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Document and Records Management System 

-s:::1J1J"1"A el 3Ji11 L{P) fff~LiL i'lmA ~el"~ el 1" m-s,)<il m-srn ni.'114 

Records Manager 

~1J~'V114~Li'l"~fu~<il2leJ1J(illLGUl1'Yl413Jn14,)(iln14LeJn~14 
v v v 

Office of Records 

~u~V11-s 1 ""'1""1"L,J111 ei" Lein a1-s v 

Departmental Records Officer (ORO) 

't'lltn"1"~ Lfl"~tl!)u~"1",)<il m-sLei na1-s11 ei-lci1""1" 

End User 

't'lltn"1"~1i-s:::uu 

3J1<Pl4;i1" .. 
• 1$015489 International Organization for Standardization 

- Policy Process Procedure and Implementation 

- File format pdf/A JPEG2000 TIFF(uncompressed) 

• DIRKS (Designing and Implementing Recordkeeping Systems) Australia 

- Records Keeping System 

• DoD 5015.02-STD Department of Defense U.S.A. 

- Electronic Document and Records Management System 

• MoReq2 (The Model Requirements for Electronic Records and Document 

Management) European Commission 
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'l\l\l1Ltl ni.'f11 (Records Comtinum) 

POLICY PROCESS PROCEDURE 

• \. 1, ,~.., 11 ic.:i lfon 

• l~l'il'nti llr Sclwduli :i,~ 
• '1\>ll'nl 

• \,cc",·· .rnd 'xcurit\ 

~J\ B\llRUUM~thmu1l11u 
l ) IN'l. iJt 111NLA'liLI 

"' 

•• ,l' 

"' Temporaryst 
'(Office or. Record Cen er) 

_,_..., '- ~"'- ~~ M4,.-~yJ'~r,:-

PPP 
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P Policy 

1. ni.1'11. LDi.m11'lleMrnmnn1~'Vi3J(.9l~Ln(.911fuv1nm1i.Ji)~,nu1uih1m1'llu\I 
DU'l'l. 

2. 1~vnt'n\11u1~Lum111~13Jnuuv1\lffl1\1'2.111\I L(.9lt.J hh)(.9lnunnmnvvi~u 
1:::Lu vu 'll uuJA'u~ L~ v-:i'll u\I Lrn:::<;J u\lf nY1A113J ~'irn v1" LA~\l~rr(.91 h J1 ~Ln (9t 

A'l13J L~tl\l'Vi1uA'l13J L~tl\l'Vi1tJLLn flU'l'l. 

3. 1~'Ynt'n\11U1~rnn 4'117~ L~ n'l11uun ~fLDuvii n 1 um1i.Jflu~\11u 
4. 1~3jm1muA3JLLiil:::~(9tn1iLun4'!11~u<PiLLin L'll11um:::u1um1fi1J1u vi~u 

t(9tm~1~4'!(.9l Lviu1~aiu1v11rnn4'!113jm13Jrin<;Ju\I A1un1u 1a.i.ff1'liuu ... 
Liiunu 1~ ut.11u4'1m'Yi'Yflu3J1~"1" LLGl:::3jm1n1viu(9ta'11·irn11L1l1n\I ... 
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5. 'l~ij nTHi~ Lfirne:imt17<;J13J7:: t1::n n1fi nir1113J1t1 '1117e:i1::Lut111f1Lrit11,J v-1 

n1'111U~'lll7vGJ13J A113J,)1 Ltlu L Un17 L~'11U 

6. 'l~ijL~~e:i'13'.ie:im1i~m1Le:im111fi'l~"1"'11t1 3j1h::a'YIBl11Yi LLn::3jm1 

tlne:i1113J ~d' L~vL~Yi1Xn'11ua1aJ1 1ritli)u~GJ13Jufo111t11::Lut111 Lrn::~5 
tli)~Lrit11num1i~m1rnna1111e:i" Btl'Yl . 

