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NTRODUCTION

Disposal authorisation

Under Section 24 of the Archives Act 1983 a person must not engage in conduct that results in the
destruction or other disposal of a Commonwealth record; or the transfer of the custody or ownership
of a Commonwealth record; or damage to or alteration of a Commonwealth record; unless the action
of disposal is positively required by law, or takes place with the permission of the Archives or in
accordance with a normal administrative practice of which the Archives does not disapprove.

Advice on the provisions of the Archives Act may be obtained from the Canberra Office of the
National Archives of Australia.

Where required, the Archives gives its permission for the destruction or other di§posalief
Commonwealth records by issuing disposal authorities. The Archives also uses disposal @aithorities to
identify classes of records that have been appraised as requiring retention agmational ar¢hives, or to

modify or withdraw its permission for disposal.

Disposal authorities may be issued to a particular agency or agengies, or magbelof general application
within the Commonwealth.

Purpose of this authority

This authority authorises the destruction or other disposal ofComimonwealth records as required by
the Archives Act. It may also contain descriptions ofgecords to be refained as national archives.

The requirements to retain records are based @n business needs, broader organisational accountability
and community expectations. This authoritytakes indegdnsideration the interest of all stakeholders
including the agency and its administrative needs in discharging its functional responsibilities, as well
the Archives’ stakeholders’ interests it the selection and preservation of records as national archives.
For information on the Archives’ appraisal objectives and the selection of records as national archives,
see the Archives’ publication WinpRecords are(Kept, Directions in Appraisal.

Using this authority

This authority applies only te thetecords or classes of records described in the authority. The
destruction or otherdisposal‘ef,records can be made only in accordance with the specific

requiremerits set out inthis agithority.

This authogif§is to be tised to sentence records. Sentencing involves the examination of records in
order to identify thedndividual dispesal class to which they belong. This process enables the
sentencing officerte determine the appropriate disposal action for the records. Advice on sentencing

can be obtained from your nearest National Archives office.

Where the method of recording the information changes (eg from a manual card system to an
electronic system, or when information is migrated from one system to a new system) this authority
can still be used to sentence the records created, providing the records document the same function
and activity. The information must be accessible for the period of time prescribed in the authority.
Agencies will need to ensure that any software, hardware or documentation required to enable

continuing access to the data is available for the periods prescribed.



The authority may include specific requirements to destroy records but generally retention
requirements indicate a minimum period for retention. The agency may extend minimum retention
periods if it considers that there is an administrative need to do so. Where an agency believes that its
accountability will be substantially compromised because a retention period or periods are not
adequate, the agency should contact the National Archives for review of the retention period.

This authority should be used in conjunction with the Administrative Functions Disposal Authority
(AFDA) issued by the Archives to cover housekeeping and other administrative records common to
most Commonwealth agencies. For certain agencies, it is not appropriate fo use all the disposal
coverage in AFDA because some of the activities as described, or retention requirements identified, do
not meet the agencies’ needs. If this is the case, alternative disposal arrangements may be included in
this authority or may have already been included in an earlier records disposal autherity.

Records already sentenced as ‘retain permanently’ using previous Records Disposal Autherities
(RDAs) and which fall within the date range of the function(s} scoped in this authgrity should now be
re-sentenced.

From time to time the National Archives places ‘freezes’ on the dispgsal ofisomie groups of records,
which places a moratorium on the destruction of these records. If youréquire furthier information
about disposal freezes and whether they affect the application of this Recaeds Disposal Authority,
please contact the National Archives at recordkeeping@naa.gov.adl

Appropriate arrangements need to be made with the National Archives when records are to be
transferred into custody. The National Archives accepts fot ttansfer only those records designated as
national archives.

Amendment of this authority

The National Archives must approve all amendiments or variations to the classes in this authority.
Officers who have difficulty using the afithetity should approach the agency Records Manager. If
there are problems with the application of éhe auithority that cannot be resolved by the agency, the
Records Manager should contact the Nafional Archives.

CONTACT INFORMATION

1. For requests to change this authority contact the Canberra Office of the National Archives of
Australia

QueenMictoria Terrace Tel: {02) 6212 3610

Parkes ACT 2600 Fax: (02) 6212 3989

PO Box 7425 Email: recordkeeping@naa.gov.au
Canberra Mail Centre ACT 2610 Website: www.naa.gov.au

2. For sentencing advice contact your local office of the National Archives,

The address and phone number of your local office can be found at the National Archives website
address abave.
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. 30UNDARY DETERMINATION

The function of determining onshore and offshore boundaries. Includes preparation of technical case
and supporting information to enabie the submission of the outer limit of Australia’s continental shelf to
the United Nations Commission on the Limits of the Continental Shelf under current international laws
and conventions and determining the location of Australia’s Territorial Sea Baseline and other various
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, offshore
State and Federal jurisdictions, maring resources, environment and use of the ocean issues.

Far research into the geoscientific character of Australia’s marine jurisdictions use MARINE ZONE
GEOSCIENCE.

For the commercial surveying work (1988-1397) for the Aboriginal and Torres Straitlslander
Commission (ATSIC) used to determine land boundaries for Native Title claims usesCRMMERCIAL

SERVICES.

Advice

The activities associated with offering opinions by or to the organjsation as taan action or judgment.
includes the process of advising.

Note: use for maps produced on request providing evidence of boundaries.

Eniry Description of Records Disposal Action
9870 Records documenting technical advice to government Retain as national
agencies (Commonwealth, State, Teritery or local archives
government) involved with boundary determination.
Includes:

o Continental shelf definitions

o Maritime boundary negotiations
» Resource assessmefit

= Native Title boundaries

[Date range: 1981 -]

[For advice refating to marine zone geoscience and
environmenial issuas, Use MARINE ZONE GEOSCIENCE

— Advige.]
9871 V\.éorkin? pa;ﬁers Ieadir)g to thtf de;elopc;nent of te(_:hnical Destroy 25 years after
gwe:’tltcé?so other agencies on boundary determination action completed

[Date range: 1981 - ]
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BOUNDARY DETERMINATION

The function of determining onshore and offshore boundaries. Includes preparation of technical case
and supporting information to enable the submission of the outer limit of Australia’s continental shelf to
the United Nations Commission on the Limits of the Continental Shelf under current international laws
and conventions and determining the location of Australia’s Territorial Sea Baseline and other various
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, offshore
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Australia’s marine jurisdictions use MARINE ZONE
GEOSCIENCE.

For the commercial surveying work (1988-1997) for the Aboriginal and Torres Strait {slander
Commission (ATSIC) used to determine land boundaries for Native Title claims usg COMMERCIAL
SERVICES.

Agreementis
The processes associated with the establishment, maintenance, reviewand negotiation of
agreements.

