPLOYEE RECORD                             
 
Records documenting employee work history such as personal data, resumes, oaths, work plans 
and appraisals of job performance, work histories, skills, training and education, commendations and 
discipline.           
 
Includes: Employee File (by employee), Pay Records, Hours of Work (by employee), Seniority 
Calculations, Long-term Disability, Designated Paid Holidays, Special and Other Types of Leave, etc. 
 
NOTE:  The Saskatchewan Employment Act requires that specific records be kept for each 
employee; for the full list of records please refer to The Saskatchewan Employment Act: s.2-
38(1) or see Appendix B. 
 
NOTE: Employee includes permanent, temporary, part-time, casual, labour service, students 
etc.   
 
NOTE: Employee Discipline Case Files must be managed in accordance with the applicable 
collective agreements or internal human resources policies.  
 
Performance Reviews may also be classified under HUMAN RESOURCES 1450 
Performance/Probationary Reviews. 
 

Retention 
 

Age 75 of employee or 5 years after death (whichever is earlier) provided 5 
years have elapsed since the last administrative action on the file.  

 
 
 
1420 GRIEVANCES, COMPLAINTS AND ARBITRATION 
 
Records documenting the investigation of grievances and complaints, arbitration findings and 
final reports, etc. 
 
Includes: Grievances and Human Resources Complaints Case Files, Harassment Case Files, 
Arbitration Case Files, etc. 
 
For Human Rights Complaints SEE 1435 Human Rights Issues 
 

Retention 
 

After settlement + 6 years 
 
 
 
 
 
 
 
 
 
 



SECTION: HUMAN RESOURCES 
 

Effective Date:  February 27, 2020  ARMS2014 
 

 Unless otherwise stated in the retention column,  
retention periods are year of file closure plus number of years listed 

17 
 

 
1425 HEALTH AND SAFETY 
 
Records documenting the administration of health examinations, safety and first aid programs, 
counselling, occupational health, etc.  
 
Includes: Health and Safety Incident Logs, Non-Compensable Accidents, Occupational Health 
Program, Hazardous Material Information, etc. 
 

Retention 
 

6 years 
 
 
1430 HUMAN RESOURCE PROGRAMS     
 
Records documenting human resource programs in the public service including program information, 
communication, program delivery, development, etc. Records may also document programs relating 
to persons providing services to government institutions as volunteers, and to the requirements and 
conditions of voluntary service. 
 
Includes: Recognition Programs, Employment Equity Programs, Employee Family Assistance 
Programs, Job Enhancement Case Files, Pre-Retirement Benefits/Programs, Retirement Programs, 
List of Retirees and Options Chosen, Staff Reduction Programs, Volunteer Programs, Employee 
Health and Wellness Program, etc. 
 
For Occupational Health and Safety SEE 1425 
 

Retention 
 

6 years 
 
 
1435 HUMAN RIGHTS ISSUES 
 
Records documenting human rights issues and matters referred to the Saskatchewan Human 
Rights Commission, etc. 
 
Includes: Human Rights Issues Case Files, etc. 
 
For Internal Grievances and Complaints SEE 1420 Grievances, Complaints and Arbitration. 
 
For Ombudsman Investigations SEE 1720 Complaints. 
 

Retention 
 

6 years 
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1440 LABOUR ISSUES                                                      
 
Records documenting job action, petitions, demonstrations, strikes, etc. 
 
Includes: Events, Disruptions, Strikes, Job Action, Petitions, Demonstrations, etc. 
 

Retention 
 

6 years 
 
 
1445 LABOUR RELATIONS 
 
Records documenting employer-employee relations (both unions and professional associations). 
 
Includes: Union Relations, Bargaining Agent Certification Orders, Negotiations, Proposals, 
Precedent Files, Interpretations, Collective Agreements, etc. 
 

Retention 
 

6 years 
 
 
1450 PERFORMANCE/PROBATIONARY REVIEWS 
 
Records documenting performance review of individual employees. 
 
Includes: Individual Work Plans, Probationary Reviews, Performance Measurements, etc. 
 
NOTE: Records related to performance/probationary reviews may be filed here or on an 
employee file under HUMAN RESOURCES 1415 Employee Record, based on internal Human 
Resource Policy and Practices. 
 

Retention 
 

6 years 
 
 
1455 SALARY ADMINISTRATION 
 
Records documenting the administration of salaries. 
 
Includes: Calculation of salary and wages, Rates of pay, Deductions, Regulations regarding 
payment of wages and substitution pay, Salary schedules, Salary disputes, etc. 
 
Final decisions regarding an individuals employee salary matters should also be filed in 
HUMAN RESOURCES 1420 Employee Record. 
 

Retention 
 

After settlement/closure of file + 6 years 
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1460 STAFFING 
 
Records documenting the process of staffing positions through appointments, competitions, 
recruitment, separations, transfers, reassignments, terminations, layoffs, etc.    
 
Includes: Acting and Temporary Appointments, Competition Files, Recruitment Case Files, 
Separations , Layoffs, Testing, Exchanges, Educational Leave, Interview Formats and Questions, 
Selection Standards, Staffing Requisitions, Re-employment Lists, Foreign Postings and 
Allowances, Exit Interviews, etc. 
 
For Secondments SEE 1710 Agreements and Contracts – Minor. 
 
For Relocation Expenses SEE 1235 Expenditure Control. 
 
NOTE: Criminal Record Checks are retained by PSC. 
 

Retention 
 

6 years 
 
 
 
1465 TRAINING AND DEVELOPMENT                        
 
Records documenting the planning and administration of staff training and development activities 
for both technical and non-technical training.  Also includes the development of staff training 
programs, etc.  
 
Includes: Course and Training Case Files (for courses developed and/or presented by staff), 
Resource Personnel/Facilitators, Training Equipment, Conferences, Seminars and Symposia, 
Establishment and Organization Case Files as well as Participation Case Files, Staff 
Development, Training and Programs Case Files (attended by staff), Course Packages, Training 
Program Packages, etc. 
                              
For Informal Training and Support for Automated Systems (help desk, user orientation, 
etc.) SEE 1605 System Operations. 
 
For Facilitator Contracts SEE 1705 Agreement and Contracts – Major. 
 
NOTE: Records relating to certification courses delivered as per an organizational 
mandate should be filed according to the appropriate Operational Records System. 
 

Retention 
 

6 years 
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1470 WORKERS’ COMPENSATION BOARD CLAIMS                                  
 
Records documenting accidents and personal injuries as a direct result of work duties. 
 
Includes: Workers’ Compensation Board Claims, etc. 
 
For Financial Claims SEE 1230 Claims. 
 

Retention 
 

Upon settlement of claim + 6 years   
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1500 BOOKS AND PUBLICATIONS DEVELOPMENT 
 
Records documenting the preparation and distribution of all books, publications and manuscripts in 
any format. 
 
Includes: Inventory, Pricing, Distribution File, Publication Requests, Publication Listing, Internal 
Publications (such as newsletters, circulars, procedure manuals etc), Originals used for 
development of in-house Publications, Publication Development Files, Manuscripts, etc.  
 
For Annual Report Development and Publication Files SEE 2000 Annual and Special Reports. 
 

Retention 
 

6 years  
 
 
1505 INQUIRIES 
 
Records documenting inquiries from the public, outside organizations and other government 
agencies regarding services, information requests (includes employee information requests), etc. 
 
Includes: Inquiries and Responses, etc. 
 

Retention 
 

2 years  
 
 
1510 LIBRARY SERVICES 
 
Records documenting the cataloguing, circulation, reference and distribution of library materials. 
 
Includes: Maintenance, Cataloguing in Publication Programs, Library Classification Schedules, 
Descriptive Cataloguing Manuals, Indexes to Catalogued Materials, Library Coding Input Entry 
Forms (completed), Library Holdings Lists, Subject Analysis Standards, Subscription Agency 
Services, Subscription and Renewals, Acquisition Lists, Interlibrary Loans, Circulation Records, 
Online Search Services, Reference Requests, Reading Room Requests, Telephone Requests, etc. 
 
For Library Reference Inquiries SEE 1505 Inquiries. 
 

Retention 
 

2 years 
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1515 RECORDS MANAGEMENT  
 
Records documenting the management of an agency’s information and knowledge resources in 
all formats. 
 
Includes: Creating, Capturing, Registering, Classifying, Indexing, Storing and Retrieving of 
Records, Developing Strategies to Manage Records, Conservation Issues, Implementation 
Projects, Program Development Case Files, Records Management Project Case Files, Release of 
Information, etc. 
 
For Records Management Policies, including Schedule Development Files and Approved 
Retention Schedules, SEE 1355 Policy. 
 
For Access Requests under The Freedom of Information and Protection of Privacy Act SEE 
1520 Records Management – Access and Privacy. 
 
For Word Processing Services and Data Entry Services SEE 1810 Office Management. 
 

Retention 
 

6 years 
 
 
1520 RECORDS MANAGEMENT – ACCESS AND PRIVACY 
 
Records documenting the management of access to information under The Freedom of 
Information and Protection of Privacy Act (FIPPA), The Health Information Protection Act (HIPA), 
etc. 
 
Includes: Access to Information Requests Case Files, Privacy Complaints and Issues, Privacy 
Commission Investigations, Impact Assessments, etc. 
 

Retention 
 

6 years 
 
 
1525 RECORDS MANAGEMENT – DISPOSITION 
 
Records documenting the final physical disposal through either destruction or transfer to the 
Provincial Archives of Saskatchewan in accordance with approved retention and disposal schedules 
and other authorities. 
 
Includes: Disposal Requests and Approvals, List of Records Transferred to and from Other 
Jurisdictions, Other Disposal Authorities, etc. 
 

Retention 
 

50 years 
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1530 RECORDS MANAGEMENT – STORAGE AND RETRIEVAL 
 
Records documenting the transfer and storage of semi-active records in storage facilities, and their 
subsequent retrieval.  
 
Includes: Documentation of Transfers to Storage, Records Retrieval Case Files, etc. 
 
For records acquired by the Provincial Archives of Saskatchewan for permanent preservation 
SEE 1525 Records Management – Disposition. 
 

Retention 
 

As long as records are in storage + 2 years 
 
 
1535 RESEARCH, STUDIES AND SURVEYS  
 
Records documenting polling, compilation of data and research. 
 
Includes: Polls and Surveys, Research, etc. 
 
NOTE: Research, Studies and Surveys related to a specific function may be classified in a 
case file under the appropriate records series.      
 

Retention 
 

6 years 
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1600 SYSTEM DEVELOPMENT  
 
Records documenting planning, development, design, system maintenance records, control, and 
review of information systems, networks, databases and software. 
 
Includes: Planning, Design and Review, Projects, Research Monitoring and Evaluations of New 
Technologies, Information Technology Architecture Standards, Requirements Analysis, 
Construction, Testing, Deployment, System Documentation, User Documentation, Database 
Maintenance, Network Maintenance, Backup/Recovery Procedures, Data Sharing, etc. 
 
For records relating to the development of website content SEE 1905 Public Relations and 
Communication. 
 
For records relating to computer equipment, hardware and software SEE 1105 Equipment 
and Supplies. 
 
For Audits and Compliance Reviews SEE 1300 Audits and Compliance Reviews. 
 
NOTE: Published documentation for commercial systems are not scheduled records, but 
may be filed here for convenience. 
 

Retention 
 

Until the system has been decommissioned and the information it manages 
has met applicable retention requirements, or has been successfully 

migrated to another system + 2 years  
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1605 SYSTEM OPERATIONS 
 
Records documenting the day to day operations of automated information systems (i.e. 
commercial applications, customized applications, websites, etc.), support services to end-users, 
security and reliability of automated information systems regarding access and backup/recovery. 
 
Includes: Performance Monitoring and Evaluation, Help Centre/Help Desk, Information Retrieval 
Services, Training and Support, Problems and Incidents, Space Management, System 
Monitoring, Access Controls, Service Requests, etc.  
 
For Disaster Recovery Plans SEE 1355 Policy. 
 
For records related to information stored on electronic media (tape library, inventories, 
etc.) SEE 1515 Records Management. 
 
For Computer Training and Development Courses SEE 1465 Training and Development. 
 
For Computer Equipment and Supplies SEE 1105 Equipment and Supplies. 
 
For Information Technology Planning and Review SEE 1600 System Development and 
Maintenance. 
 
For System Audits SEE 1300 Audits and Compliance Reviews 
 
For Data Entry/Input Forms SEE Transitory Records Policy. 
 

Retention 
 

3 years 
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1700 ACTS AND LEGISLATION  
 
Records documenting the development of proposals for new and amended internal and external 
legislation as well as comparative studies in legislation from various levels of government, research, 
etc. 
 
Includes: Comparative Studies, Issues, Legislation Case Files, Regulation Case Files, 
Emergency Orders, Saskatchewan Government Legislation and Regulations, Federal 
Government Legislation and Regulations, Other Provincial/Territorial Legislation and Regulations, 
Local Authorities, International Bills, Acts and Legislation, etc. 
 

 
 
 
 

 
 
1705 AGREEMENTS AND CONTRACTS – MAJOR  
 
Records documenting processes associated with the establishment, maintenance, management, 
review and negotiation of agreements and contracts of major impact on program, services, etc. 
 
Includes: Federal Agreements, Foreign Agreements, Inter-Provincial and Territorial Agreements, 
Intra-Provincial Agreements, Local Authority Agreements, Local Government Agreements, 
Provincial Agreements, Crown Corporation Agreements, Construction Contracts, Land Contracts, 
Partnership Agreements, Building Leases, Contract Bids/Tender Bonds, Non- Approved 
Agreements, Expressions of Interest, Tenders, Requests for Proposals (RFP’s), etc. 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Retention 
 

10 years   
 

Retention 
 

A – Approved – Upon termination of agreement/contract 
 + 15 years 

 
 

B – Non-Approved – 6 years 
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1710 AGREEMENTS AND CONTRACTS – MINOR 
 
Records documenting processes associated with the establishment, maintenance, review and 
negotiation of contracts for routine goods and services. 
 
Includes: Contract Case Files (i.e. Equipment Contract Case Files), Secondment Contract Files, 
Letter of Agreement, Building Maintenance Contracts, Utilities Service Contracts, Expressions of 
Interest, Tenders, Requests for Proposals (RFP’s), etc. 
 

 
 
 
 
 
 
 

 
1715 COMMISSIONS OF INQUIRY 
 
Records documenting Commissions of Inquiry, including their establishment, research, investigations 
and final reports preparation. 
 
Includes: Submissions to Commissions of Inquiry, Hearings, Activities associated with the 
presentation of a final report to the Governor-General and Parliament, Submissions and 
Proceedings, etc. 
 

 
 
 
 
 

 
1720 COMPLAINTS  
 
Records documenting complaints, criticisms, and Ombudsman Investigations. 
 
Includes: Complaints and Criticism, Ombudsman Investigations, etc. 
 
For Human Rights Issues SEE 1435 Human Rights Issues. 
 

Retention 
 

A – Routine Complaints – Upon resolution or closure of case + 2 years 

 
B – Ombudsman Complaints –  Upon resolution or closure of case + 10 years 

 

Retention 
 

A – Approved – Upon termination of agreement/contract  
+ 6 years 

 
B – Non-Approved – 2 years 

Retention 
 

Upon completion of Inquiry  
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1725 LEGAL SERVICES 
 
Records documenting the administration of legal matters. 
 
Includes: Written Judicial Decisions, Legal Challenges, Legal Opinions and Advice, Commissioners 
of Oaths/Notaries Public, etc. 
 

Retention 
 

Upon closure of case or no longer applicable + 15 years 
 
 
1730 INSURANCE 
 
Records relating to the identification and analysis of loss exposure resulting from destruction or theft 
of assets, inability to provide services, incurring of extra expense, legal liability and death or disability 
of employees. 
 
Includes: Insurance Policy Files, Insurance Claim Files, etc. 
 

Retention 
 

Settlement of claim or termination of policy  
+ 6 years 

 
 
1735 INVENTIONS, PATENTS AND COPYRIGHTS 
 
Records documenting the application for patents, copyrights, industrial designs, or trademarks 
(intellectual property) made on behalf of the Crown. 
 
Includes: Case Files, etc. 
 

Retention 
 

Life of the patent, trademark, industrial design or copyright  
+ 6 years 
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1740 INVESTIGATION/INCIDENT CASE FILES 
 
Records documenting the assessing, monitoring, processing and reporting of 
investigations/inspections and incidents. Also includes investigations of major security breaches.  
 
Includes: Investigations, Investigation/Incident Reports, Register of Incidents, Fire Inspections, 
Compliance Notices, Major Security Breaches and Special Investigation Case Files, Fraud and 
Alleged Fraud, etc. 
 
For investigations conducted as part of a mandated function SEE appropriate Operational 
Records System. 
 
For Ombudsman Investigations SEE 1720 Complaints. 
 
For Workers’ Compensation Board Claims SEE 1470 Workers Compensation Claims. 
 
For Privacy Commissioner Investigations SEE 1520 Records Management – Access and 
Privacy.  
 

Retention 
 

Upon conclusion/completion of case + 6 years  
 
 
1745 PUBLIC INTEREST DISCLOSURE 
 
Records documenting the management of the receipt, assessment and processing of disclosures 
under The Public Interest Disclosure Act.   
 
Includes: Requests for Advice, Public Disclosure Case Files (contains investigations), etc.  
  

Retention 
 

Upon resolution and/or closure of case + 6 years 
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1800 LICENCES AND PERMITS  
 
Records documenting the procuring, receiving, cancelling, revoking, suspending or refusal of 
applications for licences and permits. 
 
Includes: Licences and Permit Files, etc. 
 
NOTE:  Records relating to the issuing of licenses and permits as part of a mandated 
function should be filed in an approved ORS. 
 

Retention 
 

Upon expiration/cancellation/denial + 6 years 
 

 
 
1805 MEETINGS 
 
Records documenting regularly scheduled or routine internal meetings held for the exchange of 
information and/or to provide updates to staff, such as general staff meetings, unit/branch 
meetings, etc. 
  
Includes: Arrangements, Agendas, Minutes and Supporting Documentation, etc. 
 
For Executive Committees and Commissions SEE 1320 Committees and Commissions. 
 
For meetings relating to specific issues, projects or programs SEE appropriate records 
series in ARMS2014 or file in an approved ORS.   
 

 
 
 
 

 
 
1810 OFFICE MANAGEMENT 
 
Records documenting support service activities necessary for the daily operation of the agency. 
 
Includes: Duplication and Reproduction Services, Translation Services, Word Processing 
Services/Data Entry Services, Mail Log Records, Mailing Lists, Mail Services, Forms Management, 
Forms Catalogue, Forms Design and History, Forms Original, etc.  
 

Retention 
 

2 years 
 

 

Retention 
 

2 years 
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1815 PROCUREMENT AND RECEIPT 
 
Records documenting procurement requisitions, and standing offer agreements on commodities or 
services available to government institutions. 
 
Includes: General Purchase Orders, Standing Purchase Orders, Blanket Purchase Orders, Local 
Purchase Orders, Purchasing Requisitions, Stockroom Requisitions, Receiving Reports, Packing 
Slips, Forms Procurement, Forms Issue, Purchasing Agency Standing Offers, Non-Purchasing 
Agency Standing Offers, Printing Estimates and Specifications, Printing Requisitions/Orders, etc. 
 

Retention 
 

2 years 
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1900 OUTREACH 
 
Records documenting the establishment and/or the operations of advertising and promotion of 
services to organizations, groups, specific audiences or the general public.    
 
Includes: Tours, Exhibits, Events, Exhibitions, Presentations, etc. 
 

Retention 
 

6 years 
 
 
1905 PUBLIC RELATIONS AND COMMUNICATIONS 
 
Records documenting rapport with the community and raising and maintaining the organization’s 
public profile.  
 
Includes: Leaflets, Biographical Sketches, Advertising Projects, Marketing Projects, Media Projects, 
Communications Projects, Information Resources and Reference Files, Deputy Ministers’ Speeches, 
Premier’s and Ministers’ Speeches, Other Lectures and Speeches, Media Lists and Contacts, 
Interviews, Public Awards Programs, Communications Packages, Displays, Travel Case Files, Other 
Public Programs, Website Content Development Files, Information/Content Updates, Ceremonies 
and Celebrations, Awards and Honours, Consular Corps, Visual Identity, Tracking (communication 
log), etc. 
 
For records relating to marketing as part of your mandate SEE appropriate Operational 
Records System. 
 
Records relating to media lists, contacts, etc. may be filed here however they do not need to 
be retained for the 6 year retention period as they are typically considered to be transitory 
records. SEE Transitory Records Policy. 
 
NOTE: Newspaper clippings may be filed here or in the Record Series to which they relate. 
 
NOTE: Information generated through the transactional or interactive portion of websites 
should be classified under the appropriate Records Series. 
 

Retention 
 

6 years  
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1910 COLLABORATION AND LIAISON 
 
Records documenting the exchange of information and communications between representatives 
of the Saskatchewan Provincial Government and public, private or government representatives; 
provisions of informal advice; discussions; and collaboration on projects. 
 
Includes: Collaboration and Liaison Case Files with: Members of the Public, Stakeholders, Local 
Authorities, the Saskatchewan Provincial Government, Other Provincial/Territorial Governments, the 
Federal Government, the Governments of Foreign Nations, International Groups, Corporations, 
Companies, Associations, Clubs, Societies, etc.  
 
For records relating to conferences, seminars and symposia SEE 1465 Training and 
Development. 
 
For records related to Executive Committees and Commissions SEE 1320 Committees and 
Commissions.  

 
 Retention 

 
6 years 
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2000 ANNUAL AND SPECIAL REPORTS 
 
Records relating to the reporting and statistical analysis of administrative and operational 
activities. 
 
Includes: Annual Reports, Special or One-time Reports, etc. 
 

 
 
 

 
 
 
2005 FINANCIAL REPORTS AND STATEMENTS 
 
Records documenting financial reporting systems, financial management reports, statistics and 
statements not included elsewhere in the finance section. 
 
Includes: RES, Daily, Monthly and Year-End Reports, Financial Analysis Statements, etc. 
 

Retention 
 

A – Daily/Weekly – 1 month 
B – Monthly/Quarterly/Trimester – 2 years 

C – Financial Analysis/Financial Statements/Year-End/Other – 6 years 
 
 
2010 REPORTS AND STATISTICS 
 
Records documenting reporting and statistical analysis. 
  
Includes: Drafts, Supporting Documentation, Reports (monthly, quarterly, trimester, weekly), etc. 
 
NOTE: Reports and Statistics may be filed here or they may be filed on the individual case 
file to which they relate. 
 

 
 

Retention 
 

6 years 

Retention 
 

2 years 
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2100 SECURITY MANAGEMENT AND SAFETY 
 
Records documenting the management and prevention of personal, electronic and information 
security issues. Also includes, records documenting programs and services provided by health and 
safety units and other government medical facilities, accident prevention, etc.  
 
Includes: Identification Methods, Security Clearance Files (Individual), Access Control, Threats to 
Security, Security Systems, Security Breach Case Files, Periodic Inspections, Disaster 
Preparedness Files, Fire Evacuation Protocol, Fire Prevention Systems, etc. Also includes 
records related to Information Technology, Buildings and Personal Security, etc.  
 
For Security Checks regarding Staffing SEE 2105 Security Checks. 
 
For Major or Escalated Security Breaches that require Investigation SEE 1740 
Investigation/Incident Case Files. 
 
NOTE: Information Technology Security Issues may also be filed in 1600 System 
Development. 
 
NOTE: Security Clearance Files for government employees may appear on employee files 
SEE 1415 Employee Record. 
 
NOTE: Records relating to Emergency Measures Contact Lists may be filed here however 
they do not need to be retained for the 6 year retention period as they are transitory. SEE 
Transitory Records Policy. 
 

Retention 
 

6 years 
 
 
2105 SECURITY CHECKS 
 
Records documenting security checks for individuals.   
 
Includes: Volunteer Criminal Records Checks, Security Checks, etc. 
 

Retention 
 

6 years 
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	 c. A-26.11 ARCHIVES AND PUBLIC RECORDS MANAGEMENT

NOTE:
This consolidation is not official and is subject to House amendments and Law 
Clerk and Parliamentary Counsel changes to Separate Chapters that may be 
incorporated up until the publication of the annual bound volume. Amendments 
have been incorporated for convenience of reference and the official Statutes and 
Regulations should be consulted for all purposes of interpretation and application 
of the law. In order to preserve the integrity of the official Statutes and Regulations, 
errors that may have appeared are reproduced in this consolidation.

The  
Archives and Public 

Records Management 
Act

being

Chapter A-26.11* of The Statutes of Saskatchewan, 2015  
(effective August 24, 2015).

*NOTE: Pursuant to subsection 33(1) of The Interpretation Act, 1995, the 
Consequential Amendment sections, schedules and/or tables within this Act 
have been removed. Upon coming into force, the consequential amendments 
contained in those sections became part of the enactment(s) that they amend, 
and have thereby been incorporated into the corresponding Acts. Please 
refer to the Separate Chapter to obtain consequential amendment details 
and specifics.

http://www.qp.gov.sk.ca/documents/english/Chapters/2015/A26-11.pdf
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CHAPTER A-26.11

An Act respecting the Provincial Archives of Saskatchewan,  
Public Records Management and making consequential  

amendment to other Acts and Regulations

PART I
Preliminary Matters

Short title

1  This Act may be cited as The Archives and Public Records Management Act.

Interpretation

2  In this Act:

“administrative record of a court” includes a record created by, received 
by, deposited with or held by a court to support the court’s operations, but does 
not include a court record;

“approved records schedule” means a records schedule approved by the 
Public Records Committee and includes a record schedule respecting court 
records that is the subject of an order made pursuant to section 28;

“board of directors” means the board of directors of the Provincial Archives 
of Saskatchewan appointed pursuant to section 12;

“court” means the Court of Appeal, the Court of Queen’s Bench or the 
Provincial Court of Saskatchewan;

“court record” means a record that is filed with a court or that is received 
by a court or created or maintained in support of an application to the court 
and includes a docket record, a transcript, a record of proceedings and a search 
warrant issued by a court, but does not include an administrative record of 
a court;

“government institution” means a government institution within the 
meaning of The Freedom of Information and Protection of Privacy Act;

“minister” means the member of the Executive Council to whom for the time 
being the administration of this Act is assigned;

“ministerial record” means a record created or received by a minister of the 
Government of Saskatchewan that relates to the office of that minister and to 
the administration of the public affairs of Saskatchewan, but does not include:

(a)  a record that is of a personal or political nature; or

(b)  a record that pertains to constituency business;
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“Officer of the Legislative Assembly” means:

(a)  the Advocate for Children and Youth;

(b)  the Chief Electoral Officer;

(c)  the Conflict of Interest Commissioner;

(d)  the Information and Privacy Commissioner;

(e)  the Ombudsman; 

(f)  the Provincial Auditor for Saskatchewan; or

(g)  the Public Interest Disclosure Commissioner;

“prescribed” means prescribed in the regulations;

“Provincial Archives of Saskatchewan” means the Provincial Archives of 
Saskatchewan continued pursuant to section 3;

“Provincial Archivist” means the Provincial Archivist appointed pursuant 
to section 17 and includes any acting Provincial Archivist appointed pursuant 
to that section;

“public record” means:

(a)  a record made or received by a government institution in carrying 
out that government institution’s activities;

(b)  a ministerial record;

(c)  a record made or received by the Legislative Assembly, the Legislative 
Assembly Service or an Officer of the Legislative Assembly;

(d)  a court record; or

(e)  an administrative record of a court;

but does not include a prescribed record;

“Public Records Committee” means the Public Records Committee 
continued pursuant to section 20;

“record” means a record of information in any form and includes information 
that is written, photographed, recorded or stored in any manner, but does not 
include a computer program or other mechanism that produces records;

“records schedule” means a formal plan that identifies the public records that 
are subject to the plan, that establishes a classification system and retention 
periods for those public records and that provides for their disposition.

2015, c.A-26.11, s.2.
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PART II
Provincial Archives of Saskatchewan

Provincial Archives of Saskatchewan continued

3(1)  The Archives Board continued pursuant to The Archives Act, 2004 is continued 
as the Provincial Archives of Saskatchewan.

(2)  The Provincial Archives of Saskatchewan is a corporation.
2015, c.A-26.11, s.3.

Objects and functions

4  The objects and functions of the Provincial Archives of Saskatchewan are the 
following:

(a)  to acquire and preserve public records and private records of significance 
to Saskatchewan and to facilitate access to those records;

(b)  to be the permanent repository of public records;

(c)  to ensure that public records are managed, kept and preserved in a usable 
format;

(d)  to promote and facilitate good records management respecting public 
records in order to support accountability, transparency and effective operations;

(e)  to encourage and support archival activities and the archival community.
2015, c.A-26.11, s.4.

Offices

5  The Provincial Archives of Saskatchewan shall maintain offices at any place or 
places in Saskatchewan designated by the Lieutenant Governor in Council for the 
safekeeping, classification, indexing and public use of and access to all public records 
and other materials that have been deposited with or acquired by the Provincial 
Archives of Saskatchewan pursuant to this Act or any former Archives Act.

2015, c.A-26.11, s.5.

General powers and responsibility to minister

6(1)  For the purposes of fulfilling its objects and carrying out its functions, the 
Provincial Archives of Saskatchewan may:

(a)  enter into agreements with any person, body or organization within or 
outside Saskatchewan that the Provincial Archives of Saskatchewan considers 
necessary to fulfil its objects and to carry out its functions;

(b)  exercise any powers and fulfil any duties given to it by this Act or by any 
other Act; and

(c)  do all of those things that it considers necessary, incidental or conducive 
to fulfilling its objects and carrying out its functions.

(2)  The Provincial Archives of Saskatchewan is responsible to the minister in 
exercising its powers, fulfilling its objects and carrying out its duties and functions.
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(3)  The minister may give directions that must be followed by the Provincial 
Archives of Saskatchewan, the Provincial Archivist or both in exercising their powers 
and fulfilling their duties and purposes pursuant to this Act and the regulations.

2015, c.A-26.11, s.6.

Transfer of public records

7(1)  All public records are to be transferred to the care and control of the Provincial 
Archives of Saskatchewan:

(a)  pursuant to any agreement for the transfer of public records between 
the Provincial Archives of Saskatchewan and the Legislative Assembly, the 
Legislative Assembly Service, the Officer of the Legislative Assembly, the 
government institution, the minister of the Government of Saskatchewan or 
the court responsible for the public records; and

(b)  in accordance with an approved records schedule.

(2)  Except as otherwise directed by the Lieutenant Governor in Council, the 
Provincial Archives of Saskatchewan has the care and control of all public records 
of any government institution whose functions have ceased.

(3)  Public records, other than records made or received by the Legislative Assembly, 
the Legislative Assembly Service or an Officer of the Legislative Assembly, that have 
been transferred to the care and control of the Provincial Archives of Saskatchewan 
are the property of the Crown in right of Saskatchewan.

(4)  With the agreement of the Provincial Archivist, the Clerk of the Legislative 
Assembly may order that any sessional papers made or received by the Legislative 
Assembly be transferred to the Provincial Archives of Saskatchewan.

(5)  The Provincial Archives of Saskatchewan has the care, control and custody of 
the records transferred pursuant to subsection (4), but those records remain the 
property of the Legislative Assembly.

2015, c.A-26.11, s.7.

Power to acquire other historical material

8  The Provincial Archives of Saskatchewan may acquire from any person by gift, 
devise, bequest or in any other manner printed documents, manuscripts, private 
papers and any other record or material that have a bearing on the history of 
Saskatchewan and that the Provincial Archivist has determined to be of archival 
value.

2015, c.A-26.11, s.8.

Custody of transferred records

9  The Provincial Archives of Saskatchewan is the custodian of all records that are 
transferred to it pursuant to this Act or any former Archives Act.

2015, c.A-26.11, s.9.
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Power to make grants

10(1)  Subject to subsection (2), to support archival activities and the archival 
community, the Provincial Archives of Saskatchewan may make grants, on any 
terms or conditions that it considers appropriate, to any person, agency, organization, 
association, institution or body within or outside Saskatchewan.

(2)  The Provincial Archives of Saskatchewan shall obtain the approval of the 
Lieutenant Governor in Council if:

(a)  the amount of the grant is greater than $50,000; or

(b)  the total amount of the grant and any other grant made by the Provincial 
Archives of Saskatchewan to that person, agency, organization, association, 
institution or body would be greater than $50,000 in any fiscal year of the 
Provincial Archives of Saskatchewan.

2015, c.A-26.11, s.10.

Power to charge fees, accept gifts, etc.

11  The Provincial Archives of Saskatchewan may:

(a)  charge fees for services rendered by it;

(b)  accept and receive gifts, devises and bequests for the objects and functions 
of the Provincial Archives of Saskatchewan; and

(c)  subject to the terms of any trust imposed by the testator or donor of real 
or personal property, sell, lease, convey or otherwise dispose of and convert 
into money any real or personal property given, devised or bequeathed for the 
objects and functions of the Provincial Archives of Saskatchewan.

2015, c.A-26.11, s.11.

PART III
Administration

Board of directors

12(1)  Subject to subsection (2), the Lieutenant Governor in Council shall appoint 
a board of directors for the Provincial Archives of Saskatchewan consisting of not 
more than nine persons.

(2)  Of the persons appointed pursuant to subsection (1):

(a)  one must be a person who the minister is satisfied is a member of the 
academic community who is involved with the social or archival sciences; and

(b)  two must be members of the public service of Saskatchewan.

(3)  A person appointed pursuant to subsection (1):

(a)  holds office at pleasure for a term not exceeding three years and until a 
successor is appointed; and

(b)  is eligible for reappointment.
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(4)  No member of the board of directors shall hold office for more than two 
consecutive terms.

(5)  A vacancy in the membership of the board of directors does not impair the 
power of the remaining members of the board of directors to act.

(6)  The Provincial Archivist is the secretary to the board of directors.
2015, c.A-26.11, s.12.

Chairperson and vice-chairperson

13(1)  The Lieutenant Governor in Council shall designate one member of the 
board of directors to be chairperson of the board of directors and another to be 
vice‑chairperson.

(2)  If the chairperson is absent or unable to act or the office of chairperson is 
vacant, the vice-chairperson may exercise all the powers and shall perform all the 
duties of the chairperson.

2015, c.A-26.11, s.13.

Meetings and quorum

14(1)  The board of directors shall meet when called by the chairperson.

(2)  The board of directors shall meet at least twice each fiscal year.

(3)  A quorum of the board of directors is a majority of its members.
2015, c.A-26.11, s.14.

Responsibilities of board of directors

15  The board of directors is responsible for setting a strategic direction for the 
Provincial Archives of Saskatchewan.

2015, c.A-26.11, s.15.

Remuneration and reimbursement

16  A member of the board of directors is entitled:

(a)  to remuneration for his or her services at the rates approved by the 
Lieutenant Governor in Council, but not if he or she is:

(i)  a member described in clause 12(2)(a) who is a resident of 
Saskatchewan; or

(ii)  one of the members described in clause 12(2)(b); and

(b)  to reimbursement for their expenses incurred in the performance of 
their responsibilities at the rates paid to members of the public service of 
Saskatchewan.

2015, c.A-26.11, s.16.
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Provincial Archivist

17(1)  The board of directors shall appoint a person to be in charge of the Provincial 
Archives of Saskatchewan, to be known as the Provincial Archivist.

(2)  If the Provincial Archivist has resigned or is otherwise unable to act, the 
Provincial Archives of Saskatchewan may appoint another person as acting 
Provincial Archivist until:

(a)  the Provincial Archivist is able to act; or

(b)  another Provincial Archivist is appointed pursuant to this Act.

(3)  The Provincial Archivist:

(a)  shall exercise the powers and perform the duties assigned to the Provincial 
Archivist by this Act and by the Provincial Archives of Saskatchewan; and 

(b)  subject to the direction of the board of directors, is responsible for the 
general supervision and direction of the operation of the Provincial Archives 
of Saskatchewan.

(4)  The Provincial Archivist may, in writing, delegate to any employee of the 
Provincial Archives of Saskatchewan any of the Provincial Archivist’s powers other 
than the power of delegation pursuant to this section.

(5)  The Provincial Archives of Saskatchewan shall determine the conditions of 
employment and the remuneration of the Provincial Archivist.

(6)  The board of directors has control over and shall supervise the work of the 
Provincial Archivist.

2015, c.A-26.11, s.17.

Powers of Provincial Archivist

18(1)  The Provincial Archivist may carry out any activity that is necessary, 
incidental or conducive to attaining the objects and carrying out the functions of 
the Provincial Archives of Saskatchewan.

(2)  Without limiting the generality of subsection (1), the Provincial Archivist may 
do all or any of the following:

(a)  on behalf of the Provincial Archives of Saskatchewan, acquire records or 
obtain the care, custody or control of records that the Provincial Archivist has 
determined to be of archival value;

(b)  take any measures that the Provincial Archivist considers necessary to 
classify, identify, preserve and restore records that the Provincial Archives of 
Saskatchewan has acquired or obtained;

(c)  subject to any lawful restriction, provide access to records that the 
Provincial Archives of Saskatchewan has acquired or obtained;

(d)  provide information, consultation, reference, research and other services 
related to archives;
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(e)  determine and establish policies, standards, guidelines and processes 
with respect to:

(i)  the creation, handling, control, organization, retention, maintenance, 
security, preservation, disposition, alienation and destruction of public 
records in the custody or under the control of the Legislative Assembly 
Service, the Legislative Assembly, Officers of the Legislative Assembly, 
government institutions, offices of ministers of the Government of 
Saskatchewan and the courts; and

(ii)  the transfer of the public records mentioned in subclause (i) to the 
Provincial Archives of Saskatchewan;

(f)  advise the Legislative Assembly Service, the Legislative Assembly, Officers 
of the Legislative Assembly, government institutions, offices of ministers of 
the Government of Saskatchewan and the courts on records management and 
review of records management policies and procedures developed by them;

(g)  determine which non-current public records are of historic interest and 
are to be transferred to the care and control of the Provincial Archives of 
Saskatchewan;

(h)  provide professional and technical support for archival activities and the 
archival community;

(i)  make known information concerning archives by means of publications 
and exhibitions;

(j)  subject to any term or condition pursuant to which a record has been 
acquired or obtained, direct that the record be destroyed or otherwise disposed 
of if the Provincial Archivist has determined that the record no longer has 
archival value.

(3)  Notwithstanding any other Act, the Provincial Archivist is entitled to have 
access to any public record for the purposes of exercising the Provincial Archivist’s 
powers, fulfilling the Provincial Archivist’s responsibilities and carrying out the 
Provincial Archivist’s functions pursuant to this Act.

2015, c.A-26.11, s.18.

Employees

19(1)  In addition to the Provincial Archivist, the Provincial Archives of 
Saskatchewan may appoint any other officers and employees that may be required 
for the operation of the Provincial Archives of Saskatchewan.

(2)  The officers and employees appointed pursuant to subsection (1) are to work 
under the direction of the Provincial Archivist.

(3)  The Provincial Archives of Saskatchewan shall determine the respective 
conditions of employment and remuneration of its officers and employees.

(4)  The Provincial Archives of Saskatchewan has control over and shall supervise 
its officers and employees.

2015, c.A-26.11, s.19.
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PART IV
Management and Preservation of Records

Public Records Committee continued

20(1)  The Public Records Committee is continued.

(2)  The Public Records Committee consists of:

(a)  the Provincial Archivist;

(b)  the Legislative Librarian;

(c)  the Deputy Minister of Finance or his or her delegate;

(d)  the Deputy Minister of Justice or his or her delegate; and

(e)  the head of any other government institution that may be designated in 
the regulations or his or her delegate.

(3)  The Public Records Committee is to review and approve records schedules for 
all public records.

(4)  The Provincial Archivist is the chairperson of the Public Records Committee.
2015, c.A-26.11, s.20.

Management and preservation of public records

21(1)  Subject to subsections (2) and (3), the Legislative Assembly, the Legislative 
Assembly Service, every Officer of the Legislative Assembly, every government 
institution and the courts shall preserve the public records that are in their custody 
or under their control until those public records are:

(a)  transferred to the Provincial Archives of Saskatchewan pursuant to this 
Act; or

(b)  destroyed pursuant to this Act.

(2)  Cabinet records and the public records of the Office of the Executive Council 
are to be transferred to the Provincial Archives of Saskatchewan:

(a)  pursuant to a written agreement between the Provincial Archives of 
Saskatchewan and the Premier in office when the agreement is signed; and

(b)  in accordance with an approved records schedule.

(3)  Ministerial records are to be transferred to the Provincial Archives of 
Saskatchewan:

(a)  pursuant to a written agreement between the Provincial Archives of 
Saskatchewan and the minister of the Government of Saskatchewan to whose 
office those records relate; and

(b)  in accordance with an approved records schedule.

(4)  Records of a minister of the Government of Saskatchewan of the type described 
in clauses (a) and (b) of the definition of “ministerial record” are the private property 
of the minister and may be disposed of in any manner that the minister considers 
appropriate.
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(5)  Without restricting the generality of subsection (4), a minister of the 
Government of Saskatchewan may offer the records mentioned in that subsection 
to the Provincial Archives of Saskatchewan for permanent preservation pursuant 
to a written agreement between the Provincial Archives of Saskatchewan and that 
minister.

2015, c.A-26.11, s.21.

Prohibition re destruction of public records except pursuant to approved records schedule

22(1)  Subject to subsection (2), no person shall, with an intent to deprive the 
Government of Saskatchewan, a government institution or the Provincial Archives 
of Saskatchewan of the custody, control or use of, or access to, a public record:

(a)  destroy or damage the public record; 

(b)  remove or conceal the public record from the Government of Saskatchewan, 
a government institution or the Provincial Archives of Saskatchewan; or 

(c)  direct, counsel or cause any person in any manner to do anything 
mentioned in clause (a) or (b).

(2)  Subsection (1) does not apply if the destruction is done in accordance with an 
approved records schedule. 

(3)  Every person who contravenes subsection (1) is guilty of an offence and liable 
on summary conviction to a fine of not more than $25,000.