7. L~ ri1U'11ULLn::Yi1Xn-.:nutlf!u~GJ13JUlv1J1 ti 7::LU tl1JLLn::~5tl f!u~Lri tl1 nu 

m1i~m1rnn a11'l.lv'1 Btl'Yl. 

8. 6t~3jm7~~GJ13J un::tl1::L3Ju~ n m1tlf!u~GJ13Jufo111 t1 m1i~ m1Le:i n a17 

t1ei>l Btl'Yl. 
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Process Revised 

8 : nawm:1.11M.n,,ifilm, 
lM.ai111~1f~<il\la:lflmti'S 

81.1 : UN1tmJltl1.ann 

W1-HN 
et.2: Wt'1~1UL."1~1:-J 

UIM:"rTU 

Bt.3 : 1~tm~1.ann 
81.4 : li1Lilutmua..""fuw1u 

_J 

·----
1 Rl : n11ru 

LM• n 
I ("1JU DTSJ 

F : n~1.1m:\J'lW11,iflni'S 
uVJ11um

0

ai1 

F1 : n111ilttr.i;:'h,, 
F1. I : n11UMJ,1,i:b.u.anm 
F1.2 : n,,w.iu.;Q,\lnmiu 

F2 : n>M•;n, 
F3 : nn Re·Open l.lW.,, 
F4 : nl'fiiwMw.W...\lnm 

F4.1 : n11b1o1u;JU\ln'11 
f4. t .1 '1nll'NofN 

F.f.1.2 _,nWHtnul'ltll\t• 

F4.2 : nl1Mw.Wia1n•tt ' 

FS : n11!.....rul1 ..... w..i.n.,., 

FS.2 : Nin"WiWA.n111 
Fl : nHi'flnnuW~\lnl'I~ 

W\mo:lirn. 
fl.1 : ,;,., , 

FS.2 : lt\1'411fl\U11VL'Mf! 

'
·~~:-
"''""' (nwDTSJ 

0 
Rt : n'l'S-itn1n1n 

Rt.1 : M:•nt 

Rt .1.1 tnl\YIR nhl 
R1.1.2 niol14 llhl. 

Rt.2 : iWimaW 
R2 : n11in1nm 

R2.1 : nn:•'ltt 
R2.1.1 rnuw,n nm. 

R2.1.2 niol" llhl. 
Rl.2 : iLlnmaW 

Rl : n1niu1.11n1t'l'I 

R• : n,,n,,•1nm 
RS : n11i .. ~v1.1nrn 
RI : nttOw\lnln 

F2 : n"t1!la1n1u -
fS.1 : nnl&lu/ 
Tu~u1nh1 
,;,n111 • 1:141"\.a 
riunu 

F5 2 nn\;iuJ 
tu1.o:iu1u1u 
Lt)fll l1 • fhn 
.. uv1M 

Q2.2 nn•nl 
•••iu nn 
~•1'1u101n•l1 

Qt : ntt"t•nit 

Q : n~~m:~114nu•oni1 
~t\Ulwma:~1111tJfllltUlu 

Qt : nl1ifln11ini nl1lin\I : L~l'U 
i11i1Y10.n1Mni1lmmillll 

Q2 : ftl1fl1'1QfjMl1N 

02.1 : w...~ •• ;n. 
a2.2 : ~~nm 
02.3 : ma11 •hn~ lau'Mli 

02.4 : V11uWinan1.;,tmfl'nt 

02.• : .w.,,,1.;.;n11l;n,. 