Entry Description of Records Disposal Action

9872 Final versions of agreements made with the agsficy to Destroy 7 years after
support the boundary determination funetion(eg expiry or other
Memoranda of Understanding). termination of
[Date range: 1981 - ] agreement

9873 Records documenting negotiations, establishment, Destroy 7 years after
maintenance and review6f agiecments. expiry or other
[Date range: 1981 - ] termination of

agreement

8874 Reference copig§ of final agréeements made between Destroy when

Australia and dther countries in relation to the boundary reference ceases

determination fungtion.
[Date range=3281-1]

BoundaryiNegotiations

The processes wherg parties negotiate boundaries and processes, and establish, nurture and
participate in ongoing discussion leading to a resolution of shared boundaries.

Note: Use for boundaries relevant to the Exclusive Economic Zone and continental shelf.

Eniry Description of Records Disposal Action

9875 Records documenting technical briefing papers prepared Retain as national
by the agency for delegations involved in boundary archives
negotiations.

[Date range: 1981 - ]

8876 Records relating to delegations including arrangements, Destroy 5 years after
briefing notes, tabled papers etc. last action
[Date range: 1981 - ]

10
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BOUN'DARY DETERMINATION

The function of determining onshore and offshore boundaries. Includes preparation of technical case
and supporting information to enable the submission of the outer imit of Ausiralia’s continental shelf to
the United Nations Commission on the Limits of the Continental Shelf under current international laws
and conventions and determining the location of Australia’s Territorial Sea Baseline and other various
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, offshore
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Australia’s marine jurisdictions use MARINE ZONE
GEOSCIENCE.

For the commercial surveying work {1988-1997) for the Aboriginal and Torres Straitlslander
Commission {ATSIC) used to determine land boundaries for Native Title claims usesGOMMERCIAL

SERVICES.

Committees
The activities associated with the management of committees angytask farcesd Ingludes the
committee's establishment, appointment of members, terms of refetence; proceedings, minutes of

meetings, reports, agendas etc.

Eniry Description of Records Disposal Action
9877 Records of internal and external committegs formed 1o Retain as national
consider matters relating to the boundary determination archives
function where the agency provides the secrétariats
includes:

e Documents establishing the committee

Final versions of minutes

Reports

Recommendations

Supporting documentation suchias briefing papers and
discussion papers.

[Date range: 1981=n]

[For geoséientifigyprofessional committees, use
PROFESSIONALRELATIONS — Commiitees.]

9878 Records of internal and external committees formed {o Destroy 5 years after
consider matters relating to the boundary determination action completed
function where the agency does not provide the secretariat.

Includes:

spwdocuments establishing the committee

final versions of minutes

reports

recommendations

supporting documentation such as briefing papers and
discussion papers.

[Date range: 1981 - ]

[For geoscientific professional committees, use
PROFESSIONAL RELATIONS — Commiliees.]

11
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BOUNDARY DETERMINATION

The function of determining onshore and offshore boundaries. Includes preparation of technical case
and supporting information to enable the submission of the outer limit of Australia's continental shelf to
the United Nations Commission on the Limits of the Continental Shelf under current international laws
and conventions and determining the location of Australia's Territorial Sea Baseline and other various
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, offshore
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Australia’s marine jurisdictions use MARINE ZONE
GEOCSCIENGE.

For the commercial surveying work (1988-1997) for the Aboriginal and Torres Strait islander
Commission {ATSIC) used to determine land boundaries for Native Title claims use COMMERCIAL
SERVICES.

Commitiees - Continued

The activities associated with the management of committees and {ask forges{ incliides the
committee's establishment, appoiniment of members, terms of reference;, progeedifgs, minutes of
meetings, reports, agendas eic.

"Entry Description of Records Disposal Action

9879 Working papers documenting the conduct and Destroy when
administration of committees which consider miatters reference ceases
refating to the boundary determinatiogfunctionjincludes:

o Agenda

Notices of meetings

Draft minutes.

[Date range: 1981 - ]

Compliance
The activities associated with‘eomplying with mandatory or optional accountability, fiscal, legal,
regulatory or quality standards orreglirements to which the organisation is subject. Includes

compliance with legjslation and withimational and international standards, such as the 1SO 8000
series.

Eniry Description of Records Disposal Action
9880 Records documenting compliance with international laws Destroy 25 years after
and.eonventions. last action

[Date range: 1981 - ]

12
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 B0OUNDARY DETERMINATION

The function of determining onshore and offshore boundaries. Includes preparation of technical case
and supporting information to enable the submission of the outer [imit of Australia’s continental shelf to
the United Nations Commission on the Limits of the Continental Shelf under current international laws
and conventions and determining the location of Australia's Territorial Sea Baseline and other various
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, offshore
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Australia's marine jurisdictions use MARINE ZONE
GEOSCIENCE.

For the commercial surveying work (1988-1997) for the Aboriginal and Torres Straitistander
Commission (ATSIC) used to determine land boundaries for Native Title claims usefCOMMERCIAL

SERVICES.

Conliracting-out
The activities invoived in managing the performance of work or the provigion oF geeods and services by
an external contractor, vendor or consuitant, or by using external bureau'gervices, ' Includes

outsoureing.

Entry Description of Records Disposal Action
9881 Records documenting contract managemeft refating to'the  Destroy 7 years after
boundary determination function. Includes: completion or
= minutes of meetings with main stakeholders termination of contract

s performance and evaluation reporis.
[Date range: 1981 - ]

Data Acquisition
The processes associated with gathering scigntific or technical data (either manual or automated),
including data capture, identification/and validation. Includes acquisition of data for later use in

research projects.

Note: Data can be generated by Geoscience Australia work, commissioned by private contractors
either by GeoscienégAustraliaier by one of the State/Territory departments of Minerals, or done
privately afd the data fater baught by Geoscience Australia. Specific technologies include airborne
geophysical surveysygravity surveys, seismic surveys, gamima ray spectrometry

For records generated during the course of field or laboratory work (including raw data) use
BOUNDARY DEFERMINATION — Research Projects.

Entry Description of Records ' Disposal Action
9882 Records relating to the processes of capturing boundary Destroy 50 years after
determination information, includes: last action

¢ Identification

= Sampling rates

= Validation.

[Date range: 1981 - ]

NOTE: This disposal class does not cover the scientific
data itself

13



National Archives of Australiq — Records Disposal Authority — Geoscience Australia 3 March 2005

BOUNDARY DETERMINATION

The function of determining onshore and offshore boundaries. Includes preparation of technical case
and supporting information to enable the submission of the outer limit of Australia’s continental shelf to
the United Nations Commission an the Limits of the Continental Shelf under current international laws
and conventions and determining the location of Australia’s Territorial Sea Baseline and other varicus
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, offshore
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Australia’s marine jurisdictions use MARINE ZONE
GEOSCIENCE.