(4)  In addition to or instead of any penalty imposed pursuant to this Act, the 
convicting court, having regard to the nature of the offence and the circumstances 
surrounding its commission, may make an order doing one or more of the following:

(a)  requiring the convicted person to transfer a public record to the Provincial 
Archives of Saskatchewan in a manner and within the period specified by the 
order;

(b)  prohibiting the convicted person from doing any act or engaging in any 
activity that, in the opinion of the court, may result in the continuation of the 
offence;

(c)  directing the convicted person to repair, mitigate or minimize any damage 
to a public record that resulted from the commission of the offence in a manner 
and within the period specified by the order, or to restore a public record in a 
manner and within the period specified by the order;

(d)  requiring the convicted person to take steps to prevent any damage to a 
public record in a manner and within the period specified by the order;

(e)  directing the convicted person to pay to the Crown in right of Saskatchewan 
an amount of money as compensation, in whole or in part, for the cost of any 
corrective action respecting a public record taken by or at the direction of 
the Provincial Archives of Saskatchewan as a result of the commission of the 
offence;

(f)  requiring the convicted person to do any other thing that, in the opinion 
of the court, is necessary in the circumstances.
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(5)  No prosecution for a contravention of this section is to be commenced more 
than three years after the facts on which the alleged contravention is based first 
came to the knowledge of the Provincial Archivist.

2015, c.A-26.11, s.22.

Provincial Archives of Saskatchewan may apply for compliance order

23(1)  The Provincial Archives of Saskatchewan may apply to a judge of the Court 
of Queen’s Bench for all or any of the following:

(a)  an order compelling a person to comply with this Act;

(b)  an order enjoining any person from proceeding contrary to this Act.

(2)  On an application pursuant to this section, the judge of the Court of Queen’s 
Bench may make the order requested or any other order that the judge considers 
appropriate on any terms and conditions that the judge considers appropriate.

2015, c.A-26.11, s.23.

Management of public records by the Legislative Assembly, Legislative Assembly Service, 
Officers of the Legislative Assembly, government institutions and courts

24(1)  The Legislative Assembly, the Legislative Assembly Service, every Officer 
of the Legislative Assembly and every government institution shall prepare one or 
more records schedules respecting the management of all public records that are 
in their custody or under their control.

(2)  The Legislative Assembly, the Legislative Assembly Service, every Officer of the 
Legislative Assembly and every government institution shall submit each records 
schedule proposed by them to the Public Records Committee for review and approval.

(3)  The Provincial Archivist may enter into an agreement with:

(a)  the Clerk of the Legislative Assembly to establish a date by which each of 
the Legislative Assembly and the Legislative Assembly Service shall submit 
its proposed records schedule to the Public Records Committee for review and 
approval; and

(b)  each Officer of the Legislative Assembly to establish a date by which that 
Officer shall submit his or her proposed records schedule to the Public Records 
Committee for review and approval.

(4)  The Public Records Committee may require the government institution to, 
within the time set by the Public Records Committee:

(a)  if a government institution has failed to prepare and submit a records 
schedule as required by subsections (1) and (2), prepare and submit a records 
schedule to the Public Records Committee;

(b)  make changes to the records schedule proposed by the government 
institution; and

(c)  submit the amended records schedule to the Public Records Committee 
for review and approval.
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(5)  The Legislative Assembly, Legislative Assembly Service, every Officer of the 
Legislative Assembly, every government institution and every court shall:

(a)  implement every approved records schedule that is applicable to the 
Legislative Assembly, Legislative Assembly Service, Officer of the Legislative 
Assembly, government institution or court; and

(b)  create and implement a records management policy and procedure to 
protect and maintain all public records that are in the custody or under the 
control of the Legislative Assembly, Legislative Assembly Service, Officer of 
the Legislative Assembly, government institution or court so that those public 
records are, considering the purposes for which they are being maintained:

(i)  usable and accessible;

(ii)  transferable;

(iii)  legible and understandable; 

(iv)  maintained in a format and in a condition that ensures their 
retention and preservation in accordance with the applicable approved 
records schedule; and

(v)  if applicable, capable of being transferred to the Provincial Archives 
of Saskatchewan in a format acceptable to the Provincial Archives of 
Saskatchewan.

(6)  None of the Legislative Assembly, the Legislative Assembly Service, any Officer 
of the Legislative Assembly, any government institution or any court shall destroy a 
public record that is in their custody or under their control without first obtaining 
the approval of the Provincial Archivist.

(7)  For the purposes of carrying out the responsibilities imposed by this section, 
the Legislative Assembly, the Legislative Assembly Service, an Officer of the 
Legislative Assembly, a government institution or a court may request the advice of 
the Provincial Archivist as to the nature of any public record that is in their custody 
or under their control.

2015, c.A-26.11, s.24.

Ministerial records, Cabinet records and records of the Office of the Executive Council

25(1)  In accordance with the regulations, the Provincial Archives of Saskatchewan 
may develop forms of agreements to receive and manage ministerial records, Cabinet 
records and records of the Office of the Executive Council.

(2)  Subject to The Freedom of Information and Protection of Privacy Act, access to 
ministerial records, Cabinet records and records of the Office of the Executive Council 
is to be granted pursuant to the terms and restrictions of the written agreements 
governing those records.

2015, c.A-26.11, s.24.
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Transfer of public records to Provincial Archives of Saskatchewan

26  With the consent of the Provincial Archivist, any public record or any class or 
series of public records that is not subject to a records schedule may, on the expiration 
of 25 years after the date on which the public record was created, be transferred by 
the Legislative Assembly, by the Legislative Assembly Service, by an Officer of the 
Legislative Assembly, by a government institution or by a court, as the case may 
be, to the Provincial Archives of Saskatchewan.

2015, c.A-26.11, s.26.

Order for transfer or destruction of public records

27(1)  Notwithstanding section 21, 22 or 26, on the recommendation of the minister 
and the minister of the Government of Saskatchewan responsible for the government 
institution concerned, the Lieutenant Governor in Council may order all or any of 
the following:

(a)  that any public record or any class or series of public records then in 
the control or custody of the government institution be transferred to the 
Provincial Archives of Saskatchewan immediately or on the expiration of any 
period specified in the order;

(b)  that any public record or any class or series of public records then in the 
control or custody of the government institution be destroyed immediately or 
on the expiration of any period specified in the order;

(c)  that any public record or any class or series of public records that, after 
the date of the order, is in the control or custody of the government institution 
be destroyed or transferred to the Provincial Archives of Saskatchewan on the 
expiration of any period specified in the order.

(2)  Notwithstanding subsection 21(1) and section 26, the Legislative Assembly, 
the Legislative Assembly Service or an Officer of the Legislative Assembly may 
destroy a public record if:

(a)  the public record is not subject to a records schedule; 

(b)  the public record is then in the control or custody of the Legislative 
Assembly, the Legislative Assembly Service or the Officer of the Legislative 
Assembly;

(c)  at least 25 years have elapsed since the date on which the public record 
was created; and

(d)  the Legislative Assembly, the Legislative Assembly Service or the Officer 
of the Legislative Assembly has consulted with the Provincial Archivist and the 
Provincial Archivist has advised that the public record will not be transferred 
to the Provincial Archives of Saskatchewan.

2015, c.A-26.11, s.27.
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Court records

28(1)  Subject to subsection (2), the Lieutenant Governor in Council may, by order, 
establish a records schedule for any court record or class of court records that provides 
for all or any of the following:

(a)  their retention;

(b)  their transferral to the Provincial Archives of Saskatchewan;

(c)  their destruction.

(2)  An order pursuant to subsection (1) may be made on the recommendation of 
the Minister of Justice after that minister receives a proposed records schedule 
that has been approved:

(a)  by the Provincial Archivist; and

(b)  by:

(i)  if the Court of Appeal is concerned, the Chief Justice of that court;

(ii)  if the Court of Queen’s Bench is concerned, the Chief Justice of that 
court; or

(iii)  if the Provincial Court of Saskatchewan is concerned, the Chief 
Judge of that court.

(3)  A court record that is included in an approved records schedule established 
pursuant to subsection (1) may be transferred to the Provincial Archives of 
Saskatchewan or destroyed only:

(a)  in accordance with the approved records schedule; and

(b)  with the approval of the Provincial Archivist and:

(i)  if the Court of Appeal is concerned with the court record, the Chief 
Justice of that court;

(ii)  if the Court of Queen’s Bench is concerned with the court record, the 
Chief Justice of that court; or

(iii)  if the Provincial Court of Saskatchewan is concerned with the court 
record, the Chief Judge of that court.

2015, c.A-26.11, s.28.

Health records

29(1)  In this section:

“personal health information” means personal health information as 
defined in The Health Information Protection Act;

“trustee” means a trustee as defined in The Health Information Protection Act.
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(2)  The Provincial Archives of Saskatchewan is not required to comply with 
section 29 of The Health Information Protection Act for records that may include 
personal health information obtained by it for the purposes of this Act from or on 
behalf of:

(a)  a trustee whose primary responsibilities do not include delivery of health 
services to individuals or the administration of health services; or

(b)  a person, body or organization that is not a trustee.

(3)  Personal health information that is obtained from or on behalf of a trustee, 
person, body or organization mentioned in subsection (2) and that is under the care, 
control or custody of the Provincial Archives of Saskatchewan may be disclosed to 
a researcher if: 

(a)  the Provincial Archivist is satisfied that:

(i)  the purpose for which the personal health information is proposed 
to be disclosed is not contrary to the public interest and the research 
cannot be reasonably accomplished using de-identified personal health 
information; or

(ii)  the release of personal health information would not constitute an 
unreasonable invasion of privacy;

(b)  the personal health information is in a record that:

(i)  has been in existence for 30 years or more, but less than 75 years, 
and the Provincial Archivist is satisfied that the disclosure would not 
constitute an unreasonable invasion of privacy; or

(ii)  has been in existence for 75 years or more; and 

(c)  before disclosing the personal health information to the researcher, the 
researcher enters into an agreement with the Provincial Archivist:

(i)  to use the personal health information only for the purpose set out 
in the agreement;

(ii)  to not disclose the personal health information except where 
authorized by law to do so; 

(iii)  to not contact the individual who is the subject of the personal 
health information, directly or indirectly, for any purpose, except where 
authorized by law to do so;

(iv)  to take reasonable steps to ensure the security and confidentiality 
of the personal health information; 

(v)  to destroy copies of any records containing personal health 
information in the manner and within the period set out in the agreement;

(vi)  to notify the Provincial Archivist in writing immediately if the 
researcher becomes aware that any conditions set out in this section or 
the agreement have been breached; and

(vii)  to allow the Provincial Archivist to access or inspect the researcher’s 
premises to confirm that the researcher is complying with the terms and 
conditions of this Act and of the agreement.

2015, c.A-26.11, s.29.
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Municipal and school records

30  With the consent of the Provincial Archivist, any municipality or board of 
education or the conseil scolaire may deposit any of its non-current records with 
the Provincial Archives of Saskatchewan for preservation.

2015, c.A-26.11, s.30.

Restriction on use of certain records

31(1)  By agreement with the donor of private records, the Provincial Archives of 
Saskatchewan may place any restrictions on the use of those records that may be 
stipulated in the agreement, and the restrictions are binding on all persons during 
the term of the agreement.

(2)  Notwithstanding clause 16(2)(a) of The Freedom of Information and Protection 
of Privacy Act, if a record that would otherwise be subject to section 16 of that Act 
was transferred to the Provincial Archives of Saskatchewan before April 1, 1992  
pursuant to an agreement between the donor and the Provincial Archives of 
Saskatchewan, the restrictions respecting access to and use of the record contained 
in the agreement prevail in the case of a conflict between those restrictions and 
clause 16(2)(a) of that Act.

2015, c.A-26.11, s.31.

Evidence of record

32  A copy or photographic reproduction of any record in the care and custody or 
under the control of the Provincial Archives of Saskatchewan that is certified by the 
Provincial Archivist or by an employee of the Provincial Archives of Saskatchewan 
designated by the Provincial Archivist for the purpose to be a true copy is admissible 
in evidence as proof, in the absence of evidence to the contrary, of the authenticity 
and correctness of the copy or reproduction, without proof of the appointment, 
designation or signature of the person purporting to certify the record.

2015, c.A-26.11, s.32.
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PART V
Financial Matters

Appropriation

33  There must be paid annually to the Provincial Archives of Saskatchewan any 
sums that may be appropriated by the Legislature for the purposes of the Provincial 
Archives of Saskatchewan.

2015, c.A-26.11, s.33.

Fiscal year

34  The fiscal year of the Provincial Archives of Saskatchewan is the period 
commencing on April 1 in one year and ending on March 31 in the following year.

2015, c.A-26.11, s.34.

Audit

35  The Provincial Auditor or any other auditor or firm of auditors that the 
Lieutenant Governor in Council may appoint shall audit the records, accounts and 
financial statements of the Provincial Archives of Saskatchewan:

(a)  annually; and

(b)  at any other times that the Lieutenant Governor in Council may require.
2015, c.A-26.11, s.35.

Annual report

36(1)  In accordance with section 13 of The Executive Government Administration 
Act, the Provincial Archives of Saskatchewan, in each fiscal year, shall submit to 
the minister:

(a)  a report on the business of the Provincial Archives of Saskatchewan for 
the preceding fiscal year; and

(b)  a financial statement showing the business of the Provincial Archives of 
Saskatchewan for the preceding fiscal year, in any form that may be required 
by Treasury Board.

(2)  In accordance with section 13 of The Executive Government Administration 
Act, the minister shall lay before the Legislative Assembly each report and financial 
statement the minister receives pursuant to this section.

2015, c.A-26.11, s.36.
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PART VI
Regulations

Regulations

37  The Lieutenant Governor in Council may make regulations:

(a)  defining, enlarging or restricting the meaning of any word or expression 
used in this Act but not defined in this Act;

(b)  respecting the form of agreements that the Provincial Archives of 
Saskatchewan may enter into for the purpose of receiving and managing 
records;

(c)  for the purposes of clause 20(2)(e), designating any other government 
institution, the head of which is to sit as a member of the Public Records 
Committee;

(d)  prescribing any other matter or thing required or authorized by this Act 
to be prescribed in the regulations;

(e)  respecting any other matter or thing the Lieutenant Governor in Council 
considers necessary to carry out the intent of this Act.

2015, c.A-26.11, s.37.

PART VII
Repeal, Transitional and Consequential

S.S. 2004, c.A-26.1 repealed

38  The Archives Act, 2004 is repealed.
2015, c.A-26.11, s.38.

Transitional

39(1)  The persons acting as members of the Archives Board pursuant to section 3 of 
The Archives Act, 2004 on the day before the coming into force of this Act constitute 
the board of directors until new appointments are made pursuant to section 12 of 
this Act.

(2)  The person acting as Provincial Archivist pursuant to section 16 of The Archives 
Act, 2004 on the day before the coming into force of this Act continues as the 
Provincial Archivist until a new Provincial Archivist is appointed pursuant to 
section 17 of this Act.
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(3)  Notwithstanding the repeal of The Archives Act, 2004, any records schedule 
approved pursuant to that Act that was in effect on the day before the coming into 
force of this Act is continued pursuant to this Act and remains in effect until the 
earlier of:

(a)  the date on which that records schedule expires; and

(b)  the date on which that records schedule is replaced by an approved records 
schedule pursuant to this Act.

2015, c.A-26.11, s.39.

40 to 47  Dispensed. These sections make consequential amendments to other 
Acts. The amendments have been incorporated into the corresponding Acts.

PART VIII
Coming into force

Coming into force

48  This Act comes into force on proclamation.
2015, c.A-26.11, s.48.
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APPENDIX B 

 

THE SASKATCHEWAN 
EMPLOYMENT ACT, 2013 

s2-38(1) 



SASKATCHEWAN EMPLOYMENT

30

30

c S-15.1	

Subdivision 9
Additional Obligations of Employer

Employer to keep record of wages, hours worked, etc.

2‑38(1)  No employer shall fail to keep:

(a)  records showing the particulars of every unwritten contract dealing with 
wages or other monetary benefits to which any employee is entitled;

(b)  a copy of every written contract or other document dealing with wages or 
other monetary benefits to which any employee is entitled; and

(c)  records showing the following with respect to each employee:

(i)  the full name, sex, date of birth and residential address of the 
employee;

(ii)  the name or a brief description of the job or position of the employee;

(iii)  the rate of wages of the employee expressed in terms of wages per 
hour, day, week, month or other period;

(iv)  the total wages paid to the employee for each week or other pay 
period;

(v)  the time when the employee’s work begins and ends each day and 
the time when any meal breaks allowed to the employee each day begin 
and end;

(vi)  the total number of hours worked by the employee each day and 
each week as well as the total number of hours each day and each week 
that the employee is required to be at the disposal of the employer;

(vii)  every deduction made from the wages of the employee for any 
purpose whatever and the purpose for which each deduction was made;

(viii)  the date of each payment of wages to the employee;

(ix)  the date of commencement of the employee’s employment and, if 
applicable, the date the employment ends;

(x)  the date on which the employee becomes entitled to each vacation;

(xi)  the dates on which each vacation period is taken by the employee;

(xii)  the amount paid to the employee with respect to each vacation to 
which the employee is entitled and the date of payment;

(xiii)  the amount paid to the employee with respect to each public holiday 
and the date of payment;

(xiv)  if applicable, the amount paid to the employee on the ending of the 
employment and the date of payment;

(xv)  any other prescribed matters or matters that the minister may 
require.

(2)  Every employer shall provide the records mentioned in subsection (1) to an 
employment standards officer when requested by the officer.



 

 

 

 

 

 

 

 

 

 

 

 

 

 

APPENDIX C 

 

TRANSITORY RECORDS 

GUIDELINES 



Provincial Archives of Saskatchewan 
Guidelines for the Management of Transitory Records 

 
Transitory Records are not subject to The Archives and Public Records 
Management Act and do not require the approval of the Provincial Archivist for 
their disposal.  The Transitory Records Guidelines have been developed to 
provide Government Institutions with clearer instruction for the management of 
transitory records.  These guidelines are applicable to all Saskatchewan 
Government Institutions defined under The Archives and Public Records 
Management Act, including ministries, crown corporations, agencies, boards, 
commissions, etc. 
 
The Administrative Records Management System 2006 (ARMS 2006) included 
certain transitory records in the classification system for the convenience of users 
who needed to file and retrieve them even though they did not meet the definition 
of a government record and were not subject to the same retention and disposal 
requirements as government records.  However, the inclusion of transitory 
records in the classification system gave users the impression that the records 
must be classified and that permission to dispose of them must be granted by the 
Provincial Archives of Saskatchewan.  In order to avoid this confusion, and to 
further streamline ARMS, all transitory records have been removed from 
ARMS2014.  Additionally, the definition of a transitory record has been expanded 
to include certain records from ARMS 2006 that now fall into the transitory 
category. 
 
Although transitory records are not subject to retention requirements, institutions 
may still need to classify certain transitory records so that they can be easily 
located when required.  The following guidelines have been developed so that 
users may classify transitory records if they wish to do so; however, use of this 
section is discretionary.   
 
Transitory Records Definition:  Records of temporary usefulness that are 
needed only for a limited period of time, to complete a routine task or to prepare 
an ongoing document.  Also, exact copies of official records made for 
convenience of reference.  These records are not required to meet statutory 
obligations or to sustain administrative or operational functions.  Once they have 
served their purpose and, in the case of convenience copies the official record 
has been identified, these records should be destroyed in accordance with 
internal disposal procedures. 
 
Note: Although permission from the Provincial Archivist is not required to dispose 
of transitory records, they must be destroyed using methods appropriate to their 
level of sensitivity and/or security classification.  For example, if a transitory 
record contains personal information it must be disposed of in such a way that 
the personal information cannot be reconstructed (i.e. unsolicited resumes).   
 



Users are reminded that transitory records are subject to Freedom of Information 
requests and legal holds.  For this reason, it is strongly recommended that 
destruction of transitory records be carried out regularly and that transitory 
records not be retained longer than the official record.  Institutions must ensure 
that transitory records are not required for Freedom of Information requests or 
litigation before disposing of them.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Transitory Records 
 
TR10 Advertising/Promotional Material  
 
Solicited or unsolicited information received from businesses or individuals 
advertising or promoting products or services. 
 
Includes: company profiles, sales letters, flyers, brochures, e-bulletins, 
catalogues, price lists, free trial CDs or DVDs, junk mail, etc. 
 

Retention 

 
Destroy when no longer required 

 

 
 
TR20 Convenience/Duplicate Copies 
 
Exact copies of an official record where nothing has been added, changed or 
deleted, the copies have been produced only for convenience of reference and 
the official record has been filed in the institution’s classification and retention 
system. 
 
Includes: photocopies of paper documents, extra electronic copies of electronic 
documents, reading or circulation copies, duplicates of microfilm, CDs or DVDs, 
obsolete stationary, blank copies of forms, etc. 
 
Also includes chronological files. Chronological files are copies of official records 
arranged chronologically for reference purposes, where the official record is filed 
and retained within the Government Institution. Excludes records generated for 
certain administrative purposes (e.g. program monitoring purposes, etc.), such as 
those collected by a Deputy Minister’s or President’s office, etc.  
 

Retention 

 
Destroy when no longer required 

 

 
 
TR30 Intermediate Records 
 
Records that are used only in the preparation of other records and are not 
needed once the preparation of other records is completed. 
 
Includes: Data input/entry forms or other input records which are used to enter 
data into a master file/automated information system, where the information is 



subsequently maintained and used, unless the original entry forms are 
required for legal, fiscal, audit or other statutory purposes (i.e. time cards). 
 
Audio recordings or voice mail messages that have been transcribed. 
Electronic transaction files, used to update a master file, that become obsolete 
once the update is validated and/or backed-up, etc. 
 
Note: Data Input/Entry Forms are forms or other records used to enter data into 
an automated information system.  This designation generally applies to 
information that has been initially recorded by hand in a standardized format onto 
a paper form.  Information from these forms is then transferred into a database, 
where it is subsequently maintained and used.  Data Input/Entry Forms are 
therefore transitory records of temporary usefulness that are not an integral part 
of an administrative or operational record, and are only required for a limited 
period of time.  Unless required for financial, legal, audit, or other statutory 
purposes, Data Input/Entry Forms are obsolete once the data entry or update is 
validated and backup procedures are completed. 
 
Once the data has been entered and verified, and backup procedures are 
complete, and provided the original is not required to meet statutory obligations 
or to sustain administrative or operational functions, these records may be 
disposed of. 
 
This classification does not apply to the electronic records resulting from 
the data entry process.  These records must be classified by function, and 
disposed of according to an approved records schedule. 
 

Retention 

 
Destroy upon successful replacement or incorporation into the subsequent or 

final record 
 

 
 
TR40 Draft Documents and Working Materials 
 
Drafts that do not document significant steps in the development of a final 
version of a document and are not needed to track the evolution of policy, 
legislation, legal documents (contracts, agreements), etc.  
 
Includes: rough notes and outlines, annotated copies with editing and formatting 
notes, drafts with stylistic, spelling or grammatical changes, minor drafts not 
circulated for comment, etc. 
 
Note: Not all drafts and working materials are automatically transitory.  In some 
cases, offices drafting policy, legislation, standards, guidelines, procedures, legal 



documents, audit reports, etc. may need to track the evolution of the final 
product.  Various drafts may need to be kept in order to have a record of what 
changes have been made and why.  It is the responsibility of each office to 
identify and retain these drafts under the appropriate classification in an 
applicable records retention and classification schedule.  
 
It may not be practical to classify drafts of documents in the transitory records 
section while work on them is ongoing.  However, once work is completed any 
drafts designated as transitory may be disposed of in accordance with this 
section. 
 

Retention 

 
Destroy once the final version has been produced and a master copy and any 
required drafts (see note) have been filed and retained in accordance with an 

approved records classification and retention system 
 

 
 
TR50 Records of Short Term Value  
 
Records created or received for minor or short term informational/reference 
purposes, as well as records that require frequent updates by overwriting, 
provided they are not essential to support any administrative or operational 
functions. 
 
Includes: Records based on information available from other sources (i.e. contact 
lists and distribution lists), appointment books/day planners/electronic calendars, 
memoranda and messages sent to all staff, ‘FYI’ and ‘CC’ messages that do not 
pertain directly to your business and do not initiate or require action, minor 
administrative messages such as those confirming meeting times, opened 
envelopes that do not provide any additional information such as the sender’s 
address or date of receipt stamp, unsolicited resumes, etc. 
 

Retention 

 
Destroy when no longer required 

 

 
 
 
 
 
 
 
 



TR60 System Backup Files 
 
Files routinely made for security of information and emergency system recovery 
purposes.   
 
Note: System backup files are only required for limited periods of time in order to 
meet the administrative and operational requirements of government agencies.  
System backups are typically made on a daily, weekly, monthly and/or annual 
basis.  
 
Backups usually include data or data extractions, but may also include 
commercial or custom-designed software.  Backup procedures and their 
frequency may differ from system to system.  An acceptable practice is to re-use 
electronic backup media according to a re-use schedule established on a 
system-by-system basis. 
 
This classification does not apply to disk or tape backups made for other 
purposes.  For example, electronic records transferred to tape, disk, etc., 
for long term preservation must be classified by functions, and disposed 
according to an approved records schedule. 
 

Retention 

 
Disposal of these records through destruction or re-use of the media may 

proceed according to internal disposal procedures 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Non-Government Records 
 

Non-Government Records: Not all records created by Government Institutions 
are considered government records and are therefore not subject to the 
requirements of The Archives and Public Records Management Act.  The 
following are considered to be non-government records and can be destroyed 
without reference to an approved retention schedule when no longer needed: 
published records and non-work-related records.  Non-government records 
should be kept separate from an agency’s government records. 
 

Published Records: Published records are typically available from other 
sources such as libraries.  Books, magazines, periodicals, pamphlets, 
brochures, journals and newspapers, whether printed or electronic, are not 
considered government records and can be destroyed or deleted.  This 
includes publications received from external sources as well as extra 
copies of internal publications.  
 
Exception: the master copy of all internal publications, along with 
the working papers documenting their development, are considered 
government records.  These must be classified using ARMS2014, item 
1500 Books and Publications Development or, for Crown Corporations, 
the appropriate item in a corporate-wide retention schedule. 
 
In addition, eight copies of all government publications released in any 
form (including print and electronic) must be sent to the Legislative Library 
in accordance with The Legislative Assembly and Executive Council Act.  
Contact the Legislative Library for further information in this regard. 
 
Non-Work-Related Records: These are records belonging to government 
employees which concern their private lives.  These records do not pertain 
to any aspect of government business.  This includes any records relating 
to industry groups/professional associations, etc. in which one takes part 
as an individual rather than as a representative of a Government 
Institution. 

 
 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

APPENDIX D 

 

Concordance Table 
(ARMS2006 to ARMS2014) 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

ADMIN ADMINISTRATION            

1000 Administration - General       

1000-02 Contact Lists SO  N/A Transitory Records     

1000-50 Chronological Files 2Y  1810 Office Management Office Support 2Y 

1000-55 Appointment 
Books/Notebooks 

1Y  1810 Office Management Office Support 2Y 

              

1015 Administration – Meetings            

1015-50 Meetings Case Files 6Y  1805 Meetings Office Support 2Y 

              

1025 Administration – 
Organization 

           

1025-02 Administration History SO+6Y  1345 Organization Governance 10Y 

1025-04 Organization and 
Responsibilities 

SO+6Y  1345 Organization Governance 10Y 

1025-06 Reorganization SO+6Y  1345 Organization Governance 10Y 

1025-07 Mission/Vision Statements SO+6Y  1345 Organization Governance 10Y 

              

1035 Acts and Legislation – 
General 

           

1035-50 Comparative Studies 6Y  1700 Acts and Legislation Legal, Compliance 
and Regulatory 
Affairs 

10Y 

1035-60 Issues SO+6Y  1700 Acts and Legislation Legal, Compliance 
and Regulatory 
Affairs 

10Y 

              

1070 Acts and Legislation – 
Internal 

     Acts and Legislation     



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

1070-50 Legislation Case Files SO+6Y  1700 Acts and Legislation Legal, Compliance 
and Regulatory 
Affairs 

10Y 

1070-55 Regulations Case Files SO+6Y  1700 Acts and Legislation Legal, Compliance 
and Regulatory 
Affairs 

10Y 

1070-60 Emergency Orders SO+6Y  1700 Acts and Legislation Legal, Compliance 
and Regulatory 
Affairs 

10Y 

1080 Acts and Legislation - 
External 

           

1080-50 Saskatchewan Government 
Legislation and Regulations 

SO+6Y  1700 Acts and Legislation Legal, Compliance 
and Regulatory 
Affairs 

10Y 

1080-55 Federal Government 
Legislation and Regulations 

SO+6Y  1700 Acts and Legislation Legal, Compliance 
and Regulatory 
Affairs 

10Y 

1080-60 Other Provincial /Territorial 
Legislation and Regulations 

SO+6Y  1700 Acts and Legislation Legal, Compliance 
and Regulatory 
Affairs 

10Y 

1080-65 Local Authorities SO+6Y  1700 Acts and Legislation Legal, Compliance 
and Regulatory 
Affairs 

10Y 

1080-70 International Bills, Acts, 
and Legislation 

SO+6Y  1700 Acts and Legislation Legal, Compliance 
and Regulatory 
Affairs 

10Y 

            
1090 Agreements – General            
1090-02 Agreements Register 6Y  1705/ 

1710 
Agreements and Contracts Legal, Compliance 

and Regulatory 
Affairs 

 *See 
ARMS 
2014 

1090-50 Non-approved Agreements SO+6Y  1710 B Agreements and Contracts - Minor B 
Non-Approved 

Legal, Compliance 
and Regulatory 
Affairs 

2Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

1090-55 Approved Agreements SO*+6Y  1710 A Agreements and Contracts - Minor A 
Approved 

Legal, Compliance 
and Regulatory 
Affairs 

C+6Y 

              
1100 Agreements – Federal            
1100-50 Non-approved Federal 

Agreements 
SO+6Y  1705 B Agreements and Contracts - Major B 

Non-Approved 
Legal, Compliance 
and Regulatory 
Affairs 

6Y 

1100-55 Approved Federal 
Agreements 

SO*+15Y  1705 A Agreements and Contracts - Major A 
Approved 

Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 

              
1105 Agreements – Foreign            
1105-50 Non-approved Foreign 

Agreements 
SO+6Y  1705 B Agreements and Contracts - Major B 

Non-Approved 
Legal, Compliance 
and Regulatory 
Affairs 

6Y 

1105-55 Approved Foreign 
Agreements 

SO*+6Y  1705 A Agreements and Contracts - Major A 
Approved 

Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 

              
1115 Agreements – Inter-

Provincial and Territorial 
           

1115-50 Non-Approved Inter-
Provincial and Territorial 
Agreements 

SO+6Y  1705 B Agreements and Contracts - Major B 
Non-Approved 

Legal, Compliance 
and Regulatory 
Affairs 

6Y 

1115-55 Approved Inter-Provincial 
and Territorial Agreements 

SO*+6Y  1705 A Agreements and Contracts - Major A 
Approved 

Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 

              
1120 Agreements – 

Saskatchewan 
Government 

           



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

1120-50 Non-approved Intra-
Provincial Agreements 

SO+6Y  1705 B Agreements and Contracts - Major B 
Non-Approved 

Legal, Compliance 
and Regulatory 
Affairs 

6Y 

1120-55 Approved Intra-Provincial 
Agreements 

SO*+6Y  1705 A Agreements and Contracts - Major A 
Approved 

Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 

              
1125 Agreements – Local 

Authorities 
           

1125-50 Non-Approved Education 
Authority Agreements 

SO+6Y  1705 B Agreements and Contracts - Major B 
Non-Approved 

Legal, Compliance 
and Regulatory 
Affairs 

6Y 

1125-55 Approved Educational 
Authority Agreements 

SO*+6Y  1705 A Agreements and Contracts - Major A 
Approved 

Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 

1125-60 Non-approved Municipal 
Agreements 

SO+6Y  1705 B Agreements and Contracts - Major B 
Non-Approved 

Legal, Compliance 
and Regulatory 
Affairs 

6Y 

1125-65 Approved Municipal 
Agreements 

SO*+6Y  1705 A Agreements and Contracts - Major A 
Approved 

Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 

1125-70 Other Non-Approved Local 
Authority Agreements 

SO+6Y  1705 B Agreements and Contracts - Major B 
Non-Approved 

Legal, Compliance 
and Regulatory 
Affairs 

6Y 

1125-75 Other Approved Local 
Authority Agreements 

SO*+6Y  1705 A Agreements and Contracts - Major A 
Approved 

Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 

              
1145 Appreciation, Invitations, 

Greetings, and 
Congratulations 

           

1145-02 Greetings, Messages, and 
Cards 

1Y  N/A Transitory     

1145-03 Invitations 1Y  N/A Transitory     



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

1145-04 Appreciation/Thanks 1Y  N/A Transitory     
1145-07 Congratulations 1Y  N/A Transitory     
              
1155 Associations, Clubs, and 

Societies 
           

1155-50 Associations, Clubs, 
Societies, etc. 

6Y  1910 Collaboration and Liaison Public Relations and 
External Relations 

6Y 

              
1170 Cabinet            
1170-02 Cabinet Items SO+6Y  1315 Cabinet Governance 10Y 
1170-04 Ministers’ Orders SO+6Y  1315 Cabinet Governance 10Y 
1170-05 Orders-in-Council SO+6Y  1315 Cabinet Governance 10Y 
              
1190 Campaigns and 

Canvassing 
           

1190-50 Campaigns and Canvassing 
Case Files 

2Y  1905 Public Relations and Communications Public Relations and 
External Relations 

 6Y 

              
1205 Circulars, Directives, and 

Manuals 
           

1205-50 Administrative and 
Operational Manuals 

SO+6Y  1355 Policy Governance C+6Y 

1205-55 External Circulars and 
Directives 

SO+6Y  1355 Policy Governance C+6Y 

1205-60 Internal Circulars and 
Directives 

SO+6Y  1355 Policy Governance C+6Y 

              
1215 Committees and 

Commissions – General 
           

1215-50 General Committees SO+6Y  1320 Committees and Commissions Governance 6Y 
1215-55 Commissions of Inquiry SO*  1715 Commissions of Inquiry Legal, Compliance 

and Regulatory 
C 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

Affairs 

1215-60 Ministerial/Corporate 
Submissions to 
Commissions of Inquiry 

SO*+6Y  1715 Commissions of Inquiry Legal, Compliance 
and Regulatory 
Affairs 

C 

              
1220 Committees and 

Commissions – Cabinet 
           

1220-50 Cabinet Committees SO+6Y  1320 Committees and Commissions Governance 6Y 
              
1230 Committees, Commissions 

and Boards - Internal 
           

1230-50 Internal Committees SO+6Y  1320 Committees and Commissions Governance 6Y 
1230-55 Board of Directors SO*+2Y  1305 Board of Directors Appointments - 

Internal 
Governance C+2Y 

1230-55 Board of Directors SO*+2Y  1310 A Board of Directors – Internal 
A – Board Minutes 

Governance C 

1230-55 Board of Directors SO*+2Y  1310 B Board of Directors – Internal 
B – Meeting Documentation 

Governance 6Y 

              
1235 Committees and 

Commissions - Inter-
Institutional 

           

1235-50 Committees SO+6Y  1320 Committees and Commissions Governance 6Y 
              
1240 Committees and 

Commissions – 
International 

           

1240-50 International Committees SO+6Y  1320 Committees and Commissions Governance 6Y 
              
1245 Committees and 

Commissions - Inter-
           



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

Provincial/Territorial/Fed
eral 

1245-50 Inter-
provincial/Territorial/Federa
l Committees 

SO+6Y  1320 Committees and Commissions Governance 6Y 

              
1250 Complaints and 

Investigations 
           

1250-50 Complaints and Criticism 6Y  1720 A Complaints 
A – Routine Complaints 

Legal, Compliance 
and Regulatory 
Affairs 

C+2Y 

1250-55 Ombudsman Investigations SO*+6Y  1720 B Complaints  
B – Ombudsman Complaints 

Legal, Compliance 
and Regulatory 
Affairs 

C+10Y 

              
1255 Conferences, Seminars, 

and Symposia 
   1465 Training and Development Human Resources 6Y 

1255-50 Establishment and 
Organization Case Files 

SO+6Y  1465 Training and Development Human Resources 6Y 

1255-55 Participation Case Files 6Y  1465 Training and Development Human Resources 6Y 

              
1265 Co-operation and Liaison 

– General 
           

1265-50 Co-operation and Liaison 
Case Files 

4Y  1910 Collaboration and Liaison Public Relations and 
External Relations 

6Y 

              
1270 Co-operation and Liaison 

– Internal 
           

1270-50 Co-operation and Liaison 
Case Files 

4Y  1910 Collaboration and Liaison Public Relations and 
External Relations 

6Y 

              



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

1300 Co-operation and Liaison 
– External 

           

1300-02 Other Saskatchewan 
Government Institutions 

4Y  1910 Collaboration and Liaison Public Relations and 
External Relations 

6Y 

1300-03 Federal Government 
Institutions 

4Y  1910 Collaboration and Liaison Public Relations and 
External Relations 

6Y 

1300-04 International 4Y  1910 Collaboration and Liaison Public Relations and 
External Relations 

6Y 

1300-05 Local Authorities 4Y  1910 Collaboration and Liaison Public Relations and 
External Relations 

6Y 

1300-06 Other Provincial and 
Territorial Government 
Institutions 

4Y  1910 Collaboration and Liaison Public Relations and 
External Relations 

6Y 

1300-07 Corporations, Companies, 
etc. 