13 

Procedure 

Q2.1 nn• n l 
••unu ni10u 
ll~lMi;lftlll 

n 1:tt11' 

I 
Q2.) : R"l1'11H 

b•1ll : 'fiu111/ 
r.hn111utfil 
1o>uM.,., 

Q2S nnttnl 
•Hi u 1uh1~ 
blOnnltl'.a1u 

fnlltf.nu:1Mu/ Q4 ; nU'f'IU'f'l'IU 
autl1"'116.a lfllu•ti.a 
10>n11s MU1tnu~1;;in111 

~1t1nm~L -14 
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--" ReQUt!Sl ttil1Dau1hl 

From: End Use< 
To : ORO 

No 

9 . fotWard 
"'!"<St 
'llill011U~U 

Cc : J{uhm~10u Offce of Records uutlu'h41n"lu'ltmillt 

,--" 
I 

LdutfiWml 
10aul1 11 / 
~--_/ 

~ 1.iUU Reque$t 'llillfl.uMu 

From: End user 
To : ORO 

Yes 

No 

1h10un11 
t'lf'unuifou'l1u 

8. eauifiluMu End 
•1ur~ 

-1.'.J 

~ Request vuauilo:iuMu 
from: ORO 
To : RMT 

End 

No 

BL!: 
t ilUilR11U 

"il.Jn11 
id&1.JAU 

Yes 

Cc : t£u'' M'l1"vidlu Offu ol ~ ua::iju'hn1tl~u11i<1 11, RMT 
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Yes 

- G 

NO 
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JO.~·"(luni'I 
L'Auil<Ju.'AlJ 
ri'l\.lut1h1! ACL 

~tl<l\J . Yes 

" ' 
1;:~ Mttadata 
thAuu.'11u p 

End • - 18. i1uiJ0>u.Wu 
Aiu r!Que:st J 

·' 

~:· 
\Jf\nh~ 

r.tt1i11 ,.,,.,,, 
) No 

17 •.a request 
11oia l1'11o:anlu 

~ llU1J Request tH>aut1<11n:iu 
From: ORO 
To RMT 

...;:j1.u.l\l~t10>0•u'llu 
From: End..,,.,. 
To : MO 

Yes 

No 
End 

Cc : '{uti4'l19h0u ON'Ke ol Recads u:l{U!Mn·~l~Ul'li>• 

3.tJAuWulu 
H\J\J 

~ 

End 

Du.'11u 
m:•i"' 

No 

LOflU.WlJ 

h•u' 

F1 .2: nT'HU\;ILL~3J Ltl n i.'417~1.J (2/2) 

No 

Yes 

Yes 

2.u.~J Of'ftC.e 
Records 

Yes 

munit? 

! No 

/ 
1tJ111u.~u 

Yes 

huJ' 

8 iJ.,;U,...ilf\,I 
nun"l110>n1111 

tuu.fhJ 

Fl : n111tlau'11u 

lu;1Vnun11 
1&1nil"ISluu.Wu 

~1 

4.itJ'rluMc::it\J 
11Clnl1'lilnA11' 

fl 

h1u.Wu 

: n·m011u1.Wu 

9 .lli luatl.I., 
~A1J\1nOu 

il "lf1JI\! 
\.11.ii u.?lu 

End 

• 
tua11.k1urnt 
1.:ina·ntuu.t;J.1 

• End 

5.lhlUAf\h 
i~nl\u1Du 

i1"111lfll 
n\i i u.Wu 

End 
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2. !ur~ 
?l<l Re.q:iien 1nlu 

Yes 

No 
End oljl)~' 

_.!.! 111.IU Request llOI Re-Open 1uilu 
from : End u.... 
To : ORO 

Cc : l{u'M"'J~:~~!~;LR~~~dS 

No -.__ 

Yes 

0 2 . llf~ ORO Yes 
vn..i Mail/ l "11nun1i!W 

l~m'"\o'f 1\nrvu 
_:!l J;_1 

F3 m 1 Re-Open uVl a..i 

) 11t~Un"l1 
No Re-open 

Re-open ullu 1,1ibat:>.i ? 
t I . ....,, 

J t IOtOun·n 
Re-open ullu 

'-----··9 

m:•itt ' 

Yes 

o••~- 3 1D•:nu/ ..... , \ll'lif'HU1 

4.llf~w1tfM'W 

Ha11/1n1.M'Wf 

No 

Encl 

<9 
NO 

Yes 

7 0.U~l.I 
tunvu 

7 1 O•Llllu 
Encl 1\nnru 

'.!} F""": Encl Use!> 
To : DRO 

,. 
·~ 

ec = ~1Jh4~~~s~,~.ru~~~ 

s 'hl.Cl110llhl 
Yl1..1 Ma.I/ 
1mitMl't 
~ 

Yes• 6 m n un·ntMllu 

lumru.J~) 

IO\l1\l1110uhl 
LtttlnllVIU 

U'lh.1--1nn~u 

j 
No Yes 

No Yes No 
il!wlA > 

_tl from : End u.... 
To : DROlj1110. 