For the commercial surveying work (1988-1997) for the Aboriginal and Torres Strait lsiander
Commission (ATSIC) used to determine land boundaries for Native Title claims usg COMMERCIAL
SERVICES.

Data Interpretation
The activities associated with analysing scientific or technical data. “Includes interpretation and
madelling.

Note: Use for boundary computations and determining of coordinates

For initial raw data, or resulting interpreted data, use BOUNDARY DETERMINATION — Research
Projects.

For adding value through the massaging or mahipulation of raw data, use DATA MANAGEMENT —
Data Processing.

Entry Description of Recofds Disposal Action

9883 Records relating to data interpretation. includes Retain as national
computations applieghto daia tefdetermine the boundaries.  archives
[Date range: 1981 - ]

NOTE: Thigidispasal class does not cover the scientific

data itself.
98684 Records relating to interpretative methodologies and quality Retain as national
agslrance of interpretations. archives

[Date range: 1981 - ]

9885 Lower level working papers relating to data interpretations,
interpretative methodologies and quality assurance of gg?ggt&;ois years after
interpretations.

[Date range: 1981 - ]

NOTE: This disposal class does not cover the scientific
data itself.

14
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 30UNDARY DETERMINATION

The function of determining onshore and offshore boundaries. includes preparation of technical case
and supporting information to enable the submission of the outer limit of Australia's continental shelf to
the United Nations Commission on the Limits of the Continental Shelf under current international laws
and conventions and determining the location of Australia's Territorial Sea Baseline and other various
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, ofishore
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Australia’s marine jurisdictions use MARINE ZONE
GEOSCIENCE.

For the commercial surveying work (1988-1997) for the Aboriginal and Torres Straitislander
Commission (ATSIC) used to determine land boundaries for Native Title claims use®COMMERCIAL

SERVICES.

Enquiries
The activities associated with handling requests for information abeut the orgafisation and its services
by the general public, agency employees or another organisation.

Entry Description of Records Disposal Action
9886 Records documenting the handling of general.and public Destroy 2 years afier
enquiries about the boundary determinatiof function. action completed

[Date range: 1981 - ]

Evaluation
The process of determining the suitability.of potential or existing programs, items of equipment,
systems or services in relation to megfing the needs of the given situation. Inciudes systems analysis

and ongoing monitoring.

Eniry Description of Regords Disposal Action
9887 Records docUmenting the evaluation of matters relatingto  pestroy 5 years after
the boundary determination function. action completed

[Date rangel981%: ]

15
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BOUNDARY DETERMINATION

The function of determining onshore and offshore boundaries. Includes preparation of technical case
and supporting information to enable the submission of the cuter limit of Australia’s continental sheif to
the United Nations Commission on the Limits of the Continental Shelf under current international laws
and conventions and determining the location of Australia’s Territorial Sea Baseline and other various
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, offshore
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Australia’s marine jurisdictions use MARINE ZONE
GEOSCIENCE.

For the commercial surveying work (1988-1997) for the Aboriginal and Torres Strait istander
Commission (ATSIC) used to determine land boundaries for Native Title claims usg¢ COMMERCIAL
SERVICES.

External Consultancy

The activities associated with arranging and providing scientific or teghnical censulting services to
external clients on geoscientific matters. Includes conducting risk assessmenbrelating to consuitancy
services.

Entry Description of Records Disposal Action
9888 Final consultancy report to client on boundary Destroy 10 years after
determination. project completed

[Date range: 1981 - ]

5889 Working papers supporting the developmentof consultancy Destroy 5 years after
report. project completed
[Date range: 1981 - ]

9890 Records relating to the ‘'gstablishment of consultancy Destroy 7 years after
projects includingmegetiation.of fees, project briefs. project completed
[Date range: 1981 - ]

Interorganisational biaison

The activities asseciated with maintaining regular general contact between the organisation,
professionalsdn related fields, and other organisations. Includes sharing informal advice, discussions,
and collaborating on projects that are not joint ventures.

Entry Description of Records Disposal Action
9891 Records documenting liaison activities undertaken with Desiroy 5 years after
other organisations (public or private). Includes action completed

collaboration on projects, exchange of information.
[Date range: 1981 - ]

16
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| 30UNDARY DETERMINATION

The function of determining onshore and offshore boundaries. Includes preparation of technical case
and supporting information to enable the submission of the outer limit of Australia's continental shelf to
the United Nations Commission on the Limits of the Continenta! Shelf under current international laws
and conventions and determining the iocation of Australia's Territorial Sea Baseline and other various
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, offshora
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Australia's marine jurisdictions use MARINE ZONE
GEOSCIENCE.

For the commercial surveying work (1988-1997) for the Abgeriginal and Torres Straitislander
Commission (ATSIC) used to determine land boundaries for Native Title claims use®COMMERCIAL

SERVICES.

Joint Ventures

The activities involved in managing joint operations between depastments, either within the
organisation or with other organisations, or with the government, where theré is a contract, joint
contributions of funds and/or time. Also includes private sector venturgs withipublic sector
organisations, and co-research or collaboration between inter-dgpartmental units, departments or

organisations.

Note: Includes government departments concerned with{the pfeparation of the technical case for
Australia's extended continental shelf under the UN Convention of the Law of the Sea and marine
boundary negotiations. Includes risk assessment télated fojjeintventures.

Entry Description of Records Disposal Action

9882 Records documenting the management'of International and  Destroy 7 years after
Australian-based joint vemtures tndertaken to support the termination of
boundary negotiation fnction.” Includes records relatingto  agreement
the establishment, risk assessment, maintenance and
review of joint venture agreements and contracts.
iDate range: 1981 -

9893 Signed jolRtwenture,edntracts under seal and supporting Destroy 7 years after
records completion or
[Daierange: 1983 - ] termination of contract

{For confracts under seal executed in states other than the
ACT, see the Administrative Functions Disposal Authority
entryd03rs, 1038, 1039.]

9894 Signed simple joint venture contracts and agreements and  Destroy 7 years after

supporting records. completion or other
[Date range: 1981 - ] termination of coniract

17
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BOUNDARY DETERMINATION

The function of determining onshore and offshore boundaries. Includes preparation of technical case
and supporting information to enable the submission of the outer limit of Australia's continental shelf to
the United Nations Commission on the Limits of the Continental Shelf under current international laws
and conventions and determining the location of Australia's Territorial Sea Baseline and other various
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, offshore
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Austraiia's marine jurisdictions use MARINE ZONE
GEOSCIENCE.

For the commercial surveying work (1988-1997) for the Aboriginal and Torres Strait Islander
Commission {ATSIC) used to determine land boundaries for Native Title claims use COMMERCIAL
SERVICES.