4Y  1910 Collaboration and Liaison Public Relations and 
External Relations 

6Y 

              
1355 Delegation of Authority            
1355-02 Cancelled Authorities 6Y  1325 Delegation of Authority Governance C+6Y 
1355-03 Authorities SO+6Y  1325 Delegation of Authority Governance C+6Y 
              
1370 Emergency Measures          
1370-03 Contact List SO+2Y  2100 Security Management and Safety Security 6Y  

1370-04 Disaster Recovery Planning SO+6Y  2100 Security Management and Safety Security 6Y 
1370-05 Emergency Procedures SO+6Y  1350 Planning Governance 10Y 
              
1380 Executive Services            
1380-50 Executive Briefing 

Documents 
SO+6Y  1335 Executive Services Governance 6Y 

1380-55 Executive Correspondence 
Referrals 

6Y  1335 Executive Services Governance 6Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

1380-60 Executive Issues SO+6Y  1335 Executive Services Governance 6Y 
1380-65 Program Monitoring 

Information 
SO+6Y  1335 Executive Services Governance 6Y 

              
1400 Forms Management            
1400-02 Forms Catalogue SO+2Y  1810 Office Management Office Support 2Y 
1400-50 Forms Design and History SO+2Y  1810 Office Management Office Support 2Y 
1400-55 Forms – Originals SO+2Y  1810 Office Management Office Support 2Y 
              
1430 Information Services – 

General 
           

1430-02 Biographical Sketches SO+2Y  1905 Public Relations and Communication Public Relations and 
External Relations 

6Y 

1430-05 Newspaper Clippings SO+2Y  N/A Transitory     
1430-50 Issues SO+6Y  1905 Public Relations and Communications Public Relations and 

External Relations 
6Y  

              
1435 Information Services - 

Advertising and 
Marketing 

           

1435-50 Advertising Projects SO+6Y  1905 Public Relations and Communication Public Relations and 
External Relations 

6Y 

1435-55 Marketing Projects SO+6Y  1905 Public Relations and Communication Public Relations and 
External Relations 

6Y 

              
1445 Information Services - 

Audio-Visual and 
Photographic Media 

           

1445-50 Project Files SO+6Y  1905 Public Relations and Communications Public Relations and 
External Relations 

6Y 

              



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

1450 Information Services - 
Books and Publications - 
Distribution 

           

1450-05 Publication Inventory SO+2Y  1500 Books and Publications Information Services 6Y 
1450-06 Publication Listing SO+2Y  1500 Books and Publications Information Services 6Y 
1450-07 Publication Pricing SO+2Y  1500 Books and Publications Information Services 6Y 
1450-09 Publication Distribution File SO+2Y  1500 Books and Publications Information Services 6Y 
1450-60 Publication Requests 2Y  1500 Books and Publications Information Services 6Y 
              
1455 Information Services - 

Books and Publications - 
Development 

           

1455-02 Originals Used for 
Publications 

SO+6Y  1500 Books and Publications Information Services 6Y 

1455-50 Publication Development 
Files 

SO+6Y  1500 Books and Publications Information Services 6Y 

              
1475 Information Services – 

Inquiries 
           

1475-50 Information Resources and 
Reference Files 

SO+2Y  1905 Public Relations and Communications Public Relations and 
External Relations 

6Y 

1475-55 Inquiries and Responses 2Y  1505 Inquiries Information Services 2Y 
              
1485 Information Services – 

Lectures and Speeches 
           

1485-30 Deputy Ministers’ Speeches 6Y  1905 Public Relations and Communications Public Relations and 
External Relations 

6Y 

1485-50 Premier’s and Ministers’ 
Speeches 

6Y  1905 Public Relations and Communications Public Relations and 
External Relations 

6Y 

1485-60 Other Lectures and 
Speeches 

6Y  1905 Public Relations and Communications Public Relations and 
External Relations 

6Y 

              



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

1495 Information Services – 
Media Relations 

           

1495-02 Media Lists and Contacts SO+2Y  1905 Public Relations and Communications  Public Relations and 
External Relations 

 6Y 

1495-50 Media Projects SO+6Y  1905 Public Relations and Communications Public Relations and 
External Relations 

6Y 

1495-65 Interviews 6Y  1905 Public Relations and Communications Public Relations and 
External Relations 

6Y 

              
1510 Information Services - 

Public Programs and 
Communications 

           

1510-04 Public Awards Programs 6Y  1905 Public Relations and Communications Public Relations and 
External Relations 

6Y 

1510-05 Communications Plans SO+6Y  1350 Planning Governance 10Y 

1510-50 Communications Packages SO+6Y  1905 Public Relations and Communications Public Relations and 
External Relations 

6Y 

1510-55 Communications Projects 6Y  1905 Public Relations and Communications Public Relations and 
External Relations 

6Y 

1510-65 Exhibits, Fairs, Exhibitions, 
Displays 

2Y  1900 Outreach Public Relations and 
External Relations 

6Y 

1510-70 Tours 2Y  1900 Outreach Public Relations and 
External Relations 

6Y 

1510-75 Other Public Programs SO+6Y  1905 Public Relations and Communications Public Relations and 
External Relations 

6Y 

              
1515 Information Services – 

Research and Surveys 
           

1515-50 Polls and Surveys 6Y  1535 Research, Studies and Surveys Information Services 6Y 
1515-55 Research Issues 6Y  1535 Research, Studies and Surveys Information Services 6Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

              
1520 Information Services - 

Standards, Style, and 
Terminology 

           

1520-02 Communication Guidelines SO+2Y  1355 Policy Governance C+6Y 
1520-03 Tracking SO+2Y  1905 Public Relations and Communications Public Relations and 

External Relations 
6Y 

              

1525 Information Services – 
Websites 

           

1525-50 Website Development Files SO+6Y  1600 System Development Information Systems 
and Technology 

C+2Y 

1525-55 Information/Content 
Updates 

SO+6Y  1905 Public Relations and Communications Public Relations and 
External Relations 

6Y 

              
1530 Inventions, Patents, and 

Copyrights 
           

1530-75 Case Files SO*+6Y  1735 Inventions, Patents and Copyrights Legal, Compliance 
and Regulatory 
Affairs 

C+6Y 

              
1545 Legal Matters            
1545-02 Judicial Decisions SO+10Y  1725 Legal Services Legal, Compliance 

and Regulatory 
Affairs 

C+15Y 

1545-03 Legal Challenges SO+10Y  1725 Legal Services Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 

1545-04 Legal Opinions SO+10Y  1725 Legal Services Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

1545-05 Commissioners for 
Oaths/Notaries Public 

SO+10Y  1725 Legal Services Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 

1545-06 Powers of Attorney SO+10Y  N/A Not An Administrative Records     
              
1555 Legislative Matters            
1555-02 Proceedings of the House N/A  N/A Transitory     
1555-03 Questions and Motions for 

Return 
6Y  1340 Legislative Matters Governance 6Y 

1555-04 Throne Speech Material 6Y  1340 Legislative Matters Governance 6Y 
              
1565 Library Materials            
1565-02 Manuscripts and 

Unpublished Reports 
SO  1500 Books and Publications Information Services 6Y 

1565-50 Bibliographies N/A  N/A Transitory     
1565-55 Bulletins N/A  N/A Transitory     
1565-70 Newsletters N/A  N/A Transitory     
1565-75 Publications N/A  N/A Transitory     
              
1575 Library Services – 

General 
           

1575-02 Maintenance 2Y  1510 Library Services Information Services 2Y 
              
1580 Library Services – 

Cataloguing 
           

1580-03 Cataloguing in Publication 
Programs 

2Y  1510 Library Services Information Services 2Y 

1580-04 Library Classification 
Schedules 

SO+2Y  1510 Library Services Information Services 2Y 

1580-05 Descriptive Cataloguing 
Manuals 

SO+2Y  1510 Library Services Information Services 2Y 

1580-06 Indexes to Catalogued SO+2Y  1510 Library Services Information Services 2Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

Materials 
1580-07 Library Coding Input Entry 

Forms (completed) 
SO  1510 Library Services Information Services 2Y 

1580-08 Library Holdings Lists SO  1510 Library Services Information Services 2Y 
1580-09 Subject Analysis Standards SO+2Y  1510 Library Services Information Services 2Y 
              
1585 Library Services – 

Acquisition 
           

1585-03 Commercial Catalogues SO  N/A Transitory     
1585-04 Government Publications 

Catalogues 
SO  N/A Transitory     

1585-05 Library Purchase Orders 2Y  1815 Procurement and Receipt Office Support 2Y 
1585-06 Subscription Agency 

Services 
2Y  1510 Library Services Information Services 2Y 

1585-07 Subscription and Renewals 2Y  1510 Library Services Information Services 2Y 
1585-08 Acquisition Lists 2Y  1510 Library Services Information Services 2Y 
              
1595 Library Services – 

Circulation 
           

1595-02 Interlibrary Loans SO  1510 Library Services Information Services 2Y 
1595-50 Circulation Records SO  1510 Library Services Information Services 2Y 
              
1605 Library Services – 

Reference 
           

1605-02 On-line Search Services SO  1510 Library Services Information Services 2Y 
1605-50 Reference Requests SO  1510 Library Services Information Services 2Y 
1605-55 Reading Room Requests SO  1510 Library Services Information Services 2Y 
1605-60 Telephone Requests SO  1510 Library Services Information Services 2Y 
1605-65 Written Requests SO  1510 Library Services Information Services 2Y 
              
1620 Licences and Permits            



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

1620-50 Licence and Permit Files SO+6Y  1800 Licences and Permits Office Support C+6Y 
              
1635 Mail, Freight, and Courier 

Services 
           

1635-07 Mail Log Records SO+2Y  1810 Office Management Office Support 2Y 
1635-08 Mailing Lists SO+2Y  1810 Office Management Office Support 2Y 
1635-25 Mail Services SO+2Y  1810 Office Management Office Support 2Y 
              
1645 Management Services            
1645-02 Financial 6Y  1350 Planning Governance 10Y 
1645-03 Personnel 6Y  1350 Planning Governance 10Y 
1645-50 Project Files SO+6Y  1350 Planning Governance 10Y 
              
1665 Office Support Services            
1665-02 Duplication and 

Reproduction Services 
2Y  1810 Office Management Office Support 2Y 

1665-03 Translation Services 2Y  1810 Office Management Office Support 2Y 
1665-04 Word Processing 

Services/Data Entry 
Services 

2Y  1810 Office Management Office Support 2Y 

              
1680 Plans and Programs            
1680-50 Planning Files SO+6Y  1350 Planning Governance 10Y 
1680-55 Program Implementation 

Files 
SO+6Y  1350 Planning Governance 10Y 

1680-60 Evaluation and Reviews 6Y  1330 Evaluations and Review Governance 6Y 
              
1720 Protocol and Diplomacy            
1720-02 Precedence Lists SO  N/A Transitory     
1720-03 Visual Identity SO+6Y  1905 Public Relations and Communications Public Relations and 

External Relations 
6Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

1720-04 Ceremonies and 
Celebrations 

2Y  1905 Public Relations and Communications Public Relations and 
External Relations 

6Y 

1720-05 Visit and Tour Case Files 2Y  1900 Outreach Public Relations and 
External Relations 

6Y 

1720-06 Travel Case Files 2Y  1905 Public Relations and Communications Public Relations and 
External Relations 

6Y 

1720-07 Canadian Awards and 
Honours 

2Y  1905 Public Relations and Communications Public Relations and 
External Relations 

6Y 

1720-08 Consular Corps 2Y  1905 Public Relations and Communications Public Relations and 
External Relations 

6Y 

              
1745 Records Management – 

General 
           

1745-02 File Control SO+2Y  1515 Records Management Information Services 6Y 
1745-04 Saskatchewan Archives 

Board Finding Aids 
SO+2Y  1515 Records Management Information Services 6Y 

1745-05 Conservation Issues SO+6Y  1515 Records Management Information Services 6Y 
1745-50 Implementation Projects SO+6Y  1515 Records Management Information Services 6Y 
              
1760 Records Management – 

Program Development 
           

1760-50 Program Development Case 
Files 

SO+6Y  1515 Records Management Information Services 6Y 

1760-55 Records Management 
Committee 

SO+6Y  1320 Committees and Commissions Governance 6Y 

1760-60 Records Management 
Project Case Files 

SO+6Y  1515 Records Management Information Services 6Y 

              
1770 Records Management – 

Information Security 
           

1770-02 Guidelines from Outside 
Agencies 

SO  N/A Transitory     



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

1770-03 Personal Information Banks SO+2Y  1520 Records Management - Access and 
Privacy 

Information Services 6Y 

1770-04 Register of Incidents 6Y  1740 
 

Investigation/Incident Case Files Legal, Compliance 
and Regulatory 
Affairs 

C+6Y 

1770-05 Release of Information 6Y  1515 Records Management Information Services 6Y 
1770-06 Transborder Data Flow 6Y  1515 Records Management Information Services 6Y 
1770-07 Impact Assessments SO+6Y  1515 Records Management Information Services 6Y 
1770-50 Incident Case Files SO+6Y  1740 Investigation/Incident Case Files Legal, Compliance 

and Regulatory 
Affairs 

C+6Y 

1770-55 Project Files SO+6Y  1515 Records Management Information Services 6Y 
              
1775 Records Management – 

Format Conversion 
           

1775-04 Technical Guidelines SO+6Y  1355 Policy Governance C+6Y 
1775-06 Data Entry and Processing 2Y  1355 Policy Governance C+6Y 
1775-07 Data Input/Entry Forms SO*    Transitory     
1775-50 Projects SO+6Y  1515 Records Management Information Services 6Y 
              
1780 Records Management - 

Schedules and Disposition 
Authorities 

           

1780-50 Schedule Case Files SO+6Y  1355 Policy Governance C+6Y 
1780-55 Other Disposal Authorities SO+6Y  1525 Records Management – Disposition Information Services 50Y 
              
1800 Records Management - 

Storage, Retrieval and 
Physical Disposal 

           

1800-04 Documentation of Transfers 
to Storage 

SO*+6Y  1530 Records Management – Storage and 
Retrieval 

Information Services C+2Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

1800-05 Disposal Requests and 
Approvals 

100Y  1525 Records Management – Disposition Information Services 50Y 

1800-06 Lists of Records Transferred 
to and from Other 
Jurisdictions 

100Y  1525 Records Management – Disposition Information Services 50Y 

1800-07 Records Retrieval Case 
Files 

SO  1530 Records Management – Storage and 
Retrieval 

Information Services C+2Y 

              
1810 Records Management - 

Freedom of Information 
and Protection of Privacy 

           

1810-50 Access to Information 
Requests Case Files 

SO+6Y  1520 Records Management - Access and 
Privacy 

Information Services 6Y 

1810-55 Privacy Complaints and 
Issues 

SO+6Y  1520 Records Management - Access and 
Privacy 

Information Services 6Y 

              
1840 Reports and Statistics            
1840-02 Annual 6Y  2000 Annual and Special Reports Reports and 

Statistics 
6Y 

1840-03 Monthly 2Y  2005 B Financial Reports and Statements B 
Monthly/Quarterly/Trimester 

Reports and 
Statistics 

2Y 

1840-04 Quarterly 2Y  2005 B Financial Reports and Statements B 
Monthly/Quarterly/Trimester 

Reports and 
Statistics 

2Y 

1840-05 Trimester 2Y  2005 B Financial Reports and Statements B 
Monthly/Quarterly/Trimester 

Reports and 
Statistics 

2Y 

1840-06 Weekly 2Y  2005 A Financial Reports and Statements A 
Daily/Weekly 

Reports and 
Statistics 

1 month 

1840-07 Daily 1Y  2005 A Financial Reports and Statements A 
Daily/Weekly 

Reports and 
Statistics 

1 month 

1840-50 Special or One-time Reports 6Y  2000 Annual and Special Reports Reports and 
Statistics 

6Y 

              



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

1845 Risk Management and 
Insurance 

           

1845 Records Relating to Risk 
Management 

SO+6Y  1350 Planning Governance 10Y 

1845-50 Policy Files SO*+6Y  1730 Insurance Legal, Compliance 
and Regulatory 
Affairs 

C+6Y 

1845-55 Claim Files SO**+6Y  1730 Insurance Legal, Compliance 
and Regulatory 
Affairs 

C+6Y 

              
1860 Security - General            
1860-50 Security and Special 

Investigation Case Files 
SO*+6Y  1740 Investigation/Incident Case Files Legal, Compliance 

and Regulatory 
Affairs 

C+6Y 

1860-55 Project Files 6Y  2100 Security Management and Safety Security 6Y 
              
1885 Security – Personnel            
1885-02 Identification Methods SO+2Y  2100 Security Management and Safety Security 6Y 
1885-50 Security Clearance Files 

(Individual) 
SO+6Y  2100 Security Management and Safety Security 6Y 

              
1890 Security – Physical            
1890-05 Access Control SO+6Y  2100 Security Management and Safety Security 6Y 
1890-06 Threats to Security 6Y  2100 Security Management and Safety Security 6Y 
1890-07 Security Systems 6Y  2100 Security Management and Safety Security 6Y 
1890-50 Security Breach Case Files SO+6Y  2100 Security Management and Safety Security 6Y 
              
1900 Strategic Planning            
1900-50 Planning Files 6Y  1350 Planning Governance 10Y 
1900-55 Performance Measurements 6Y  1330 Evaluation and Review Governance 6Y 
              



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

BUILDIN BUILDINGS AND 
PROPERTIES 

           

              
2000 Buildings and Properties - 

General 
           

2000-00 Policy and Procedure SO+6Y  1355 Policy Governance C+6Y 
2000-20 Reports and Statistics SO+2Y  2010 Reports and Statistics Reports and 

Statistics 
2Y 

              
2020 Buildings and Properties - 

Charges and Invoices 
           

2020-02 Adjustments Requests 2Y  1200 Accounting Finance 6Y 
2020-03 Billing Advice 2Y  1200 Accounting Finance 6Y 
2020-06 Accommodation/Portfolio 

Review 
6Y  1200 Accounting Finance 6Y 

2020-08 Charges 6Y  1200 Accounting Finance 6Y 
              
2035 Buildings and Properties – 

Contracts 
           

2035-50 Construction Contracts SO*+10Y  1705 Agreements and Contracts –  Major Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 

2035-55 Land Contracts SO*+10Y  1705 Agreements and Contracts – Major Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 

2035-60 Utilities Service Contracts SO**+6Y  1710 Agreements and Contracts – Minor Legal, Compliance 
and Regulatory 
Affairs 

C+6Y 

2035-65 Expression of Interest, 
Tenders, Requests for 
Proposals (RFP's), etc. 

SO+6Y   1705/ 
1710 

Agreements and Contracts Legal, Compliance 
and Regulatory 
Affairs 

*See 
ARMS 
2014 

              
2055 Accommodation            



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

2055-02 Offers of Space 6Y  1010 Space Management Buildings and 
Properties 

6Y 

2055-03 Planning and Requirements 6Y  1010 Space Management Buildings and 
Properties 

6Y 

2055-04 Space Allocation SO+6Y  1010 Space Management Buildings and 
Properties 

6Y 

2055-05 Employee Housing 6Y  1010 Space Management Buildings and 
Properties 

6Y 

2055-06 Building Floor Plans SO+6Y  1010 Space Management Buildings and 
Properties 

6Y 

2055-50 Organizational Moves 6Y  1010 Space Management Buildings and 
Properties 

6Y 

              
2105 Buildings - General            
2105-02 Building Directories, 

Addresses, and Locations 
SO  N/A Transitory     

2105-03 Building Standards SO+6Y  1010 Space Management Buildings and 
Properties 

6Y 

2105-04 Signs SO  1010 Space Management Buildings and 
Properties 

6Y  

2105-05 Conference Room Use SO  N/A Transitory     
2105-50 Facilities Management Case 

Files 
SO+6Y  1010 Space Management Buildings and 

Properties 
6Y 

2105-55 Types of Facilities 6Y   N/A Transitory     
              
2120 Buildings - Acquisitions 

and Disposals 
           

2120-02 Appraisals SO+2Y  1005 Buildings and Land Management Buildings and 
Properties 

C+15Y 

2120-60 Acquisition and Disposal 
Case Files 

SO*+10Y  1005 Buildings and Land Management Buildings and 
Properties 

C+15Y 

              
2135 Buildings – Alterations,            



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

Damages, and Repairs 
2135-02 Alterations and Repairs 6Y  1000 Buildings and Land Maintenance Buildings and 

Properties 
6Y 

2135-50 Damage Case Files SO*+6Y  1000 Buildings and Land Maintenance Buildings and 
Properties 

6Y 

              
2155 Buildings – Construction            
2155-02 Building Codes SO+6Y  N/A Not An Administrative Record     
2155-50 Construction Project Case 

Files 
SO*+10Y  1005 Buildings and Land Management Buildings and 

Properties 
C+15Y 

              
2200 Buildings – Expansion and 

Renovation 
           

2200-50 Expansion/Renovation 
Project Files 

SO*+10Y  1005 Buildings and Land Management Buildings and 
Properties 

C+15Y 

              
2215 Buildings – Fire 

Contingency and Planning 
           

2215-02 Fire Evacuation and 
Planning 

SO+6Y  2100 Security Management and Safety Security 6Y 

2215-50 Fire Prevention Systems SO+6Y  2100 Security Management and Safety Security 6Y 
2215-55 Fire Inspections SO+6Y  1740 Investigation/Incident Case Files Legal, Compliance 

and Regulatory 
Affairs 

C+6Y 

2215-60 Incident Case Files SO*+6Y  1740 Investigation/Incident Case Files Legal, Compliance 
and Regulatory 
Affairs 

C+6Y 

              
2235 Buildings - Maintenance            
2235-03 Janitorial Services 2Y  1000 Buildings and Land Maintenance Buildings and 

Properties 
6Y 

2235-05 Maintenance Services 6Y  1000 Buildings and Land Maintenance Buildings and 
Properties 

6Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

              
2295 Lands - General            
2295-02 Inventory SO+2Y  1000 Buildings and Land Maintenance Buildings and 

Properties 
6Y 

2295-03 Zoning SO+2Y  1000 Buildings and Land Maintenance Buildings and 
Properties 

6Y 

              
2305 Lands - Acquisitions and 

Disposals 
           

2305-02 Appraisals/Valuations 2Y  1005 Buildings and Land Management Buildings and 
Properties 

C+15Y 

2305-60 Land Acquisition and 
Disposal Case Files 

SO*+10Y  1005 Buildings and Land Management Buildings and 
Properties 

C+15Y 

              
2320 Lands – Concessions            
2320-50 Land Concession Project 

Files 
SO+10Y  1005 Buildings and Land Management Buildings and 

Properties 
C+15Y 

              
2335 Lands – Improvement and 

Maintenance 
           

2335-03 Grounds Maintenance 2Y  1000 Buildings and Land Maintenance Buildings and 
Properties 

6Y 

2335-60 Improvement Project Files 6Y  1000 Buildings and Land Maintenance Buildings and 
Properties 

6Y 

              
2385 Parking Areas            
2385-02 Parking Facilities 2Y  1010 Space Management Buildings and 

Properties 
6Y 

2385-03 Signs 2Y  1010 Space Management Buildings and 
Properties 

6Y 

2385-50 Parking Area Project Files 6Y  1010 Space Management Buildings and 
Properties 

6Y 

              



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

2415 Utilities - General            
2415-00 Policy and Procedure SO+6Y  1355 Policy Governance C+6Y 
2415-20 Reports and Statistics SO+2Y  2010 Reports and Statistics Reports and 

Statistics 
2Y 

              
2420 Utilities - Gas, Lighting, 

Electrical, Water, and 
Plumbing 

           

2420-02 Water Treatment 6Y   N/A Not An Administrative Record     
2420-50 Systems Case Files 6Y   N/A Not An Administrative Record     
              
2435 Utilities – Environmental 

Control 
           

2435-02 Air 
Conditioning/Ventilation 

2Y  1000 Buildings and Land Maintenance Buildings and 
Properties 

6Y 

2435-03 Heating Systems 2Y  1000 Buildings and Land Maintenance Buildings and 
Properties 

6Y 

2435-04 Humidity Control 2Y  1000 Buildings and Land Maintenance Buildings and 
Properties 

6Y 

2435-05 Refrigeration 2Y  1000 Buildings and Land Maintenance Buildings and 
Properties 

6Y 

2435-50 Systems/Facilities Case 
Files 

SO+6Y  1000 Buildings and Land Maintenance Buildings and 
Properties 

6Y 

              
2455 Utilities – Waste 

Management 
           

2455-02 Disposal of Hazardous 
Materials 

SO+6Y  1000 Buildings and Land Maintenance Buildings and 
Properties 

6Y 

2455-03 Recycling 2Y  1000 Buildings and Land Maintenance Buildings and 
Properties 

6Y 

2455-50 Garbage Disposal Case 
Files 

2Y  1000 Buildings and Land Maintenance Buildings and 
Properties 

6Y 

              



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

EQUIPM EQUIPMENT AND 
SUPPLIES 

           

              
3000 Equipment and Supplies – 

General 
           

3000-02 Equipment Loans SO  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3000-03 Supplies 2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3000-50 Equipment Research Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3000-55 Equipment History/Case 
Files 

SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3015 Equipment and Supplies - 

Contracts 
           

3015-50 Contract Case Files SO*+6Y  1710 A Agreements and Contracts - Minor A 
Approved 

Legal, Compliance 
and Regulatory 
Affairs 

C+6Y 

      1710 B Agreements and Contracts - Minor B 
Non Approved 

Legal, Compliance 
and Regulatory 
Affairs 

2Y 

3015-55 Expressions of Interest, 
Tenders, Requests for 
Proposals (RFT's), etc. 

SO+6Y  1705/ 
1710 

Agreements and Contracts Legal, Compliance 
and Regulatory 
Affairs 

*See 
ARMS 
2014 

              
3030 Assets Control and 

Inventories 
           

3030-50 Inventories SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3030-55 Fixed Asset Records SO+6Y  1100 Asset Control Equipment and 
Supplies 

6Y 

3030-60 Assets Loss Inventory SO+6Y  1100 Asset Control Equipment and 
Supplies 

6Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

              
3040 Audio-Visual            
3040-02 Product and Service 

Information 
SO   N/A Transitory   3Y 

3040-03 Supplies 2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3040-50 Equipment Research Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3040-55 Equipment History/Case 
Files 

SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3055 Badges, Emblems, Crests, 

and Flags 
           

3055-02 Product and Service 
Information 

SO   1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3055-50 Research Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3055-55 History/Case Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3070 Building Materials            
3070-02 Product and Service 

Information 
SO   N/A Transitory     

3070-03 Supplies 2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3070-50 Product Research Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3085 Clothing            
3085-02 Product and Service 

Information 
SO   N/A Transitory     

3085-03 Supplies 2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

3085-04 Cleaning Supplies 2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3085-50 Product Research Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3085-55 Clothing History/Case Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3100 Computers – General            
3100-02 Product and Service 

Information 
SO   N/A Transitory     

3100-03 Maintenance Issues SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3100-50 Electronic Storage Media – 
Research Files 

SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3100-55 Electronic Storage Media – 
History/Case File 

SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3115 Computers – Hardware            
3115-02 Product and Service 

Information 
SO   N/A Transitory     

3115-50 Hardware Research Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3115-55 Hardware History/Case 
Files 

SO+3Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3115-60 Hardware Problems and 
Maintenance 

3Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3130 Computers – Software            
3130-02 Product and Service 

Information 
SO   N/A Transitory     

3130-50 Software Research Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3130-55 Software History/Case Files SO+2Y  1105 Equipment and Supplies Equipment and 3Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

Supplies 
3130-60 Software Problems and 

Maintenance 
2Y  1105 Equipment and Supplies Equipment and 

Supplies 
3Y 

              
3150 Disposal and Surplus            
3150-02 Asset Transfer and Disposal SO+6Y  1100 Asset Control Equipment and 

Supplies 
6Y 

3150-03 Recycling (Equipment) SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3170 Firearms, Weapons, and 

Restraints 
           

3170-02 Product and Service 
Information 

SO   N/A Transitory     

3170-03 Supplies 2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3170-50 Equipment Research Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3170-55 Equipment History/Case 
Files 

SO+6Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3185 Foods            
3185-02 Product and Service 

Information 
SO   N/A Transitory     

3185-03 Distribution of Food SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3185-50 Food Research Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3195 Forms            
3195-02 Forms Procurement 2Y  1815 Procurement and Receipt Office Support 2Y 
3195-03 Forms Issue 2Y  1815 Procurement and Receipt Office Support 2Y 
              



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

3205 Fuels            
3205-02 Product and Service 

Information 
SO   N/A Transitory     

3205-06 Fuels 2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3215 Furniture and Furnishings            
3215-02 Product and Service 

Information 
SO   N/A Transitory     

3215-03 Furniture Acquisition 2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3215-50 Furniture Research Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3215-55 Furniture History/Case Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3240 Kitchen, Cafeteria, and 

Eating Facilities 
           

3240-02 Product and Service 
Information 

SO   N/A Transitory     

3240-03 Supplies 2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3240-04 Price Lists, Menus, etc. SO   N/A Transitory     
3240-50 Equipment Research Files SO+2Y  1105 Equipment and Supplies Equipment and 

Supplies 
3Y 

3240-55 Equipment History/Case 
Files 

SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

      1105       
3255 Laboratory            
3255-02 Product and Service 

Information 
SO   N/A Transitory     

3255-03 Supplies 2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

3255-50 Equipment Research Files SO+6Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3255-55 Equipment History/Case 
Files 

SO+6Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3265 Laundry Facilities            
3265-02 Product and Service 

Information 
SO   N/A Transitory     

3265-03 Supplies 2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3265-50 Equipment Research Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3265-55 Equipment History/Case 
Files 

SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3280 Medical            
3280-02 Product and Service 

Information 
SO   N/A Transitory     

3280-03 Supplies 2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3280-50 Equipment Research Files SO+6Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3280-55 Equipment History/Case 
Files 

SO+6Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3295 Micrographic            
3295-02 Product and Service 

Information 
SO   N/A Transitory     

3295-03 Supplies 2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3295-50 Equipment Research Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3295-55 Equipment History/Case SO+2Y  1105 Equipment and Supplies Equipment and 3Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

Files Supplies 
              
3315 Office            
3315-02 Product and Service 

Information 
SO   N/A Transitory     

3315-03 Office Supplies and 
Stationary 

2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3315-50 Office Machine Research 
Files 

SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3315-55 Office Machine 
History/Case Files 

SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3335 Photographic            
3335-02 Product and Service 

Information 
SO   N/A Transitory     

3335-03 Supplies 2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3335-50 Equipment Research Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3335-55 Equipment History/Case 
Files 

SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3350 Printing Services            
3350-50 Estimates and Specifications 2Y  1815 Procurement and Receipt Office Support 2Y 
3350-55 Printing Requisitions/Orders 2Y  1815 Procurement and Receipt Office Support 2Y 
              
3365 Procurement and Receipt            
3365-02 General Purchase Orders 2Y  1815 Procurement and Receipt Office Support 2Y 
3365-03 Standing Purchase Orders SO+2Y  1815 Procurement and Receipt Office Support 2Y 
3365-04 Blanket Purchase Orders 2Y  1815 Procurement and Receipt Office Support 2Y 
3365-05 Local Purchase Orders 2Y  1815 Procurement and Receipt Office Support 2Y 
3365-06 Purchasing Requisitions 2Y  1815 Procurement and Receipt Office Support 2Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

3365-07 Stockroom Requisitions 2Y  1815 Procurement and Receipt Office Support 2Y 
3365-08 Receiving Reports 2Y  1815 Procurement and Receipt Office Support 2Y 
3365-09 Packing Slips 2Y  1815 Procurement and Receipt Office Support 2Y 
              
3380 Product Information            
3380-02 Catalogue and Price Lists N/A  N/A Transitory     
3380-03 Ergonomics Standards SO+2Y  N/A Not An Administrative Record     
3380-04 Rental Rates SO   N/A Transitory     
3380-50 Product Information SO   N/A Transitory     
3380-55 Suppliers SO+2Y  N/A Transitory     
              
3405 Standing Offer 

Agreements 
           

3405-02 Purchasing Agency 
Standing Offers 

SO+2Y  1815 Procurement and Receipt Office Support 2Y 

3405-03 Non-Purchasing Agency 
Standing Offers 

SO+6Y  1815 Procurement and Receipt Office Support 2Y 

              
3420 Special Items            
3420-50 Commercially Developed 

Special Item History/Case 
Files 

SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3420-55 Government Developed 
Special Item History/Case 
Files 

SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

         
3425 Telecommunications            
3425-02 Frequency Licenses SO+2Y  1105 Equipment and Supplies Equipment and 

Supplies 
3Y 

3425-03 Fax Transmission 
Receipts/Reports 

2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3425-05 Telecommunications 2Y  1105 Equipment and Supplies Equipment and 3Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

Services Supplies 
3425-06 Inventories SO+2Y  1105 Equipment and Supplies Equipment and 

Supplies 
3Y 

3425-50 Research Files SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

3425-55 Telecommunications 
Equipment History/Case 
Files 

SO+2Y  1105 Equipment and Supplies Equipment and 
Supplies 

3Y 

              
3445 Vehicles – General            
3445-02 Private Use of Government 

Vehicles 
SO+2Y  1110 Vehicle Management Equipment and 

Supplies 
6Y 

3445-03 Vehicle Depreciation 2Y  1110 Vehicle Management Equipment and 
Supplies 

6Y 

3445-04 Vehicle Replacement 2Y  1110 Vehicle Management Equipment and 
Supplies 

6Y 

3445-05 Vehicle Inventory SO+2Y  1110 Vehicle Management Equipment and 
Supplies 

6Y 

3445-06 Vehicle Establishment 6Y  1110 Vehicle Management Equipment and 
Supplies 

6Y 

3445-07 Vehicle Fixed Asset 
Records 

SO+6Y  1110 Vehicle Management Equipment and 
Supplies 

6Y 

3445-08 Vehicle Rental Rates SO   N/A Transitory     
3445-09 Central Vehicle Agency 

Requisitions 
2Y  1110 Vehicle Management Equipment and 

Supplies 
6Y 

3445-50 Central Vehicle Agency 
Reports 

2Y  1110 Vehicle Management Equipment and 
Supplies 

6Y 

              
3470 Vehicles – Air            
3470-02 Aircraft Procurement 6Y   N/A Not An Administrative Record     
3470-03 Aircraft Insurance 6Y   N/A Not An Administrative Record     
3470-04 Certificates of 

Airworthiness 
SO*   N/A Not An Administrative Record     



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

3470-05 Certificates of Registration SO*   N/A Not An Administrative Record     
3470-50 Aircraft Research Files SO+6Y   N/A Not An Administrative Record     
3470-55 Aircraft History/Case Files SO*+2Y   N/A Not An Administrative Record     
3470-60 Aircraft Journey Logs SO**+6Y   N/A Not An Administrative Record     
3470-65 Aircraft Technical Logs SO***+6

Y 
  N/A Not An Administrative Record     

              
3495 Vehicles – Construction 

and Off-Road 
           

3495-50 Vehicle Research Files SO+6Y  1110 Vehicle Management Equipment and 
Supplies 

6Y 

3495-55 Vehicle History/Case Files SO+6Y  1110 Vehicle Management Equipment and 
Supplies 

6Y 

              
3515 Vehicles – Road            
3515-50 Vehicle Research Files SO+6Y  1110 Vehicle Management Equipment and 

Supplies 
6Y 

3515-55 Vehicle History/Case Files SO+6Y  1110 Vehicle Management Equipment and 
Supplies 

6Y 

              
3530 Vehicles – Water            
3530-50 Vehicle Research Files SO+6Y  1110 Vehicle Management Equipment and 

Supplies 
6Y 

3530-55 Vehicle History/Case Files SO+6Y  1110 Vehicle Management Equipment and 
Supplies 

6Y 

              
FINANCE FINANCE            
              
4000 Finance – General            
4000-02 Provincial Comptroller 

Directives 
SO  1360 Procedure, Guidelines and Standards Governance C+6Y  



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

4000-03 Fraud and Alleged Fraud SO+6Y  1740 Investigation/Incident Case Files Legal, Compliance 
and Regulatory 
Affairs 

C+6Y 

4000-04 Fraud and Alleged Fraud 
Alerts and Notifications 

SO+2Y  1740 Investigation/Incident Case Files Legal, Compliance 
and Regulatory 
Affairs 

C+6Y 

              
4020 Accounting – General            
4020-02 Accounting Codes SO+2Y  1200 Accounting Finance 6Y 
4020-03 Motions for Return 

(Financial Only) 
6Y  1340 Legislative Matters Governance 6Y 

4020-04 Interest Rates on Overdue 
Accounts 

6Y  1200 Accounting Finance 6Y 

4020-05 Security Deposits/Letters of 
Credit 

6Y  1200 Accounting Finance 6Y 

4020-06 General Ledgers/Final Entry 
Summaries 

6Y  1200 Accounting Finance 6Y 

4020-07 Public Accounts Preparation 
Records 

6Y  1200 Accounting Finance 6Y 

4020-50 Reconciliations 6Y  1200 Accounting Finance 6Y 
              
4040 Accounting – Cash            
4040-02 Cash Mail Records 6Y  1200 Accounting Finance 6Y 
4040-03 Cash Input Documents 6Y  1200 Accounting Finance 6Y 
4040-04 Cash Receipt Journals 6Y  1200 Accounting Finance 6Y 
              
4060 Accounts - Payable            
4060-02 Overdue Accounts 6Y  1205 Accounts - Payable Finance 6Y 
4060-03 Invoice Summary Sheets 6Y  1205 Accounts - Payable Finance 6Y 
4060-04 Timeliness of Payment 

Reports 
6Y  1205 Accounts - Payable Finance 6Y 

4060-05 Refunds to Vote 6Y  1205 Accounts - Payable Finance 6Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

4060-06 Payment Errors and 
Compliance Reports 

6Y  1205 Accounts - Payable Finance 6Y 

4060-07 Refunds 6Y  1205 Accounts - Payable Finance 6Y 
4060-50 Equalized Payments 6Y  1205 Accounts - Payable Finance 6Y 
4060-55 Accounts Payable 6Y  1205 Accounts - Payable Finance 6Y 
4060-60 Statements of Account 6Y  1205 Accounts - Payable Finance 6Y 
              
4080 Accounts – Receivable            
4080-50 Cash Register Tapes 6Y  1210 Accounts - Receivable Finance 6Y 
4080-65 Outstanding Accounts SO+6Y  1210 Accounts - Receivable Finance 6Y 
4080-70 Write-Offs (uncollectible 

accounts) 
SO+6Y  1210 Accounts - Receivable Finance 6Y 

4080-75 Accounts Receivable 6Y  1210 Accounts - Receivable Finance 6Y 
              
4100 Advances – Accountable            
4100-02 Float 6Y  1215 Advances - Accountable Finance 6Y 
4100-03 Petty Cash 6Y  1215 Advances - Accountable Finance 6Y 
4100-04 Salary 6Y  1215 Advances - Accountable Finance 6Y 
4100-05 Imprest Accounts 6Y  1215 Advances - Accountable Finance 6Y 
4100-06 Other Advances 6Y  1215 Advances - Accountable Finance 6Y 
              
4120 Agreements and 

Arrangements 
           

4120-50 Federal Agreements SO*+15y  1705 A Agreements and Contracts - Major 
A – Approved 

Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 

      1705 B Agreements and Contracts - Major 
B – Non Approved 

Legal, Compliance 
and Regulatory 
Affairs 

6Y 

4120-55 Local Government 
Agreements 

SO*+6Y  1705 A Agreements and Contracts – Major 
A – Approved 

Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

      1705 B Agreements and Contracts – Major 
B – Non Approved 

Legal, Compliance 
and Regulatory 
Affairs 

6Y 

4120-60 Foreign Agreements SO*+6Y  1705 A Agreements and Contracts – Major  
A – Approved 

Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 

      1705 B Agreements and Contracts – Major 
B – Non Approved 

Legal, Compliance 
and Regulatory 
Affairs 

6Y 

4120-65 Provincial Agreements SO*+6Y  1705 A Agreements and Contracts – Major 
A – Approved 

Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 

      1705 B Agreements and Contracts – Major 
B – Non Approved 

Legal, Compliance 
and Regulatory 
Affairs 

6Y 

4120-70 Crown Corporation 
Agreements 

SO*+6Y  1705 A Agreements and Contracts – Major 
A – Approved 

Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 

      1705 B Agreements and Contracts – Major 
B – Non Approved 

Legal, Compliance 
and Regulatory 
Affairs 

6Y 

4120-75 Other Agreements SO*+6Y  1705 A Agreements and Contracts – Major 
A – Approved 

Legal, Compliance 
and Regulatory 
Affairs 

C+15Y 

      1705 B Agreements and Contracts – Major 
B – Non Approved 

Legal, Compliance 
and Regulatory 
Affairs 

6Y 

              
4140 Allotments and Transfers            
4140-02 Reallocation of Funds 6Y  1225 Budgets Finance 6Y 
              
4160 Audits and Compliance 

Reviews 
           

4160-02 Provincial Comptroller 6Y  1300 Audits and Compliance Reviews Governance 6Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

Audits 
4160-03 Provincial Auditor Audits 6Y  1300 Audits and Compliance Reviews Governance 6Y 
4160-04 Internal Audits 6Y  1300 Audits and Compliance Reviews Governance 6Y 
4160-05 Other Audit and Reviews 6Y  1300 Audits and Compliance Reviews Governance 6Y 
              
4180 Banks and Banking            
4180-02 Bank and Financial 

Institution Addresses and 
Account Numbers 

SO   1220 Banks and Banking Finance 6Y 

4180-50 Bank Accounts 6Y  1220 Banks and Banking Finance 6Y 
4180-55 Trust Accounts 6Y  1220 Banks and Banking Finance 6Y 
              
4230 Budgets            
4230-03 Working Papers 6Y  1225 Budgets Finance 6Y 
4230-04 Budget Submissions 6Y  1225 Budgets Finance 6Y 
4230-05 Finalization Minutes 6Y  1225 Budgets Finance 6Y 
4230-50 Budget Forecasts 6Y  1225 Budgets Finance 6Y 
4230-55 Budget Development 

Packages 
6Y  1225 Budgets Finance 6Y 

4230-60 Approved Budgets 6Y  1225 Budgets Finance 6Y 
              
4260 Cheques and Financial 

Transactions 
           

4260-02 Returned and NSF Cheques 6Y  1200 Accounting Finance 6Y 
4260-03 Payment Vouchers 6Y  1200 Accounting Finance 6Y 
4260-04 Journal Vouchers 6Y  1200 Accounting Finance 6Y 
4260-05 Deposits 6Y  1200 Accounting Finance 6Y 
4260-06 Travel Vouchers 6Y  1200 Accounting Finance 6Y 
4260-08 Replacement (In-lieu) 

Cheques 
6Y  1200 Accounting Finance 6Y 

4260-09 Batch Control 6Y  1200 Accounting Finance 6Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

4260-10 Cheque Requisitions 6Y  1200 Accounting Finance 6Y 
              
4280 Claims            
4280-50 Claim Case Files SO*+6Y  1230 Claims Finance C+6Y 
              
4300 Contracts            
4300-03 Contract Registers SO+6Y  1705/ 

1710 
Agreements and Contracts Legal, Compliance 

and Regulatory 
Affairs 

*See 
ARMS 
2014 

4300-04 Contract Bids/Tender Bonds SO*+6Y  1705/ 
1710 

Agreements and Contracts Legal, Compliance 
and Regulatory 
Affairs 

*See 
ARMS 
2014 

4300-05 Rejected/Denied Contracts 6Y  1705/ 
1710 

Agreements and Contracts Legal, Compliance 
and Regulatory 
Affairs 

*See 
ARMS 
2014 

4300-06 Requests for Proposals SO+6Y  1705/ 
1710 

Agreements and Contracts Legal, Compliance 
and Regulatory 
Affairs 

*See 
ARMS 
2014 

4300-50 Contract Case Files SO*+6Y  1705/ 
1710 

Agreements and Contracts Legal, Compliance 
and Regulatory 
Affairs 

*See 
ARMS 
2014 

              
4320 Currency            
4320-02 Exchange Rates 2Y  N/A Transitory     
              
4340 Expenditure Control – 

General 
           

4340-02 Credit/Purchase Card 
Issuance 

6Y  1235 Expenditure Control Finance 6Y 

4340-04 Expenditure Reduction 
Exercise 

6Y  1235 Expenditure Control Finance 6Y 

4340-50 Expenditure Forecasts 6Y  1235 Expenditure Control Finance 6Y 
              



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

4360 Expenditure Control – 
Commitments 

           

4360-02 Appropriation and 
Commitment Control 

6Y  1235 Expenditure Control Finance 6Y 

4360-50 Authorizations for 
Expenditure 

6Y  1235 Expenditure Control Finance 6Y 

4360-55 Commitment Fund Case 
Files 

6Y  1235 Expenditure Control Finance 6Y 

              
4380 Fees            
4380-02 Fee Information and 

Schedules 
SO+2Y  1355 Policy Governance C+6Y 

              
4430 Funds            
4430-50 Funds Case Files 6Y  1225 Budgets Finance 6Y 
              
4440 Garnishees and Other 

Third Party Demands 
           

4440-50 Setoffs SO+6Y  1240 Garnishees and Third Party Demands Finance 6Y 

4440-55 Requirements to Pay SO+6Y  1240 Garnishees and Third Party Demands Finance 6Y 

4440-60 Garnishees SO+6Y  1240 Garnishees and Third Party Demands Finance 6Y 

4440-65 Inter-agency Encumbrances SO+6Y  1240 Garnishees and Third Party Demands Finance 6Y 

4440-70 Other Encumbrances SO+6Y  1240 Garnishees and Third Party Demands Finance 6Y 

4440-75 Third Party Demands SO+6Y  1240 Garnishees and Third Party Demands Finance 6Y 

              
4460 Grants            



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

4460-02 Grant Applications 6Y  1245 Grants Finance 6Y 
4460-50 Grant Management Files SO+6Y  1245 Grants Finance 6Y 
              
4480 Hospitality and Business 

Expenses 
           

4480-50 Claim Case Files 6Y  1235 Expenditure Control Finance 6Y 
              
4500 Reports, Statistics, and 

Statements – Financial 
           

4500-02 Reports – Daily 1M  2005 A Financial Reports and Statements A - 
Daily/Weekly 

Reports and 
Statistics 

1M 

4500-03 Reports – Monthly 2Y  2005 B Financial Reports and Statements B - 
Monthly/Quarterly/Trimester 

Reports and 
Statistics 

2Y 

4500-04 Reports – Month 13/Year 
end 

6Y  2005 C Financial Reports and Statements C - 
Financial Analysis/Financial 
Statements/Year-End/Other 

Reports and 
Statistics 

6Y 

4500-05 Financial Analysis 
Statements 

6Y  2005 C Financial Reports and Statements C - 
Financial Analysis/Financial 
Statements/Year-End/Other 