7 1h:il l \WU1 

~U'f'I '!Ut/U'lu, 

ll '" (OJJ't'Ne: 
(,,\ul'l1.111tl ___.. [rd 

lltf\111•") l "1 
(~+> 

_:a from : Offlco of R<Con!s ~ from : ORO ~1•Gu 
To : ORO rt1MOu To · End User 
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nnu')utn1 
'$~nin0>nA11 

~A\1Uilln-l't 

1.itJff1'U&I 
,..,,,E-mad 
~ 

"'] '""" End Us« 

2. u1-1uOu 
t u 1alu1iln1111 

Jl 
End 

To• .nuu,Mn -11u1<.1nan11&a:'••unu1"fl 
__:!.! ~nda'i~M11f'l\ilO>nill1Uiiln9MllllllM'\ 

Yes 

No 

1 wt'lnurrm1u 
Tu1ruu ,p 

2. lfJ Mail /Tel 
u.f.am1i1u 

1nhni)mn1 
_!.I 

F4.2 : fl1''5~it. LLf13JLtlm'l17 

3 ;fo\u 
uMu1 i)IUl"11 

4 .. wf'ln un"l t - • S.1a11'iuu~u1::in 1111 
tuaut\11:t.1u ua:".:li.>\llli1Cu1oun 

(:_~ 

End 
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,--- - ---------. 

l .tiJ-.11ninuJu.1 
~o:iiln~nlJl3o:iuh1 __.. 

vif11'MUA ~ ~ 

No 

Q2.4 : n11An-::i 
AAff"IJJ : liJJu.lih.t 
rnmnrn1:.A1it 

QI : n11~Rn1Hhl! 
nit ttfJ1\J ; l.,;'l.l/RU 

~h1tl1hthn0Jna 11 
~li1nmo:iOnd 

nvifo:iu.'M11lilni111~ii'&1.Jni'11&1u 
From: ORO lf\ilU 
To : ORO lflulilu 
Cc : OfR ft"l<1u/tilu'\01u, RMT 

2.1.111 ~ti>lna&1.i 

<f1u.unr;:i1i1 

tl~l'tl~lll 

3.1J!uiJ1J 
1ltJijiilh.11~uu 

1
• 

~--~~~ 

4. ~.>l'li.ni 
1uti1~1Jna&>v 

1utlRnti&iJ l". 

i No 

End ._..._.______: 

' 

7. o\jl)A 
r.J1n11:iutiu~ui 

9.PJl&lnt:n'J 
r.J1nl')UtiU~1J., 

ncJ'if;;u.1.MlJ~ 
t'l.J/'11\4\JGll 

r.JinFJ\.aJu~u, 

~ n1tiloi1nlu1;;inn1iJu1 11.\lcilAu1oinn1 
from: ORO 

' '"~.il1&'iiuloin•,,rJ,n11'llou\u\.ilt1•" 
From: 1'n11.i11'11o1~1" 1o11=i ~·uhi111'io1i!oll"'\h1hw,1o111;:i111onno 

To : IMU ........ . 

CC.: fiuhntlu'8io .... ; BOT·DRM RKords tu~mer-. Team; 
BOT·ORM ORO '810 ........... ; "\I ...... . 
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12.i!'.-J Ma1l/'h'l1'. 
t'11&1, 1J:U&l1J 

ll .l1.JLLHU I 
tA1o:uo;;u~ 
~Au1U 

10.Fwd. Mail 
hf~u"f\. 