Planning
The process of formulating ways in which objectives can be achieved: lncludes determination of
services, needs and solutions to those needs.

Eniry Description of Records Disposal Action
9895 Records documenting agency input into whaolé'of Retain as national
government plans relating to boundary determinafions archives

[Date range: 1981 - ]

9896 Final version of agency wide boundary.détermination plans. Destroy 3 years after
{Date range; 1981 - | plan is superseded

9897 Working papers used {9 developboundary determination Destroy 1 year after
plans. Includes draft plans, reparis analysing issues, and adoption of the final
comments receivedifrom ather@reas of agency. plan

[Date range: 1981 - ]

98468 Capies of theyboundary determination plans. Destroy when
[Dategange: 1981 - ] reference ceases

18
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 30UNDARY DETERMINATION

The function of determining onshore and offshore boundaries. Includes preparation of technical case
and supportting infarmation to enable the submission of the outer limit of Australia's continental shelf to
the United Natlons Commission on the Limits of the Continental Shelf under current international laws
and conventions and determining the location of Australia's Territorial Sea Baseline and other various
maritime zone limits. Aiso includes providing advice to interested parties on cadastral issues, offshore
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Australia's marine jurisdictions use MARINE ZONE
GEOSCIENCE.

For the commercial surveying work (1988-1997) for the Aboriginal and Torres Straitilslander
Commission {ATSIC) used to determine land boundarigs for Native Title claims use®COMMERGIAL

SERVICES.

Policy
The activities associated with developing and establishing decisions, directions aré precedents which
act as a reference for future decision making, as the basis from which the ofganisation's operating

procedures are determined.

Entry Description of Records Disposal Action
9899 Records documenting agency input into the develepment Retain as national
and establishment of whole of government boundary archives

determination policies (eg energy policy). néludes:
s policy proposals

o research papers
s results of consultations
e supporting reports
+ major drafts and finalipolicy doguments.
[Date range: 1981 - ]
9300 Copies of policy@ocaments;and supporting papers. Destroy when
[Date range: 4981 - ] reference ceases

19
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BOUNDARY DETERMINATION

The function of determining onshore and offshore boundaries. Includes preparation of technical case
and supporting information to enable the submission of the outer limit of Australia’s continental shelf to
the United Nations Commission on the Limits of the Continental Shelf under current international laws
and conventions and determining the location of Australia's Territorial Sea Baseline and other various
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, offshore
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Australia's marine jurisdictions use MARINE ZONE
GEOSCIENCE.

For the commercial surveying work (1988-1997) for the Aboriginal and Torres Strait Jsiander
Commission (ATSIC) used to determine land boundaries for Native Title claims use COMMERCIAL
SERVICES.

Procedures :
Standard methods of operating laid down by an organisation according to formiulated policy.

Entry Description of Records Disposal Action

9801 Master set of manuals, handbooks, directives etc detailing | Destroy 25 years after
procedures supporting the boundary determination procedures are
function. superseded

[Date range: 1981 - ]

9902 Records documenting the development affagency Destroy 1 year after
procedures supporting the boun@ary determination the production of
function. procedures

[Date range: 1981 - ]

9903 Copies of manuals, handbgoks, directives etc. Destroy when
[Date range: 19811 reference ceases

20
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| ._.BOUNDARY DETERMINATION

The function of determining onshore and offshore boundaries. Includes preparation of technical case
and supporting information to enable the submission of the outer limit of Australia’s continental sheif to
the United Nations Commission on the Limits of the Continental Shelf under current international laws
and conventions and determining the location of Australia's Territorial Sea Baseline and other various
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, offshore
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Australia's marine jurisdictions use MARINE ZONE
GEQOSCIENCE.

For the commercial surveying work (1988-1997) for the Aboriginal and Torres Straitlslander
Commission (ATSIC) used to determine land boundaries for Native Title claims use®COMMERCIAL

SERVIGES.

Reporting

The processes associated with initiating or providing a formal response 18 a sitlation or request (either
internal, external or as a requirement of corporate policies), and to'grovidesformal statements or
findings of the results of the examination or investigation. Includessagenda, Briefing, business,

discussion papers, proposals, reporis, reviews and refurns.

Entry Description of Records Disposal Action
9904 Final version of internal formal reports and repdrts Made to  Retain as national
external agencies relating to the boundary'determination archives
function.

[Date range: 1981 - ]

9905 Final versions of periodic intefnal reparts'on general Destroy 3 years after
administrative matters usédiio monitor and document action compieted
recurring activities to supportthe boundary determination
function. Includes the eollection and reporting of statistical
information.

[Date range: 1981 - ]

9906 Working papers doeumenting the development of all Destroy when
repots. includes drafts and comments received. reference ceases

[Baterange: 1981 - ]

9907 Copies of boundary determination reporis. Destroy when
[Date range: 1981 - ] reference ceases

21



National Archives of Australin — Records Dispasal Authority — Geoscience Australia 3 March 2005

BOUNDARY DETERMINATION

The function of determining onshore and offshore boundaries. Includes preparation of technical case
and supporting information to enable the submission of the outer limit of Australia’s continental shelf to
the United Nations Commission on the Limits of the Continental She!f under current international laws
and conventions and determining the location of Australia's Territorial Sea Baseline and other various
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, offshore
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Australia’'s marine jurisdictions use MARINE ZONE
GEOSCIENCE.

For the commercial surveying work (1988-1997) for the Aboriginal and Torres Strait Islander
Commission (ATSIC) used to determine land boundaries for Native Title ciaims us¢ COMMERCIAL
SERVICES.

Research Projects

The processes of conducting research and surveys by the organisation’s staffdn relation to formal
internal or external research projects. Research projects include surveys, scientific’investigations,
experimentaticn and theoretical and innovative development or systemati@work. Includes material
generaied in the course of following the approved research methodology, field work, laboratory
analysis, data analysis associated with specific research projeets anghdevelopment of initial resuits.

Eniry Description of Records Disposal Action
9908 Records relating to the conduct of reg€arth projects: Retain as national
includes: archives

¢ Research methodology

o Laboratory analyses

o Field work

* Raw data and samples

¢ Processed or interpreted data.

Where the researemdocuments:

¢ Significant projects that made a major contribution to
research

» Projectgthatwere gontroversial, subject to extensive
debate oraroused wide interest

s Projects thatinvolvethe use of major new or innovative
technigues

« _oFirst ofa’kind’ process or product or significantly
improve an an existing product or application.

[Date range: 1981 - ]

[For the processes of acquiring geoscientific data
associated with the research project, use BOUNDARY
DETERMINATION — Data Acquisition.

{For processing or interpreting raw data, use BOUNDARY
DETERMINATION — Data Interpretation.

[For establishing the research team, research methodology
and reporting on the conduct of research projects, use
AESEARCH MANAGEMENT.