Reports and 
Statistics 

6Y 

4500-06 Quarterly Reports 6Y  2005 B Financial Reports and Statements B – 
Monthly/Quarterly/Trimester 

Reports and 
Statistics 

2Y 

4500-07 Other Financial Reports 6Y  2005 C Financial Reports and Statements C – 
Financial Analysis/Financial 
Statements/Year-End/Other 

Reports and 
Statistics 

6Y 

              
4520 Revenue Control            
4520-02 Revenue Accounts 6Y  1250 Revenue Control Finance 6Y 
4520-03 Suspense Accounts 6Y  1250 Revenue Control Finance 6Y 
4520-04 Recoverable Amounts 6Y  1250 Revenue Control Finance 6Y 
4520-50 Cost Recoveries 6Y  1250 Revenue Control Finance 6Y 
4520-55 Revenue Forecasts 6Y  1250 Revenue Control Finance 6Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

              
4540 Taxes            
4540-02 Goods and Services Tax 6Y  1255 Taxes Finance 6Y 
4540-03 Provincial Sales Tax 6Y  1255 Taxes Finance 6Y 
4540-04 Other Taxes 6Y  1255 Taxes Finance 6Y 
              
4560 Travel Allowances and 

Expenditures 
           

4560-02 Relocation 6Y  1235 Expenditure Control Finance 6Y 
4560-03 Ministers’ Travel Expenses 6Y  1235 Expenditure Control Finance 6Y 
4560-04 Non-governmental 

Personnel 
6Y  1235 Expenditure Control Finance 6Y 

4560-65 Travel Case Files 6Y  1235 Expenditure Control Finance 6Y 
              
4580 Treasury Board            
4580-02 Special Warrants 6Y  1260 Treasury Board Finance 6Y 
4580-50 Treasury Board 

Submissions/Approvals 
6Y  1260 Treasury Board Finance 6Y 

4580-60 Treasury Board Orders and 
Directives 

SO+6Y  1260 Treasury Board Finance 6Y 

4580-65 Treasury Board Minutes SO+6Y  1260 Treasury Board Finance 6Y 
              
HUMAN  HUMAN RESOURCES            
              
5000-00 Policy and Procedure SO+6Y  1355 Policy Governance C+6Y 
5000-20 Reports and Statistics SO+2Y  2010 Reports and Statistics Reports and 

Statistics 
2Y 

              
5015 Accidents and Injuries            
5015-02 Incident Logs 6Y  2100 Security Management and Safety Security 6Y 
5015-50 Non-Compensable 6Y  1425 Health and Safety Human Resources 6Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

Accidents 
5015-55 Workers’ Compensation 

Board Claims 
SO*+6Y  1470 Workers' Compensation Board Claims Human Resources C+6Y 

              
5030 Awards and Honours            
5030-50 Recognition Programs 6Y  1430 Human Resource Programs Human Resources 6Y 
              
5045 Benefits and Services – 

General 
           

5045-00 Policy and Procedure SO+6Y  1355 Policy Governance C+6Y 
5045-20 Reports and Statistics SO+2Y  2010 Reports and Statistics Reports and 

Statistics 
2Y 

              
5060 Benefits and Services – 

Benefits 
           

5060-02 Deferred Salary Leave 6Y  1355 Policy Governance C+6Y 
5060-03 Travel Insurance SO+2Y  1355 Policy Governance C+6Y 
5060-04 Allowances and 

Differentials 
SO+2Y  1355 Policy Governance C+6Y 

5060-05 Northern Allowances SO+2Y  1355 Policy Governance C+6Y 
5060-06 Pensions and 

Superannuation 
SO+2Y  1355 Policy Governance C+6Y 

5060-08 Medical and Dental SO+2Y  1355 Policy Governance C+6Y 
5060-09 Disability Income SO+2Y  1355 Policy Governance C+6Y 
5060-10 Employment Insurance SO+2Y  1355 Policy Governance C+6Y 
5060-11 Other Benefits SO+2Y  1355 Policy Governance C+6Y 
              
5080 Benefits and Services – 

Services 
           

5080-02 Bonds 6Y  1355 Policy Governance C+6Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

5080-03 Parking SO   1355 Policy Governance C+6Y 
5080-04 Other Services 6Y  1355 Policy Governance C+6Y 
              
5160 Classification            
5160-02 Classification Issues 6Y  1400 Classification Human Resources C+6Y 
5160-04 Organization 6Y  1400 Classification Human Resources C+6Y 
5160-50 Position History Files SO+6Y  1400 Classification Human Resources C+6Y 
5160-55 Reclassification, Position 

Reviews, and Appeals 
SO*+6Y  1400 Classification Human Resources C+6Y 

5160-60 Job Standards SO+6Y  1400 Classification Human Resources C+6Y 

            
5175 Employees – General            
5175-02 Information Requests 6Y  1505 Inquiries Information Services 2Y 
5175-03 Conflict of 

Interest/Approval for 
Outside Employment 
Guidelines 

SO+6Y  1355 Policy Governance C+6Y 

5175-04 Code of Conduct SO+6Y  1355 Policy Governance C+6Y 
5175-05 Seniority Roster SO+2Y  2010 Reports and Statistics Reports and 

Statistics 
2Y 

              
5190 Employees – Employee 

Record 
         C 

5190-50 Employee File (by 
employee) 

SO*  1415 Employee Record Human Resources C 

5190-60 Pay Records SO*  1415 Employee Record Human Resources C 
5190-65 Pay Records (where not on 

individual pay files) 
55Y  1415 Employee Record Human Resources C 

5190-70 Leave and Attendance (by 
employee) 

SO**+5Y  1410 Employee Leave and Attendance 
A – Timecard information  captured in 
the government payroll system 

Human Resources 7Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

5190-75 Leave and Attendance 
(where not on individual 
leave and attendance files) 

55Y  1410 Employee Leave and Attendance 
B – Timecards maintained as the only 
official record of leave and attendance 

Human Resources 55Y 

5190-80 Hours of Work (by 
employee) 

SO**+5Y  1415 Employee Record Human Resources C 

5190-85 Hours of Work (where not 
in individual hours of work 
file) 

55Y  1415 Employee Record Human Resources C 

5190-90 Income Tax Forms 
(completed) 

SO+7Y  N/A (no 
longer in 
ARMS) 

Employee Income Tax Human Resources 7Y 

              
5205 Employment Equity            
5205-02 Employment Equity 6Y  1430 Human Resource Programs Human Resources 6Y 
5205-50 Employment Equity 

Programs 
SO+6Y  1430 Human Resource Programs Human Resources 6Y 

              
5240 Foreign Postings and 

Allowances 
           

5240-50 Case Files (by location) SO+6Y  1460 Staffing Human Resources 6Y 
              
5265 Health and Safety            
5265-02 Employee Assistance 

Programs 
SO+6Y  1430 Human Resource Programs Human Resources 6Y 

5265-03 Occupational Health 6Y  1425 Health and Safety Human Resources 6Y 
5265-04 Investigations/Complaints SO*+6Y  1740 Investigation/Incident Case Files Legal, Compliance 

and Regulatory 
Affairs 

C+6Y 

5265-50 Hazardous Material 
Information 

SO+6Y  1425 Health and Safety Human Resources 6Y 

              
5280 Hours of Work            
5280-02 Hours of Work 6Y  1355 Policy Governance C+6Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

5280-03 Job Sharing SO+6Y  1355 Policy Governance C+6Y 
5280-05 Exemptions SO+6Y  1355 Policy Governance C+6Y 
5280-06 Work Schedules 2Y  1355 Policy Governance C+6Y 
              
5295 Human Resource Planning            
5295-02 Human Resource Planning 6Y  1350 Planning Governance 10Y 
5295-04 Technical Change 6Y  1350 Planning Governance 10Y 
5295-05 Establishment Control Files SO+6Y  1350 Planning Governance 10Y 
              
5305 Human Rights Issues            
5305-02 Human Rights Issues SO+6Y  1435 Human Rights Issues Human Resources C+6Y 
5305-50 Case Files SO*+6Y  1435 Human Rights Issues Human Resources C+6Y 
              
5330 Job Enhancement            
5330-50 Case Files SO+6Y  1430 Human Resource Programs Human Resources 6Y 
              
5355 Labour Relations – 

General 
           

5355-02 Labour Issues SO+6Y  1440 Labour Issues Human Resources 6Y 
5355-03 Union Relations SO+6Y  1445 Labour Relations Human Resources 6Y 
5355-55 Bargaining Agent 

Certification Orders 
SO+6Y  1445 Labour Relations Human Resources 6Y 

              
5400 Labour Relations – 

Collective Agreements and 
Interpretations 

           

5400-02 Negotiations SO+6Y  1445 Labour Relations Human Resources 6Y 
5400-03 Proposals SO+6Y  1445 Labour Relations Human Resources 6Y 
5400-04 Interpretations SO+6Y  1445 Labour Relations Human Resources 6Y 
5400-50 Collective Agreements SO+6Y  1445 Labour Relations Human Resources 6Y 
              



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

5415 Labour Relations – 
Discipline 

           

5415-03 Precedent Files SO+6Y  1445 Labour Relations Human Resources 6Y 
5415-50 Individual Case Files SO*  1445 Labour Relations Human Resources C 
              
5430 Labour Relations – 

Exclusions 
           

5430-50 Case Files SO+6Y  1445 Labour Relations Human Resources 6Y 
              
5445  Labour Relations – 

Grievances, Complaints, 
and Arbitrations 

           

5445-50 Grievance and Complaints 
Case Files 

SO*+6Y  1420 Grievances, Complaints, and 
Arbitration 

Human Resources C+6Y 

5445-55 Arbitration Case Files SO*+6Y  1420 Grievances, Complaints, and 
Arbitration 

Human Resources C+6Y 

              
5475 Leave and Attendance            
5475-05 Employee Leave and 

Attendance 
6Y  1410 Employee Leave and Attendance Human Resources C+5Y 

              
5510 Pay Administration            
5510-00 Policy SO+6Y  1355 Policy Governance C+6Y 
5510-00 Procedure SO+6Y  1360 Procedure, Guidelines and Standards Governance C+6Y 
5510-20 Reports and Statistics 6Y  2010 Reports and Statistics Reports and 

Statistics 
2Y 

              
5525 Performance Planning and 

Review 
           

5525-04 Work Plans 6Y  1450 Performance/Probationary Reviews Human Resources 6Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

5525-05 Performance/Probationary 
Reviews 

6Y  1450 Performance/Probationary Reviews Human Resources 6Y 

              
5540 Reassignments and 

Transfers 
           

5540-50 Case Files SO+6Y  1460 Staffing Human Resources 6Y 
              
5555 Regulations and Directives            
5555-02 Human Resources 

Manuals/Directives 
SO+6Y  1355 Policy Governance C+6Y 

              
5585 Retirements and Pre-

Retirements 
           

5585-02 Pre-Retirement 
Benefits/Programs 

SO+6Y  1430 Human Resource Programs Human Resources 6Y 

5585-03 Retirement Programs SO+6Y  1430 Human Resource Programs Human Resources 6Y 
5585-04 List of Retirees and Options 

Chosen 
SO+2Y  1430 Human Resource Programs Human Resources 6Y 

              
5600 Salaries and Wages            
5600-02 Salary Administration SO+6Y  1355 Policy Governance C+6Y 
5600-03 Salary Schedules SO+6Y  1355 Policy Governance C+6Y 
5600-04 Overtime Pay Schedules SO+6Y  1355 Policy Governance C+6Y 
5600-05 Merit/Performance Pay SO+6Y  1355 Policy Governance C+6Y 
5600-06 Temporary Pay Adjustments SO+6Y  1355 Policy Governance C+6Y 
5600-50 Salary Disputes SO*+6Y  1455 Salary Disputes Human Resources C+6Y 
5600-55 Bargaining Unit 

Compensation Issues 
SO+6Y  1355 Policy Governance C+6Y 

              
5615 Separations and Layoffs            
5615-02 Job Abolition Bumping 

Lists 
SO+6Y  1355 Policy Governance C+6Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

5615-03 Staff Reduction Programs SO+6Y  1430 Human Resource Programs Human Resources 6Y 
5615-04 Severance 6Y  1355 Policy Governance C+6Y 
5615-05 Layoffs 6Y  1355 Policy Governance C+6Y 
5615-06 Abandonments of Position 6Y  1355 Policy Governance C+6Y 
5615-07 Resignations 6Y  1355 Policy Governance C+6Y 
              
5630 Staffing – General            
5630-02 Staffing Announcements 2Y  N/A Transitory     
5630-50 Testing 6Y  1460 Staffing Human Resources 6Y 
5630-55 Security Checks SO*+6Y  2105 Security Checks Security 6Y 
              
5645 Staffing – Acting and 

Temporary Appointments 
           

5645-02 Acting and Temporary 
Appointments 

SO+6Y  1460 Staffing Human Resources 6Y 

5645-03 Secondments SO+6Y  1710 Agreements and Contracts - Minor Legal, Compliance 
and Regulatory 
Affairs 

C+6Y/ 
2Y 

5645-04 Exchanges SO+6Y  1460 Staffing Human Resources 6Y 
5645-50 Secondment Contract Files SO*+6Y  1710 A Agreements and Contracts –  Minor 

A – Approved 
Legal, Compliance 
and Regulatory 
Affairs 

C+6Y 

              
5660 Staffing – Competitions            
5660-02 Interview Formats and 

Questions 
SO+6Y  1460 Staffing Human Resources 6Y 

5660-03 Selection Standards SO+6Y  1460 Staffing Human Resources 6Y 
5660-50 Competition Files SO+6Y  1460 Staffing Human Resources 6Y 
              
5680 Staffing – Recruitment            
5680-02 Applications SO   N/A Transitory     



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

5680-03 Recruitment Case Files SO+2Y  1460 Staffing Human Resources 6Y 
5680-05 Programs SO+6Y  1460 Staffing Human Resources 6Y 
5680-06 Staffing Requisitions 2Y  1460 Staffing Human Resources 6Y 
              
5750 Staffing – Vacancies and 

Obligations 
           

5750-02 Re-employment Lists SO+6Y  1460 Staffing Human Resources 6Y 
5750-03 Vacancy Reports 2Y  2010 Reports and Statistics Reports and 

Statistics 
2Y 

              
5770 Studies and Surveys            
5770-50 5770-50 Studies and 

Surveys 
6Y  1535 Research, Studies and Surveys Information Services 6Y 

              
5785 Training and Development 

– General 
           

5785-02 Education Leave 6Y  1460 Staffing Human Resources 6Y 

5785-50 Staff Development, 
Training, and Programs 
Case Files (attended by 
staff) 

SO+6Y  1465 Training and Development Human Resources 6Y 

              
5800 Training and Development 

– Courses 
           

5800-02 Course Packages SO+6Y  1465 Training and Development Human Resources 6Y 

5800-03 Training Program Packages SO+6Y  1465 Training and Development Human Resources 6Y 

5800-50 Course and Training Case 
Files (for courses developed 
and/or presented by staff) 

6Y  1465 Training and Development Human Resources 6Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

              
5815 Training and Development 

– Resources 
           

5815-02 Training Facilities SO+2Y  N/A Transitory     
5815-03 Resource 

Personnel/Facilitators 
SO+2Y  1465 Training and Development Human Resources 6Y 

5815-04 Training Equipment SO+2Y  1465 Training and Development Human Resources 6Y 

              
5845 Volunteers            
5845-50 Volunteer 

Programs/Activities 
SO+2Y  1430 Human Resource Programs Human Resources 6Y 

              
5860 Wellness and Recreation            
5860-50 Employee Health and 

Wellness Programs 
SO+6Y  1430 Human Resource Programs Human Resources 6Y 

              
INFORM
A 

INFORMATION 
SYSTEMS AND 
TECHNOLOGY 

           

              
6000 Information Systems and 

Technology – General 
           

6000-02 Standards SO+6Y  1360 Procedure, Guidelines and Standards Governance C+6Y 
6000-50 Service Requests 3Y  1605 System Operations Information Systems 

and Technology 
3Y 

              
6030 Information Systems 

Planning 
           

6030-02 Standards SO+6Y  1360 Procedure, Guidelines and Standards Governance C+6Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

6030-03 Planning and Review SO+6Y  1600 System Development Information Systems 
and Technology 

C+2Y 

6030-50 Research and Evaluations SO+6Y  1600 System Development Information Systems 
and Technology 

C+2Y 

6030-55 Projects SO+6Y  1600 System Development Information Systems 
and Technology 

C+2Y 

              
6060 Database Development 

and Administration 
           

6060-02 Standards SO+6Y  1360 Procedures, Guidelines and Standards Governance C+6Y 
6060-55 Database Planning and 

Design 
SO*+6Y  1600 System Development Information Systems 

and Technology 
C+2Y 

6060-60 Database Maintenance SO*+2Y  1600 System Development Information Systems 
and Technology 

C+2Y 

6060-65 Performance Monitoring 
and Evaluation 

3Y  1605 System Operations Information Systems 
and Technology 

3Y 

              
6080 End-User Support            
6080-02 Standards SO+6Y  1360 Procedures, Guidelines and Standards Governance C+6Y 
6080-50 Help Center/Help Desk 3Y  1605 System Operations Information Systems 

and Technology 
3Y 

6080-55 Information Retrieval 
Services 

2Y  1605 System Operations Information Systems 
and Technology 

3Y 

6080-60 Training and Support 3Y  1605 System Operations Information Systems 
and Technology 

3Y 

              
6100 Network Design and            



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

Management 
6100-02 Standards SO+6Y  1360 Procedure, Guidelines and Standards Governance C+6Y 
6100-50 Development Projects SO+3Y  1600 System Development Information Services C+2Y 

6100-65 Performance Monitoring 
and Evaluation 

SO+3Y  1605 System Operations Information Services 3Y 

6100-70 Network Maintenance SO+2Y  1600 System Development Information Services C+2Y 

              
6120 System Development            

6120-02 Standards SO+6Y  1360 Procedures, Guidelines and Standards Governance C+6Y 
6120-50 Projects SO*+2Y  1600 System Development Information Services C+2Y 

6120-55 Project Management SO*+2Y  1600 System Development Information Services C+2Y 

6120-60 Planning and Initiation SO*+2Y  1600 System Development Information Services C+2Y 

6120-65 Requirements Analysis SO*+2Y  1600 System Development Information Services C+2Y 

6120-70 Design SO*+2Y  1600 System Development Information Services C+2Y 

6120-75 Construction SO*+2Y  1600 System Development Information Services C+2Y 

6120-80 Testing SO*+2Y  1600 System Development Information Services C+2Y 

6120-85 Deployment SO*+2Y  1600 System Development Information Services C+2Y 

6120-90 System Documentation SO*+2Y  1600 System Development Information Services C+2Y 



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

6120-95 User Documentation SO*+2Y  1600 System Development Information Services C+2Y 

              
6140 System Maintenance          C+6Y 
6140-02 Standards SO+6Y  1360 Procedures, Guidelines and Standards Governance C+6Y 
6140-50 Maintenance Case files SO*+2Y  1600 System Development Information Systems 

and Technology 
C+2Y 

              
6160 System Operations            
6160-02 Standards SO+6Y  1360 Procedures, Guidelines and Standards Governance C+6Y 
6160-60 Problems and Incidents 3Y  1605 System Operations Information Systems 

and Technology 
3Y 

6160-65 Space Management 3Y  1605 System Operations Information Systems 
and Technology 

3Y 

6160-70 System Monitoring 3Y  1605 System Operations Information Systems 
and Technology 

3Y 

              
6180 System Reports            
6180-02 Standards SO+6Y  1360 Procedure, Guidelines and Standards Governance C+6Y 
6180-50 Activity Reports SO   2010 Reports and Statistics Reports and 

Statistics 
2Y 

6180-55 Incident Reports 3Y  2010 Reports and Statistics Reports and 
Statistics 

2Y 

6180-60 Maintenance Reports SO+3Y  2010 Reports and Statistics Reports and 
Statistics 

2Y 

6180-65 Status Reports 3Y  2010 Reports and Statistics Reports and 
Statistics 

2Y 

6180-70 Verification Reports SO   2010 Reports and Statistics Reports and 
Statistics 

2Y 

6180-75 Other Reports 6Y  2010 Reports and Statistics Reports and 
Statistics 

2Y 

              



Concordance Table – ARMS 2006 to ARMS Big Bucket 

ARMS 2006 Classification  ARMS Big Bucket Classification 
Classificati
on 
Number  

Primary and Secondary Title Retention Classifica
tion  
Number 

Record Series New Section Retention 

6200 System Security and 
Reliability 

           

6200-02 Standards SO+6Y  1360 Procedures, Guidelines and Standards Governance C+6Y 
6200-50 Access Controls SO+2Y  1605 System Operations Information Systems 

and Technology 
3Y 

6200-55 Backup/Recovery 
Procedures 

SO+3Y  1600 System Development Information Systems 
and Technology 

C+2Y 

6200-60 System Backup Files SO*  N/A Transitory     
6200-65 Project Case Files SO+6Y  2100 Security Management and Safety Security 6Y 
              
 Not in ARMS 2006    1305 Board of Directors Appointments - 

Internal 
Governance C+2Y 

              
 Not in ARMS 2006    1745 Public Interest Disclosure Legal, Compliance 

and Regulatory 
Affairs 

C+6Y 

            

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

APPENDIX E 

 

Concordance Table 
(ARMS2014 to ARMS2006) 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1000 Building and Land 

Maintenance 

Building and Properties 6Y   2135-02 Alterations and Repairs 6Y 

1000 Building and Land 

Maintenance 

Building and Properties 6Y   2135-50 Damage Case Files SO*+6Y 

1000 Building and Land 

Maintenance 

Building and Properties 6Y   2235-03 Janitorial Services 2Y 

1000 Building and Land 

Maintenance 

Building and Properties 6Y   2235-05 Maintenance Services 6Y 

1000 Building and Land 

Maintenance 

Building and Properties 6Y   2295-02 Inventory SO+2Y 

1000 Building and Land 

Maintenance 

Building and Properties 6Y   2295-03 Zoning SO+2Y 

1000 Building and Land 

Maintenance 

Building and Properties 6Y   2335-03 Grounds Maintenance 2Y 

1000 Building and Land 

Maintenance 

Building and Properties 6Y   2335-60 Improvement Project Files 6Y 

1000 Building and Land 

Maintenance 

Building and Properties 6Y   2435-02 Air 

Conditioning/Ventilation 

2Y 

1000 Building and Land 

Maintenance 

Building and Properties 6Y   2435-03 Heating Systems 2Y 

1000 Building and Land 

Maintenance 

Building and Properties 6Y   2435-04 Humidity Control 2Y 

1000 Building and Land 

Maintenance 

Building and Properties 6Y   2435-05 Refrigeration 2Y 

1000 Building and Land 

Maintenance 

Building and Properties 6Y   2435-50 Systems/Facilities Case 

Files 

SO+6Y 

1000 Building and Land 

Maintenance 

Building and Properties 6Y   2455-02 Disposal of Hazardous 

Materials 

SO+6Y 

1000 Building and Land 

Maintenance 

Building and Properties 6Y   2455-03 Recycling 2Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1000 Building and Land 

Maintenance 

Building and Properties 6Y   2455-50 Garbage Disposal Case 

Files 

2Y 

1005 Building and Land 

Management 

Building and Properties C+15Y   2120-02 Appraisals SO+2Y 

1005 Building and Land 

Management 

Building and Properties C+15Y   2120-60 Acquisition and Disposal 

Case Files 

SO*+10Y 

1005 Building and Land 

Management 

Building and Properties C+15Y   2155-50 Construction Project Case 

Files 

SO*+10Y 

1005 Building and Land 

Management 

Building and Properties C+15Y   2200-50 Expansion/Renovation 

Project Files 

SO*+10Y 

1005 Building and Land 

Management 

Building and Properties C+15Y   2305-02 Appraisals/Valuations 2Y 

1005 Building and Land 

Management 

Building and Properties C+15Y   2305-60 Land Acquisition and 

Disposal Case Files 

SO*+10Y 

1005 Building and Land 

Management 

Building and Properties C+15Y   2320-50 Land Concession Project 

Files 

SO+10Y 

1010 Space Management Building and Properties 6Y   2055-02 Offers of Space 6Y 

1010 Space Management Building and Properties 6Y   2055-03 Planning and Requirements 6Y 

1010 Space Management Building and Properties 6Y   2055-04 Space Allocation SO+6Y 

1010 Space Management Building and Properties 6Y   2055-05 Employee Housing 6Y 

1010 Space Management Building and Properties 6Y   2055-06 Building Floor Plans SO+6Y 

1010 Space Management Building and Properties 6Y   2055-50 Organizational Moves 6Y 

1010 Space Management Building and Properties 6Y   2105-03 Building Standards SO+6Y 

1010 Space Management Building and Properties 6Y   2105-04 Signs SO 

1010 Space Management Building and Properties 6Y   2105-50 Facilities Management Case 

Files 

SO+6Y 

1010 Space Management Building and Properties 6Y   2385-02 Parking Facilities 2Y 

1010 Space Management Building and Properties 6Y   2385-03 Signs 2Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1010 Space Management Building and Properties 6Y   2385-50 Parking Area Project Files 6Y 

1100 Asset Control Equipment and 

Supplies 

6Y   3030-55 Fixed Asset Records SO+6Y 

1100 Asset Control Equipment and 

Supplies 

6Y   3030-60 Assets Loss Inventory SO+6Y 

1100 Asset Control Equipment and 

Supplies 

6Y   3150-02 Asset Transfer and Disposal SO+6Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3000-02 Equipment Loans SO 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3000-03 Supplies 2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3000-50 Equipment Research Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3000-55 Equipment History/Case 

Files 

SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3030-50 Inventories SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3040-03 Supplies 2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3040-50 Equipment Research Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3040-55 Equipment History/Case 

Files 

SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3055-02 Product and Service 

Information 

SO  

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3055-50 Research Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3055-55 History/Case Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3070-03 Supplies 2Y 

1105 Equipment and Supplies Equipment and 3Y   3070-50 Product Research Files SO+2Y 
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ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

Supplies 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3085-03 Supplies 2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3085-04 Cleaning Supplies 2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3085-50 Product Research Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3085-55 Clothing History/Case Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3100-03 Maintenance Issues SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3100-50 Electronic Storage Media – 

Research Files 

SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3100-55 Electronic Storage Media – 

History/Case File 

SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3115-50 Hardware Research Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3115-55 Hardware History/Case 

Files 

SO+3Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3115-60 Hardware Problems and 

Maintenance 

3Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3130-50 Software Research Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3130-55 Software History/Case Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3130-60 Software Problems and 

Maintenance 

2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3150-03 Recycling (Equipment) SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3170-03 Supplies 2Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3170-50 Equipment Research Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3170-55 Equipment History/Case 

Files 

SO+6Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3185-03 Distribution of Food SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3185-50 Food Research Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3205-06 Fuels 2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3215-03 Furniture Acquisition 2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3215-50 Furniture Research Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3215-55 Furniture History/Case Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3240-03 Supplies 2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3240-50 Equipment Research Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3240-55 Equipment History/Case 

Files 

SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3255-03 Supplies 2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3255-50 Equipment Research Files SO+6Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3255-55 Equipment History/Case 

Files 

SO+6Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3265-03 Supplies 2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3265-50 Equipment Research Files SO+2Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3265-55 Equipment History/Case 

Files 

SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3280-03 Supplies 2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3280-50 Equipment Research Files SO+6Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3280-55 Equipment History/Case 

Files 

SO+6Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3295-03 Supplies 2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3295-50 Equipment Research Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3295-55 Equipment History/Case 

Files 

SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3315-03 Office Supplies and 

Stationary 

2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3315-50 Office Machine Research 

Files 

SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3315-55 Office Machine 

History/Case Files 

SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3335-03 Supplies 2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3335-50 Equipment Research Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3335-55 Equipment History/Case 

Files 

SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3420-50 Commercially Developed 

Special Item History/Case 

Files 

SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3420-55 Government Developed 

Special Item History/Case 

SO+2Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3425-02 Frequency Licences SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3425-03 Fax Transmission 

Receipts/Reports 

2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3425-05 Telecommunications 

Services 

2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3425-06 Inventories SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3425-50 Research Files SO+2Y 

1105 Equipment and Supplies Equipment and 

Supplies 

3Y   3425-55 Telecommunications 

Equipment History/Case 

File 

SO+2Y 

1110 Vehicle Management Equipment and 

Supplies 

6Y   3445-02 Private Use of Government 

Vehicles 

SO+2Y 

1110 Vehicle Management Equipment and 

Supplies 

6Y   3445-03 Vehicle Depreciation 2Y 

1110 Vehicle Management Equipment and 

Supplies 

6Y   3445-04 Vehicle Replacement 2Y 

1110 Vehicle Management Equipment and 

Supplies 

6Y   3445-05 Vehicle Inventory SO+2Y 

1110 Vehicle Management Equipment and 

Supplies 

6Y   3445-06 Vehicle Establishment 6Y 

1110 Vehicle Management Equipment and 

Supplies 

6Y   3445-07 Vehicle Fixed Asset 

Records 

SO+6Y 

1110 Vehicle Management Equipment and 

Supplies 

6Y   3445-09 Central Vehicle Agency 

Requisitions 

2Y 

1110 Vehicle Management Equipment and 

Supplies 

6Y   3445-50 Central Vehicle Agency 

Reports 

2Y 

1110 Vehicle Management Equipment and 

Supplies 

6Y   3495-50 Vehicle Research Files SO+6Y 

1110 Vehicle Management Equipment and 6Y   3495-55 Vehicle History/Case Files SO+6Y 
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ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

Supplies 

1110 Vehicle Management Equipment and 

Supplies 

6Y   3515-50 Vehicle Research Files SO+6Y 

1110 Vehicle Management Equipment and 

Supplies 

6Y   3515-55 Vehicle History/Case Files SO+6Y 

1110 Vehicle Management Equipment and 

Supplies 

6Y   3530-50 Vehicle Research Files SO+6Y 

1110 Vehicle Management Equipment and 

Supplies 

6Y   3530-55 Vehicle History/Case Files SO+6Y 

1200 Accounting Finance 6Y   2020-02 Adjustments Requests 2Y 

1200 Accounting Finance 6Y   2020-03 Billing Advice 2Y 

1200 Accounting Finance 6Y   2020-06 Accommodation/Portfolio 

Review 

6Y 

1200 Accounting Finance 6Y   2020-08 Charges 6Y 

1200 Accounting Finance 6Y   4020-02 Accounting Codes SO+2Y 

1200 Accounting Finance 6Y   4020-04 Interest Rates on Overdue 

Accounts 

6Y 

1200 Accounting Finance 6Y   4020-05 Security Deposits/Letters of 

Credit 

6Y 

1200 Accounting Finance 6Y   4020-06 General Ledgers/Final Entry 

Summaries 

6Y 

1200 Accounting Finance 6Y   4020-07 Public Accounts Preparation 

Records 

6Y 

1200 Accounting Finance 6Y   4020-50 Reconciliations 6Y 

1200 Accounting Finance 6Y   4040-02 Cash Mail Records 6Y 

1200 Accounting Finance 6Y   4040-03 Cash Input Documents 6Y 

1200 Accounting Finance 6Y   4040-04 Cash Receipt Journals 6Y 

1200 Accounting Finance 6Y   4260-02 Returned and NSF Cheques 6Y 

1200 Accounting Finance 6Y   4260-03 Payment Vouchers 6Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1200 Accounting Finance 6Y   4260-04 Journal Vouchers 6Y 

1200 Accounting Finance 6Y   4260-05 Deposits 6Y 

1200 Accounting Finance 6Y   4260-06 Travel Vouchers 6Y 

1200 Accounting Finance 6Y   4260-08 Replacement (In-lieu) 

Cheques 

6Y 

1200 Accounting Finance 6Y   4260-09 Batch Control 6Y 

1200 Accounting Finance 6Y   4260-10 Cheque Requisitions 6Y 

1205 Accounts – Payable Finance 6Y   4060-02 Overdue Accounts 6Y 

1205 Accounts – Payable Finance 6Y   4060-03 Invoice Summary Sheets 6Y 

1205 Accounts – Payable Finance 6Y   4060-04 Timeliness of Payment 

Reports 

6Y 

1205 Accounts – Payable Finance 6Y   4060-05 Refunds to Vote 6Y 

1205 Accounts – Payable Finance 6Y   4060-06 Payment Errors and 

Compliance Reports 

6Y 

1205 Accounts – Payable Finance 6Y   4060-07 Refunds 6Y 

1205 Accounts – Payable Finance 6Y   4060-50 Equalized Payments 6Y 

1205 Accounts – Payable Finance 6Y   4060-55 Accounts Payable 6Y 

1205 Accounts – Payable Finance 6Y   4060-60 Statements of Account 6Y 

1210 Accounts – Receivable Finance 6Y   4080-50 Cash Register Tapes 6Y 

1210 Accounts – Receivable Finance 6Y   4080-65 Outstanding Accounts SO+6Y 

1210 Accounts – Receivable Finance 6Y   4080-70 Write-Offs (uncollectible 

accounts) 

SO+6Y 

1210 Accounts – Receivable Finance 6Y   4080-75 Accounts Receivable 6Y 

1215 Advances – Accountable Finance 6Y   4100-02 Float 6Y 

1215 Advances – Accountable Finance 6Y   4100-03 Petty Cash 6Y 

1215 Advances – Accountable Finance 6Y   4100-04 Salary 6Y 

1215 Advances – Accountable Finance 6Y   4100-05 Imprest Accounts 6Y 

1215 Advances – Accountable Finance 6Y   4100-06 Other Advances 6Y 
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Record Series Section Retention Secondary 
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Secondary Title Retention 

1220 Banks and Banking Finance 6Y   4180-02 Bank and Financial 

Institution Addresses and 

Account Numbers 

SO  

1220 Banks and Banking Finance 6Y   4180-50 Bank Accounts 6Y 

1220 Banks and Banking Finance 6Y   4180-55 Trust Accounts 6Y 

1225 Budgets Finance 6Y   4140-02 Reallocation of Funds 6Y 

1225 Budgets Finance 6Y   4230-03 Working Papers 6Y 

1225 Budgets Finance 6Y   4230-04 Budget Submissions 6Y 

1225 Budgets Finance 6Y   4230-05 Finalization Minutes 6Y 

1225 Budgets Finance 6Y   4230-50 Budget Forecasts 6Y 

1225 Budgets Finance 6Y   4230-55 Budget Development 

Packages 

6Y 

1225 Budgets Finance 6Y   4230-60 Approved Budgets 6Y 

1225 Budgets Finance 6Y   4430-50 Funds Case Files 6Y 

1230 Claims Finance C+6Y   4280-50 Claim Case Files SO*+6Y 

1235 Expenditure Control Finance 6Y   4340-02 Credit/Purchase Card 

Issuance 

6Y 

1235 Expenditure Control Finance 6Y   4340-04 Expenditure Reduction 

Exercise 

6Y 

1235 Expenditure Control Finance 6Y   4340-50 Expenditure Forecasts 6Y 

1235 Expenditure Control Finance 6Y   4360-02 Appropriation and 

Commitment Control 

6Y 

1235 Expenditure Control Finance 6Y   4360-50 Authorizations for 

Expenditure 

6Y 

1235 Expenditure Control Finance 6Y   4360-55 Commitment Fund Case 

Files 

6Y 

1235 Expenditure Control Finance 6Y   4480-50 Claim Case Files 6Y 

1235 Expenditure Control Finance 6Y   4560-02 Relocation 6Y 
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1235 Expenditure Control Finance 6Y   4560-03 Ministers’ Travel Expenses 6Y 

1235 Expenditure Control Finance 6Y   4560-04 Non-governmental 

Personnel 

6Y 

1235 Expenditure Control Finance 6Y   4560-65 Travel Case Files 6Y 

1240 Garnishees and Third Party 

Demands 

Finance 6Y   4440-50 Setoffs SO+6Y 

1240 Garnishees and Third Party 

Demands 

Finance 6Y   4440-55 Requirements to Pay SO+6Y 

1240 Garnishees and Third Party 

Demands 

Finance 6Y   4440-60 Garnishees SO+6Y 

1240 Garnishees and Third Party 

Demands 

Finance 6Y   4440-70 Other Encumbrances SO+6Y 

1240 Garnishees and Third Party 

Demands 

Finance 6Y   4440-75 Third Party Demands SO+6Y 

1245 Grants Finance 6Y   4460-02 Grant Applications 6Y 

1245 Grants Finance 6Y   4460-50 Grant Management Files SO+6Y 

1250 Revenue Control Finance 6Y   4520-02 Revenue Accounts 6Y 

1250 Revenue Control Finance 6Y   4520-03 Suspense Accounts 6Y 

1250 Revenue Control Finance 6Y   4520-04 Recoverable Amounts 6Y 

1250 Revenue Control Finance 6Y   4520-50 Cost Recoveries 6Y 

1250 Revenue Control Finance 6Y   4520-55 Revenue Forecasts 6Y 

1255 Taxes Finance 6Y   4540-02 Goods and Services Tax 6Y 

1255 Taxes Finance 6Y   4540-03 Provincial Sales Tax 6Y 

1255 Taxes Finance 6Y   4540-04 Other Taxes 6Y 

1260 Treasury Board Finance 6Y   4580-02 Special Warrants 6Y 

1260 Treasury Board Finance 6Y   4580-50 Treasury Board 

Submissions/Approvals 

6Y 
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1260 Treasury Board Finance 6Y   4580-60 Treasury Board Orders and 

Directives 

SO+6Y 

1260 Treasury Board Finance 6Y   4580-65 Treasury Board Minutes SO+6Y 

1300 Audits and Compliance 

Reviews 

Governance 6Y   4160-02 Provincial Comptroller 

Audits 

6Y 

1300 Audits and Compliance 

Reviews 

Governance 6Y   4160-03 Provincial Auditor Audits 6Y 

1300 Audits and Compliance 

Reviews 

Governance 6Y   4160-04 Internal Audits 6Y 

1300 Audits and Compliance 

Reviews 

Governance 6Y   4160-05 Other Audit and Reviews 6Y 

1305 Board of Directors 

Appointments – Internal 

Governance C+2Y   1230-55 Board of Directors SO*+2Y 

1310 Board of Directors – 

Internal 

A – Board Minutes 

Governance C   1230-55 Board of Directors SO*+2Y 

1310 Board of Directors - 

Internal 

B – Meeting Documentation 

 

Governance 6Y   1230-55 Board of Directors SO*+2Y 

1315 Cabinet Governance 10Y   1170-02 Cabinet Items SO+6Y 

1315 Cabinet Governance 10Y   1170-04 Ministers’ Orders SO+6Y 

1315 Cabinet Governance 10Y   1170-05 Orders-in-Council SO+6Y 

1320 Committees and 

Commissions 

Governance 6Y   1215-50 General Committees SO+6Y 

1320 Committees and 

Commissions 

Governance 6Y   1220-50 Cabinet Committees SO+6Y 

1320 Committees and 

Commissions 

Governance 6Y   1230-50 Internal Committees SO+6Y 
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1320 Committees and 

Commissions 

Governance 6Y   1235-50 Committees SO+6Y 

1320 Committees and 

Commissions 

Governance 6Y   1240-50 International Committees SO+6Y 

1320 Committees and 

Commissions 

Governance 6Y   1245-50 Inter-

provincial/Territorial/Federa

l Committee 

SO+6Y 

1320 Committees and 

Commissions 

Governance 6Y   1760-55 Records Management 

Committee 

SO+6Y 

1325 Delegation of Authority Governance C+6Y   1355-02 Cancelled Authorities 6Y 

1325 Delegation of Authority Governance C+6Y   1355-03 Authorities SO+6Y 

1330 Evaluation and Review Governance 6Y   1680-60 Evaluation and Reviews 6Y 

1330 Evaluation and Review Governance 6Y   1900-55 Performance Measurements 6Y 

1335 Executive Services Governance 6Y   1380-50 Executive Briefing 

Documents 

SO+6Y 

1335 Executive Services Governance 6Y   1380-55 Executive Correspondence 

Referrals 

6Y 

1335 Executive Services Governance 6Y   1380-60 Executive Issues SO+6Y 

1335 Executive Services Governance 6Y   1380-65 Program Monitoring 

Information 

SO+6Y 

1340 Legislative Matters Governance 6Y   1555-03 Questions and Motions for 

Return 

6Y 

1340 Legislative Matters Governance 6Y   1555-04 Throne Speech Material 6Y 

1340 Legislative Matters Governance 6Y   4020-03 Motion for Returns 

(Financial Only) 

6Y 

1345 Organization Governance 10Y   1025-02 Administration History SO+6Y 

1345 Organization Governance 10Y   1025-04 Organization and 

Responsibilities 

SO+6Y 
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1345 Organization Governance 10Y   1025-06 Reorganization SO+6Y 

1345 Organization Governance 10Y   1025-07 Mission/Vision Statements SO+6Y 

1350 Planning Governance 10Y   1645-02 Financial 6Y 

1350 Planning Governance 10Y   1645-03 Personnel 6Y 

1350 Planning Governance 10Y   1645-50 Project Files SO+6Y 

1350 Planning Governance 10Y   1680-50 Planning Files SO+6Y 

1350 Planning Governance 10Y   1680-55 Program Implementation 

Files 

SO+6Y 

1350 Planning Governance 10Y   1845 Records Relating to Risk 

Management 

SO+6Y 

1350 Planning Governance 10Y   1900-50 Planning Files 6Y 

1350 Planning Governance 10Y   5295-02 Human Resource Planning 6Y 

1350 Planning Governance 10Y   5295-04 Technical Change 6Y 

1350 Planning Governance 10Y   5295-05 Establishment Control Files SO+6Y 

1355 Policy  Governance C+6Y   1775-06 Data Entry and Processing 2Y 

1355 Policy Governance C+6Y   1780-50 Schedule Case Files SO+6Y 

1355 Policy  Governance C+6Y   2000-00 Policy and Procedure SO+6Y 

1355 Policy  Governance C+6Y   2415-00 Policy and Procedure SO+6Y 

1355 Policy  Governance C+6Y   4380-02 Fee Information and 

Schedules 

SO+2Y 

1355 Policy  Governance C+6Y   5000-00 Policy and Procedure SO+6Y 

1355 Policy  Governance C+6Y   5045-00 Policy and Procedure SO+6Y 

1355 Policy  Governance C+6Y   5060-02 Deferred Salary Leave 6Y 

1355 Policy  Governance C+6Y   5060-03 Travel Insurance SO+2Y 
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1355 Policy  Governance C+6Y   5060-04 Allowances and 