13.lliitOun·n 
•h.J1J0>1Jnll0>-Ji 
• t:\111i BarcOde 

14.~liril1lJ-J 

n1110>-JL0>na1,-., 
l\f1Llh.1l~u'1 

_.=sl From ; f.IU."1M ................. . 

To : luwi . l!utfu~u1<1n•11 
~ From . 1uW1 ~utI1fiu1on•n 

To · ORO 

l .Mul'intN1\l 
'tl0>0>nA1ut30>ut'U 

'illi'l\\UA 
~-, 

" tlu.Wu 
onOu' No 

Yes 

No 

Q2.4 : n11An~ 

"""'"' : d:uu,.u 
10>na11M:•111 

noiJo:iu. 'tb1in-J 
thllUA._ha iu 

2. An:a~o:>UttJnA11 
Aua11\IC\ll1\.111..1.Wu 

F5.2 

End 

15. Uu~ntfo:i:ya 
n11tmhn 

d)· 
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6.1 Yl")Wfil\J 

L&>narrr°llfllru 
vhiinutautiU. 

folder R1llA')'UI 

h.JQflltJ6\U 

• UU\J1.l&l&l~lhhil1ll 

• nuifoul1ln6lmnn11il.J 
'fhA1U / lli>thalll 

16. i>ll1lJli/~Gi!Yh 
U.U1JtlO>O>\,p)'~ .__ ___ 1; 

17.1 Vl1\Jil0>\J 
1oina1n1!Aru 

l'luiuluuAil:: 
Folder "'1111111111 

tuaAuo:iu 

•U.1JlJ11&10l~Y11i11Cl 
• nrn1oiu.;11Jtilnaw~il.J 

'11i11 U / '\J.hhi11tl 

- ------

11 . \Jt:·•11.111iu 
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l4&1~t11\4111ml4"1 
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4. rnn£'f17\IGlV13J1ULVl\il (Archives) 

13/08157 

17 



'Vi a mnm'li'nT:fLU lPI UHJLVni'f1".l (FOi) 

rnmn'.i~h.iVi\l 
til (_;lbtHJ 

,,. 

• btlULeJrn'l1 ".i~L1l1 de:iuhm (?l".l11 4 trn :::: 15 LLvi\l 'Vl .".i.1J. 

,Je:i:1Jn'li11?t1".l11eJ\l".l1'l5m ".i 'l'l.f>i. 2540 .... 

• tDimiml1".i~~u~V11 ".i'Vl~e:i~1V1i°i1 ?i1u\JT1-d:i~11m~u11 .... 

h iii\l tui;irn v forn 1~~\l1 ".im1 (?11:1Jtnmci1~11:1Jt~tJ\l\l1 n 

"l1:: tih.1u~ -:11:1J b~ £J\lt1 u\l Bll l1." 

• bfJUbeJm~1".l~m.h::V111Jm".l<ili;iri1 (Document) .... 

• ttlurnn?t1 ".l (Records) ~hi t1l1t~e:iu111m".lttliue:im111 
~rnrn::::rn n ?11".lrihiVi\l ti11P1tew11 e:i\l BU'Yl. 

35 

.... ~ 

n1 "j~ ~ t n-u i fl n aT·a 

r~ t1n11i~ri1 r~1\I a~1\l'ViaJ1~'ViaJ 
cu 

(Business Classification Scheme :BCS) 

tt~~~\IU~a.Jtvnt1411 (Fileplan) 

13/08/57 

18 



"" a 
nTr~~rnurnna1~ 

r~tm1~i~ri1t~"S\Ja~1\JV13J'J~V1 a..i 
~ 

(Business Classification Scheme :BCS) 

tt~ ~~\Jit~3Jrnn~1~ (Fileplan) 

0 "''.''."'"''' ''1.11 

'1113J11Pl'lll3.iLilmf17L~3J (2515-2549) 20 '1113J11Pl ... 
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