[For dissemination of research findings or resuits at
professional conferences or between peers, use
PROFESSIONAL RELATIONS.]
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~ 30UNDARY DETERMINATION

The function of determining onshore and offshore boundaries. Inciudes preparation of technical case
and supporting information to enable the submission of the outer limit of Austraiia’s continental shelf to
the United Nations Cormmission on the Limits of the Continental Shelf under current international laws
and conventions and determining the location of Australia’s Territorial Sea Baseline and other various
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, offshore
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Australia's marine jurisdictions use MARINE ZONE
GEOSCIENCE.

For the commercial surveying work (1988-1997) for the Aboriginal and Torres Straitislander
Commission (ATSIC) used to determine land boundaries for Native Title claims usg®COMMERCIAL

SERVICES.

Research Projects - Continued

The processes of conducting research and surveys by the organigation's staffdn relation to formal
internal or external research projects. Research projects include strveys, s€ientifie investigations,
experimentation and theoretical and innovative development or systematic work® Includes material
generated in the course of following the approved research methodology, field work, iaboratory
analysis, data analysis associated with specific research projects and development of initial resuits.

Entry Description of Records Disposal Action
9909 Records supporting significant, groundbreaking or Destroy 5 years after
controversial research projects. submission of
{Date range: 1981 - ] research outcome or

after project ceased,
whichever is later
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BOUNDARY DETERMINATION

The function of determining onshore and offshore boundaries. Includes preparation of technical case
and supporting information to enable the submission of the outer limit of Australia's continental shelf to
the United Nations Commission on the Limits of the Continental Shelf under current international laws
and conventions and determining the location of Australia's Territorial Sea Baseline and other various
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, offshore
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Australia's marine jurisdictions use MARINE ZONE
GEQOSCIENCE.

For the commercial surveying work (1988-1997) for the Aboriginal and Torres Strait Jslander
Commission (ATSIC) used to determine land boundaries for Native Title claims use COMMERCIAL
SERVICES.

Reviewing
The activities involved in re-evaluating or re-examining products, progesses, pfocedures, standards
and systems. Inciudes recommendations and advice resulting from these activities.

Entry Description of Records Disposal Action

9910 Records documenting review of agency programs apd Destroy 5 years after
operations supporting the boundary determination fupction.  action completed
Includes documents establishing the review, final report
and action plan.
[Date range: 1881 - |

9911 Workir}g papers do_cumenting areview of programs and_ Destroy 2 years after
operations supporting the boundary determination function. last action
[Date range: 1981 - |}

Submissions

The preparation and submigsion efiaformal statement (e.g. report, statistics, etc.) supporting a case
or opinion held by the, organisation which is submitted to another organisation, or within the
arganisatiopgfgnthe purpose afeither'gain or support.

Entry Description of Records Disposal Action
9912 Agency submissions made on the technical case to support  Retain as national
Australia’s boundary determination case to the United archives
Nations.

[Date range: 1981 - ]

9913 Working papers documenting the development of agency Destroy when
submissions. Includes draft submissions. reference ceases
[Date range: 1981 - ]
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SOUNDARY DETERMINATION

The function of determining onshore and offshore boundaries. Includes preparation of technical case
and supporting information to enable the submission of the outer limit of Australia’s continental shelf to
the United Nations Commission on the Limits of the Continental Shelf under current international laws
and conventions and determining the location of Australia’'s Territorial Sea Baseline and other various
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, offshore
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Australia’s marine jurisdictions use MARINE ZONE
GEOSCIENCE.

For the commercial surveying work (1988-1997) for the Aboriginal and Torres Straitsiander
Commission {ATSIC) used to determine land boundaries for Native Title claims use®COMMERCIAL

SERVICES.

Tendering
The activities involved in receiving and assessing tenders, of making offers and finalising by contract

arrangements for the supply, sale or purchase of goods and services,

Note: use for offers made in writing by one party to another ta carty out atan inclusive price or uniform
rate, an order for the supply or purchase of goods, or for the produstion of work,

Disposal Action

Destroy 7 years after
tender process
completed

Entry Description of Records

9914 Records documenting the developmenpand issue of tender
documentation. Includes Statemejit of Reguirements,
requests for proposals, expressign ofinterest, request for
tender and draft contract.

[Date range: 1981 - ]

Destroy 7 years after
tender process
compieted

9815 Evaluation of tenders feceived against selection criteria.
includes records documenting arrangements for carrying
out the evaluatigh processyevaluation report, final report
and public notices.

[Date range: 1981 - ]

96 Recafds documentingipost offer negotiations and due Destroy 7 years after

ditigence,checks:
[Date rangesd981 - |

Records of unsuccessful tenders, or a tender process

tender process
completed

Destroy 2 years after

9917
whefe there is no suitable bidder, or where the tender tender process
process has been discontinued. Includes submissions, completed or decision
notification of outcome and reports on debriefing sessions.  made not to continue
[Date range: 1981 - ] : with the tender

9918 Tender Register. Destroy 7 years after

[Date range: 1981 - ]
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BOUNDARY DETERMINATION

The function of determining onshore and offshore boundaries. Includes preparation of technical case
and supporting information to enable the submission of the outer limit of Australia’s continental shelf to
the United Nations Commission on the Limits of the Continental Shelf under current international laws
and conventions and determining the location of Australia's Territorial Sea Baseline and other various
maritime zone limits. Also includes providing advice to interested parties on cadastral issues, offshore
State and Federal jurisdictions, marine resources, environment and use of the ocean issues.

For research into the geoscientific character of Australia’s marine jurisdictions use MARINE ZONE
GEOSCIENCE.

For the commercial surveying work (1988-1897) for the Aboriginal and Torres Strait Islander
Commission (ATSIC) used to determine land boundaries for Native Title claims usé COMMERC!AL
SERVIGES.

Tendering - Continued

The activities involved in receiving and assessing tenders, of making effers ant finalising by contract
arrangements for the supply, sale cr purchase of goods and servicess

Note: use for offers made in writing by one party to another to carry out at aniinclusive price or uniform
rate, an order for the supply or purchase of goods, or for thesgproduction,afdwvork.

Entry Description of Records Disposal Action

9919 Signed contracts under seal resultingffrom tendersfand Destroy 12 years after
supporting records. completion or other
[Pate range: 1981 - ] termination of contract

[For contracts executed understateilaw not that of the
ACT, see Administrative Funetions Digsposal Authority.]

9920 Simple signed coftragts anghagreements resulting from Destroy 7 years after
tenders and suppertingrecords. completion or other
[Date range:; 1981 - ] termination of contract

9921 Contrdet registen Destroy 7 years after
[Date range: 1987 - ] last entry
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 COMMERCIAL SERVICES

The function of selling commercial surveying services, customised maps and data, geographic
information and facilities management products, and consultancies. Includes cadastral, engineering
and project surveys, and the development of products for fee paying clients.