Differentials 

SO+2Y 

1355 Policy  Governance C+6Y   5060-05 Northern Allowances SO+2Y 

1355 Policy  Governance C+6Y   5060-06 Pensions and 

Superannuation 

SO+2Y 

1355 Policy Governance C+6Y  5060-07 Group Life SO+2Y 

1355 Policy  Governance C+6Y   5060-08 Medical and Dental SO+2Y 

1355 Policy  Governance C+6Y   5060-09 Disability Income SO+2Y 

1355 Policy  Governance C+6Y   5060-10 Employment Insurance SO+2Y 

1355 Policy  Governance C+6Y   5060-11 Other Benefits SO+2Y 

1355 Policy  Governance C+6Y   5080-02 Bonds 6Y 

1355 Policy  Governance C+6Y   5080-03 Parking SO  

1355 Policy  Governance C+6Y   5080-04 Other Services 6Y 

1355 Policy  Governance C+6Y   5175-03 Conflict of 

Interest/Approval for 

Outside Employment 

SO+6Y 

1355 Policy  Governance C+6Y   5175-04 Code of Conduct SO+6Y 

1355 Policy  Governance C+6Y   5280-02 Hours of Work 6Y 

1355 Policy  Governance C+6Y   5280-03 Job Sharing SO+6Y 

1355 Policy  Governance C+6Y   5280-05 Exemptions SO+6Y 

1355 Policy  Governance C+6Y   5280-06 Work Schedules 2Y 

1355 Policy  Governance C+6Y   5475-05 Employee Leave and 

Attendance 

6Y 

1355 Policy  Governance C+6Y   5555-02 Human Resources 

Manuals/Directives 

SO+6Y 

1355 Policy  Governance C+6Y   5600-02 Salary Administration SO+6Y 

1355 Policy  Governance C+6Y   5600-03 Salary Schedules SO+6Y 

1355 Policy  Governance C+6Y   5600-04 Overtime Pay Schedules SO+6Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1355 Policy  Governance C+6Y   5600-05 Merit/Performance Pay SO+6Y 

1355 Policy  Governance C+6Y   5600-06 Temporary Pay Adjustments SO+6Y 

1355 Policy  Governance C+6Y   5600-55 Bargaining Unit 

Compensation Issues 

SO+6Y 

1355 Policy  Governance C+6Y   5615-02 Job Abolition Bumping 

Lists 

SO+6Y 

1355 Policy  Governance C+6Y   5615-04 Severance 6Y 

1355 Policy  Governance C+6Y   5615-05 Layoffs 6Y 

1355 Policy  Governance C+6Y   5615-06 Abandonment’s of Positions 6Y 

1355 Policy  Governance C+6Y   5615-07 Resignations 6Y 

1360 Procedures, Guidelines, and 

Standards 

Governance C+6Y   1205-50 Administrative and 

Operational Manuals 

SO+6Y 

1360 Procedures, Guidelines, and 

Standards 

Governance C+6Y   1205-55 External Circulars and 

Directives 

SO+6Y 

1360 Procedures, Guidelines, and 

Standards 

Governance C+6Y   1205-60 Internal Circulars and 

Directives 

SO+6Y 

1360 Procedures, Guidelines, and 

Standards 

Governance C+6Y   1520-02 Communication Guidelines SO+2Y 

1360 Procedures, Guidelines, and 

Standards 

Governance C+6Y   1775-04 Technical Guidelines SO+6Y 

1360 Procedure, Guidelines and 

Standards 

Governance C+6Y   4000-02 Provincial Comptroller 

Directives 

SO 

1360 Procedures, Guidelines, and 

Standards 

Governance C+6Y   6000-02 Standards SO+6Y 

1360 Procedures, Guidelines, and 

Standards 

Governance C+6Y   6030-02 Standards SO+6Y 
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1360 Procedures, Guidelines, and 

Standards 

Governance C+6Y   6060-02 Standards SO+6Y 

1360 Procedures, Guidelines, and 

Standards 

Governance C+6Y   6080-02 Standards SO+6Y 

1360 Procedures, Guidelines, and 

Standards 

Governance C+6Y   6100-02 Standards SO+6Y 

1360 Procedures, Guidelines, and 

Standards 

Governance C+6Y   6120-02 Standards SO+6Y 

1360 Procedures, Guidelines, and 

Standards 

Governance C+6Y   6140-02 Standards SO+6Y 

1360 Procedures, Guidelines, and 

Standards 

Governance C+6Y   6160-02 Standards SO+6Y 

1360 Procedures, Guidelines, and 

Standards 

Governance C+6Y   6200-02 Standards SO+6Y 

1360 Procedure, Guidelines and 

Standards 

Governance C+6Y   6180-02 Standards SO+6Y 

1400 Classification Human Resources C+6Y   5160-02 Classification Issues 6Y 

1400 Classification Human Resources C+6Y   5160-04 Organization 6Y 

1400 Classification Human Resources C+6Y   5160-50 Position History Files SO+6Y 

1400 Classification Human Resources C+6Y   5160-55 Reclassification, Position 

Reviews and Appeal 

SO*+6Y 

1400 Classification Human Resources C+6Y   5160-60 Job Standards SO+6Y 

1410 Employee Leave and 

Attendance 

A – Timecard information 

captured in government 

payroll system 

Human Resources 7Y   5190-70 Leave and Attendance (by 

employee) 

SO**+5Y 

1410 Employee Leave and 

Attendance 

B (1) – Timecards 

maintained as the only 

Human Resources 55Y   5190-75 Leave and Attendance 

(where not on individual 

employee file) 

55Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

record of  Leave and 

Attendance 

1410 Employee Leave and  

Attendance 

B (2) – Routine Leave and  

Attendance Information 

Human Resources 7Y  5190-75 Leave and Attendance 

(where not on individual 

employee file) 

55Y 

1415 Employee Record Human Resources C   5190-50 Employee File (by 

employee) 

SO* 

1415 Employee Record Human Resources C   5190-60 Pay Records SO* 

1415 Employee Record Human Resources C   5190-65 Pay Records (where not on 

individual pay files 

55Y 

1415 Employee Record Human Resources C   5190-80 Hours of Work (by 

employee) 

SO**+5Y 

1415 Employee Record Human Resources C   5190-85 Hours of Work (where not 

in individual hours o 

55Y 

N/A, 1415  

(if 

necessary) 

Employee Income Tax Human Resources 7Y   5190-90 Income Tax Forms 

(completed) 

SO+7Y 

1420 Grievances, Complaints and 

Arbitration 

Human Resources C+6Y   5445-50 Grievance and Complaints 

Case Files 

SO*+6Y 

1420 Grievances, Complaints and 

Arbitration 

Human Resources C+6Y   5445-55 Arbitration Case Files SO*+6Y 

1425 Health and Safety Human Resources 6Y   5015-50 Non-Compensable 

Accidents 

6Y 

1425 Health and Safety Human Resources 6Y   5265-03 Occupational Health 6Y 

1425 Health and Safety Human Resources 6Y   5265-50 Hazardous Material 

Information 

SO+6Y 

1430 Human Resource Programs Human Resources 6Y   5030-50 Recognition Programs 6Y 

1430 Human Resources Programs Human Resources 6Y   5205-02 Employment Equity 6Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1430 Human Resources Programs Human Resources 6Y   5205-50 Employment Equity 

Programs 

SO+6Y 

1430 Human Resource Programs Human Resources 6Y   5265-02 Employee Assistance 

Programs 

SO+6Y 

1430 Human Resource Programs Human Resources 6Y   5330-50 Case Files SO+6Y 

1430 Human Resource Programs Human Resources 6Y   5585-02 Pre-Retirement 

Benefits/Programs 

SO+6Y 

1430 Human Resource Programs Human Resources 6Y   5585-03 Retirement Programs SO+6Y 

1430 Human Resource Programs Human Resources 6Y   5585-04 List of Retirees and Options 

Chosen 

SO+2Y 

1430 Human Resource Programs Human Resources 6Y   5615-03 Staff Reduction Programs SO+6Y 

1430 Human Resource Programs Human Resources 6Y   5845-50 Volunteer 

Programs/Activities 

SO+2Y 

1430 Human Resource Programs Human Resources 6Y   5860-50 Employee Health and 

Wellness Programs 

SO+6Y 

1435 Human Rights Issues Human Resources C+6Y   5305-02 Human Rights Issues SO+6Y 

1435 Human Rights Issues Human Resources C+6Y   5305-50 Case Files SO*+6Y 

1440 Labour Issues Human Resources 6Y   5355-02 Labour Issues SO+6Y 

1445 Labour Relations Human Resources 6Y   5355-03 Union Relations SO+6Y 

1445 Labour Relations Human Resources 6Y   5355-55 Bargaining Agent 

Certification Orders 

SO+6Y 

1445 Labour Relations Human Resources 6Y   5400-02 Negotiations SO+6Y 

1445 Labour Relations Human Resources 6Y   5400-03 Proposals SO+6Y 

1445 Labour Relations Human Resources 6Y   5400-04 Interpretations SO+6Y 

1445 Labour Relations Human Resources 6Y   5400-50 Collective Agreements SO+6Y 

1445 Labour Relations Human Resources 6Y   5415-03 Precedent Files SO+6Y 
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ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1445 Labour Relations Human Resources 6Y   5415-50 Individual Case Files SO* 

1445 Labour Relations Human Resources 6Y   5430-50 Case Files SO+6Y 

1450 Performance/ 

Probationary Reviews 

Human Resources 6Y   5525-04 Work Plans 6Y 

1450 Performance/ 

Probationary Reviews 

Human Resources 6Y   5525-05 Performance/Probationary 

Reviews 

6Y 

1455 Salary Disputes Human Resources C+6Y   5600-50 Salary Disputes SO*+6Y 

1460 Staffing Human Resources 6Y   5240-50 Case Files (by location) SO+6Y 

1460 Staffing Human Resources 6Y   5540-50 Case Files SO+6Y 

1460 Staffing Human Resources 6Y   5630-50 Testing 6Y 

1460 Staffing Human Resources 6Y   5645-02 Acting and Temporary 

Appointments 

SO+6Y 

1460 Staffing Human Resources 6Y   5645-04 Exchanges SO+6Y 

1460 Staffing Human Resources 6Y   5660-02 Interview Formats and 

Questions 

SO+6Y 

1460 Staffing Human Resources 6Y   5660-03 Selection Standards SO+6Y 

1460 Staffing Human Resources 6Y   5660-50 Competition Files SO+6Y 

1460 Staffing Human Resources 6Y   5680-03 Recruitment Case Files SO+2Y 

1460 Staffing Human Resources 6Y   5680-05 Programs SO+6Y 

1460 Staffing Human Resources 6Y   5680-06 Staffing Requisitions 2Y 

1460 Staffing Human Resources 6Y   5750-02 Re-employment Lists SO+6Y 

1465 Training and Development Human Resources 6Y   1255-50 Establishment and 

Organization Case Files 

SO+6Y 

1465 Training and Development Human Resources 6Y   1255-55 Participation Case Files 6Y 

1465 Training and Development Human Resources 6Y   5785-02 Education Leave 6Y 

1465 Training and Development Human Resources 6Y   5785-50 Staff Development, 

Training and Programs Case 

SO+6Y 
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ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

Files 

1465 Training and Development Human Resources 6Y   5800-02 Course Packages SO+6Y 

1465 Training and Development Human Resources 6Y   5800-03 Training Program Packages SO+6Y 

1465 Training and Development Human Resources 6Y   5800-50 Course and Training Case 

Files (for courses de 

6Y 

1465 Training and Development Human Resources 6Y   5815-03 Resource 

Personnel/Facilitators 

SO+2Y 

1465 Training and Development Human Resources 6Y   5815-04 Training Equipment SO+2Y 

1470 Workers' Compensation 

Board Claims 

Human Resources C+6Y   5015-55 Workers’ Compensation 

Board Claims 

SO*+6Y 

1500 Books and Publications Information Services 6Y   1450-05 Publication Inventory SO+2Y 

1500 Books and Publications Information Services 6Y   1450-06 Publication Listing SO+2Y 

1500 Books and Publications Information Services 6Y   1450-07 Publication Pricing SO+2Y 

1500 Books and Publications Information Services 6Y   1450-09 Publication Distribution File SO+2Y 

1500 Books and Publications Information Services 6Y   1450-60 Publication Requests 2Y 

1500 Books and Publications Information Services 6Y   1455-02 Originals Used for 

Publications 

SO+6Y 

1500 Books and Publications Information Services 6Y   1455-50 Publication Development 

Files 

SO+6Y 

1500 Books and Publications Information Services 6Y   1565-02 Manuscripts and 

Unpublished Reports 

SO 

1505 Inquiries Information Services 2Y   1475-55 Inquiries and Responses 2Y 

1505 Inquiries Information Services 2Y   5175-02 Information Requests 6Y 
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ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1510 Library Services Information Services 2Y   1575-02 Maintenance 2Y 

1510 Library Services Information Services 2Y   1580-03 Cataloguing in Publication 

Programs 

2Y 

1510 Library Services Information Services 2Y   1580-04 Library Classification 

Schedules 

SO+2Y 

1510 Library Services Information Services 2Y   1580-05 Descriptive Cataloguing 

Manuals 

SO+2Y 

1510 Library Services Information Services 2Y   1580-06 Indexes to Catalogued 

Materials 

SO+2Y 

1510 Library Services Information Services 2Y   1580-07 Library Coding Input Entry 

Forms (completed) 

SO 

1510 Library Services Information Services 2Y   1580-08 Library Holdings Lists SO 

1510 Library Services Information Services 2Y   1580-09 Subject Analysis Standards SO+2Y 

1510 Library Services Information Services 2Y   1585-06 Subscription Agency 

Services 

2Y 

1510 Library Services Information Services 2Y   1585-07 Subscription and Renewals 2Y 

1510 Library Services Information Services 2Y   1585-08 Acquisition Lists 2Y 

1510 Library Services Information Services 2Y   1595-02 Interlibrary Loans SO 

1510 Library Services Information Services 2Y   1595-50 Circulation Records SO 

1510 Library Services Information Services 2Y   1605-02 On-line Search Services SO 

1510 Library Services Information Services 2Y   1605-50 Reference Requests SO 

1510 Library Services Information Services 2Y   1605-55 Reading Room Requests SO 

1510 Library Services Information Services 2Y   1605-60 Telephone Requests SO 

1510 Library Services Information Services 2Y   1605-65 Written Requests SO 

1515 Records Management Information Services 6Y   1745-02 File Control SO+2Y 

1515 Records Management Information Services 6Y  1745-04 Saskatchewan Archives 

Board Finding Aids 

SO+2Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1515 Records Management Information Services 6Y   1745-05 Conservation Issues SO+6Y 

1515 Records Management Information Services 6Y   1745-50 Implementation Projects SO+6Y 

1515 Records Management Information Services 6Y   1760-50 Program Development Case 

Files 

SO+6Y 

1515 Records Management Information Services 6Y   1760-60 Records Management 

Project Case Files 

SO+6Y 

1515 Records Management Information Services 6Y   1770-05 Release of Information 6Y 

1515 Records Management Information Services 6Y   1770-06 Transborder Data Flow 6Y 

1515 Records Management Information Services 6Y   1770-07 Impact Assessments SO+6Y 

1515 Records Management Information Services 6Y   1770-55 Project Files SO+6Y 

1515 Records Management Information Services 6Y   1775-50 Projects SO+6Y 

1520 Records Management – 

Access and Privacy 

Information Services 6Y   1770-03 Personal Information Banks SO+2Y 

1520 Records Management – 

Access and Privacy 

Information Services 6Y   1810-50 Access to Information 

Requests Case Files 

SO+6Y 

1520 Records Management – 

Access and Privacy 

Information Services 6Y   1810-55 Privacy Complaints and 

Issues 

SO+6Y 

1525 Records Management - 

Disposition 

Information Services 50Y   1780-55 Other Disposal Authorities SO+6Y 

1525 Records Management – 

Disposition 

Information Services 50Y   1800-05 Disposal Requests and 

Approvals 

100Y 

1525 Records Management – 

Disposition 

Information Services 50Y   1800-06 Lists of Records Transferred 

to and from Other 

100Y 

1530 Records Management – 

Storage and Retrieval 

Information Services C+2Y   1800-04 Documentation of Transfers 

to Storage 

SO*+6Y 

1530 Records Management – 

Storage and Retrieval 

Information Services C+2Y   1800-07 Records Retrieval Case 

Files 

SO 

1535 Research, Studies and 

Surveys 

Information Services 6Y   1515-50 Polls and Surveys 6Y 
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ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1535 Research, Studies and 

Surveys 

Information Services 6Y   1515-55 Research Issues 6Y 

1535 Research, Studies and 

Surveys 

Information Services 6Y   5770-50 Studies and Surveys 6Y 

1600 System Development Information Systems 

and Technology 

C+2Y   1525-50 Website Development Files SO+6Y 

1600 System Development Information Systems 

and Technology 

C+2Y   6030-03 Planning and Review SO+6Y 

1600 System Development Information Systems 

and Technology 

C+2Y   6030-50 Research and Evaluations SO+6Y 

1600 System Development Information Systems 

and Technology 

C+2Y   6030-55 Projects SO+6Y 

1600 System Development Information Systems 

and Technology 

C+2Y   6060-55 Database Planning and 

Design 

SO*+6Y 

1600 System Development Information Systems 

and Technology 

C+2Y   6060-60 Database Maintenance SO*+2Y 

1600 System Development Information Services C+2Y   6100-50 Development Projects SO+3Y 

1600 System Development Information Services C+2Y   6100-70 Network Maintenance SO+2Y 

1600 System Development Information Services C+2Y   6120-50 Projects SO*+2Y 

1600 System Development Information Services C+2Y   6120-55 Project Management SO*+2Y 

1600 System Development Information Services C+2Y   6120-60 Planning and Initiation SO*+2Y 

1600 System Development Information Services C+2Y   6120-65 Requirements Analysis SO*+2Y 

1600 System Development Information Services C+2Y   6120-70 Design SO*+2Y 
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Record Series Section Retention Secondary 
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Secondary Title Retention 

1600 System Development Information Services C+2Y   6120-75 Construction SO*+2Y 

1600 System Development Information Services C+2Y   6120-80 Testing SO*+2Y 

1600 System Development Information Services C+2Y   6120-85 Deployment SO*+2Y 

1600 System Development Information Services C+2Y   6120-90 System Documentation SO*+2Y 

1600 System Development Information Services C+2Y   6120-95 User Documentation SO*+2Y 

1600 System Development Information Systems 

and Technology 

C+2Y   6140-50 Maintenance Case files SO*+2Y 

1600 System Development Information Systems 

and Technology 

C+2Y   6200-55 Backup/Recovery 

Procedures 

SO+3Y 

1605 System Operations Information Systems 

and Technology 

3Y   6000-50 Service Requests 3Y 

1605 System Operations Information Systems 

and Technology 

3Y   6060-65 Performance Monitoring 

and Evaluation 

3Y 

1605 System Operations Information Systems 

and Technology 

3Y   6080-50 Help Center/Help Desk 3Y 

1605 System Operations Information Systems 

and Technology 

3Y   6080-55 Information Retrieval 

Services 

2Y 

1605 System Operations Information Systems 

and Technology 

3Y   6080-60 Training and Support 3Y 

1605 System Operations Information Services 3Y   6100-65 Performance Monitoring 

and Evaluation 

SO+3Y 

1605 System Operations Information Systems 

and Technology 

3Y   6160-60 Problems and Incidents 3Y 

1605 System Operations Information Systems 

and Technology 

3Y   6160-65 Space Management 3Y 
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Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1605 System Operations Information Systems 

and Technology 

3Y   6160-70 System Monitoring 3Y 

1605 System Operations Information Systems 

and Technology 

3Y   6200-50 Access Controls SO+2Y 

1700 Acts and Legislation Legal, Compliance and 

Regulatory Affairs 

10Y   1035-50 Comparative Studies 6Y 

1700 Acts and Legislation Legal, Compliance and 

Regulatory Affairs 

10Y   1035-60 Issues SO+6Y 

1700 Acts and Legislation Legal, Compliance and 

Regulatory Affairs 

10Y   1070-50 Legislation Case Files SO+6Y 

1700 Acts and Legislation Legal, Compliance and 

Regulatory Affairs 

10Y   1070-55 Regulations Case Files SO+6Y 

1700 Acts and Legislation Legal, Compliance and 

Regulatory Affairs 

10Y   1070-60 Emergency Orders SO+6Y 

1700 Acts and Legislation Legal, Compliance and 

Regulatory Affairs 

10Y   1080-50 Saskatchewan Government 

Legislation and Regulations 

SO+6Y 

1700 Acts and Legislation Legal, Compliance and 

Regulatory Affairs 

10Y   1080-55 Federal Government 

Legislation and Regulations 

SO+6Y 

1700 Acts and Legislation Legal, Compliance and 

Regulatory Affairs 

10Y   1080-60 Other Provincial /Territorial 

Legislation and  

SO+6Y 

1700 Acts and Legislation Legal, Compliance and 

Regulatory Affairs 

10Y   1080-65 Local Authorities SO+6Y 

1700 Acts and Legislation Legal, Compliance and 

Regulatory Affairs 

10Y   1080-70 International Bills, Acts and 

Legislation 

SO+6Y 

1705 Agreements and Contracts – 

Major 

B –  Non-Approved 

Legal, Compliance and 

Regulatory Affairs 

6Y   1100-50 Non-approved Federal 

Agreements 

SO+6Y 

1705 Agreements and Contracts –  

Major 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+15Y   1100-55 Approved Federal 

Agreements 

SO*+15Y 
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Number 
Record Series Section Retention Secondary 
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1705 Agreements and Contracts – 

Major 

B –  Non-Approved 

Legal, Compliance and 

Regulatory Affairs 

6Y   1105-50 Non-approved Foreign 

Agreements 

SO+6Y  

1705 Agreements and Contracts –  

Major 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+15Y   1105-55 Approved Foreign 

Agreements 

SO*+6Y 

1705 Agreements and Contracts – 

Major 

B –  Non-Approved 

Legal, Compliance and 

Regulatory Affairs 

6Y   1115-50 Non-Approved Inter-

Provincial and Territorial  

SO+6Y 

1705 Agreements and Contracts –  

Major 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+15Y   1115-55 Approved Inter-Provincial 

and Territorial Agreements 

SO*+6Y 

1705 Agreements and Contracts – 

Major 

B –  Non-Approved 

Legal, Compliance and 

Regulatory Affairs 

6Y   1120-50 Non-approved Intra-

Provincial Agreements 

SO+6Y 

1705 Agreements and Contracts –  

Major 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+15Y   1120-55 Approved Intra-Provincial 

Agreements 

SO*+6Y 

1705 Agreements and Contracts – 

Major 

B –  Non-Approved 

Legal, Compliance and 

Regulatory Affairs 

6Y   1125-50 Non-Approved Education 

Authority Agreements 

SO+6Y 

1705 Agreements and Contracts –  

Major 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+15Y   1125-55 Approved Educational 

Authority Agreements 

SO*+6Y 

1705 Agreements and Contracts – 

Major 

B –  Non-Approved 

Legal, Compliance and 

Regulatory Affairs 

6Y   1125-60 Non-approved Municipal 

Agreements 

SO+6Y 

1705 Agreements and Contracts –  

Major 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+15Y   1125-65 Approved Municipal 

Agreements 

SO*+6Y 
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1705 Agreements and Contracts – 

Major 

B –  Non-Approved 

Legal, Compliance and 

Regulatory Affairs 

6Y   1125-70 Other Non-Approved Local 

Authority Agreements 

SO+6Y 

1705 Agreements and Contracts –  

Major 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+15Y   1125-75 Other Approved Local 

Authority Agreements 

SO*+6Y 

1705 Agreements and Contracts – 

Major 

Legal, Compliance and 

Regulatory Affairs 

C+15Y   2035-50 Construction Contracts SO*+10Y 

1705 Agreements and Contracts – 

Major 

Legal, Compliance and 

Regulatory Affairs 

C+15Y   2035-55 Land Contracts SO*+10Y 

1705 Agreements and Contracts –  

Major 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+15Y   4120-50 Federal Agreements SO*+15Y 

1705 Agreements and Contracts –  

Major 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+15Y   4120-55 Local Government 

Agreements 

SO*+6Y 

1705 Agreements and Contracts –  

Major 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+15Y   4120-60 Foreign Agreements SO*+6Y 

1705 Agreements and Contracts –  

Major 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+15Y   4120-65 Provincial Agreements SO*+6Y 

1705 Agreements and Contracts –  

Major 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+15Y   4120-70 Crown Corporation 

Agreements 

SO*+6Y 

1705 Agreements and Contracts –  

Major 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+15Y   4120-75 Other Agreements SO*+6Y 
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Secondary Title Retention 

1705 Agreements and Contracts –  

Major 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+15Y   4300-04 Contract Bids/Tender Bonds SO*+6Y 

1705 Agreements and Contracts – 

Major 

B –  Non-Approved 

Legal, Compliance and 

Regulatory Affairs 

6Y   4300-05 Rejected/Denied Contracts 6Y 

1705/ 

1710 

Agreements and Contracts Legal, Compliance and 

Regulatory Affairs 

*See 

ARMS 

2014 

  1090-02 Agreements Register 6Y 

1705/ 

1710 

Agreements and Contracts Legal, Compliance and 

Regulatory Affairs 

*See 

ARMS 

2014 

  2035-65 Expressions of Interest, 

Tenders, Requests for 

Proposals (RFP’s), etc. 

SO+6Y 

1705/ 

1710 

Agreements and Contracts Legal, Compliance and 

Regulatory Affairs 

*See 

ARMS 

2014 

  3015-55 Expressions of Interest, 

Tenders, Requests for 

Proposals (RFP’s), etc. 

SO+6Y 

1705/ 

1710 

Agreements and Contracts Legal, Compliance and 

Regulatory Affairs 

*See 

ARMS 

2014 

  4300-03 Contract Registers SO+6Y 

1705/ 

1710 

Agreements and Contracts Legal, Compliance and 

Regulatory Affairs 

*See 

ARMS 

2014 

  4300-06 Requests for Proposals SO+6Y 

1710 Agreements and Contracts – 

Minor 

B – Non-Approved 

Legal, Compliance and 

Regulatory Affairs 

2Y   1090-50 Non-approved Agreements SO+6Y 

1710 Agreements and Contracts – 

Minor 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+6Y   1090-55 Approved Agreements SO*+6Y 

1710 Agreements and Contracts – 

Minor 

Legal, Compliance and 

Regulatory Affairs 

C+6Y   2035-60 Utilities Service Contracts SO**+6Y 

1710 Agreements and Contracts – 

Minor 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+6Y   3015-50 Contract Case Files SO*+6Y 
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1710 Agreements and Contracts –  

Minor 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+6Y   4300-50 Contract Case Files SO*+6Y 

1710 Agreements and Contracts - 

Minor 

Legal, Compliance and 

Regulatory Affairs 

C+6Y / 

2Y 

  5645-03 Secondments SO+6Y 

1710 Agreements and Contracts – 

Minor 

A – Approved 

Legal, Compliance and 

Regulatory Affairs 

C+6Y   5645-50 Secondment Contract Files SO*+6Y 

1715 Commissions of Inquiry Legal, Compliance and 

Regulatory Affairs 

C   1215-55 Commissions of Inquiry SO* 

1715 Commissions of Inquiry Legal, Compliance and 

Regulatory Affairs 

C   1215-60 Ministerial/Corporate 

Submissions to 

Commissions 

SO*+6Y 

1720 Complaints 

A – Routine Complaints 

Legal, Compliance and 

Regulatory Affairs 

C+2Y   1250-50 Complaints and Criticism 6Y 

1720 Complaints  

B – Ombudsman 

Investigations 

Legal, Compliance and 

Regulatory Affairs 

C+10Y   1250-55 Ombudsman Investigations SO*+6Y 

1725 Legal Services Legal, Compliance and 

Regulatory Affairs 

C+15Y   1545-02 Judicial Decisions SO+10Y 

1725 Legal Services Legal, Compliance and 

Regulatory Affairs 

C+15Y   1545-03 Legal Challenges SO+10Y 

1725 Legal Services Legal, Compliance and 

Regulatory Affairs 

C+15Y   1545-04 Legal Opinions SO+10Y 

1725 Legal Services Legal, Compliance and 

Regulatory Affairs 

C+15Y   1545-05 Commissioners for 

Oaths/Notaries Public 

SO+10Y 

1730 Insurance Legal, Compliance and 

Regulatory Affairs 

C+6Y   1845-50 Policy Files SO*+6Y 

1730 Insurance Legal, Compliance and 

Regulatory Affairs 

C+6Y   1845-55 Claim Files SO**+6Y 
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1735 Inventions, Patents and 

Copyrights 

Legal, Compliance and 

Regulatory Affairs 

C+6Y   1530-75 Case Files SO*+6Y 

1740 Investigation/Incident Case 

Files 

Legal, Compliance and 

Regulatory Affairs 

C+6Y   1770-04 Register of Incidents 6Y 

1740 Investigation/Incident Case 

Files 

Legal, Compliance and 

Regulatory Affairs 

C+6Y   1770-50 Incident Case Files SO+6Y 

1740 Investigation/Incident Case 

Files 

Legal, Compliance and 

Regulatory Affairs 

C+6Y   1860-50 Security and Special 

Investigation Case Files 

SO*+6Y 

1740 Investigation/Incident Case 

Files 

Legal, Compliance and 

Regulatory Affairs 

C+6Y   2215-55 Fire Inspections SO+6Y 

1740 Investigation/Incident Case 

Files 

Legal, Compliance and 

Regulatory Affairs 

C+6Y   2215-60 Incident Case Files SO*+6Y 

1740 Investigations/Incident Case 

Files 

Legal, Compliance and 

Regulatory Affairs 

C+6Y   4000-03 Fraud and Alleged Fraud SO+6Y 

1740 Investigations/Incident Case 

Files 

Legal, Compliance and 

Regulatory Affairs 

C+6Y   4000-04 Fraud and Alleged Fraud 

Alerts and Notifications 

SO+2Y 

1740 Investigation/Incident Case 

Files 

Legal, Compliance and 

Regulatory Affairs 

C+6Y   5265-04 Investigations/Complaints SO*+6Y 

1745 Public Disclosure Legal, Compliance and 

Regulatory Affairs 

C+6Y   N/A New Entry in Big Bucket N/A 

1800 Licences and Permits Office Support C+6Y   1620-50 Licence and Permit Files SO+6Y 

1805 Meetings Office Support 2Y   1015-50 Meetings Case Files 6Y 

1810 Office Management Office Support 2Y   1400-02 Forms Catalogue SO+2Y 

1810 Office Management Office Support 2Y   1400-50 Forms Design and History SO+2Y 

1810 Office Management Office Support 2Y   1400-55 Forms – Originals SO+2Y 

1810 Office Management Office Support 2Y   1635-07 Mail Log Records SO+2Y 

1810 Office Management Office Support 2Y   1635-08 Mailing Lists SO+2Y 

1810 Office Management Office Support 2Y   1635-25 Mail Services SO+2Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1810 Office Management Office Support 2Y   1665-02 Duplication and 

Reproduction Services 

2Y 

1810 Office Management Office Support 2Y   1665-03 Translation Services 2Y 

1810 Office Management Office Support 2Y   1665-04 Word Processing 

Services/Data Entry 

Services 

2Y 

1815 Procurement and Receipt Office Support 2Y   1585-05 Library Purchase Orders 2Y 

1815 Procurement and Receipt Office Support 2Y   3195-02 Forms Procurement 2Y 

1815 Procurement and Receipt Office Support 2Y   3195-03 Forms Issue 2Y 

1815 Procurement and Receipt Office Support 2Y   3350-50 Estimates and Specifications 2Y 

1815 Procurement and Receipt Office Support 2Y   3350-55 Printing Requisitions/Orders 2Y 

1815 Procurement and Receipt Office Support 2Y   3365-02 General Purchase Orders 2Y 

1815 Procurement and Receipt Office Support 2Y   3365-03 Standing Purchase Orders SO+2Y 

1815 Procurement and Receipt Office Support 2Y   3365-04 Blanket Purchase Orders 2Y 

1815 Procurement and Receipt Office Support 2Y   3365-05 Local Purchase Orders 2Y 

1815 Procurement and Receipt Office Support 2Y   3365-06 Purchasing Requisitions 2Y 

1815 Procurement and Receipt Office Support 2Y   3365-07 Stockroom Requisitions 2Y 

1815 Procurement and Receipt Office Support 2Y   3365-08 Receiving Reports 2Y 

1815 Procurement and Receipt Office Support 2Y   3365-09 Packing Slips 2Y 

1815 Procurement and Receipt Office Support 2Y   3405-02 Purchasing Agency 

Standing Offers 

SO+2Y 

1815 Procurement and Receipt Office Support 2Y   3405-03 Non-Purchasing Agency 

Standing Offers 

SO+6Y 

1900 Outreach Public Relations and 

External Relations 

6Y   1510-65 Exhibits, Fairs, Exhibitions, 

Displays 

2Y 

1900 Outreach Public Relations and 

External Relations 

6Y   1510-70 Tours  2Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1900 Outreach Public Relations and 

External Relations 

6Y   1720-05 Visit and Tour Case Files 2Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

 6Y   1190-50 Campaigns and Canvassing 

Case Files 

2Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1430-02 Biographical Sketches SO+2Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations  

 6Y   1430-50 Issues SO+6Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1435-50 Advertising Projects SO+6Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1435-55 Marketing Projects SO+6Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1445-50 Project Files SO+6Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1475-50 Information Resources and 

Reference Files 

SO+2Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1485-30 Deputy Ministers’ Speeches 6Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1485-50 Premier’s and Ministers’ 

Speeches 

6Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1485-60 Other Lectures and 

Speeches 

6Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1495-50 Media Projects SO+6Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1495-65 Interviews 6Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1510-04 Public Awards Programs 6Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1510-05 Communications Plans SO+6Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1510-50 Communications Packages SO+6Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1510-55 Communications Projects 6Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1510-75 Other Public Programs SO+6Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1520-03 Tracking SO+2Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1525-55 Information/Content 

Updates 

SO+6Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1720-03 Visual Identity SO+6Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1720-04 Ceremonies and 

Celebrations 

2Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1720-06 Travel Case Files 2Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1720-07 Canadian Awards and 

Honours 

2Y 

1905 Public Relations and 

Communications 

Public Relations and 

External Relations 

6Y   1720-08 Consular Corps 2Y 

1910 Collaboration and Liaison Public Relations and 

External Relations 

6Y   1155-50 Associations, Clubs, 

Societies, etc. 

6Y 

1910 Collaboration and Liaison Public Relations and 

External Relations 

6Y   1265-50 Co-operation and Liaison 

Case Files 

4Y 

1910 Collaboration and Liaison Public Relations and 

External Relations 

6Y   1270-50 Co-operation and Liaison 

Case Files 

4Y 

1910 Collaboration and Liaison Public Relations and 

External Relations 

6Y   1300-02 Other Saskatchewan 

Government Institutions 

4Y 

1910 Collaboration and Liaison Public Relations and 

External Relations 

6Y   1300-03 Federal Government 

Institutions 

4Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

1910 Collaboration and Liaison Public Relations and 

External Relations 

6Y   1300-04 International 4Y 

1910 Collaboration and Liaison Public Relations and 

External Relations 

6Y   1300-05 Local Authorities 4Y 

1910 Collaboration and Liaison Public Relations and 

External Relations 

6Y   1300-06 Other Provincial and 

Territorial Government In 

4Y 

1910 Collaboration and Liaison Public Relations and 

External Relations 

6Y   1300-07 Corporations, Companies, 

etc. 

4Y 

2000 Annual and Special Reports Reports and Statistics 6Y   1840-02 Annual 6Y 

2000 Annual and Special Reports Reports and Statistics 6Y   1840-50 Special or One-time Reports 6Y 

2005 Financial Reports and 

Statements  

B – Monthly/Quarterly/ 

Trimester 

Reports and Statistics 2Y   1840-03 Monthly 2Y 

2005 Financial Reports and 

Statements  

B – Monthly/Quarterly/ 

Trimester 

Reports and Statistics 2Y   1840-04 Quarterly 2Y 

2005 Financial Reports and 

Statements  

B – Monthly/Quarterly/ 

Trimester 

Reports and Statistics 2Y   1840-05 Trimester 2Y 

2005 Financial Reports and 

Statements  

A – Daily/Weekly 

Reports and Statistics 1M   1840-06 Weekly 2Y 

2005 Financial Reports and 

Statements  

A – Daily/Weekly 

Reports and Statistics 1M   1840-07 Daily 1Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

2005  Financial Reports and 

Statements  

A – Daily/Weekly 

Reports and Statistics 1M   4500-02 Reports – Daily 1M 

2005  Financial Reports and 

Statements  

B – Monthly/Quarterly/ 

Trimester 

Reports and Statistics 2Y   4500-03 Reports – Monthly 2Y 

2005  Financial Reports and 

Statements  

C – Financial Analysis 

Financial Statements 

Year-End/Other 

Reports and Statistics 6Y   4500-04 Reports – Month 13/Year 

end 

6Y 

2005 Financial Reports and 

Statements  

C – Financial Analysis 

Financial Statements 

Year-End/Other 

Reports and Statistics 6Y   4500-05 Financial Analysis 

Statements 

6Y 

2005  Financial Reports and 

Statements  

B – Monthly/Quarterly/ 

Trimester 

Reports and Statistics 2Y   4500-06 Quarterly Reports 6Y 

2005  Financial Reports and 

Statements  

C – Financial Analysis 

Financial Statements 

Year-End/Other 

Reports and Statistics 6Y   4500-07 Other Financial Reports 6Y 

2010 Reports and Statistics Reports and Statistics 2Y   2000-20 Reports and Statistics SO+2Y 

2010 Reports and Statistics Reports and Statistics 2Y   5000-20 Reports and Statistics SO+2Y 

2010 Reports and Statistics Reports and Statistics 2Y   5175-05 Seniority Roster SO+2Y 

2010 Reports and Statistics Reports and Statistics 2Y   5750-03 Vacancy Reports 2Y 

2010 Reports and Statistics Reports and Statistics 2Y   6180-50 Activity Reports SO 

2010 Reports and Statistics Reports and Statistics 2Y   6180-55 Incident Reports 3Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

2010 Reports and Statistics Reports and Statistics 2Y   6180-60 Maintenance Reports SO+3Y 

2010 Reports and Statistics Reports and Statistics 2Y   6180-65 Status Reports 3Y 

2010 Reports and Statistics Reports and Statistics 2Y   6180-70 Verification Reports SO 

2010 Reports and Statistics Reports and Statistics 2Y   6180-75 Other Reports 6Y 

2100 Security Management and 

Safety 

Security 6Y    1370-03 Contact List (Emergency 

Measures) 

SO+2Y 

2100 Security Management and 

Safety 

Security 6Y   1370-04 Disaster Recovery Planning SO+6Y 

2100 Security Management and 

Safety 

Security 6Y   1370-05 Emergency Procedures SO+6Y 

2100 Security Management and 

Safety 

Security 6Y   1860-55 Project Files 6Y 

2100 Security Management and 

Safety 

Security 6Y   1885-02 Identification Methods SO+2Y 

2100 Security Management and 

Safety 

Security 6Y   1885-50 Security Clearance Files 

(Individual) 

SO+6Y 

2100 Security Management and 

Safety 

Security 6Y   1890-05 Access Control SO+6Y 

2100 Security Management and 

Safety 

Security 6Y   1890-06 Threats to Security 6Y 

2100 Security Management and 

Safety 

Security 6Y   1890-07 Security Systems 6Y 

2100 Security Management and 

Safety 

Security 6Y   1890-50 Security Breach Case Files SO+6Y 

2100 Security Management and 

Safety 

Security 6Y   2215-02 Fire Evacuation and 

Planning 

SO+6Y 

2100 Security Management and 

Safety 

Security 6Y   2215-50 Fire Prevention Systems SO+6Y 

2100 Security Management and 

Safety 

Security 6Y   5015-02 Incident Logs 6Y 

2100 Security Management and 

Safety 

Security 6Y   6200-65 Project Case Files SO+6Y 



Reverse Concordance Table – ARMS 2014 to ARMS 2006 

ARMS Big Bucket Classification  ARMS 2006 Classification 

Classification 

Number 
Record Series Section Retention Secondary 

Classification # 

Secondary Title Retention 

2105 Security Checks Security 6Y   5630-55 Security Checks SO*+6Y 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

APPENDIX F 

 

NAMING CONVENTIONS  



Naming Conventions (to be used with ARMS2014 or approved ORS) 
 
The purpose of this document is to assist government institutions in the establishment of 
standard naming conventions for electronic files and folders. In order to properly apply an 
approved records schedule and efficiently manage the storage and retrieval of records, an 
Institution must develop and implement naming conventions and filing procedures. While the 
following document refers specifically to electronic records, similar procedures and conventions 
should be adopted for the classification of paper records as well. This will ensure consistency in 
the identification of records regardless of format.  
 
The creation and maintenance of a well-organized electronic directory is extremely important as 
this will be the key to filing and retrieving records. Because many offices use shared drives and 
users share the information within these drives, it is important that the creator of a record follows 
standardized conventions when assigning a filename to a file (as well as the folder structure). 
Filenames that are clear, consistent and logical will allow users to browse and retrieve files 
more effectively and efficiently. The following recommendations are split into “Folder Naming 
Conventions” and “Document Naming Conventions” sections; however, some of the material 
may apply in both circumstances.  
 

Please note: there are a wide variety of ways to name electronic records – what works for one 
government institution may not work for another. Consult this document, perform online 
research, talk with other staff members and come up with consistent, easy-to-follow rules that 
work for your Institution. Ensure your institution’s guidelines are communicated to all staff 
members and are applied consistently. It may be necessary to appoint someone to oversee and 
monitor the process and ensure compliance with internal procedures.  

 
Folder Naming Conventions 
 
• Folders must be “tagged” with the classification number and title from the approved records 
schedule (see the example on the next page). This ensures that, in the future, a retention period 
can easily be attached to the contents of the folder. Folders and documents which do not have 
classification numbers attached will need to be retroactively classified – a time consuming 
project for employees.  
 