Agreememts
The processes associated with the establishment, maintenance, review and negotiation of

agreements.

Entry Description of Records Disposal Action
9922 Final versions of agreements made to support the Destroy,7 years after
commercial services function. expirycampletion or
[Date range: 1988 -1997] termination of project
9923 Records documenting negotiations, establishment, Destroyifyears after
maintenance and review of agreements. aXpiny, completion or
[Date range: 1988 -1997] : termination of project
Commercial Products

The activities associated with the development and sale 'of aff-the*shelf and customised geographic
maps and data and information systems to enable callectian, mapagement, analysis and display of a
customer's facilities, property, infrastructure, assets andresources. Also includes the development
and sale of the navigation services, AUSNAY and AUSNAY GOLD.

For traditional topographic maps and data, use\GEQOSCIENCE INFORMATION PRODUCTS.

For primary financial records stch ag invaigesand receipts, use FINANCIAL MANAGEMENT —
Accounts.

Entry Description of Records Disposal Action

9924 Records decumenting the research and development of Destroy 7 years after
products iransferredto Sinclair Knight Merz, eg. AUTOGIS, completion of project
MICROGF!S, " SPACEIMANAGER, AUSNAY and AUSNAV

GOLD:
[Date rangeyd988 -1897]

9925 Records documenting the research and development of Destroy 7 years after
prodlcts not transferred to Sinclair Knight Merz. completion of project
[Date range: 1988 -1997]

9926 Records documenting the involvement and/or partnership Destroy 7 years after
with third parties for the developing, manufacture and completion of project

marketing of products.
[Date range: 1988 -1997]

9927 Records documenting the customisation of projects for Destroy 7 years after
individual clients. completion of project

[Date range: 1988 -1997]
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COMMERCIAL SERVICES

The function of seiling commercial surveying services, customised maps and data, geographic
information and facilities management products, and consultancies. Includes cadastral, engineering

and project surveys, and the development of products for fee paying clients.

Surveying Services
The activities associated with acquiring data and measurements and translating these into a mode! of
the real world. Includes survey activities o support other agencies' or clients’ surveying needs,

including information to support the design of infrastructure.

Entry
9928

9929

9930

2931

Description of Records

Final consultancy reports to client, including compilation of

survey data where the surveying information is:

o of historical and/or evidential value such as
consulitancies provided to support determinations of
Native Title claims

e subjects in the national interest including survey
records of the Antarctic and other environmentaiiy
sensitive areas, such as mangroves.

[Date range: 1988 -1997]

Final consultancy reports to client, including compilation of
survey data where the surveying informationis not of
nationa! significance.

[Date range: 1988 -1997]

Working papers supporting development of éensultancy
report and collection of survey data, includes reproduction
material.

[Date range: 1988 -1997]

Records relatingfo the,establishment of consulfancy
projects including request for service, assessment of client
needs and project briefs.

[Date rangeil 988 =1897)

Disposal Action

Retain@s natienal
archives

Destroy 10 years after
completion of the
project

Destroy 5 years after
completion of the
project

Destroy 7 years after
project completed.
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DATA MANAGEMENT

The function of managing all specific scientific data held in the organisation’s corparate storas in all
formats, including cores, samples, data received under Gommonwealth legislation, currently the
Petroleum (Submerged Lands} Act 1867, and spatial data which can be manipulated to form specific
data seis. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of sateliite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat) use GECSCIENCEINFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.

For data administration relating to non-scientific information use INFORMATION MANAGEMENT.
For application development relating to nan-scientific information use TECHNQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and management of data’iise SPATIAL DATA
INFRASTRUCTURE.

Access and Siorage Management
The processes involved in controlling access to and storage of collections.

Entry Description of Records Disposal Action

9932 Records documenting processes afestablishing controls Destroy 5 years after
on access to and storage of gaoscience data. Inciudes last action or after
records documnenting access by sclentific’specialists, restricted access
commercial clients and thesgeneral community. Includes period expires

records of any specifi¢'permissions, restrictions or releases
granted relating to gegscignce data.
[Date range: 19465 ]

[For measures taken {0 prevent damage and unauthorised
access lo databases’in general see DATA MANAGEMENT

— Segurity.]

Advice
The activities ‘@s8oeiated with offering opinions by or to the organisation as to an action or judgment.

Includes the process of advising.

Note: use for advice about the acquisition, processing, storage and dissemination of data.

Entry Description of Records Disposal Action
9933 Records documenting the receipt and provision of advice Destroy 2 year after
on the data management function. action completed

[Date range: 1959 - ]
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DATA MANAGEMENT

The function of managing all specific scientific data held in the organisation's corporate stores in all
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material {repromat) use GEOSCIENCE INFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.
For data administration relating to non-scientific information use INFORMATHONMANAGEMENT.

For application development relating to non-scientific information use, TECHNQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and managementaf data use SPATIAL DATA
INFRASTRUCTURE.

Agreements

The processes associated with the establishment, maintenanege, review and negotiation of
agreements.

Entry Description of Records Disposal Action
9934 Final versions of agreements made to sdpport the Destroy 7 years after
organisation’s data managementfunction {eg expiry or other
confidentiality, data shafing or value adding agreements ar  termination of
data licenses). agreement

[Date range: 1946 - |

9935 Recards documenting negotiations, establishment, Destroy 7 years aiter
maintenange and review of agreements. expiry or other
[Date range 1846 =] termination of
agreement
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OATA MANAGEMENT

The function of managing alt specific scientific data held in the organisation’s corporate stores in all
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the

national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat} use GEOSCIENCEINFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.

For data administration relating to non-scientific information use INFORMATION MANAGEMENT.
For application development relating to non-scientific information use TECHNQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and management cfdatat'se SPATIAL DATA
INFRASTRUCTURE.

Application Development
The activities associated with developing software and programming codes to run business
applications. includes specifications, testing, pilots, protetyging and metadata requirements.

Note: Use only for applications relating to the acquisition, processing, storage and dissemination of
scientific data. ‘

For non-scientific data (ie business applieationsyuse TECHNOLOGY and TELECOMMUNICATIONS -
Application Development

Entry Description of.Records Disposal Action

9936 Records documenting the development, maodification and Destroy 5 years after
maintenance efspecific applications to meet the data the system is defunct
managemeni functiead includes: and any data

Supported is either
successfully migrated
or destroyed

o feasibilily studies

= pilof studies

o final'versian of all system documentation, user and
technical manuals

application specific data dictionaries
final version of user requirements
final version of system specifications
rectification of problems

reguests for system changes

final sign-off by all parties.