• A file path in Windows can consist of, at most, 255 characters. This includes main shared 
drives, unit or branch level folders, subfolders, document names, etc. Instruct users to keep 
folder and filenames short!  
 
• Try to restrict the number of subfolders that users create. Different operating systems have 
different capabilities in terms of the number of subfolders you can create and search effectively 
but in general, try not to go deeper than seven levels “down” into the filing structure. A deep 
folder structure can be difficult for users to search and utilize efficiently.  



• Avoid repeating elements which are contained in folder names or higher levels of 
classification. Take a look at the example below: 
 

  
 
 
The words “Outreach Committee” are repeated even 
though the subfolder that they reside in is called 
“Outreach Committee.” This repetition takes up extra 
space in the file path and needlessly lengthens the 
folder names.  
 
 
 
 
 
 

 
 
 
 
 
In the example to the left, the extra words have been 
removed, streamlining the filing structure. The word 
“Committee” could also be removed from the 
“Outreach_Committee” folder name as it is already 
reflected in the folder above. 
 
 
 
 
 

 
Document Naming Conventions 
 

• Filenames should be short but meaningful. The filename should accurately describe the 
record and should be clear enough that it makes sense to others if the record creator is 
unavailable. When considering the use of acronyms or abbreviations, keep in mind that they 
should be commonly understood and not overly technical. Acronyms and abbreviations that 
are easily understood today may not be relevant in several years. 
 

• Do not use articles, conjunctions and other common words in document name unless they 
help with retrieval (e.g. “the,” “and,” “for,” etc.). 

 

• Create a list of internally-approved “file extensions” that can be used to denote the status of 
a record or the type of document. Examples include: “dft03” for “draft 3,” “fin” for “final,” “ltr” 
for “letter,” “v01” for “version 1,” etc.  

 

• Use underscores, dashes, or capital letters to separate words. Avoid using spaces or 
punctuation as it may affect search functions. Spaces are also problematic if material is 
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posted to the Internet – every space may be replaced with a placeholder such as “%20” or 
“+” which makes addresses hard to read and remember. 
 

• Order the components of a filename in the order that the document will most likely be 
retrieved. If a document is likely to be searched for by the date it was created, put that 
element first. If users need to find the document based on a description of the record, put 
that component first. 

 

• If dates are used in your filenames, the commonly accepted international standard is to use 
the YYYY_MM_DD format. For example, a record created on July 1, 2013 would use 
2013_07_01 in its filename. This format keeps records in chronological order when users 
sort documents by filename.  

 

• Individual names and/or initials are not typically needed in document titles. Employees come 
and go and it may be difficult to match a set of initials with a former co-worker, especially in 
large organizations. In certain cases, it may be necessary to include the position or job title 
of the record creator. This is preferable to using a specific name as position titles typically 
change less often than employees. 

 

• If a number is an essential part of the document name, use a “leading zero” – e.g. use “011” 
and not “11,” “02” and not “2,” etc. The zero helps to ensure numbers sort properly and in 
numerical order. 

 

• Some offices use internal tracking or file numbers to catalogue a specific work function. If 
system has been in place for a number of years and has worked well, keep it in place. The 
best naming conventions are ones that staff are comfortable with and have experience 
using. 
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Glossary of Terms 
 
A 
 
ACTIVE RECORD: A record that is referenced or used on a regular basis. Active 
records are usually retained in offices close to users. 
 
ACCREDITATION:  A process overseen by the Saskatchewan Archives Board 
that allows Government Institutions that meet established criteria to destroy or 
request an appraisal review of certain administrative and operational records 
(based on information included in an applicable retention schedule) without 
submitting a request for disposal to the Saskatchewan Archives Board. 
 
ADMINISTRATIVE RECORDS: Records that pertain to the administration or 
"housekeeping" activities of an organization not central to its mandate. For most 
Government Institutions, administrative records may include the management of 
facilities, property, material, finances, human resources, and information 
systems. 
 
ADMINISTRATIVE RECORDS MANAGEMENT SYSTEM 2014 (ARMS2014): A 
Government-wide schedule for administrative records. It incorporates a function-
based classification system with a retention schedule. It is applicable to 
Saskatchewan Government Ministries, Agencies, Boards, Commissions, Officers 
of the Legislative Assembly, Legislative Assembly Services, and other branches 
of the Public Service of Saskatchewan, and may be applicable to certain 
Treasury Board Crown Corporations. ARMS2014 supersedes ARMS2006, 
ARMS and the Saskatchewan Administrative Records System (SARS). 
ARMS2014 is maintained by the Saskatchewan Archives Board. 
 
APPRAISAL see RECORDS APPRAISAL 
 
ARCHIVAL RECORDS: Records that have archival value. 
 
ARCHIVAL VALUE: Records of administrative, operational, legal, financial, 
evidential, informational, cultural, or commercial value that have sufficient 
historical significance to be worthy of permanent preservation.  
 
ARCHIVES: An institution engaged in the acquisition, description, preservation, 
and accessibility of the documentary heritage create or received by a 
Government Institution, business, organization, individual or community. 
 
ARCHIVES ACT: The Archives Act, 2004 sets out the requirements for the 
proper disposal of all public documents. It also gives authority to collect the 
records of the Government of Saskatchewan deemed to possess long term 
historical value to the Saskatchewan Archives Board. 
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AUDIT: A regular examination and verification of a specific activity. 
 
AUDIT TRAIL: A procedure that provides documentation for regular examination 
and verification. 
 
 
B 
 
BIG BUCKET: A records schedule format where records are classified on the 
records series level and grouped into “buckets” based on business functions that 
share the same retention period. 
 
BLOCK NUMERIC SYSTEM: A records classification system based on the 
assignment of blocks or groups of numbers to records related to the same 
functions, activities, subjects, etc.  
 
 
C 
 
CASE FILE: A type of file containing a variety of material relating to a specific 
action, event, person, place, project, or other subject (i.e. project file, client file, 
employee file, etc.) 
 
CENTRALIZED RECORDS STORAGE SYSTEM: A system providing housing 
for all active records in one location. 
 
CLASSIFICATION SYSTEM:  A logical and systematic arrangement of records 
or files into groups or categories. This arrangement is based on some definite 
scheme of natural relationships (i.e. functions, subjects, chronology) using 
numbers, letters or key words for identification. 
 
CONCORDANCE TABLE: A table used to convert the item numbers of one 
classification system to another. 
 
CONDITIONAL RETENTION PERIOD: A retention period that is ongoing until a 
specific condition has been met. Typically, a definite retention period begins 
when the condition has been met. Conditional Retention Periods are often used 
when the records in a records series have an ongoing use. 
 
CONFIDENTIAL RECORD: A record containing information that requires 
protection against unauthorized access or disclosure in accordance with a 
security classification system.  
 
CONVENIENCE COPIES: Copies of records produced for short-term reference. 
These can be photocopies, electronic records or any other copy provided an 
official copy, classified and scheduled, exists and has been identified. 
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Convenience copies do not need to be scheduled. They can be disposed of 
without written authorization from the Provincial Archivist. 
 
CONVERSION LIST/CONCORDANCE TABLE: A list maintained to facilitate 
access and retrieval of information until a new classification system is adopted. It 
cross-references the formerly used file numbers/titles with the new ones. 
 
CONVERSION PROCESS see FILE CONVERSION 
 
CROSS-REFERENCE: A notation that directs the user to another location where 
the record or information may be found. 
 
CURRENT RECORDS see ACTIVE RECORDS  
 
 
D 
 
DATABASE: A collection of interrelated data files or an electronic system that 
manages data files. 
 
DESIGNATED RECORDS OFFICER (DRO):  A position, at the senior 
management level within an Institution, which has the final responsibility for 
authorizing the disposal of records. The DRO must be designated by the Deputy 
Minister/President/CEO of the Institution.  
 
DESTRUCTION: Destruction occurs when records have met their required 
retention period, have been reviewed by the Saskatchewan Archives Board, 
have been determined to possess no long-term historical significance, and 
received authorization for destruction from the Provincial Archivist. 
 
DESTRUCTION NOTIFICATION: A notification submitted to the Saskatchewan 
Archives Board stating that records with a Final Disposition of ‘Destroy’ have 
been destroyed in accordance with an approved records schedule. A Destruction 
Notification Form, provided by the Saskatchewan Archives Board, must be used. 
These notifications are used only by accredited institutions. 
 
DIGITAL RECORD see ELECTRONIC RECORD 
 
DISPOSAL OF RECORDS: Disposal means either destruction of records by an 
Institution or the transfer of records to the Saskatchewan Archives Board. 
 
DISPOSAL REQUEST: A request sent to the Saskatchewan Archives Board to 
proceed with the disposal of records that have met their retention periods. 
Disposal requests must be made on a Disposal Request Form, which is provided 
by the Saskatchewan Archives Board. An inventory must accompany the 
request.  
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DISPOSITION see FINAL DISPOSITION 
 
DOCUMENT: A single record item (letter, memorandum, form, etc.). 
 
DRAFT: A version of a document that is not finalized. 
 
 
E 
 
ELECTRONIC RECORDS: Any records communicated and maintained by 
means of electronic equipment, including word processor documents, emails 
messages, spreadsheets, scanned documents, hypertext documents, etc.. 
 
 
F 
 
FILE CONVERSION: The process of changing from one filing system to another. 
 
FILE OPERATIONS: The activities necessary to maintain a records classification 
system. File operation functions include: mail management, sorting, registration, 
classification, indexing and cross-reference, location control, filing, charge-out, 
distribution, recall and search, re-filing, physical maintenance, purging, retention 
and disposal. 
 
FILE SERIES see RECORDS SERIES 
 
FILING: The action of sorting records into predetermined sequences. 
 
FINAL DISPOSITION: Information that indicates whether records that have met 
their retention period may be destroyed or must be appraised by the 
Saskatchewan Archives Board. Final Disposition Information is only available for 
Government Institutions that have received accreditation. 
 
FISCAL VALUE: Value attributed to a record/records series that provides 
documentation of use of governmental funds necessary for audit or operational 
purposes, data necessary to compile the annual report or to complete the 
organization's tax return, or documentation of other financial transactions (i.e. 
purchases and sales). 
 
FORMAT: Layout of a record or description of a type of a record in terms of its 
storage medium (i.e. electronic data, magnetic tape, microfiche, paper, optical 
disk, CD Rom, etc.). 
 
FORMS: Any documents, which are printed or otherwise produced, with a fixed 
arrangement of captioned space(s) designed for entering, transferring and 
extracting prescribed information and data.  
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FORMS MANAGEMENT: The centralized establishment of standards for forms 
and their application. This includes management techniques for the creation, 
analysis, design and revision of all official forms. Forms management assures 
better quality forms through controls on their design and production, greater 
efficiency in gathering and processing of information, and the economical and 
efficient distribution of forms. 
 
FREEDOM OF INFORMATION AND PROTECTION OF PRIVACY ACT: 
Legislation that creates a general right of public access to information held by 
Government Institutions. While providing the right of access, it ensures the 
protection of private information.  
 
FUNCTION:  A function is anything a Government Institution does, or needs to 
do, in order to achieve its objectives or mandate. It can be a solitary business 
activity performed by one group, or a group of activities performed by many 
groups or branches. A function can be performed directly as a result of an 
Institution’s mandate, or it can be something that facilitates that process. 
 
 
G 
 
GOVERNMENT INSTITUTION: Saskatchewan Government Ministries, Crown 
Corporations, Agencies, Boards, Commissions, Offices of the Legislative 
Assembly, Legislative Assembly Services and other Branches of the Public 
Service of Saskatchewan.  
 
GOVERNMENT RECORD: All recorded information that relates to the 
transaction of government business, regardless of physical form, including 
documents, maps, electronic records, e-mail, drawings, photographs, vouchers, 
papers, etc. which are received, created, deposited or held by an office of the 
Government of Saskatchewan.  
 
 
H 
 
HISTORICAL VALUE: The value of a record based on the information it provides 
in relation to the history of a Government Institution or the Province and its 
people in general, as determined by the Saskatchewan Archives Board. 
 
 
I 
 
INACTIVE RECORD: A record that is no longer required for an organization’s 
activities. Inactive records are eligible for disposal once they meet retention 
requirements stated in an approved, relevant records schedule. Inactive 
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government records can be disposed of only upon the authorization of the 
Provincial Archivist.  
 
INDEX: A systematic guide which allows access to specific items contained 
within a larger body of information. 
 
INFORMATION: Data that has been given value through analysis, interpretation 
or compilation in a meaningful way. 
 
INFORMATION MANAGEMENT: The systematic control of records from their 
creation, or receipt, through their processing, distribution, organization, storage, 
and retrieval to their disposition. 
 
INVENTORY see RECORDS INVENTORY  
 
 
K 
 
KEYWORD: A significant word in the abstract, title or text of a work which is 
used as a descriptor. 
 
 
L 
 
LEGAL VALUE: Value attributed to a record/records series that documents 
government ownership, agreements, transactions, etc. 
 
LIFE CYCLE (OF A RECORD): The period of time from a record’s creation or 
receipt, through its useful life to its destruction or accession into the Permanent 
Collection of the Saskatchewan Archives Board. 
 
 
M 
 
MICROFICHE: A type of microform in the shape of a rectangular sheet, having 
one or more microimages usually arranged in a grid pattern. 
 
MICROFILM: A type of resolution film used in micrographics containing an image 
greatly reduced in size from the source document. 
 
MICROFORM: Any form, either film or paper, which contains microimages. 
Microform is a generic term. 
 
MICROGRAPHICS: The techniques associated with the production, handling 
and use of microforms. 
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N 
 
NON-GOVERNMENT RECORDS: Records that do not pertain to any aspect of 
Government business and therefore are not subject to the requirements of The 
Archives Act, 2004. The following are considered to be non-government records 
and can be disposed of without reference to a retention schedule when no longer 
needed: external publications and non-work-related records. 
 
 
O 
 
OFFICIAL RECORD: The official copy of a record that is retained within a 
Government Institution for legal, fiscal, operational or historical purposes. It exists 
to fulfill long-term financial, legal and/or audit requirements. It can be the original 
and only copy of the record or a replacement copy that is designated as official. 
 
OPERATIONAL RECORD: Records which relate to the operations and services 
provided by an office in carrying out the functions for which it is responsible 
according to statute, mandate, or policy. In most cases, operational records are 
distinct from common administrative functions and are unique to each 
Government Institution. 
 
OPERATIONAL RECORDS SCHEDULES see OPERATIONAL RECORDS 
SYSTEM  
 
OPERATIONAL RECORDS SYSTEM (ORS): Function based classification 
system and retention schedule for operational records of a specific Government 
Institution. An ORS is supplementary to ARMS2014. An ORS is developed by an 
individual Ministry or Institution in consultation with the Saskatchewan Archives 
Board. 
 
 
P 
 
PUBLICATIONS: Any published material with the exception of master copies of 
internal publications. The Legislative Assembly and Executive Council Act 
specifies that Government Institutions must deposit eight copies of internal 
publications with the Legislative Library.  
 
PUBLIC RECORDS see GOVERNMENT RECORDS 
 
PUBLIC RECORDS COMMITTEE: Committee established under The Archives 
Act, 2004 which reviews and approves records schedules. 
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PUBLIC WEBSITE: A collection of electronic files, usually under common 
administrative control, linked together and made accessible to the public via the 
World Wide web (See WEBSITE). 
 
 
R 
 
RECORD: Recorded information, regardless of medium or characteristics. A 
record can refer to a single document or a group of documents in a file folder. It 
most commonly refers to a file folder (paper or electronic) which may contain a 
single document or many documents. 
 
RECORDS SERIES: A grouping of records that relate to a specific business 
function and often meet the same retention requirements. 
 
RECORDS APPRAISAL: The process used by the Saskatchewan Archives 
Board to determine the historical value of records. Records deemed to have 
historical value will be acquired by the Saskatchewan Archives Board.  
 
RECORDS DISPOSITION: Either the destruction of records or the transfer of 
records to the Saskatchewan Archives Board. The disposition of records cannot 
proceed until the retention period has been met and approval of the Provincial 
Archivist has been received. 
 
RECORDS INVENTORY: An analytical list of the records or part of the records of 
a unit of Government. A records inventory may have various applications (i.e. 
development of records schedule, disposal of records, conversion to ARMS2014 
or ORS, etc.) The inventory identifies types of records and provides a description 
of records/records series. At a minimum, it should include titles of records, 
description of records contents including purpose and function, format, physical 
extent, date range of the records. It may also include any other information which 
may have bearing on the records’ classification, retention and disposal. 
 
RECORDS MANAGEMENT see INFORMATION MANAGEMENT 
 
RECORDS RETENTION see RETENTION PERIOD 
 
RECORDS SCHEDULE: An official policy document that incorporates a 
classification system with a retention schedule and arranges records into logical 
groupings (generally referred to as records series) based on business functions.  
 
REQUEST FOR APPRAISAL:  A request for archival review of records that have 
met their retention period and been designated ‘Appraise’ by Final Disposition 
information. These requests are used only by accredited institutions. 
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RETENTION PERIOD: The length of time a record must be retained to meet 
business, financial and legal requirements. Retention periods are indicated in 
approved records schedules. 
 
 
S 
 
SASKATCHEWAN ADMINISTRATIVE RECORDS SYSTEM (SARS): Former 
Government-wide standard for administrative records. SARS is no longer 
applicable and has been superseded by ARMS, ARMS2006 and, now, 
ARMS2014. 
 
SCHEDULE see RECORDS SCHEDULE. 
 
SCOPE NOTES: A description of the subject content of a record series, including 
a listing of the different types of records contained within the series. 
 
SECTION: The major division of ARMS2014 or ORS representing the general 
administrative or operational functions. 
 
SEMI-ACTIVE RECORDS: Records which are referred to infrequently and are 
not required currently for constant use. They are retained to satisfy 
administrative, operational, fiscal or legal retention requirements but may be 
removed from expensive office space to a lower cost storage facility until the 
retention period has expired. (See also ACTIVE RECORDS and INACTIVE 
RECORDS).  
 
SOURCE RECORD: The original form of a record where the format of the official 
record has been changed (i.e. scanning a paper document to create an 
electronic version which will then be designated the official record). For 
information on the management of Source Records, refer to the Saskatchewan 
Archives Board’s Source Records Disposal Guidelines. 
 
SUBJECT FILES: Files containing records which relate to specific subjects or 
functions and which are arranged according to common informational content. 
The purpose of subject files is to bring together records and information on the 
same topic in order to facilitate information retrieval. 
 
 
T 
 
TRANSITORY RECORDS: Records of temporary usefulness that are needed 
only for a limited period of time, to complete a routine task, or to prepare an 
ongoing document, that are not required to meet statutory obligations or to 
sustain administrative or operational functions. For information on the 
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management of Transitory Records, refer to the Saskatchewan Archives Board’s 
Guidelines for the Management of Transitory Records. 
 
 
U 
 
UNSCHEDULED RECORDS: Records that are not included in an approved 
retention schedule and for which a retention period has not yet been determined. 
Unscheduled records pertaining to programs or functions which are ongoing are 
considered permanent records in Saskatchewan Government until a schedule is 
developed for them. 
 
 
V 
 
VITAL RECORDS: Records of the Government which contain information 
essential to conduct of emergency operations during and immediately following a 
disaster, resumption/continuation of Government services or operations, re-
establishment of the legal, financial and functional responsibilities of 
Government, and re-establishment of the rights and obligations of individuals, 
corporate bodies and other governments with respect to the Government of 
Saskatchewan. 
 
 
W 
 
WEBSITE: A generic term that refers to all types of web-based sites, including 
public websites, extranets and intranets. It does not include records generated 
from an interactive website or that document transactions. (See also PUBLIC 
WEBSITE). 
 
WORKING COPY: A duplicate or copy of a document which may be marked up 
or annotated. 
 
WORKING PAPERS: Material used in the development of agreements, 
contracts, policies or any other documents. Includes drafts, working copies, 
background information, reference material, etc. 
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A 
 
ABANDONMENT OF POSITION 
(see POLICY, 1355)  
 
ABOLISHED POSITION 
(see POSITION HISTORY, 1400)  
 
ACCESS CONTROLS, 2100 
- Computer systems, 1605 
 
ACCESS TO INFORMATION 
REQUESTS, 1520 
 
ACCIDENTS AND INJURIES, 1425  
- vehicle, 1110 
- workers’ compensation board, 1470 
 
ACCOMMODATION 
(See SPACE MANAGEMENT, 1010) 
 
ACCOMMODATION / PORTFOLIO 
REVIEW, 1200 
 
ACCOUNT NUMBERS 
(see BANKS & BANKING. 1220) 
 
ACCOUNTABLE – ADVANCES, 1215 
 
ACCOUNTING, 1200 
- audits & compliance reviews, 1300 
- cancelled cheques, 1220  
- cash input documents, 1200 
- cash mail records, 1200 
- cash receipt journals, 1200 
- motions for return, 1340 
- reconciliations, 1220 
 
ACCOUNTS – PAYABLE, 1205 
- advances – accountable, 1215 
- expenditure & commitment control, 1235 
- receivable, 1210 
- transactions, 1220 
 
ACQUISITION 
(See also, PROCUREMENT AND 
RECEIPT, 1815) 
- audio visual, 1510 
- books, 1510 
- buildings & facilities, 1005 
- files, 1105 
- furniture & furnishings, 1105 
- interlibrary loans, 1510 
- lands, 1005 
- library purchase order forms, 1815 
- library lists, 1510 
- library services , 1510 
- new titles listings from other libraries,   

1510 
- newspapers, 1510 
- periodicals, 1510 
- publications, 1510 
- sound recordings, 1510 
- vehicles, 1110 
 
ACTING & TEMPORARY 
APPOINTMENTS, 1460 
 

ACTIVITIES 
(see TRAINING & DEVELOPMENT, 
1465) 
- associated with presentation of final 

report to Governor-General & 
Parliament or the Lieutenant-
Governor, 1715 

- volunteer programs, 1430 
 
ACTIVITY, 
- bank accounts, 1220 
 
ACTS & LEGISLATION, 1700 
(see also LEGISLATIVE MATTERS, 
1340) 
 
ADJUDICATION 
- grant, 1245 
- grievances, 1420 
 
 
ADJUSTMENT REQUESTS, 1200 
 
ADMINISTRATION 
- financial, 1200 – 1260 
- health & safety, 1425 
- legal services, 1725 
- meetings, 1805 
- organization, 1345 
- staff responsibilities, 1400 
- training & development, 1465 
 
ADMINISTRATIVE 
- classification and retention schedules, 

1355 
- directives, 1360 
- history, 1345 
- manuals, 1360 
- meetings, 1805 
- procedures, guidelines & standards, 

1360 
- orders, 1360 
- regulations, 1360 
- reports, 2010 
- statistics, 2010 
 
ADMINISTRATIVE SERVICES (see 
EXECUTIVE SERVICES, 1335) 
 
ADVANCES, - ACCOUNTABLE, 1215 
- travel, 1235 
 
ADVERTISING AND MARKETING 
(see PUBLIC RELATIONS & 
COMMUNICATIONS, 1905) 
 
ADVERTISING 
- projects, 1905 
- staffing, 1460 
 
ADVISE (LEGAL), 1725 
 
AFFIRMATIVE ACTION (see 
EMPLOYMENT EQUITY) 
 
AGENDAS 
- administrative meetings, 1805 
associations, clubs, societies, 1910 

- Board of Directors – Internal, 1310 
- Cabinet, 1315  
- Cabinet Committees, 1320 
conferences, 1465 

- deputy ministers’ committees, 1320 

- external committees, 1320 
- federal committees, 1320 
- internal committees, 1320 
- international committees, 1320 
- inter-institutional committees, 1320 
- inter-provincial committees, 1320 
- seminars, 1465 
- symposia, 1465 
 
AGREEMENTS & CONTRACTS 
- collective, 1445 
- labour relations, 1345 
- major, 1705 
- minor, 1710 
 
AIR CONDITIONING, 1000 
 
ALARM SYSTEMS 
(see SECURITY MANAGEMENT & 
SAFETY, 2100) 
 
ALLEGED FRAUD, 1740 
 
ALLOCATION (SPACE), 1010 
 
ALLOTMENTS AND TRANSFERS 
- reallocation of funds, 1225 
 
ALLOWANCES 
(see POLICY, 1355) 
- benefits, 1355 
- northern, 1355 
- staffing, 1460 
- travel, 1235 
 
ALL-TERRAIN VEHICLES, 1110 
 
ALTERATION(S) & REPAIRS 
- buildings, 1000 
- vehicles, 1110 
 
AMENDMENTS 
- acts & legislation, 1700 
- records classification & retention 
schedules, 1355 

 
ANALYSIS 
- financial analysis statements, 2005 C 
- forms, 1810 
- information, 1600 
- insurance, 1730 
- operational activities, 2000 
- statistical, 2010 
- system development, 1600 
 
ANNUAL 
- reports and statistics, 2000 
- financial statements,  2005 C 
- performance reviews, 1450 
 
ANNUAL REPORT DEVELOPMENT & 
PUBLICATIONS 
(see ANNUAL AND SPECIAL 
REPORTS, 2000) 
 
APPEALS 
- arbitration, 1420 
- classification, 1400 
- Freedom of Information and 

Protection of Privacy, 1520 
- labour relations, 1420 
- legal, 1725 
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APPLICATIONS 
- grants, 1245 
- industrial designs, 1735 
- information system development, 1600 
- inventions, patents, copyright, 1735 
- licences & permits, 1800 
- trademarks, 1735 
 
APPOINTMENTS (PERSONNEL) 
(see STAFFING, 1460) 
 
APPOINTMENTS OF MEMBERS, 
COMMITTEE AND COMMISSIONS, 1320 
- internal board of directors, 1305 
 
APPRAISAL(S) 
(see also REVIEWS) 
- of buildings, 1005 
- of land, 1005 
- of records, 1530 
- work performance, 1415, 1450 
 
APPRENTICESHIP PROGRAM, 1460 
 
APPROPRIATION 
- budget, 1225 
- commitment control, 1235 
- expenditure control, 1235 

 
APPROVAL(S), 
- business expenses, 1235 
- disposal of records, 1525 
- expenditure control, 1235 
- policy, 1355 
- travel, 1235 
- treasury board, 1260 
 
APPROVED 
- agreements, 1705, 1710 
- budgets, 1225 
- disaster plans, 1355 
- emergency orders, 1700 
- legislation, 1700 
- Orders-In-Council, 1315 
- policies, 1355 
- regulations, 1700 
- retention schedules, 1355 
 
ARBITRATION, 1420 
 
ARCHITECTS 
- building construction, 1005 
 
ARCHITECTURE 
- information technology, 1600 
 
ARCHIVES FINDING AIDS, 1515 
 
ARRANGEMENTS 
- board of Directors – Internal, 1310 
- meetings, 1805 
 
ARTICLES & MANUSCRIPTS 
(see BOOKS & PUBLICATIONS 
DEVELOPMENT, 1500) 
 
ARTWORK ( FOR FORMS), 1810 
 
ASSESSMENT 
(see REVENUE CONTROL, 1250) 
- public interest disclosure, 1745 
- records management – access & privacy 

impact, 1520 

ASSET(S) 
- disposal / surplus, 1100 
- fixed, 1100 
- insurance, 1730 
- loss inventory, 1100 
- risk management, 1350 
- transfer, 1100 
- vehicle, 1110 
 
ASSETS CONTROL, 1105 
- inventories, 1105 
 
ASSIGNMENTS 
- grants, 1245 
- space, 1010 
- vehicle(s), 1110 
 
ASSISTANCE PROGRAM 
(EMPLOYEES), 1430 
 
ASSOCIATIONS, CLUBS, SOCIETIES,  
- collaboration & liaison,1910 
 
ATTENDANCE, 1355 
- employee leave & attendance, 1410 
- training and development courses, 

1465 
 
ATTRITION 
(see POLICY, 1355)  
 
AUDIO-VISUAL, 1105 
- accessioning, 1510 
- acquisition, 1510 
- aids, 1905 
- cataloguing, 1510 
- circulation, 1510 
- equipment, 1105 
- distribution, 1510 
- information services, 1905 
- motion pictures, 1905 
- presentations, 1905 
- procurement, 1105 
- production project files, 1905 
- slide shows, 1905 
 
AUDITS & COMPLIANCE REVIEWS, 
1300 
 
AUDITS & REVIEWS OF AUTOMATED 
INFORMATION SYSTEMS 
(see AUDITS  & COMPLIANCE 
REVIEWS, 1300) 
 
AUTHORITIES 
- delegation, 1325 
- disposition, 1355, 1525 
- educational, 1700 
- local, 1700 
 
AUTHORIZATION(S) 
- for expenditure, 1235 
- forms, 1810 
-  travel, 1235 
- vehicle repair, 1110 
 
AUTOMATED INFORMATION 
SYSTEMS;  
- audits, 1300 
- development, 1600 
- maintenance, 1605 
- management, 1605 
- security systems, 2100 

- systems operations, 1605 
- system support, 1605 
 
AUTOMATIC 
- bank withdrawals, 1220 
- sprinklers, 2100 
 
AUTOMATION, 1350 
 
AWARDS & HONOURS, 1905 
- staff recognition, 1430 

 

B 
 
BACK UP / RECOVERY 
PROCEDURES, 1600 
 
BADGES 
- procurement and issue, 1105 
- protocol, 1905 
- security, 2100 
- use and wearing of, 1360, 1905 
 
BANKS & BANKING, 1220 
- imprest bank accounts, 1215 
- suspense accounts, 1250 
 
BARGAINING 
- agent certification orders, 1445 
- compensation issues, 1355 
- labour relations, 1440 
- salaries and wages, 1355 

 
BARGES 
(see VEHICLE MANAGEMENT, 1110) 
 
BATCH CONTROL 
- cheques and financial transactions,  

1200 
 
BENEFITS AND SERVICES, 1430 
 
BIDS 
- contracts, 1705 

 
BILLING ADVICE 
- accounting, 1200 
- buildings, 1000 

 
BILLS 
- external, 1700 
- internal, 1700 
- legislative matters, 1340 
 
BINDING 
- books and publications, 1500 

 
BIOGRAPHIES / BIOGRAPHICAL 
SKETCHES, 1905 
 
BLANK FORMS  
- originals, 1810 
- printing requisitions, 1815 

 
BLANKET PURCHASE ORDER, 1815 
 
BOARDS 
- committees & commissions, 1320 
- external, 1320 
- of directors appointments – internal, 

1305 
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- of directors – internal minutes & 
records, 1310 

- Treasury Board, 1260 
 
BOATS 
(see VEHICLE MANAGEMENT, 1110) 
 
BONDS  
(see POLICY, 1355)  
 
BOOKS & PUBLICATION 
DEVELOPMENT,  1500  
- annual report development & 

publication, 2000 
- briefing books, 1335 
- procurement & receipt, 1815 
 

BRANCHES 
(see ORGANIZATION, 1345) 
 
BRIEFING NOTES AND BOOKS 
- executive briefing documents, 1335 

 
BROCHURES 
- internal publication, 1500 
 

BUDGET(S) 1225 
 

BUILDINGS & LAND MAINTENANCE, 
1000 
- acquisition and disposal, 1005 
- alterations, damages and repairs, 1000 
- charges and invoices, 1200 
- construction, 1005 
- contractors, 1005 
- contracts, 1705, 1710 
- expansion and renovation, 1005 
- fire contingency and planning, 2100 
- maintenance, 1000 
- materials, 1105 
 

BUILDINGS & LAND MANAGEMENT, 
1005 
- contracts, 1705, 1710 
- security, 2100 
 

BUILDING FLOOR PLANS, 1010 
 
BUILDING LEASES, 1705 
 
BUILDING MAINTENANCE 
CONTRACTS, 1710 
 
BUILDING MATERIALS 
(see EQUIPMENT & SUPPLIES) 
- procurement & receipt, 1815 
 
BUILDING STANDARDS, 1010 
 
BUMPING LISTS (JOB ABOLITION) 
(see POLICY, 1355)  
 
BUSINESS AREA ANALYSES 
(COMPUTER SYSTEMS), 1600  
 

BUSINESS CARDS, 1105 
 
BUSINESS CONTINUITY PLANS, 1350 
 

BUSINESS EXPENSE CLAIMS, 1235 
 

BYLAWS 
- educational authorities, 1700 

- legislative matters, 1340 
- local authorities, 1700 
- municipal, 1700 
 

C 
 
CABINET, 1315 
 
CABINET COMMITTEES, 1320 
 
CAFETERIAS AND EATING 
FACILITIES, 1105 
 
CAFETERIA EQUIPMENT, 1105 
- procurement & receipt, 1815 
 
CALCULATIONS 
- pay records, 1355 
- seniority, 1355 

 
CALL FOR ESTIMATES, 1225 
 
CAMERAS 
- maintenance & use, 1105 
- procurement & receipt, 1815 
 
CAMPAIGNS & CANVASSING, 1905 
 
CANADA 
- awards and honours, 1905 
- cooperation and liaison, 1910 
- honours, 1905 

 
CANADA PENSION PLAN, 1355 
 
CANADA POST, 1810 
 
CANADA SAVINGS BONDS, 1355 
 
CANADIAN 
(see CANADA) 
 
CANCELLED 
- authorities, 1325 
- cheques, 1220 
- construction projects, 1005 
- expansion / renovation projects, 1005 

 
CANOES  
(see VEHICLE MANAGEMENT, 1110) 
 
CANVASSING, 1905 
 
CAPACITY PLANNING 
- database development and 

administration, 1600 
 
CAPITAL PROJECTS, 1225 
 
CAPTURING RECORDS, 1515 
 
CARDS 
- business cards, 1105 
- credit cards, 1205, 1210, 1235 
- debit cards, 1210 
- purchase cards, 1205, 1210, 1235 
- security access, 2100 
- signature sample cards, 1325 

 
CASH (ACCOUNTING), 1200 
- petty cash, 1215 
- register tapes, 1210  

CATALOGUED LIBRARY MATERIALS, 
1510  
 
CASUAL STAFFING, 
- employee records, 1415 
- recruitment, 1460 
 
CATALOGUING, 1510 
 
CELEBRATIONS, 1905 
 
CELLULAR PHONES, 1105 
 
CENTRAL VEHICLE AGENCY (CVA), 
1110 
 
CENTRALLY MANAGED 
DATABASES, 1600 
 
CENTRALIZATION 
(REORGANIZATION), 1345 
 
CEREMONIES & CELEBRATIONS, 
1905 
 
CERTIFICATION ORDERS, 1445 
 
CHALLENGES (LEGAL), 1725 
 
CHANGE / ENHANCEMENT 
- classification plans, 1400 
- planning, 1350 
- request, 1360 
- staff impact, 1350 
- system maintenance, 1600 
- technical, 1350 

 
CHARITY APPEALS, 1905 
 
CHARGES & INVOICES 
- banking, 1220 
- books and publications, 1500 
 
CHARTS (ORGANIZATIONAL), 1345 
 
CHECKS (SECURITY), 2105 
 
CHEQUES & FINANCIAL 
TRANSACTIONS, 1200  
(see also ACCOUNTS – PAYABLE, 
1205) 
(see also ACCOUNTS – RECEIVABLE 
1210) 
- cancelled cheques, 1220 
- garnishees & third party demands, 

1240 
- requisitions, 1200 

 
CIC  
(see CROWN INVESTMENTS 
CORPORATION) 
 
CIRCULARS, 
- external & internal procedures, 

guidelines & standards, 1360 
- publications, 1500 
 
CIRCULATION RECORDS, 1510 
 
CIVIL DEFENCE 
- emergency orders, 1700 
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CLAIMS, 1230 
- business expenses, 1235 
- fire, 1740 
- hospitality expenses, 1235 
- meal expenses, 1235 
- risk management & insurance, 1730 
- travel expenses, 1235 
- workers’ compensation board, 1470 

 
CLASSIFICATION,1400 
- accounts, 1200 
- arbitration, 1420 
- authority delegation, 1325 
- grievances, 1420 
- library schedules, 1510 
- records management, 1355 

 
CLASSIFICATION ISSUES, 1400 
 
CLEANING SERVICES, 
- agreements & contracts, 1710 

 
CLEARANCE (SECURITY) 
- individual employees, 2100 
- security checks, 2105 

 
CLIENT 
- fees, 1355 
- freedom of information and protection of 

privacy requests, 1520 
 
CLIENT-SERVER (DATA-BASES), 1600 
 
CLIPPINGS (NEWSPAPER), 1905 
 
CLOSING (HOURS OF WORK), 1355 
 
CLOTHING 
(see EQUIPMENT & SUPPLIES, 1105) 
- procurement & receipt, 1815 
 
CLUBS, 1910 
 
CODE OF CONDUCT 
(see POLICY, 1355) 
 
CODES 
- accounting, 1200 
- computer program, 1600 

 
COLLABORATION & LIAISON, 1910 
- conferences, seminars, & symposia, 

1465 
- executive committees & commissions, 

1320 
 
COLLECTION OF FEES, 1210 
 
COLLECTION OF INFORMATION 
- executive services, 1335 

 
COLLECTIVE AGREEMENTS, 1445 
 
COMMENCEMENT 
- employee records, 1415 

 
COMMENDATIONS, 
- employee, 1415 

 
COMMERCIAL 
- computer software, 1105 
- system development, 1600 

 

COMMERCIALLY DEVELOPED 
SPECIAL ITEM HISTORY, 1105 
 
COMMISSIONERS FOR OATHS / 
NOTARIES PUBLIC, 1725 
 
COMMISSIONS, 1320 
- internal boards of directors, 1310 
- privacy investigations,1520 
 
COMMISSIONS OF INQUIRY, 1715 
 
COMMITMENTS (EXPENDITURE 
CONTROL), 1235 
 

COMMITTEES & COMMISSIONS, 
1320 
- inquiry, 1715 

 
COMMITTEE ESTABLISHMENT 
FILES, 1320 
 
COMMODITIES 
- standing offer agreements, 1815 

 
COMMUNICATIONS 
(see also EQUIPMENT & SUPPLIES, 
1105)  
(see also PLANNING, 1350) 
- correspondence management, 1355 
- guidelines, 1360 
- human resource programs, 1430 
- packages, 1905 
- projects, 1905 
- public relations and communication, 

1905 
- system security and reliability;1600, 

1605, 2100 
- telecommunication, 1105 
- website content, 1600 

 
COMMUNICATION PLANS, 1350 
 
COMMUNITY ACTIVITIES, 1350 
- public projects, 1905 

 
COMPACT DISC PLAYER, 1105 
- procurement & receipt, 1815 
 
COMPANIES 
- collaboration and liaison, 1910 
 
COMPARATIVE STUDIES, 1700 
 
COMPENSATION LISTS 
- salaries, 1355 

 
COMPETITIONS 
- staffing, 1460 
 

COMPLAINTS, 1720 
(see also GRIEVANCES, 
COMPLAINTS & ARBITRATION) 
- computer related, 1105 
- human rights, 1435 
- harassment, 1420 
- health and safety, 1740 
- labour relations, 1420 
- privacy issues, 1520 
 

COMPLIANCE REPORTS 
- accounts payable, 1205 

 

COMPLIANCE NOTICES, 1740 
 
COMPLIANCE REVIEWS, 1300 
 

COMPONENT AGREEMENTS 
- labour, 1445 

 
COMPTROLLER (see AUDITS & 
COMPLIANCE REVIEWS, 1300) 
 
COMPUTER(S)  
- development, 1600 
- equipment, 1105 
- hardware, 1105 
- hardware restraints, 2100 
- network design and management, 

1600, 1605 
- procurement & receipt, 1815 
- protection systems, 2100 
- security, 2100  
- software, 1105 
- support (help desk), 1605 
- supplies, 1105 
- training, 1460 

 
CONCEPTUAL DESIGNS 
- building & land management, 1005 
- system development, 1600 

 
CONCESSIONS (LAND), 1005 
 
CONDITIONS OF EMPLOYMENT, 
1460 
 
CONDUCT, CODE OF 
(see POLICY, 1355) 
 
CONFERENCES, 1465 
- hosting, 1905 
 
CONFLICT OF INTEREST, 1355 
 
CONSERVATION ISSUES 
- records management, 1515 
 

CONTRACTS, 1705, 1710 
 
CONTRACT BIDS / TENDER BONDS, 
1705 
 
CONSTITUTIONAL MATTERS, 1700 
 

CONSTRUCTION 
- agreements, 1705 
- buildings, 1005 
- contracts, 1705 
- equipment, 1110 
- fences, 1000 
- parking areas, 1010 
- projects, 1005 
- roads, 1000 
- system development, 1600 
- sidewalks, 1000 
- streets, 1000 
- vehicles, 1110 

 
CONSULAR CORPS, 1905 
 
CONSULTANTS 
- building construction, 1005 
- contracts, 1705, 1710 
- expenditure control, 1235 
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CONTACTS 
- emergency measures, 1350 
- media lists, 1905 
 
CONTRACTORS 
- agreements & contracts, 1705, 1710 
- building construction,  1005 
- standing offer agreements, 1815 
- exclusions, 1445 
- labour; 1455, 
- routine, 1710 

 
CONTROL 
- advances, 1215 
- appropriation & commitment, 1235 
- asset, 1100 
- batch, 1200 
- budgetary, 1225 
- expenditure, 1235 
- files, 1515 
- grant money, 1245 
- humidity, 1000 
- revenue, 1255 
- security, 2100 
- system development, 1600 
- system operation, 1605  

 
CONVERSION OF DATA, 1515 
 
COOPERATION  
(see COLLABORATION & LIAISON, 
1910) 
- security, 1515 
 
CO-OP STUDENT PROGRAMS, 1460 
 
COORDINATION 
- program, 1350 
- system operation, 1600 
- telephone services, 1105 

 
COPYRIGHT 
(see INVENTIONS, PATENTS AND 
COPYRIGHT, 1735) 
 