Date range: 1959- ]

—

9937 Records documenting testing activities where unexpected Destroy & years after
resulis are found. Includes: action completed
¢ testing sfrategies
e resuit forms
= {estreport.
[Date range: 1959 - ]
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DATA MANAGEMENT

The function of managing all specific scientific data held in the organisation’s corporate stores in all
formats, including cores, sampies, data received under Commonwealth legisiation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of sateliite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE iINFORMATION
PRODUCTS.

For the management of map reproduction material (repromat} use GEOSCIENCE INFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.
For data administration relating to non-scientific information use INFORMATIONMANAGEMENT.

For application development relating to non-scientific information use, TECHNOLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and managément'af data use SPATIAL DATA
INFRASTRUCTURE.

Application Development - Continued
The activities associated with developing software and pragrafmming codes to run business
applications. Includes specifications, testing, pilots, proiotyping and metadata requirements.

Note: Use only for applications relating to the agquisifien, processing, storage and dissemination of
scientific data.

For nan-scientific data (ie business applications, use TECHNOLOGY and TELECOMMUNICATIONS -
Application Development

Entry Description of' Records Disposal Action
9838 Records documenting testing activities where expected Destroy 2 years after
results areffoundalncludes: action completed

+ testing strategies
» ragult forms

» testeport,
[Daierangedd9se - |
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OATA MANAGEMENT

The function of managing all specific scientific data held in the organisation’s corporate stores in all
formats, including cores, samples, data received under Commonwealith legislation, currently the
Petroleurn (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities refating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat) use GEOSCIENCEINFORMATION
PRODUCTS — Production.

Far equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.

For data administration relating to non-scientific information use INFORMATION MANAGEMENT.
For application development relating to non-scientific information use TECHNQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and management of dataflise SPATIAL DATA
INFRASTRUCTURE.

Calibration
The processes of checking, measurmg and setting equipmeni@nd documentmg the resulis to meet

ongoing needs or those of a given situation.

Note: use for the calibration documentation acquired afidmaintained to ensure accuracy of the data to
which it corresponds.

For the calibration of equipment, use RESEARCH EQUIPMENT MANAGEMENT — Calibration.

Entry Description of Records Disposal Action
5939 Records documeénting, thelaegirisition and processing of Destroy 50 years after
data on checking, measuring and setting of equipment. action completed

[Date range: 1946 - ]

[Forthe calibration ofequipment use RESEARCH
EQUIPMENT MANAGEMENT — Calibration. ]

9940 Records documenting routine arrangements for calibration.  Destroy 2 years after
[Datedange: 1946 - | action completed
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DATA MANAGEMENT

The function of managing all specific scientific data held in the organisation’s corporate stores in all
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petroleum {Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat) use GEOSCIENCE INFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.
For data administration relating to non-scientific information use INFORMATIONMANAGEMENT.

For application development relating to non-scientific information use, TECHNQLOGY and
TELECOMMUNICATIONS.

For external standard setiing relating to the acquisition and managémentef data use SPATIAL DATA
INFRASTRUCTURE.

Committees

The activities associated with the management of committees@nd task forces. Includes the
commitiee's establishment, appoiniment of membersgterms of reference, proceedings, minutes of
meetings, reports, agendas etc.

Entry Description of Records Disposal Action

9941 Hecords of internal and externail'eommittees formed to Destroy 5 years after
consider matters relating'to the)data management function.  action completed
Includes:

« Documents establishing the gommittee

Final versions of miputes

Reports

Recommendations

Supporting, decurientation such as briefing papers and
digeussion‘papers.

{Date range: 1946 |

9942 Working papers documenting the conduct and Destroy when
administration of committees which consider matters reference ceases
relating to the data management function. Includes:

«  Agenda

Notices of meetings
Draft minutes.
{Date range: 1946 - |
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DATA MANAGEMENT

The function of managing all specific scientific data held in the organisation’s corporate stores in ali
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petraleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat) use GEOSCIENCEINFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.

For data administration relating to non-scientific information use INFORMATION MANAGEMENT.
For application development relating to non-scientific information use TEGHNQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and management of data’use SPATIAL DATA
INFRASTRUCTURE.

Contracting-out
The activities involved in managing the performance of work of theyprovision of goods and services by
an external contractor, vendor or consultant, or by using extérnal bureau services. Includes

outsourcing.

Entry Description of Records Disposal Action
9943 Records documenting contract management relating to the  Destroy 7 years after
data management functignmlncludes completion or
o Minutes of meetings with main stakeholders termination of contract

e Performance and evalliation reports.
[Date range: 1960=y,]

Customer Service
The activiti€s associateéd with the planning, monitoring and evaluation of services provided to

customefs by the erganisation.

Entry Description of Records Disposal Action
9944 Retords documenting the planning, monitoring and Destroy 3 years after
evaluation of customer services provided to the agency's action completed

internal clients.
[Date range: 1946 - ]

[For customer services provided to external clients use
GEOSCIENCE INFORMATION PRODUCTS — Customer

Services]
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DATA MANAGEMENT

The function of managing all specific scientific data held in the organisation's corporate stores in all
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the actlvities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material {repromat) use GEOSCIENCE INFORMATION
PRODUCTS — Production.

For eguipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.
For data administration relating to non-scientific information use INFORMATIONMANAGEMENT.

For application development relating to non-scientific information use, TECHNQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and managément'gf data use SPATIAL DATA
INFRASTRUCTURE.

Data Acquisition

The processes associated with gathering scientific or technical data {either manual or automated),
including data capture, identification and validation. dngludes acquisition of data for later use in
research projects.

Note: use Data Acquisition under the relevantfunction forthe acquisition of data from field or
laboratory wark prior to its inclusion in the corperate data stores.

For records generated in the course of field or {aboratory work, including raw data, use DATA
MANAGEMENT — Research Projects.

Entry Description of\Records Disposal Action
9345 Records documenting,the acquisition of data for inclusion Destroy 7 years after
in the"geoscientific corporate data stores. action completed

[Pate range: 1946 - ]

NOTE:/ This disposal class does not cover the scientific
data itself.

[For records documenting data acquisition during field or
laboratory work, prior to its inclusion in the corporate data
stores see Data Acquisition under the relevant function]
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JATA MANAGEMENT

The function of managing all specific scientific data held in the organisation’s corporate stores in all
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
dafa sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat) use GEOSCIENCEINFORMATION
FRODUCTS — Production.

For equipment used to store data use RESFARCH EQUIPMENT MANAGEMENT.

For data administration relating to non-scientific information use INFORMATION MANAGEMENT.

For application development relating to non-scientific information use TECHNGLEOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and management of data’use SPATIAL DATA
INFRASTRUCTURE,

Data Administration
The activities associated with maintaining and using the data thatids held in a system, either
automated or manual. Inciudes the maintenance of data digtionaries.