CORPORATION(S)  
- collaboration & liaison, 1910 
 
CORRESPONDENCE 
(see PUBLIC RELATIONS  
COMMUNICATIONS, 1905) 
- referrals, 1335 
 
COST RECOVERIES 
- revenue control, 1250 

 
COUNSELLING 
- health & safety, 1425 

 
COURIER, MAIL, AND FREIGHT 
SERVICES, 1810 
 
COURSE & TRAINING, 1465 
- external, 1235 

 
CREATING RECORDS, 1515 
 
CREDIT CARDS 
- issuance, 1235 
- payment, 1205 

 
CREDIT, LETTERS OF, 1200 
 

CREDIT / PURCHASE CARD   
- issuance, 1235 
- payment, 1205 

 
- CRESTS, 1105 
- procurement & receipt, 1815  
- use and wearing of, 1905 

 
CRIMINAL RECORD CHECKS 
- volunteers, 2105 
 
CRITICISM 
- human rights, 1430 
- Ombudsman, 1720 
- routine, 1720 

 
CROWN INVESTMENT 
CORPORATIONS 
- agreements,, 1705 
 
CURRENT ISSUES, 1905 
 
CUSTOMIZED INFORMATION 
RETRIEVAL SYSTEMS, 1605 
 
CUSTOM-MADE SPECIALTY ITEMS, 
1105 
 
CUSTOMS AND EXCISE TARIFFS, 
1255 
 
CVA 
(see CENTRAL VEHICLE AGENCY) 

 

D 
 
DAILY FINANCIAL REPORTS, 2005 A  
 
DAMAGE 
- building, 1000 
- vehicle, 1110 

 
DATA 
- databases, 1600 
- entry, 1810 
- information models, 1600 
- records management, 1515 
- research results, 1535 
- sharing, 1600 
- system operations, 1605 

 
DATA ENTRY SERVICES , 1810 
 
DATABASE(S) 
- software, 1105 
- maintenance, 1600 

 
DEBATES (LEGISLATIVE)., 1340 
 
DEBTS BY THE CROWN, 1230 
 
DECENTRALIZATION 
- office, 1345 
 
DECISION(S) 
- cabinet, 1315 
- employee grievances, 1420 
- legal, 1725 
- making, board of directors – internal, 

1310 
- written judicial, 1725 

 

DEDUCTIONS 
- pay records, 1415 
- policy, 1355 
- salary disputes, 1455 
- salaries employee, 1415  

 
DEFECTS (SOFTWARE), 1600 
 
DEFENCE (CIVIL) 
- Emergency Orders, 1700 
 
DEFERRED SALARY LEAVE 
- Employee, 1415 
- policy & procedure, 1355 
 
DELEGATION OF AUTHORITY, 1325 
 
DEMONSTRATIONS 
- labour, 1440 
 
DENIALS,  
- contracts, 1705, 1710 
- Freedom of Information, 1520 

 
DENTAL BENEFITS, 1355  
 
DEPLOYMENT,  
- systems development, 1600 
 
DEPOSIT(S), 1220 
- banks & banking, 1220 
- security, 1200 
 

DEPRECIATION 
- equipment and supplies, 1105 
- vehicle, 1110 

 
DEPUTY MINISTERS’ SPEECHES, 
1905 
 
DESCRIPTION (JOB), 1400 
 
DESCRIPTIVE  CATALOGUING 
MANUAL, 1510 
 
DESIGN 
- buildings & land management, 1005 
- forms, 1810 
- inventions, patents & copyright, 1735 
- system development, 1600 
- system review, 1600 

 
DESIGN AND REVIEW, 1600 
 
DESIGNATED PAID HOLIDAYS 
- policy, 1355 
 
DESTRUCTION 
- equipment disposal, 1100 
- records, 1525 
- surplus, 1100 

 
DEVELOPMENT 
- acts & legislation, 1700 
- annual report, 2000 
- automated information systems, 1600 
- books and publications, 1500 
- budget packages, 1255 
- cabinet memorandums, discussion 

papers & submissions, 1315 
- computer software/systems, 1600 
- human resource programs, 1430 
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- information technology architecture, 
1600 

- internal & external legislation, 1700 
- planning, 1350 
- policy, 1355 
- procedures, guidelines & standards, 

1360 
- publications, 1500 
- staff training, 1465 
- strategies to manage records, 1515 
- website content, 1905 

 
DIFFERENTIALS 
(see POLICY, 1355) 
 
DIGITAL VIDEO DISC PLAYERS (DVD), 
1105 
- procurement & receipt, 1815 
 
DIGNITARY VISITS 
- protocol and diplomacy, 1905 
 
DIPLOMACY  
(see PROTOCOL AND DIPLOMACY, 
1905) 
 
DIRECT DEPOSITS 
- pay administration, 1360 
- pay records, 1415 

 
DIRECT RECRUITMENT, 1460 
 
DIRECTIVES 
(see also REGULATIONS) 
- Cabinet, 1315 
- employment  (see POLICY,1355) 
- external, 1360 
- human resources (see POLICY, 1355) 
- internal, 1360 
- operational, 1360 
- procedures, guidelines, & standards, 

1360 
- Treasury Board, 1260 

 
DISABILITY, 1415 
(see also POLICY, 1355) 
- insurance, 1730 

 
DISASTER PREPAREDNESS, 2100 
 
DISCIPLINARY CASE FILES, 1405 
- labour, 1445 
- employee, 1415 

 
DISCS / DISKS 
- computer, 1105 
- space management, 1600 

 
DISPLACED EMPLOYEE, 
(see STAFFING, 1460) 
 
DISPLAYS, 1905 
 
DISPOSAL  
- assets, 1100 
- buildings, 1005 
- equipment and supplies, 1100 
- facilities, 1005 
- garbage, 1000 
- hazardous materials, 1000 
- lands, 1005 
- other authorities, 1525 
- policy, 1355 

- records, 1525 
- recycling, 1000 
- requests and approvals, 1525 
- salvage, 1105 
- surplus, 1100 
- system security, 1600 
- vehicles, 1110 
- waste, 1000 
- write-offs, 1100 
 

DISPOSITION, 1525 
- policy, 1355 
- lands, 1005 

 
DISPUTES  
- salary, 1455 
 
DISRUPTIONS 
- labour issues, 1440 

 
DISTANCE REPORTS 
- vehicle, 1110 

 
DISTRIBUTION 
- access cards, 2100 
- books, 1500 
- computer software, 1105 
- foods, 1105 
- funds, 1225 
- keys, 2100 
- library materials, 1510 
- publications, 1500 

 
DISTRIBUTION FILE, 1500 
 
DOCUMENTATION 
- meetings, 1805 
- reports & statistics, 2010 
- system development, 1600 
- transfers to storage (records), 1530 
- user database, 1600 

 
DRAFTING PROCEDURES, 1360 
 
DRAFTS 
- acts and legislation, 1700 
- lectures and speeches, 1905 
- legislation, 1700 
- major, 1355 
- policy, 1355 
- Orders-in-Council, 1700 
- regulations, 1700 
- reports & statistics, 2010 
 
DRAWINGS,  
- building alterations, 1005 
- building expansions, 1005 
- building renovations, 1005 
- building repairs, 1000 
- custom equipment, 1105 
- distribution, 1500 
- publication, 1500 
- special items, 1105 

 
DRILLS (FIRE), 2100 
 
DRIVES  
(see PUBLIC RELATIONS & 
COMMUNICATIONS, 1905) 
 
DUES (UNION) 1445 
 
DUPLICATION SERVICES, 1810 

 
DVD PLAYERS, 1105 
 

E 
 
EARLY CLOSING 
(see POLICY, 1355) 
 
EARLY RETIREMENT PROGRAMS, 
1430 
 
EARNINGS & DEDUCTIONS, 1415 
 
EASEMENTS, 1005 
 
E-BANKING 
(see BANKS & BANKING, 1220) 
 
EDITING (BOOKS AND 
PUBLICATIONS), 1500 
 
EDUCATIONAL AUTHORITIES 
- acts and legislations, 1700 
- agreements, 1705 
- bylaws, 1700 
- cooperation, 1910 
- liaison, 1910 
- public programs, 1905 

 
EDUCATION 
- training, 1465 

 
EDUCATIONAL LEAVE, 1460 
 
EI  
(see EMPLOYMENT INSURANCE, 
1400) 
 
ELECTIONS 
- time off for voting (see POLICY,1355) 

 
ELECTRONIC 
- banking, 1220 
- media, 1515 
- storage media, 1105 

 
ELEVATOR MAINTENANCE, 1000 
 
ELIGIBILITY LISTS, 1460 
 
EMBLEMS, 1105 
- procurement & receipt, 1815 
- use and wearing of, 1905 
 
EMERGENCY 
- measures - planning, 1350 
- orders, 1700 
- system backup files, 1600 

 
EMPLOYEE FAMILY ASSISTANCE 
PROGRAMS, 1430 
 
EMPLOYEE HEALTH & WELLNESS 
PROGRAM, 1430 
 
EMPLOYEE LEAVE & ATTENDANCE, 
1410 
 
EMPLOYEE(S) RECORD, 1415 
(see also HUMAN RESOURCES,1430)  
- health, recreation, and wellness, 

1430 
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- housing, 1010 
- leave & attendance, 1410 
- orientation, 1465 

 
EMPLOYER-EMPLOYEE RELATIONS, 
1445 
 
EMPLOYMENT 
(see POLICY, 1355) 
- equity, 1430 
- insurance, 1355 
 

EMPLOYMENT EQUITY PROGRAMS, 
1430 
 
ENCUMBRANCES, 1240 
 
END-USER SUPPORT, 1605 
 
ENGAGEMENT (SPEAKING), 1905 
 
ENHANCEMENT / ENRICHMENT 
- job, 1430 
- system maintenance  request, 1600 

 
ENTITY CODES, 1200 
 
ENVIRONMENTAL CONTROL 
(BUILDINGS), 1000 
 
EQUALIZED PAYMENTS, 1205 
 
EQUIPMENT 
- procurement & receipt, 1815 
 
EQUIPMENT & SUPPLIES, 1105 
- asset control and inventory, 1100 
- audio-visual, 1105 
- contracts, 1710 
- disposal and surplus, 1100 
- forms, 1815 
- printing services, 1815 
- procurement and receipt, 1815 
- standing offer agreements, 1815 
- technical changes, 1350 
- training, 1465, 
- vehicles, 1110 

 
EQUIPMENT SURPLUS, 1100 
 
ESCALATIONS 
end-user support, 1605 
 
ESTABLISHMENT 
- bank accounts, 1220 
- control files, 1350 
- position history, 1400 
- positions, 1400 
- technical changes, 1350 
- training and development, 1465 
- vehicle, 1110 

 
ESTIMATES 
- budget, 1225 
- printing services, 1815  
- staffing requirements, 1350 

 
ETIQUETTE (DIPLOMATIC),  1905 
 
EVACUATION 
- fire, 2100 
- procedures, 1350 

 

EVALUATIONS AND REVIEW, 1330 
- computer equipment, 1105 
- computer hardware, 1105 
- database development & 

administration, 1600 
- information systems planning, 1600 
- network design and management, 

1605 
- plans, 1330 
- programs, 1330 
- training & development courses, 

1465 
 
EVENTS, 1900 
- labour relations, 1440 
 
EXAMINATION (HEALTH), 1425 
 
EXCHANGE OF INFORMATION 
(see COOPERATION AND LIAISON, 
1910) 

 
EXCHANGE (S) 
- programs, 1430 
- staffing, 1460 

 
EXCISE TARIFFS, 1255 
 

EXCLUSION (LABOUR RELATIONS), 
1445 
 
EXECUTIVE BRIEFING DOCUMENTS, 
1335 
 
EXECUTIVE COMMITTEES, 1320 
 
EXECUTIVE CORRESPONDENCE 
REFERRALS, 1335 
 

EXECUTIVE COUNCIL 
REQUIREMENTS, 1335 
 

EXECUTIVE ISSUES, 1335 
 

EXECUTIVE SERVICES, 1335 
 

EXEMPTIONS 
(see POLICY, 1355) 
 
EXHIBITS, EXHIBITIONS, 1900 
 
EXIT INTERVIEWS, 1460 
 
EXPANSION 
- accommodation, 1010 
- buildings, 1005 

 
EXPENDITURE CONTROL, 1235 
 
EXPENDITURE FORECASTS, 1235 
 
EXPENDITURE REDUCTION 
EXERCISE, 1235 
 
EXPENSES, 1200 
 
EXPIRY DATES 
- building leases, 1705 
- land contracts, 1705 
- standing offer agreements, 1815 

 
EXPRESSION OF INTEREST, 1705, 
1710 

EXTENDED HEALTH, DENTAL, AND 
MEDICAL BENEFITS 
(SEE POLICY, 1355) 
 
EXTERNAL ACTS AND LEGISLATION, 
1700 
 
EXTRANET, 1600, 1905 
 

F 
 
FACILITATORS, 
- contracts, 1705 
- training & development, 1465 
 
FACILITIES 
(see also BUILDINGS AND LAND 
MAINTENANCE 1000)  
(see also BUILDINGS AND LAND 
MANAGEMENT, 1005) 
- employer facilities (use of), 1010 
- equipment, 1105 
- storage (records), 1530 
- management, 1010 
- training, 1465 
- types, 1010 

 
FACSIMILE (FAX) MACHINES, 1105 
- procurement & receipt, 1815 
- transmission receipts/reports, 1105 
 
FAIRS, 1900 
 
FEASIBILITY STUDIES 
- computer systems, 1600 
 
FEDERAL 
- acts, 1700 
- agreements, 1705 
- arrangements, 1705 
- bills, 1700 
- committees and commissions, 1320 
- collaboration & liaison, 1910 
- customs and excise tariffs, 1255 
- exchange of information, 1910 
- financial agreements, 1705, 1710 
- government legislation & regulations, 

1700 
- liaison, 1910 
- protocol and diplomacy, 1905 
- regulations, 1700 
- taxes, 1255 

 
FEDERAL COMMITTEES AND  
COMMISSIONS, 1320 
 
FEDERATIONS, 1910 
 
FEES 
(see POLICY, 1355) 
- collection, 1210 
- payment, 1205 

 
FENCES, 1000  
 
FERRIES 
(see VEHICLE MANAGEMENT , 1110) 
 
FILES & FILING 
(see INFORMATION SERVICES, 1515 
– 1535) 
- control of, 1515 
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FILMS 
- library, 1500 
- records management, 1515 

 
FINAL ENTRY SUMMARIES, 1200 
 
FINAL PROCEDURES, 1360 
 
FINALIZATION  MINUTES 
- budget estimates, 1225 
 
FINANCE, 1200 – 1260 
- reports, 2005 C 
 
FINANCIAL AGREEMENTS, 1705, 1710 
 
FINANCIAL ANALYSIS STATEMENTS, 
2005 C 
 
FINANCIAL CLAIMS, 1230 
 
FINANCIAL ENCUMBRANCES, 1240 
 
FINALIZATION MINUTES 1225 
 
FINANCIAL INSTITUTIONS 
(see BANKS AND BANKING, 1220) 
 
FINANCIAL MANAGEMENT 
- authorities, 1325 
- delegation of authorities, 1325 

 
FINANCIAL PLANNING, 1350 
 
FINANCIAL REPORTS & STATEMENTS, 
2005 
 
FINANCIAL REVIEWS, 1300 
 

FINANCIAL TRANSACTIONS 
(see ACCOUNTING, 1200) 
 
FINDING AIDS, 1515 
 
FINGERPRINTING, 2100 
 
FIRE EVACUATION PROTOCOL, 2100 
 
FIRE INSPECTIONS, 1740 
 
FIRE PREVENTION SYSTEMS. 2100 
 
FIREARMS, 1105 
- licenses & permits, 1800 
- procurement & receipt, 1815 
 
FIRST AID, 1425 
 
FIRST NATIONS 
- liaison, 1910 
- Treaty Land Entitlement, 1005 

 
FISCAL FORECASTING (BUDGET),  
1225 
 
FIXED 
- assets, 1100 
- vehicle assets, 1110 
 

FLAGS, 1105 
- procurement & receipt, 1815 
- use of, 1905 

 

FLEXIBLE HOURS (WORK) 
(see POLICY, 1355) 
 
FLOAT (ACCOUNTABLE – 
ADVANCE), 1215 
 
FLOOD 
- damage, 1000 
- disaster recovery, 1355 

 
FOODS, 1105 
- inspections, 1740 
- procurement & receipt, 1815 

 
FORECASTS 
- budgetary, 1225 
- expenditure, 1235 
- revenue, 1250 
- staffing requirements, 1350 
 

FOREIGN 
(see also INTERNATIONAL) 
- acts, 1700 
- agreements, 1705, 1710 
- allowances, 1460 
- arrangements, 1705, 1710 
- bills, 1340 
- collaboration & liaison, 1910 
- currency, 1235 
- etiquette, 1905 
- financial agreements, 1705, 1710 
- legislation, 1700 
- liaison 1910 
- postings, 1460 
- protocol, 1905 
 

FORMAT 
- computer conversion, 1355, 1515 
- staffing interview questions, 1460 

 
FORMS,  
- catalogue, 1810 
- contracts, 1705, 1710 
- design & history, 1810 
- issuing, 1815 
- library, 1510 
- management, 1810 
- original, 1810 
- printing requisitions, 1815 
- procurement, 1815 
- publication initiating, 1500 

 
FOUNDATIONS, 1910 
 
FRAUD & ALLEGED FRAUD, 1740 
 
FREEDOM OF INFORMATION & 
PROTECTION OF PRIVACY, 1520 
 
FREIGHT, MAIL, COURIER 
SERVICES,  1810 
 
FREQUENCY LICENCES, 1105 
 
FUELS, 1105 
- procurement & receipt, 1815 
 
FUNCTION  
- charts, 1345 
- information systems, 1600 
- organization, 1345 
- staff development, 1465 

 

FUND RAISING, 1905 
 
FUNDS 
- capital projects, 1225 
- expenditure commitment, 1235 
- reallocation, 1225 
- revolving funds, 1225 
- setoffs, 1240 
- special accounts, 1225 

 
FURNITURE & FURNISHINGS, 1105 
- procurement & receipt, 1815 
 
FUTURE EXPENDITURE 
COMMITMENTS, 1235 

 

G 
 
GARBAGE DISPOSAL, 1000 
 
GARNISHEES & THIRD PARTY 
DEMANDS, 1240 
- employees, 1415 
- pay records, 1415 

 
GENERAL COMMITTEES, 1320 
GENERAL INQUIRIES (LIBRARY), 
1505 
 
GENERAL LEDGERS, 1200 
 
GENERAL PURCHASE ORDERS, 
1815 
 
GEOGRAPHIC TRANSFERS, 1460 
 
GOALS 
- organization, 1345 
- program, 1350 
- strategic planning, 1350 

 
GOODS & SERVICES TAX, 1255 
 
GOODS, SALE OF, 1210 
 
GOVERNANCE 1300 – 1360 
 

GOVERNMENT-DEVELOPED 
SPECIAL ITEM HISTORY FILES, 1105 
 
GOVERNMENT VEHICLES (PRIVATE 
USE), 1110 
 
GRANTS, 1245 
 
GRIEVANCES, COMPLAINTS & 
ARBITRATION, 1420 
 
GROUNDS MAINTENANCE, 1000 
 
GROUP LIFE INSURANCE 
(see POLICY, 1355) 
 
GROUPS 
(see COMMITTEES & COMMISSIONS, 
1320) 
(see COLLABORATION & LIAISON, 
1910) 
 
GST (GOODS AND SERVICE TAX), 
1255 
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GUIDELINES 
(see PROCEDURES, GUIDELINES & 
STANDARDS, 1360) 
(see also POLICY, 1355) 
 
GUNS, 1105 
- procurement & receipt, 1815 
 

H 
 
HANDCUFFS, 1105 
- procurement & receipt, 1815 
 
HANSARD, 1340 
 
HARASSMENT CASE FILES, 1420 
 
HARDWARE (BUILDING) 
(see EQUIPMENT & SUPPLIES, 1105) 
- procurement & receipt, 1815 
 
HARDWARE (COMPUTER), 1105 
- procurement & receipt, 1815 
 
HAZARDOUS MATERIAL 
INFORMATION, 1425 
- disposal of, 1000 

 
HEADS OF STATE 
- protocol, 1905 

 
 
HEALTH & SAFETY, 1425 
- health and wellness, 1430 
- incident logs, 1425 
- insurance, 1355 
- OHS, 1425 

 
HEARINGS, 1715 
 
HEATING 
- fuels, 1105 
- systems, 1000 

 
HELP CENTRE / DESK, 1605 
 
HISTORY 
- administration, 1345 
- case files (equipment), 1105 
- classification, 1400 
- electronic storage media, 1105 
- forms, 1810 
- position, 1400 
- vehicle case files, 1110 
- work, 1415 

 
HOLDING LIST 
- library service, 1510 
 
HOLIDAY(IES) 
- employee records, 1410 
- vacation, 1355 

 
HONORARIA 
(see POLICY, 1355) 
 
HONOURS, 1430 
 
HOSPITALITY & BUSINESS EXPENSES, 
1235 
  

HOURS OF WORK, 
- employee, 1415 
- policy, 1355 

 
HOUSE (LEGISLATURE) 
- books, 1335 
- proceedings, 1340 

 
HOUSING 
- employee, 1010 

 
HUMAN RESOURCES 
[see also, EMPLOYEE(S)]  
(see also PERSONNEL) 
(see also STAFFING) 
- complaints, 1420 
- planning, 1350 
- programs, 1430 

 
HUMAN RIGHTS ISSUES, 1435 
- complaints (nonhuman rights issues), 

1420 
- employee equity, 1430 
- labour relations, 1420 

 
HUMIDITY CONTROL, 1000 

 

I 
 
IDENTIFICATION 
- fingerprinting, 2100 
- forms, 1810 
- methods, 2100  
- equipment and supplies, 1105 
- projects, 1515 
 

IMPACT ASSESSMENTS, 1520 
 
IMAGING 
- equipment & supplies, 1105 
- projects, 1515 
 
IMPACT OF TECHNICAL CHANGES, 
1350 
 

IMPLEMENTATION ISSUES 
records management, 1515 
 
IMPREST ACCOUNTS, 1215 
 
IMPROVEMENT 
- studies, 1350 
- to lands, 1000 

 
INCIDENTS 
- accident logs, 1425 
- fire, 1740 
- health and safety logs, 1425 
- security, 1740 
- systems operations, 1605 
- system reports, 2010 

 
INCOME 
(see POLICY, 1355) 
 
INDEXES / INDEXING 
- catalogued library materials, 1510 
- database indexing, 1600 
- records management, 1515 

 
INDIVIDUAL  
- disciplinary case files, 1405 

- probationary reviews, 1450 
- security checks, 2105 
- work plans, 1450 
 
INDUSTRIAL DESIGN, 1735 
 
INFORMAL TRAINING & SUPPORT 
FOR AUTOMATED SYSTEMS, 1605 
 
INFORMATION 
 (see also INFORMATION SERVICES, 
1500 – 1535)  
(see also INFORMATION SYSTEMS & 
TECHNOLOGY, 1600 – 1605) 
(see also INFORMATION 
TECHNOLOGY SECURITY, 2100)  
(see also INFORMATION RESOURCE 
MANAGEMENT, 1905)  
- Cabinet information items, 1315 
- content updates, 1905 
- fees (see POLICY, 1355) 
- retrieval, end-user support, 1605 

 
INFORMATION & PRIVACY 
COMMISSIONER REVIEWS AND 
DECISIONS, 1520 
 

INFORMATION ITEMS (CABINET), 
1315 
 
INFORMATION MODELS, 1600 
 
INFORMATION RESOURCES & 
REFERENCE  FILES, 1905 
 
INFORMATION RETRIEVAL 
SERVICES, 1605 
 
INFORMATION SERVICES, 1500 – 
1535)  
- financial reviews, 1300 
 
INFORMATION SYSTEMS & 
TECHNOLOGY, (1600 – 1605) 
 
INFORMATION TECHNOLOGY 
ARCHITECTURE STANDARDS, 1600  
 
INFORMATION TECHNOLOGY 
PLANNING 
(see SYSTEM DEVELOPMENT) 
 
INFRINGEMENTS, 1735 
 

INJURIES, 1425 
 
IN-LIEU (REPLACEMENT) CHEQUES, 
1200 
 
INPUT FORMS (CASH), 1200 
 
INQUIRIES, 1505 
- commission of inquiry, 1715 
- collaboration and liaison, 1910 
- corporation, 1910 
- damaged mail, 1810 
- library reference, 1510 
- lost mail, 1810 
- Minister’s, 1340 
- parliamentary, 1340 
- postal, 1810 
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INQUIRY LOGS 
- end user support, 1605 
 
IN-SCOPE PAY 
(see POLICY, 1355) 
 
INSPECTION (BUILDING) 
- fire, 1740 
- maintenance reports, 1000 

 
INSTALLATION 
- network, 1600 
- telecommunications, 1105 
- utilities, 1000 

 
INSTRUCTIONS  
(see ADMINISTRATIVE – manuals, 1360) 
 
INSURANCE, 1730 
- benefits (see POLICY,1355) 
- dental (see POLICY,1355) 
- employment (see POLICY,1355) 
- group life (see POLICY,1355) 
- health (see POLICY,1355) 
- travel (see POLICY,1355) 
- vehicle, 1110 

 
INSURANCE CLAIMS, 1730 
 
INTELLECTUAL PROPERTY, 1735 
 
INTER-AGENCY ENCUMBRANCES, 
1240 
 
INTER-DEPARTMENTAL 
(see INTRA-PROVINCIAL) 
 
INTER-INSTITUTIONAL COMMITTEES, 
1320 
 
INTER-OFFICE MAIL, 1810 
 
INTER-PROVINCIAL 
- agreements, 1705 
- committees and commissions, 1320 
- cooperation and liaison, 1910 
- general, 1905 
- grant file management, 1245 
- library services, 1510 

 
INTERACTIVE ESTIMATES, 1225 
 
INTEREST RATES 
- accounts interest, 1220 
- overdue accounts, 1200 

 
INTERLIBRARY LOANS, 1510 
 
INTERNAL 
- audits, 1300 
- bills, 1340 
- board of directors, 1310 
- board of director appointments, 1305 
- committees, 1320 
- grievances & complaints, 1420 
- publications, 1500 
- staffing recruitment, 1460 

 
INTERNATIONAL  
(see also FOREIGN) 
- agreements, 1705, 1710 
- bills, acts, & legislation 1700 
- committees and commissions, 1320 

- collaboration & liaison, 1910 
- liaison, 1910 
- meetings, 1320 

 
INTERNET 
- information and content, 1905 
- website development 1600 

 
INTERPRETATIONS, LABOUR, 1445 
 
INTERVIEWS 
- exit, 1460 
- formats and questions, 1460 
- media, 1905 
- staffing, 1460 

 
INTRANET, 1600 
 
INTRA-PROVINCIAL 
- agreements, 1705 
- committees and commissions, 1320 
- cooperation, 1910 
- encumbrances, 1240 
- liaison, 1910 

 
INTEREST, 1220 
 
INTRUSION DETECTION SYSTEM, 
2100 
 
INVENTIONS, PATENTS & 
COPYRIGHT, 1735 
 
INVENTORY(IES) 
- asset loss, 1100 
- books and publications, 1500 
- equipment and supplies, 1105 
- file control forms, 1515 
- lands, 1000 
- publications, 1500 
- records management, 1515 
- telecommunication, 1105 
- vehicles, 1110 
 
INVESTIGATIONS / INCIDENT CASE 
FILES, 1740 
- building damages, 1000 
- complaints and criticisms, 1420, 1720 
- Ombudsman, 1720 B 
- Privacy Commissioner investigations, 

1520 
- public interest, 1745 
- workers’ compensation board, 1465 
 
INVOICE(S) 
- accounts payable, 1205 
- accounts receivable invoice books, 

1210 
- buildings and properties, 1200 
- client charges 1200 
- records, 1210 
- summary sheets,1205 
 
ISSUES 
- acts and legislation, 1700 
- bargaining unit compensation (see 

POLICY, 1355) 
- classification, 1400 
- conservation, 1515 
- current, 1905 
- employment equity, 1430 
- environmental, 1000 
- human rights, 1435 

- information systems, 1605 
- information services, 1905 
- labour relations, 1440 
- privacy, 1520 
- research, 1535 
- retention, 1525 
- technology, 1605 
- unit compensation (see POLICY, 

1355) 
 
ISSUING, 1105 
 

J 
 
JANITORIAL SERVICES, 1000 
 
JOB 
- action, 1440 
- classification, 1400 
- descriptions, 1400 
- enhancement, 1430 
- enrichment, 1430 
- exchange, 1430 
- history, 1415 
- layoff, 1460 
- offers, 1460 
- performance, 1415 
- recruitment, 1460 
- rejection letters, 1460 
- rotation, 1430 
- separation, 1460  
- sharing (see POLICY, 1355) 
- standards, 1400 

 
JOB ABOLITION BUMPING LISTS, 
1355 
 
JOB REQUISITIONS 
- building repairs, 1000 
- staffing requisitions, 1460 

 
JOURNAL VOUCHERS, 1200 
 
JUDICIAL DECISIONS, 1725 
 
JUSTIFICATION, 1105 
- budget, 1225 
- business expenses, 1235 
- meal expenses, 1235 
- minister travel expense, 1235 

 

K 
 
KEYS (SECURITY), 2100 
 
KITCHEN FACILITIES, 1105 

- procurement & receipt, 1815 
 

L 
 
LABORATORY EQUIPMENT, 1105 
- procurement & receipt 

 
LABOUR ISSUES, 1440 
 
LABOUR RELATIONS, 1445 
- arbitration, 1420 
- complaints, 1420 
- contracts, 1705, 1710 
- disruptions, 1440 
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- grievances, 1420 
- harassment, 1420 
- human rights issues, 1435 

 
LABOUR STANDARDS ACT, 170 
- strikes / petitions, 1440 
- union relations, 1445 

 
LAN(S) (LOCAL AREA NETWORK) 
(see SYSTEM DEVELOPMENT, 1600) 
 
LAND CLEARING EQUIPMENT, 1110 
 

LAND(S)  
- acquisition and disposal, 1005 
- agreements, 1705 
- concessions, 1105 
- contracts, 1705 
- improvement and maintenance, 1000 
- inventory, 1000 
- zoning, 1000 

 
LANDSCAPING, 1000 
 
LATERAL TRANSFERS, 1460 
 
LAUNDRY EQUIPMENT, 1105 
- procurement & receipt, 1815 
 
LAYOFFS AND SEPARATIONS, 1460 
 
LEAFLETS, 1905 
 
LEAGUES, 1910 
 
LEAN REVIEWS, 1330 
 
LEASES 
- buildings, 1005, 1705, 1710 
- equipment contracts, 1705, 1710 
- lands, 1005, 1705, 1710 

 
LEAVE AND ATTENDANCE, 1410 
- special & other types of leave (employee 

record), 1415 
 
LECTURES AND SPEECHES, 1905 
- DM / Minister, 1905 
- Throne, 1340 
 
LEDGERS (GENERAL), 1200 
 
LEGAL SERVICES, 1725 
 
LEGISLATION, 1700 
 
LEGISLATIVE MATTERS, 1340 
 
LETTERS 
- agreement, 1710 
- complaint, 1720 
- credit, 1200 
- criticism, 1720 
- job offers, 1460 
- management representation, 1300 
- ministers’, 1335 
- rejection, 1460 
- staffing, 1460 
- understanding, 1445 

 
LIABILITY (INSURANCE), 1730 

LIAISON 
(see COLLABORATION & LIAISON, 
1910) 
 
LIBRARY 
- classification schedules, 1510 
- coding input entry forms, 1510 
- inquiries, 1505 
- material procurement & receipt, 1815 
- services, 1510 

 
LICENCES & PERMITS, 1800 
- computer software, 1105 
- land concessions, 1005 
- lands, 1005 
- parking, 1010 
- radio and telephone, 1105 
- vehicle, 1110 

 
LIFE INSURANCE (GROUP) 
(see POLICY, 1355) 
 
LISTS 
- abolition bumping 1355 (see 

POLICY, 1355) 
- access card lists, 2100 
- acquisition, 1510 
- books, 1500 
- bumping (see POLICY, 1355) 
- candidate staffing, 1460 
- Consular Corps members, 1905 
- distribution, 1500 
- eligibility, 1460 
- emergency contact, 1350 
- establishment, 1350 
- file, 1515 
- key control, 2100 
- library holdings, 1510 
- mailing, 1810 
- position, 1350 
- pre-retirement, 1430 
- publications, 1500 
- recall, 1460 
- records management, 1515 
- records transferred to/from other 

jurisdictions,1525  
- re-employment, 1460 
- retirees and options chosen, 1430 
- seniority roster, 2010 
- short, 1460 
- staffing, 1460 
- vault control, 2100 

 
LOANS 
- equipment, 1105 
- library, 1510 

 
LOCAL AREA NETWORKS (LAN), 
1605 
 
LOCAL AUTHORITIES / 
GOVERNMENT 
- acts, 1700 
- agreements, 1705 
- arrangements, 1705 
- bills, 1340 
- bylaws, 1700 
- collaboration & liaison, 1910 
- exchange of information, 1910 
- inter-institutional committees, 1320 
- legislation, 1700 

- liaison, 1910 
 
LOCAL PURCHASE ORDERS 
procurement & receipt,1815 
 
LOCATION 
- accounting code, 1200 
 

LOCKS (SECURITY), 2100 
 
LOGBOOKS 
- accident, 1425 
- communication, 1905 
- help desk inquiries, 1605 
- mail, 1810 
 
LONG TERM DISABILITY, 1415 
- policy, 1355 
 
LONG-TERM PRESERVATION 
(SYSTEMS) 
(see BACKUPS) 
 
LOSSES (INSURANCE), 1730 
 
LOST EQUIPMENT,  1100 

 
LOST MAIL, 1810 
 
LPO 
(see PROCUREMENT AND RECEIPT, 
1815) 
 
LUMBER  
(see EQUIPMENT AND SUPPLIES, 
1105 
 

M 
 
MACHINES (OFFICE), 1105 
 
MAGNETIC COMPUTER TAPES, 1105 
 
MAIL, FREIGHT AND COURIER 
SERVICES,  1810 
- cash mail records, 1200 

 
MAIL LOG RECORDS, 1810 
 
MAILING LISTS, 1810 
 
MAINTENANCE 
(see BUILDING & LAND 
MAINTENANCE, 1000) 
- bank accounts, 1220 
- computer networks, 1600 
- computer systems, 1600 
- contacts, 1710 
- databases, 1600 
- equipment & supplies, 1105 
- information systems, 1600 
- library services, 1510 
- networks (computer), 1600 
- system, 1600 
- system reports, 2010 
- vehicle(s), 1110 

 
MAINTENANCE ISSUES, 
- equipment & supplies, 1105 
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MAJOR DRAFTS, 1360 
 
MAJOR SECURITY BREACHES & 
SPECIAL INVESTIGATION CASE FILES, 
1740 
 
MANAGEMENT 
- audit and compliance reviews, 1300 
- automated information systems, 1600 
- benefits, 1355 
- classification, 1400 
- communication guidelines, 1360 
- computer networks, 1600, 1605 
- delegation of authority, 1325 
- equipment & supplies, 1105 
- facilities, 1010 
- financial management reports, 2005 
- financial management services, 1350 
- forms, 1810 
- grants, 1245 
- hazardous waste, 1000 
- human resources directives (see 

POLICY, 1355) 
- management improvement study, 1350 
- management information systems, 1350 
- management representation  
- letters, 1300 
- office surveys, 1345 
- measurement systems, 1350 
- personnel management services, 1350 
- project management, 1350 
- services, 1350 
- system space, 1605 
- waste, 1000 
- work simplification reports, 1350 

 
MANDATE 
- Board of Directors, - Internal, 1305 
- organizational responsibilities, 1345 

 
MANUALS, 
(see PROCEDURES, GUIDELINES, & 
STANDARDS, 1360) 
- cataloguing, 1510 
- descriptive cataloguing, 1510 
- procedure, 1500 
- system development, 1600 
- user, 1600 
- training, 1600 

 
MANUSCRIPTS, 1500 
 
MAPS, 1500 
 
MARKET RATES, 1250 
 
MARKETING PROJECTS, 1905 
 
MATERIALS 
- building, 1105 
- courses, 1465 
- hazardous, 1000 
- library services, 1500 
- training programs, 1465 

 
MATRICES, 1325 
 
MEAL EXPENSES, 1235 
 
MECHANICAL CHECKS, 1000 
 
MEDIA, 1905 
- electronic storage, 1105 

MEDICAL 
- benefits, 1355 
- equipment and supplies, 1105 
- plans, (see POLICY ,1355) 
- procurement & receipt, 1815 
- supplies, 1105 

 
MEETINGS, 1805 
- Board of Directors – Internal, 1310 
- Cabinet committees, 1320 
- conferences, 1465 
- deputy ministers’ committee, 1320 
- executive committees & 

commissions, 1320 
- expense claims, 1235 
- federal, 1320 
- general, 1320 
- inter-institutional, 1320 
- inter-provincial, 1320 
- international, 1320 
- provincial, 1320 
- seminars, 1465 
- symposia, 1465 
- territorial, 1320 

 
MEMBER APPOINTMENTS 
- Board of Directors – internal, 1305 
- committees / commissions, 1320 

 
MEMORANDA OF UNDERSTANDING 
(see AGREEMENTS, 1705, 1710) 
 
MEMOS TO CABINET, 1315 
 
MERIT 
- awards, 1430 
- salaries and wages, 1355 

 
METROPOLITAN AREA NETWORKS, 
1600, 1605 
 
MICROFILM, 1905 
 
MICROFORMS, 1905 
 
MICROGRAPHIC(S) 
- equipment and supplies, 1105 
- procurement & receipt, 1815 
- project specifications, 1515 
- records management, 1515 
- supplies, 1105 
- technical guidelines, 1355 

 
MINISTER(S) 
- Cabinet records, 1315 
- executive services, 1335 
- information services, 1905 
- inquiries, 1335 
- lectures and speeches, 1905 
-  letters, 1335 
- orders, 1315 
- questions and motions for returns, 

1340 
- speeches, 1905 
- travel allowances and expenditures, 

1235 
 
MINUTES  
- administration meetings, 1805 
- associations, clubs, societies, 1910 
- Board of Directors – Internal, 1310 
- Cabinet, 1315 
- Committees and commissions, 1320 

- conferences, 1465 
- federal committees, 1320 
- inter-institutional committees, 1320 
- inter-provincial committees, 1320 
- internal committees, 1320 
- internal meetings, 1805 
- international committees, 1320  
- seminars, 1465 
- symposia, 1465 
- territorial, 1320 
- treasury board, 1260 

 
MISSING EQUIPMENT, 1100 
 
MISSION STATEMENTS, 1345 
 
MOBILE RADIOS, 1105 
 
MODELS 
- building construction / renovation, 

1005 
- information systems, 1600 
- organizational planning, 1345 

 
MODIFICATION PROJECTS 
- special items, 1105 
- system maintenance, 1600 

 
MODIFIED WORK WEEK 
(see POLICY, 1355) 
 
MONITORING 
- budget reports, 2005 C 
- database performance, 1605 
- network performance, 1605system 

operation, 1605 
- system reports, 2010 

 
MONTH 13 REPORTS, 2005 C 
 
MONTHLY FINANCIAL REPORTS,  
2005 B 
 
MORALE (EMPLOYEE), 1430 
 
MOTION FOR PAPERS, 1340 
MOTION FOR RETURNS, 1340 
 
MOTION PICTURES 
- public relations & communications, 

1905 
- records management, 1515 
 
MOTOR FUELS, 1105 
 
MOTOR VEHICLES, 1110 
 
MOTORS (OUTBOARD) 
(see VEHICLES, 1110) 
 
MOVING 
- expenses, 1235 
- offices, 1010 

 
MULTI-PARTY AGREEMENTS, 1705, 
1710 
 
MUNICIPAL(ITIES) 
- acts and legislation, 1700 
- agreements, 1705, 1710 
- arrangements, 1705, 1710 
- bylaws, 1700 
- committees and commissions, 1320 
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- cooperation, 1910 
- liaison, 1910 
 

N 
 
NATIVE (FIRST NATIONS) GROUPS 
cooperation and liaison, 1910 
 
NATURAL 
- accounting codes, 1200 

 
NEGATIVES (PHOTOGRAPHS  
- public relations & communications, 1905 
- records management, 1515 
 
NEGOTIATIONS, 1445 
(see also AGREEMENTS 1705, 1710 
 
NETWORKS MAINTENANCE, 1600 
 
NEWS 
- clippings, 1905 
- conferences, 1905 
- releases, 1905 

 
NEWSPAPERS 
- accessioning, 1510 
- acquisition, 1510 
- advertising, 1905 
- cataloguing, 1510 
- circulation, 1510 
- clippings, 1905 
- distribution, 1510 
- marketing, 1905 
- procurement, 1815, 
- subscriptions and renewals, 1510 

 
NEXT RELEASE ITEMS, 1600 
 
NON-APPROVED AGREEMENTS, 1705 
 
NON-COMPENSABLE ACCIDENTS, 
1425 
 
NON-GOVERNMENT PERSONNEL, 
1235 
 
NON-PERMANENT STAFFING 
- appointments, 1460 
- employees, 1410, 1415 

 
NON-PURCHASING AGENCY 
STANDING OFFERS, 1815 
 
NORTHERN ALLOWANCE 
(see POLICY, 1355) 
 
NOTARIES PUBLIC, 1725 
 
NOTICES 
- board of directors – internal, 1310 
- Cabinet Committees, 1320 
- conferences, 1465 
- deputy ministers’ committees, 1320 
- encumbrance, 1240 
- federal committees, 1320 
- general committees, 1320 
- inter-institutional committees, 1320 
- inter-provincial committees, 1320 
- internal committees, 1310 B 
- investigation compliance, 1740  
- International committees, 1320 

- seminars, 1465 
- symposia, 1465 
- territorial, 1320 

 
NOTIFICATIONS 
(see COLLABORATION AND LIAISON, 
1910) 
 
NSF CHEQUES, 1200 

 

O 
 
OATHS 
- administration of oaths, 1725 
- Commissioners of, 1725 
- employee, 1415 

 
OBJECTIVES, 1345 
- program, 1350 
- strategic planning, 1350 

 
OBLIGATIONS, 
- staffing, 1460 

 
OCCUPANCY CHARGES 
- buildings, 1200 

 
OCCUPATIONAL HEALTH AND 
SAFETY, 1425 
 
OFF-ROAD VEHICLES, 1110 
 
OFFERS OF SERVICE  
(see COLLABORATION AND LIAISON, 
1910) 
 
OFFERS OF SPACE, 1010 
 
OFFICE EQUIPMENT, 1105 
- procurement & receipt, 1815 

 
OFFICE MANAGEMENT, 1810 
- moves, 1010 
 

OFFICE OF THE OMBUDSMAN, 1465 
 
OFFICE SUPPLIES, 1105 
- procurement & receipt, 1815 

 
OFFICE SURVEYS, 1350 
 
O, H, and S 
(see HEALTH AND SAFETY, 1425) 
 

OMBUDSMAN, 1465 
- investigations, 1720 
 

ONLINE LIBRARY SEARCH 
SERVICES, 1510 
 

ONE TIME REPORTS, 2000 
 
OPERATING STANDARDS 
- vehicles, 1110 

 
OPERATION(S) 
- of appropriated funds, 1225 
- system, 1605 

 
OPERATIONAL PERFORMANCE 
MEASUREMENT SYSTEMS, 1350 
  

(OPERATIONAL RECORDS 
SCHEDULE )  
see OPERATIONAL RECORDS 
SYSTEM, 1355, 1525) 
 
OPERATIONAL RECORDS SYSTEM 
(ORS), 1525 
(also see POLICY,  1355) 
 

OPINIONS (LEGAL), 1725 
 

OPTICAL DISKS, 1105 
 
OPTIONS FOR 
- retirement, 1430 
- travel, 1235 

 
ORDERS 
- blanket purchase, 1815 
- emergency,  1700 
- general purchase, 1815 
- in-Council, 1315 
- labour relations, 1445 
- local purchase, 1815 
- ministers, 1315 
- printing, 1815 
- societies, 1910 
- standing purchase, 1815 
- treasury board, 1240 

 
ORDERS OF THE DAY, 1340  
 
ORDERS-IN-COUNCIL, 1315 
- appointments, 1460 
- approved, 1315 
- disposal authorities, 1525 
- drafting procedures, 1700 
- drafts, 1700 
- information and working papers, 1700 
- internal, 1700 
- Saskatchewan, 1700 
- staffing recruitment, 1460 

 
ORDINANCES (LOCAL), 1700 
 
ORGANIZATION, 
- accommodations, 1010 
- accounting codes, 1200 
- classification, 1400 
- training and development, 1465 

 
ORGANIZATIONAL MOVES, 1010 
 
ORGANIZATION 
(GOVERNANCE),1345 
- financial agreements and 

arrangements, 1705, 1710    
- grants, 1245 
- public programs, 1905 
- visual identity, 1905 

 
ORIGINALS USED FOR 
PUBLICATIONS, 1500 
 
OTHER 
- disposal authorities, 1525 
- disposal inquires, 1525 
- provincial/territorial legislation & 

regulations, 1700 
- reviews, 1300 
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ORS 
(see OPERATIONAL RECORDS 
SYSTEMS) 
 
OTHER PROVINCIAL / TERRITORIAL 
GOVERNMENTS 
- collaboration & liaison, 1910 
- legislation & regulation, 1700 

 
OUTBOARD MOTORS 
(see VEHICLES, 1110) 
 
OUT-OF-SCOPE PAY 
(see POLICY, 1355) 
 
OUTREACH, 1900 
 
OUTSIDE EMPLOYMENT 
GUIDELINES 
(see POLICY, 1355) 
 
OUTSTANDING ACCOUNTS 
RECEIVABLE, 1210 
 
OVERDUE ACCOUNTS 
- interest rates on, 1200 
- account payable, 1205 

 
OVERTIME, 
(see POLICY, 1315) 
 

P 
 
PACKAGES 
- training program, 1465 
 
PACKING SLIPS 
- procurement & receipt, 1815 
 
PAID HOLIDAY LEAVE 
(see POLICY, 1355) 
 
PAINTING 
- buildings, 1000 
 
PANELS 
(see COMMITTEES AND 
COMMISSIONS, 1320) 
 
PARKING AND PARKING AREAS, 1010 
 
PARLIAMENTARY INQUIRIES, 1340 
 
PARTICIPATION, 1465 
 
PARTNERSHIP 
- agreements, 1705 
 
PASSWORDS (SECURITY), 1605 
 
PASSES (SECURITY), 2100 
 

PAST AWARD RECIPIENTS, 1430 
 
PATENTS 
(see INVENTIONS, PATENTS, & 
COPYRIGHTS, 1735) 
 
PAYABLE ACCOUNTS, 1205 
 

PAYMENT 
- accounts payable 1205 
- card issuance, 1235 
- cheques and financial transactions, 

1200 
- claims by / against the crown, 1230 
- credit cards, 1205 
- debts by the Crown, 1230 
- delegation and authority, 1325 
- equalized payments, 1205 
- errors, 1205 
- fees, 1205 
- garnishees, 1240 
- payment errors and compliance 

reports, 1205 
- requirement, 1240 
- travel allowances and expenditures, 

1235 
- vouchers, 1200 

 
PAY RECORDS & SALARY, 
(see also SALARY (IES) 
- employee record, 1415 
- rates of, 1455 
- requirement to, 1240 
- schedule, 1455 
- severance (see POLICY, 1355) 

 
PENSIONS 
(see POLICY, 1355) 
 
PEPPER SPRAY, 1105 
- procurement & receipt, 1815 
- use, 2100 
 
PERFORMANCE (AUTOMATED 
SYSTEMS), 1605 
 
PERFORMANCE EVALUATION, 1605 
 
PERFORMANCE MEASURES 
- individual employee, 1450 
- internal program evaluation and 

reviews, 1330 
- strategic planning 
 
PERFORMANCE MONITORING, 1605 
 
PERFORMANCE PLANNING & 
REVIEW (HUMAN RESOURCES), 
1450 
- measurement systems, 1350 
- reviews, 1415 
 
PERFORMANCE / PROBATIONARY 
REVIEWS, 1450 
(see also HUMAN RESOURCES ,1450) 
 
PERIODIC SECURITY INSPECTIONS, 
2100 
 
PERMANENT 
- employees, 1415 
- positions, 1460 
 
PERMISSION (COPYRIGHT) 
(see INVENTIONS, PATENTS & 
COPYRIGHTS, 1735) 
 
PERMITS  
(see LICENSES & PERMITS, 1800) 

PERSON YEAR REPORTS, 1350 
 
PERSONAL 
- accidents log, 1425 
- data, 1415 
- information banks, 1520 
- injuries, 1470 
- security, 2100 
 
PERSONNEL 
(see also HUMAN RESOURCES – 
staffing, 1460) 
- benefits (see POLICY, 1355) 
- data, 1415 
- non-government, 1235 
- planning, 1350 
- resource facilitators, 1465 
- security, 2100 
 
PETITIONS, 1440 
 
PETTY CASH (ACCOUNTABLE 
ADVANCE), 1215 
 
PHONES, 1105 
 
PHOTOGRAPHIC, 1905 
- equipment & supplies, 1105 
- prints, 1905 
- procurement & receipt, 1815 
- publication, 1500 
- records management, 1515 
- supplies, 1105 
 
PHYSICAL 
- records disposal, 1525 
- security, 2100 
 
PLANNING, 1350 
(see also PLANS) 
- accommodation, 1010 
- automated information systems and 

technology, 1600 
- budget, 1225 
- building, 1005 
- civil defence, 2100 
- course development, 1465 
- database, 1600 
- emergency, 2100 
- fire contingencies, 2100 
- information resource, 1600 
- information systems, 1600 
- job enhancement, 1430 
- network design and management, 

1600 
- performance, 1450 
- strategic, 1350 
- system development, 1600 
- system maintenance, 1600 
- system security and reliability, 1600 
- training courses, 1465 
 
PLANS 
(see also PLANNING) 
(see also MODELS) 
- administration, 1350 
- benefits (see POLICY, 1355) 
- building, 1000 
- building floors, 1010 
- classification, 1400 
- disaster recovery (systems), 1600 
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- evaluations, 1350  
- information resource, 1600 
- information services, 1500 
- information systems, 1600 
- job enhancement, 1430 
- network design and management, 1600 
- program planning, 1350 
- publications, 1500  
- recovery (systems), 1600 
- system development, 1600  
- system security and reliability, 2100 or 

1600 
- work, 1450 
 
POLICIES (INSURANCE), 1730 
 
POLICY, 1355 
 
POLLS & SURVEYS, 1535 
 
POOL VEHICLE REQUISITION, 1110 
 
PORTFOLIO REVIEW, 1200 
 
POSITION(S) 
(see also ESTABLISHMENT) 
- abandonment of (see POLICY 1355) 
- appeals, 1400 
- assignment, 1400 
- changes, 1400, 1350 
- classification, 1400 
- establishment, 1350 
- history, 1400 
- planning, 1350 
- reports, 2010 
- reviews, 1450 
- staffing, 1460  
- training, 1460 
 
POSTAL SERVICES, 1810 
 
POSTING 
- foreign, 1460 
- general recruitment and appointments, 

1460 
- staffing, 1460 
 
POTENTIAL REVENUE, 1250 
 
PRE-APPROVALS 
- Treasury Board, 1260 
 
PRE-RETIREMENT BENEFITS / 
PROGRAMS, 1430 
 
PRECAUTIONS 
(see SECURITY, 2100) 
 
PRECEDENTS 
- labour relations, 1445 
 
PREMIER’S SPEECHES, 1905 
 
PRESENTATIONS, 1905 
- awards, 1430 
 
PRESS / MEDIA, 1905 
 
PREVENTION 
- accidents, 1425 
- fire, 2100 

- theft, 2100 
 
PRINT INTERVIEWS, 1905 
 
PRICING 
(see also FEES) 
- books and publications, 1500 
 
PRINTING ESTIMATES & 
SPECIFICATIONS, 1815 
 
PRINTING REQUISITIONS / ORDERS, 
1815 
 
PRINTING SERVICES, 1815 
- books, 1500 
- budget printouts, 1225 
- publications, 1500 

 
PRINTS 
- photographic, 1905 
- procurement & receipt, 1815 

 
PRIVACY COMPLAINTS & ISSUES, 
1520 
 
PRIVACY COMMISSION 
INVESTIGATIONS, 1520 
 
PRIVATE CORPORATIONS, 1910 
 
PRIVATE COURIER SERVICES, 1810 
 
PRIVATE PROPERTY, 1005 
 
PRIVATE USE GOVERNMENT 
VEHICLES, 1110 
 
PROBATION REVIEWS, 1450 
 
PROBLEMS 
(see ISSUES) 
- computer hardware, 1105 
- computer software, 1105 
- equipment and supplies, 1105 
- system operations, 1605 

 
PROCEDURES, GUIDELINES & 
STANDARDS, 1360 
 
PROCEEDINGS 
- committees and commissions, 1320 
- commissions of inquiry, 1715 
 
PROCUREMENT & RECEIPT, 1815 
(see also ACQUISITION) 
 
PRODUCT & SERVICE 
INFORMATION, 1105 
 
PRODUCTION REVENUES, 1250 
 
PROFESSIONAL SERVICES 
- contracts, 1705, 1710 
- fees (see POLICY, 1355) 
 
PROGRAM CODES 
- accounting, 1200 
- computer, 1600 
 
 

PROGRAM MONITORING 
INFORMATION, 1335 
 
PROGRAMMING 
- systems development, 1600 
 
PROGRAMS 
(see also appropriate records series in 
ARMS 2014) 
- cataloguing in publication, 1510 
- co-op student, 1460 
- early retirement, 1430 
- employment equity, 1430 
- employment family assistance, 1430 
- evaluation , 1330 
- human resources, 1430 
- implementation planning files, 1350 
- other public, 1905 
- pre-retirement, 1430 
- public awards, 1905 
- recognition, 1430 
- retirement, 1430 
- safety 1425 
- staff reduction,1430 
- training,1465 
- volunteer,1430 
- wellness,1430 
- work experience, 1460 
 
PROGRESS REPORTS, 2000 
system security and reliability, 2100 
 
PROJECTORS 
- equipment & supplies, 1105 
- procurement & receipt, 1815 
 
PROJECTS, 1350 
(see PLANNING) 
(see also appropriate record series in 
ARMS 2014) 
- advertising / marketing, 1905 
- evaluations & reviews, 1330 
- implementation records management, 

1515 
- strategic, 1350 
- system development, 1600 
 
PROPERTIES 
(see BUILDINGS AND LAND 
MAINTENANCE, 1000) 
(see BUILDINGS AND LAND 
MANAGEMENT, 1005) 
 
PROPOSALS 
- labour relations, 1445 
- policy, 1355 
 
PROTECTION OF PRIVACY, 1520 
 
PROTECTION SYSTEMS 
(SECURITY), 2100 
 
PROTOCOL & DIPLOMACY 
(see PUBLIC RELATIONS & 
COMMUNICATIONS, 1905) 
 
PROVINCIAL 
- acts, 1700 
- agreements, 1705, 
- auditor audits, 1300 
- bills, 1340 
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- comptroller audits, 1300 
- comptroller directives, 1360 
- collaboration & liaison, 1910 
- exchange of information, 1910 
- financial agreements, 1705, 1710 
- inter-provincial agreements, 1705, 1710 
- inter-provincial committees, 1320 
- inter-provincial protocols, 1905 
- intra-provincial agreements, 1705, 1710 
- legislation, 1700 
- liaison, 1910 
- meetings, 1320 
- protocol, 1905 
- regulations, 1700 
- sales tax, 1255 
 
PST (PROVINCIAL SALES TAX), 1255 
 
PUBLIC 
- account preparation records, 1200 
- awards, 1905 
- collaboration & liaison, 1910 
- disclosure, 1745  
- information services, 1905 
- inquiries, 1505 
- interest disclosure, 1745 
- notaries, 1725 
- outreach, 1900 
- programs, 1905 
- relations, 1905 
- service employment, 1355 
 
PUBLIC RELATIONS & 
COMMUNICATIONS, 1905 
 

PUBLICATION LISTINGS, 1500 
 
PUBLICATION REQUESTS, 1500 
 

PUBLICATIONS  
- (see BOOKS & PUBLICATIONS 

DEVELOPMENT, 1500) 
 

PUBLIC DISCLOSURE, 1745 
 

PUBLIC DOCUMENTS COMMITTEE (see 
PUBLIC RECORDS COMMITTEE, 1525) 
 
PUBLIC INTEREST DISCLOSURE, 1745 
 
PUBLIC RECORDS COMMITTEE, 1525 
 
PUBLIC RELATIONS AND 
COMMUNICATIONS, 1905 

 
PURCHASE 
(see also PROCUREMENT & RECEIPT, 
1805) 

- buildings, 1000, 1005 
- lands, 1000, 1005 
- orders, 1815 
- vehicles, 1110 
 
PURCHASE CARDS 
- issuance, 1235 
- payment, 1205 
- receipts, 1210 
 
PURCHASE ORDERS 
- procurement & receipt, 1815 
 
PURCHASING 
- agency standing offers, 1815 

- authorities, 1325 
- delegation of authorities, 1325 
- procurement, 1815 
- requisitions, 1815 
- standing offers, 1815 
- subscription agency service, 1510 
 

Q 
 
QUALITY 
- assurance reports, 2000 
 
- QUARTERLY & TRIMESTER 

REPORTS, 2005 B  
 
QUERIES 
- end-user support, 1605 
 
QUESTIONS  
- financial, 1200 
- motions for returns, 1340 
- Minister’s, 1340 
- staffing interviews, 1460 
 

R 
 
RADIO 
- advertising, 1905 
- equipment & supplies, 1105 
- interviews, 1905 
- media, 1905 
- mobile, 1105 
- procurement & receipt, 1815 
- repairs, 1105 
- telecommunications, 1105 
 
RADIO TELEPHONE, 1105 
(see also TELEPHONE) 
 
RATES OF PAY 
- employee records, 1415 
- salary disputes, 1455 
 
RATES ON OVERDUE ACCOUNTS 
(see INTEREST RATES) 
 
READING ROOM REQUESTS, 1510 
 
REALTY PROPERTY 
(see BUILDINGS & LAND 
MAINTENANCE, 1000) 
(see BUILDING & LAND 
MANAGEMENT, 1005) 
 
REALLOCATIONS OF FUNDS, 1225 
 
REASSIGNMENTS, 1460 
 
RECALL LISTS, 1460 
 
RECEIPT RECORDS 
- accounts receivable, 1210 
- assets, 1100 
- books, 1210 
- credit/debit cards, 1210 
- disclosures, 1745 
- equipment and supplies,1815 
- journals (cash), 1200 
 
RECEIVABLE ACCOUNTS, 1210 
 

RECEIVING REPORTS, 1815 
 
RECIPIENTS (AWARDS), 1430 
 
RECLASSIFICATION AND APPEALS,  
1400 
 
RECOGNITION PROGRAMS, 1430 
 
RECOMMENDATIONS (AWARDS 
AND HONOURS), 1430 
 
RECONCILIATIONS 
- accounting, 1200 
- bank, 1220 
 
RECORDS MANAGEMENT, 1515 
- access & privacy, 1520 
- appraisal requests, 1525 
- circulation, 1510 
- classification (ARMS), 1525 
- destruction of records, 1525 
- disposal, 1525 
- disposal notification, 1525  
- disposal requests and approvals, 

1525 
- documents of transfer to storage, 

1530 
- freedom of information and protection 

of privacy, 1520 
- format conversion, 1355, 
- information resource files, 1905 
- information security, 
- operation records system (ORS), 

1525 
- physical disposal, 1525 
- policy (see POLICY, 1355) 
- program development, 1515 
- projects, 1515 
- records transferred to/from other 

jurisdictions, 1525 
- research, 1535 
- reference files, 1905 
- retention and disposal schedules, 

1355 
- retrieval, 1530 
- storage, 1530 
- studies, 1535 
- surveys, 1535 
- technical guidelines, 1355 
 
RECOVERABLE AMOUNTS, 1250 
- agreements and arrangements, 1705, 

1710 
 
RECOVERIES (COST), 1250 
 
RECOVERY 
- plans (systems), 2100 
- procedures (systems), 1600 
 
RECREATION (EMPLOYEE), 1430 
 
RECRUITMENT (STAFFING), 1460 
 
RECYCLING PROGRAMS 
- office equipment and supplies, 1105 
- waste management, 1000 
 
REDUCTION EXERCISE 
- expenditure, 1235 
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REDUCTIONS 
- staffing, 1430 
 
RE-EMPLOYMENT LISTS, 1460 
 
REFERENCE 
- files, 1905 
- information services, 1905 
- library services, 1510 
- requests, 1510 
 
REFERRALS, 1335 
 
REFRIGERATION SYSTEMS, 1000 
 
REFUNDS, 1205 
 
REGISTER OF INCIDENTS, 1740 
 
REGISTERED 
- agreement, 1705, 1710 
- contracts, 1705, 1710 
- payroll, 2010 
 
REGISTERED MAIL, 1810 
 
REGISTERING RECORDS, 1515  
 
REGISTRATION 
- restraints, 1105 
- vehicle, 1110 
- weapons, 1105 
 
REGULATIONS, 1700 
 
REIMBURSEMENTS, 1240 
 
REJECTED/DENIED CONTRACTS, 1705, 
1710 
 
REJECTION LETTERS, 1460 
 
RELATIONS 
- labour, 1455 
- public, 1905 
 
RELATIONSHIPS 
- collaboration & liaison, 1910 
- organization, 1345 

 
RELEASE OF INFORMATION, 1905 
- freedom of information, 1520  
- records management, 1515 
 

RELIABILITY (SYSTEMS SECURITY), 
2100 
 
RELOCATION 
- organizational moves, 1010 
- travel allowance and expense claims, 

1235 
 
REMITTANCE, 1205 
 
RENEWALS, 1510 
 
RENOVATIONS, 1005 
 
RENTALS 
- contracts, 1710 
- equipment and supplies, 1105 
- vehicles (land & aquatic), 1110 
 

REOCCURRING INVOICES 
(see INVOICES) 
 
REORGANIZATION, 1345 
 
REPAIRS & MAINTENANCE 
- buildings & land, 1000 
- vehicle, 1110 
- land, 1000 
- laundry equipment, 1105 
- medical equipment, 1105 
- micrographic, 1105 
- office equipment, 1105 
- photographic equipment, 1105 
- radio, 1105  
- telecommunications, 1105 
- telephone, 1105 
- vehicle, 1110 
 
REPLACEMENT 
- (in-lieu) cheque, 1200 
- staff exchanges, 1470 
- vehicles, 1110 
 
REPORTS & STATISTICS, 2010 
- accommodation, 1010 
- administrative, 2000, 2005 
- administrative annual, 2000 
- annual & special, 2000 
- annual strategic, 1350 
- audits, 1300 
- CVA, 1110 
- daily financial, 2005 
- distance, 1110 
- employment equity, 1430 
- facsimile (FAX), 1105 
- financial analysis statement, 2005 
- investigation/incident, 1740 
- midyear strategic, 1350monthly, 2010 
- monthly financial, 2005 
- one-time, 2000 
- one-time financial, 2005 
- other financial, 2005 
- quarterly financial, 2005 
- receiving, 1815 
- RES reports, 2005 C 
- special / one time, 2000 
- strategic planning, 1330 
- timeliness of payments, 1205 
- trimester financial, 2005 
- vehicle, 1110 
- weekly, financial, 2005 
- year end financial, 2005 
 
REPRODUCTION SERVICES, 1810 
 
REQUESTS 
- access to information, 1520 
- adjustments, 1220 
- advice, 1745 
- disposal, 1525 
- employee information, 1505 
- Freedom of Information, 1520 
- information (including employee 

information), 1505 
- library services, 1510 
- publications, 1500 
- reading room, 1510 
- telephone, 1510 
 
REQUESTS FOR PROPOSALS 
(RPFs), 1705, 1710 
 

REQUIREMENTS 
- analysis, 1600 
- of voluntary service, 1430 
- space management, 1010 
- to pay, 1240 
 
RES (REVENUE EXPENDITURE 
SYSTEM REPORTS), 2010 
 
RESEARCH MONITORING AND 
EVALUATIONS OF NEW 
TECHNOLOGIES, 1600 
 
RESEARCH, STUDIES AND 
SURVEYS, 1535 
- acts and legislation, 1700 
- approved papers, 1355 
- equipment and supplies, 1105 
- information systems planning, 1600 
- job enhancement, 1430 
- papers, 1360 
- research papers, 1360 
- vehicle research files, 1110 
 
RESIGNATIONS 
(see POLICY, 1355) 
(see EMPLOYEE RECORD, 1415) 
 
RESOURCES  
- data, 1600 
- information services, 1905 
- facilitators / personnel for training, 

1465 
- personnel planning, 1350 
- revenue from, 1250 
- training and development, 1465 
 
RESPONSIBILITIES 
(see ORGANIZATION, 1345) 
 
RESTRAINTS, 1105 
- procurement & receipt, 1815 
 
RESUMES, 1415 
 
RETENTION SCHEDULES 
(see POLICY, 1355) 
- disposal, 1525 
 
RETIREMENT PROGRAMS, 1430 
 
RETRIEVAL 
- information, 1605 
- records,  1530 
 
RETURNED & NSF CHEQUES, 1200 
 
RETURNS (LEGISLATIVE), 1340 
 
REVENUE 
- accounts, 1250 
 
REVENUE CONTROL, 1250 
- accounts receivable, 1210 
- budgets, 1225 
- deposits, 1200 
 
REVIEWS,  
[see also APPRAISAL(S)] 
- audits & compliance, 1300 
- automated information systems, 1605 
- classification, 1400 
- lean, 1330 
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- other, 1300 
- performance, 1445, 1450 
- performance measures, 1330 
- probation, 1450 
- programs, 1330 
- risk assessments, 1330 
- system development, 1600 
- work performance, 1300 
 
REVOLVING FUNDS / SPECIAL 
ACCOUNTS, 1225 
 
RIGHT OF WAY, 1005 
 
RISK ASSESSMENTS, 1330 
 
RISK MANAGEMENT, 1350 
 
ROADS (CONSTRUCTION), 1000 
 
ROSTER (SENIORITY), 2010 
 
ROYAL COMMISSIONS, 1320, 1715 
 
ROYAL VISITS, 1905 
 
ROYALTIES, 1250 
 

S 
 
S4 (TRAVEL EXPENSE), 1200 
 
SAFETY 
(see also HEALTH & SAFETY) 
- investigations and complaints, 1740 

 
SALARY ADMINISTRATION, 1455 
 
SALARIES & WAGES,  
(see also PAY RECORDS) 
- advances accountable, 1215 
- deductions, 1415 
- deferred leave, 1355 
- employee records, 1415 
- policy on, 1355 
 
SALES 
- provincial sales tax, 1255 
- revenue from, 1250 
 
SALES TAX, 1255 
 
SALVAGE, 1105 
 
SASKATCHEWAN 
- acts and legislation, 1700 
- amendments to legislation, 1700 
- archives board finding aids, 1515 
- bills, 1340 
- cooperation & liasion, 1910 
- exchange of information, 1910 
- government legislation & regulations, 

1700 
- legislation, 1700 
- operational records systems (ORS) (see 

POLICY, 1355) 
- Orders-In-Council, 1700 
- regulations, 1700 
 
SASKATCHEWAN HUMAN RIGHTS 
COMMISSION, 1435 
 

- SCHEDULE AMENDMENTS, 1355 
 
SCHEDULES 
- dispositions, 1525 
- fees (see POLICY, 1355) 
- hours of work (see POLICY,1355) 
- library classification schedules, 1510  
- retention, 1525  
- salaries, 1455  
- work (see POLICY, 1355)  
 
SCHOOLS (LIAISON), 1910  
(see also EDUCATIONAL 
AUTHORITIES)  
 
SEARCH SERVICES (COMPUTER),  
(see LIBRARY SERVICES, 1510)  
 
SEASONAL LAYOFFS  
(see POLICY, 1355)  
 
SECONDMENTS, 1710  
 
SECRETARIAL SERVICES, 1810  
 
SECURITY MANAGEMENT & 
SAFETY, 2100  
- access to information, 1520  
- breach case files, 2100  
- classification coding, 1515  
- checks, 2105  
- clearance, 1415  
- freedom of information and protection 
of privacy, 1515  
- information technology issues, 1600  
- major / escalated breach 
investigations, 1740  
- privacy requirements, 1250  
- special investigation case files, 1740  
- system reliability, 1605  
- systems, 2100  
 
SECURITY DEPOSITS, 1200  
 
SELECTION STANDARDS, 1460  
 
SEMINARS, 1465  
 
SENIORITY  
- calculations, 1415  
- policy, 1355  
- roster, 2010  
 
SEPARATIONS, 1460  
 
SERVICE CONTRACTS, 1705, 1710 
  
SERVICE INFORMATION, 1105  
 
SERVICES & BENEFITS  
(see POLICY, 1355)  
 
SETOFFS, 1240  
 
SEVERANCE, 1355  
 
SHARING  
- data, 1600  
- job, 1355  
 
SHOP STEWARDS, 1445 
  
SHORT LISTS (STAFFING), 1460   

SICK LEAVE, 1415  
(also see POLICY, 1355)  
 
SIDEWALKS, 1000  
 
SIGNATURE SAMPLE CARDS, 1325 
 
SIGNING AUTHORITIES, 1325 
 
SIGNS 
- building, 1010 
- lands, 1000 
- maintenance, 1000 
- parking, 1010 
- street, 1000 
 
SKILLS 
- employee record, 1415 
- training resources, 1465 
 
SLIDE SHOWS, 1905 
 
SLIPS (PACKING) 
- procurement & receipt, 1815 
 
SMOCKS, 1105 
- procurement & receipt, 1815 
 
SMOKING IN THE WORKPLACE, 1425 
(see also POLICY, 1355) 
 
SNOW REMOVAL, 1000 
 
SNOWMOBILES, 1110 
 
SOCIETIES, 1910 
 
SOFTWARE (COMPUTERS) 
- equipment & supplies, 1105 
- defects, 1600 
- licenses, 1800 
- procurement & receipt, 1815 
 
SOLICITATIONS 
- corporations, companies, firms, 1910  
 
SOLICITOR (REVIEWS), 1355 
 
SOUND RECORDINGS, 1500 
 
SOURCE DOCUMENTS 
- information services, 1500 
 
SPACE ALLOCATION 
- office, 1010 
 
SPACE ASSIGNMENTS 
- parking, 1010 
 
SPACE MANAGEMENT, 1010 
- computer systems, 1605 
 
SPEAKING ENGAGEMENTS, 1905 
 
SPECIAL 
- accounts, 1225 
- contracts, 1705, 1710 
- investigations, 1740 
- items (equipment and supplies), 1105 
- items (procurement & receipt), 1815 
- leave, 1415 
- reports, 2000 
- warrants, 1260 
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SPECIFICATIONS 
- printing estimates, 1815 
 
SPEECHES, 1905 
(see also LECTURES AND SPEECHES) 
- Throne, 1340 
 
SPENDING / SIGNING AUTHORITIES, 
1325  
 
SPRINKLERS (FIRE), 2100 
 
STAKEHOLDERS, 1910 
(see also COLLABORATION AND 
LIAISON) 
 
STAFFING, 1460  
(see also PERSONNEL) 
(see also EMPLOYEE) 
- authorities, 1325 
- case files, 1460 
- development and training, 1465 
- programs, 1460 
- reduction programs, 1430 
- recruitment, 1460 
- responsibilities, 1345 
- security checks, 2105 
- selection standards, 1460 
 
STAFFING REQUISITIONS, 1460 
 
STANDARD(S) 
(see PROCEDURES, GUIDELINES & 
STANDARDS, 1360) 
- building, 1010 
- classifications, 1400 
- information technology architecture, 

1600 
- subject analysis, 1510 
- job, 1400 
- records management, 1515 
- staffing selections, 1460 
 
STANDING 
- offer agreements, 1815 
- purchase orders, 1815 
 
STATEMENTS 
(see FINANCIAL REPORTS & 
STATEMENTS, 2005) 
- account, 1205 
- bank, 1220 
- expenditure, 1235 
- fire claim, 1740 
- mission/vision, 1345 
 
STATIONARY, 
- office, 1105 
- protocol, 1905 
 
STATISTICS 
(see REPORTS AND STATISTICS, 2010) 
 
STATUS REPORTS, 2010 
 
STOCK 
- control, 1100 
- inventories, 1105 
- procurement, & receipt 1815 
- requisitions, 1815 
 
STOCKROOM REQUISITIONS, 1815 
 

STOLEN EQUIPMENT, 1100 
 
STOP PAYMENT (CHEQUES), 1200 
 
STORAGE 
- assets, 1100 
- electronic media, 1105 
- inventory, 1105 
- records management, 1530 
- spaces, 1010 
 
STORING & RETRIEVING OF 
RECORDS, 1530 
 
STRATEGIC PLANNING, 1350 
 
STRIKES 
(see LABOUR ISSUES, 1440) 
 
STRUCTURES 
(see BUILDINGS AND LAND 
MAINTENANCE, 1000) 
(see BUILDINGS AND LAND 
MANAGEMENT, 1005) 
 
STUDENT PROGRAMS, 1460 
 
STUDIES 
(see also RESEARCH, STUDIES AND 
SURVEYS, 1535) 
- acts and legislation, 1700 
 
STYLE (WRITING), 
(See POLICY, 1355) 
 
SUBCOMMITTEES, 1320 
(see also COMMITTEES & 
COMMISSIONS) 
 
SUBJECT ANALYSIS STANDARDS, 
1510 
 
SUBMISSIONS 
- budgets, 1225 
- Cabinet, 1315 
- commission of inquiry, 1715 
- Public Records Committee (see 

POLICY, 1355) 
- Treasury Board, 1260 
 
SUBSCRIPTION AGENCY SERVICES, 
1510 
 
SUBSCRIPTIONS & RENEWALS, 
1510 
 
SUBSTITUTION PAY 
(see POLICY, 1355) 
 
SUMMARIES (ACCOUNTING) 
- final entries, 1200 
- invoice summary sheets, 1205 
 
SUMMER STUDENT PROGRAMS, 
1460 
 
SUPERANNUATION  
(see POLICY, 1355) 
 
SUPPLIES 
(see EQUIPMENT AND SUPPLIES, 
1105) 
- procurement & receipt, 1815 

SUPPORT SERVICES 
- end-users, 1605 
 
SUPPORTING DOCUMENTATION 
- board minutes, 1310 
- equipment and supply contracts, 

1705, 1710 
 
SURVEYS 
(see RESEARCH, STUDIES AND 
SURVEYS, 1535) 
 
SUSPENSE ACCOUNTS, 1250 
 
SYMPOSIA, 1465 
 
SYSTEM AUDITS, 1605 
 
SYSTEM DEVELOPMENT, 1600 
- audits & compliance, 1605 
- computer equipment, hardware & 

software, 1105 
- website content, 1905 
 
SYSTEM DOCUMENTATION, 1600 
 
SYSTEM MONITORING, 1605 
 
SYSTEM OPERATION, 1605 
- computer equipment & supplies, 1105 
- computer training & development 

courses, 1460 
- disaster recovery plan (see POLICY, 

1355) 
- information stored on electronic 

media, 1515 
- information & technology planning, 

1600 
 
SYSTEM SERVICE REQUESTS, 1605 
 
SYSTEMS, OTHER 
- accounting, 1200 
- audits, 1300 
- financial reporting, 2005 
- security, 2100 
 

T 
 
TAGS (SECURITY), 2100 
 
TAPE 
- cash register, 1210 
- recorders, 1105 
- tape space management (electronic 

media), 1605 
 
TARIFFS, 1255 
 
TASK FORCES, 1320 
 
TAXES, 1255 
 
TECHNICAL 
- change, 1350 
- guidelines (see PROCEDURES, 

GUIDELINES & STANDARDS) 
- training, 1460 
 
TECHNOLOGY 
- end-user support, 1605 
- information systems planning, 1600 
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TELECOMMUNICATIONS, 1105 
- procurement & receipt, 1815 
 
TELEPHONE, 
(see also RADIO) 
- cell phones, 1105 
- equipment & supplies, 1105 
- library requests, 1510 
- procurement & receipt, 1815 
 
TELEVISION 
- equipment and supplies, 1105 
- media, 1905 
- procurement & receipt, 1815 
 
TEMPORARY ASSIGNMENT / 
PERFORMANCE OF HIGHER DUTIES 
(TAHD / TPHD), 1460 
individual employees, 1415 
 
TEMPORARY STAFFING 
- appointments, 1460 
- individual employees, 1415 
- pay administration (see POLICY, 1355) 
- salaries and wages (see POLICY, 1355) 
 
TENDER(S), 1705, 1710 
 
TERMINATION 
- bank accounts, 1220 
- employee records, 1415 
 
TERMINOLOGY 
information services, (see POLICY, 1355) 
 
TERMS AND CONDITIONS OF 
EMPLOYMENT 
- labour, 1455 
- regulations (see POLICY, 1355) 
 
TERMS OF REFERENCE, 1320 
 
TERRITORIAL 
- acts, 1700 
- agreements, 1705 
- bills, 1340 
- committees and commissions, 1320 
- collaboration & liaison, 1910 
- legislation, 1700 
- regulations, 1700 
 
TESTING 
- database development and 

administration, 1600 
- staffing, 1460 
- system development, 1600 
 
TEXTUAL MANUSCRIPTS, 1500 
 
THEFT (VEHICLES), 1110 
 
THIRD PARTY DEMANDS 
- garnishees, 1240 
 
THREATS TO SECURITY, 2100 
 
THRONE SPEECH, 1340 
(see also SPEECHES) 
(see also LECTURES & SPEECHES) 
 
TIMECARDS, 1410 
 

 

TIME OFF  
- hours of work  (see POLICY, 1355) 
 
TIMELINESS OF PAYMENT 
- accounts payable, 1205 
 
TOURS  
- protocol, 1905  
- public programs, 1900  
 
TRACKING (INFORMATION), 1905  
TRACTORS, 1110  
 
TRADEMARKS  
(see INVENTIONS, PATENTS AND 
COPYRIGHTS, 1735)  
 
TRAINING AND DEVELOPMENT, 
1465  
(see also SEMINARS)  
(see also SYMPOSIA)  
- employee, record of, 1415  
- system manuals, 1600  
 
TRAINING & SUPPORT, 1605  
 
TRAINING EQUIPMENT, 1465  
 
TRAINING PROGRAM PACKAGES, 
1465 
  
TRACKING  
- communication log, 1905  
 
TRANSACTIONS  
- expenditure control, 1235  
 
TRANSBORDER DATA FLOW  
- records management, 1515  
 
TRANSFER(S), 1220  
- building, 1005  
- computer hardware, 1105  
- expenditures, 1235  
- financial, 1225  
- land, 1005  
- personnel, 1460  
- records, 1525  
- reassignments, 1460  
 
TRANSLATION SERVICES, 1810  
 
TRANSPORTATION SERVICES  
(see VEHICLES, 1110)  
 
TRAVEL  
- advance, 1235  
- appointed options, 1235  
- case files, 1235  
- insurance (see POLICY, 1355)  
- protocol, 1905  
- vouchers, 1200  
 
TREASURY BOARD, 1260  
 
TRAVEL ADVANCE  
(see RELOCATION)  
 
TREATY LAND ENTITLEMENT  
(see BUILDINGS & LAND 
MANAGEMENT, 1005)  
 
  

TRIMESTER & QUARTERLY 
REPORTS, 2005 B  
 
TRUST ACCOUNTS, 1220  
 

TUITION FEES  (see POLICY, 1355) 
 
TYPING SERVICES, 1810 

 

U 
 
UNCOLLECTED ACCOUNTS 
- accounts receivable, 1210 
 
UNCOLLECTIBLE ACCOUNTS, 1210 
 
UNDERSTANDING, LETTERS OF, 
1445 
 
UNEMPLOYMENT INSURANCE (UI) 
(see POLICY, 1355) 
 
UNIFORMS, 1105 
 
UNION DUES, 1445 
 
UNION RELATIONS, 1445 
 
UNIVERSITIES, 1910 
(see also EDUCATIONAL 
AUTHORITIES) 
 
UPGRADE PLANNING & 
INTEGRATION 
- systems maintenance, 1600 
 
USAGE REPORTS, 2010 
 
USER 
- documentation, 1600 
- orientation, 1605 
- support, 1605 
- system access controls, 1605 
 
USER SPECIFICATIONS 
(see SPECIFICATIONS) 
 
UTILITIES 
- environmental controls, 1000 
- installation, 1000 
- operation and maintenance, 1000 
- service contracts, 1710 
- water management, 1000 
 

V 
 
VACANCIES & OBLIGATIONS 
- staffing, 1460 
 
VACATION LEAVE, 1410 
(see also EMPLOYEE RECORD) 
- policy, 1355 
 
VALUATION OF BUILDING & LAND, 
1005 
 
VANDALISM (VEHICLES), 1110 
- insurance, 1730 
 
VCRS (see VIDEO CASSETTE 
RECORDERS) 
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VEHICLES, 1110 
- management, 1110 
- procurement & receipt, 1815 
 
VENDING MACHINES, 1105 
- procurement & receipt, 1815 
 
VENTILATION SYSTEM, 1000 
 
VERIFICATION REPORTS, 2010 
 
VIDEO CAMERAS, 1105 
 
VIDEO CASSETTE RECORDERS, 1105 
- procurement & receipt, 1815 
 
VIDEO TAPES, 1105 
- procurement & receipt, 1815 
 
VIRMENTS 
- Treasury Board, 1260 
 
VISION STATEMENTS, 1345 
(see also ORGANIZATIONS) 
 
VISITS (PROTOCOL), 1905 
 
VISUAL IDENTITY PROGRAM, 1905 
 
VOLUNTEER CRIMINAL RECORDS 
CHECKS, 2105 
 
VOLUNTEER PROGRAMS, 1430 
 
VOTES (FINANCIAL) 
- refunds to vote, 1205 
 
VOTING (ELECTIONS) 
- time off (see POLICY, 1355) 
 
VOUCHERS, 1200 
 

W 
 
WAGES 
(see POLICY, 1355) 
 
WALKIE-TALKIES, 1105 
 
WALKWAYS 
(see SIDEWALKS) 
 
WARRANTIES 
(see EQUIPMENT AND SUPPLIES) 
 
WARRANTS, 1260 
 
WASTE MANAGEMENT, 1000 
 
WATER 
- vehicles, 1110 
 
WCB 
(see WORKERS COMPENSATION 
BOARD) 
 
WEAPONS, 1105 
- procurement & receipt, 1815 
 
WEBSITES,  
- content development, 1905 
 

- system operation and maintenance, 
1600) 

 
WEEKLY REPORTS & STATISTICS, 
2005 A 
 
WELFARE 
- employee, 1415 
- health and wellness programs, 1430 
 
WELLNESS PROGRAMS, 1430 
 
WHMIS (WORKPLACE HAZARDOUS 
MATERIALS INFORMATION SYSTEM) 
- hazardous material, 1425 
 
WIDE AREA NETWORKS (WAN), 1600 
 
WITHDRAWALS 
- automatic bank, 1220 
 
WORD PROCESSING 
- office support, 1810 
- services, 1810 
- software, 1105 
 
WORK 
- performance, 1415, 1450 
- plans, 1415, 1450 
- schedules (see POLICY, 1355) 
- simplification planning, 1350 
 
WORKPLACE EXPERIENCE 
PROGRAM, 1460 
 
WORKERS’ COMPENSATION BOARD 
(WCB) CLAIMS, 1470 
 
WORKING GROUPS, 
- committees & commissions, 1320 
 
 
WORKING PAPERS 
(see also DRAFTS) 
- acts and legislations, 1700 
- budget, 1225 
 
WORKPLACE HAZARDOUS 
MATERIALS INFORMATION SHEETS 
(WHMIS), 1425 
 
WORKSHOPS, 1465 
 
WRITE OFFS 
- accounts receivable, 1210 
- disposal and surplus, 1100 
 
WRITTEN JUDICIAL DECISIONS, 
1725 

 

X 

 

Y 
 
Y2K PROJECT, 2100 
 
YEAR-END FINANCIAL REPORTS, 
2005 C 
 

Z 
 
ZONING (LANDS), 1000 