Note: use for scientific data storage systems

For the long term preservation of data, use BATA MANAGEMENT - Daia Conservation.

Entry Description of Records Disposal Action

9946 Records documenting'thé routine migration of data Destroy & years after
between formats'orfrem @nesmedium to another. Includes  action completed
quality assurance cheeks to confirm the accuracy of
transferred data:

[Date rangenl 9460 =m]

[For theleog term preservation of data use DATA
MANAGEMENT - Data Conservation.]
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DATA MANAGEMENT

The function of managing all specific scientific data held in the organisation's corporate stores in all
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENGE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat) use GEOSCIENCE INFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.
For data administration relating to non-scientific information use INFORMATIONIMANAGEMENT.

For application development relating to non-scientific information usg, TECHNQLOGY and
TELECOMMUNICATIONS.

_ For external standard setting relating to the acquisition and managément'of data use SPATIAL DATA
INFRASTRUCTURE.

Data Conservation
The activities involved in preservation, protection, maintenangé and restoration of scientific data sets.

Note: use for the copying of data for preservation gurposesh

Entry Description of Records Disposal Action

9947 Records documenting thegnanagement of conservation Destroy 5 years after
projects for the preservation gfdata all the data subject to
[Date range: 1970 - ] conservation action is

deleted, overwritten or
otherwise destroyed

9948 Records dgcumenting routine preservation activities Destroy 5 years after
undertaken on data. action completed
[Date range: 4870 -]

Data Disposal

The process ghdisp0sing of data, in all formats, no longer required by the organisation, by sale,
transfer, termination of lease, auction, donation or destruction.

For the transfer of data within the agency, use DATA MANAGEMENT — Records Transfer.

Entry Description of Records Disposal Action
9949 Records of negotiations on disposal provisions for Destroy 25 years after
geoscience specific data under national archives last action
legisiation.

[Date range; 1946 - ]

NOTE: This disposal class does not cover the sclentific
data itself.
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 DATA MANAGEMENT

The function of managing ail specific scientific data held in the organisation’s corporate stores in all
formats, including cores, samples, data received under Commonwealth legisfation, currently the
Petroleum {Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of sateilite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
FRODUCTS.

For the management of map reproduction material {repromat) use GEOSCIENCEIINFORMATION
PRODUCTS — Production.

For equipment used to store daia use RESEARCH EQUIPMENT MANAGEMENT.

For data administration relating to non-scientific information use INFORMATION MANAGEMENT.
For application development relating to non-scientific information use TECHNQEOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and management of datafi'se SPATIAL DATA
INFRASTRUCTURE.

Data Processing
The activities associated with adding vaiue to data. Invaives massaging and manipulating raw data

acquired from research projects.

Entry Description of Records Disposal Action
9950 Records documenting the progesses Useddo manipulate or  Destroy 10 years after
massage raw data acquired from researeh projects. action completed

[Date range: 1958 - ]

[For initial raw data, orrésulting processed data, use
Research Projgets underthis function.]

[For datasets whigh.are subsequently published, use
GEOSCIENCE INFORMATION PRODUCTS —~ Production.]
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DATA MANAGEMENT

The function of managing all specific scientific data held in the organisation’s corporate stores in all
formats, including cores, samples, data received under Commonwealth legisiation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

Far the management of map reproduction material (repromat) use GEOSCIENCE INFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.
For data administration relating to non-scientific information use INFORMATION'MANAGEMENT.

For application development relating to non-scientific information usg, TECHNOEOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and managément'of data tise SPATIAL DATA
INFRASTRUCTURE.

Database Management

The activities associated with the building, prototyping and testing of databases. Includes the
management of user rules, passwords and monitoringlusage and reésponse times.

Note: use for the processes of building scientifigidatabases.

For non scientific data (ie business applicationsjhuse TECHNOLOGY and TELECOMMUNICATIONS
- Database Management

Entry Description of Records Disposal Action

9951 Records documentingdatabase management. Includes Destroy 20 years after
request for changes to sghemas, views and configuration action completed
management.

[Date range™ 1959 =]

9952 Records'decumenting the processes of loading scientific Destroy when
datalinto databases. reference ceases
[Pate range: 1859 - |

Enquiries
The activities associated with handling requests for information about the organisation and its services
by the general public, agency employees or another organisation.

Entry Description of Records Disposal Action
9953 Records documenting the handling of general and public Destroy 2 years after
enquiries about the data management function. action completed

[Date range: 1946 - ]

[For requests that result in a supply of a data set or other
Geoscience Australia product see GEOSCIENCE
INFORMATION PRODUCTS — Enquiries.]
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DATA MANAGEMENT

The function of managing all specific scientific data held in the organisation's corporate stores in all
formats, including cores, samples, data received under Commonwealth legisiation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material {repromat) use GEOSCIENCEINFORMATION
PRODUCTS — Preduction.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.

For data administration relating to non-scientific information use INFORMATION MANAGEMENT.
For application development relating to non-scientific information use TECHNQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and management of dataf'se SPATIAL DATA
INFRASTRUCTURE.

Evaluation
The process of determining the suitability of potential or existing programs, items of equipment,
systems or servicas in relation to meeting the needs of thegiven situation. Includes systems analysis

and ongoing monitoring. ;

Entry Description of Records Disposal Action
9954 Records documenting the evaluation ofmatiers relatingto  Destroy 5 years after
the data management fungtign. action completed

[Date range: 1946 - ]

Implementation

The activities associated with careying out or putting into action, plans, policies, procedures or
instructions, all of which couldibe internally or externally driven. includes manual or automated
databasesg@applicationg,or systems, but excludes the installation of equipment. Also includes
monitoring to ensure thatthe implementation goes according to schedule and that standards are met

and includes firSt'aid treatment.

Entry Description of Records Disposal Action

9955 Records documenting the implementation of vital records Retain as national
plans, business continuity plans or counter-disaster plans archives
after disasters such as fire and floods. Includes a copy of
the ptan implemented in the recovery process.
fDate range: 1946 - ]

9858 Records documenting the implementation of plans (other Destroy 5 years after
than counter disaster plans), policies and procedures action completed
relating to data management.

[Date range: 1951 - ]
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DATA MANAGEMENT :

The function of managing all specific scientific data held in the organisation’s corporate stores in all
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sefs. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat) use GEOSCIENCE INFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.
For data administration relating to non-scientific information use INFORMAHIONMANAGEMENT.

For application development relating to non-scientific information use, TECHNQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and managément'of data Gse SPATIAL DATA
INFRASTRUCTURE.

Intellectual Control

The activities associated with controlling data and records, byfidentifying and registering physical
samples and items. This includes accessioning, location frackinggindexing, cataloguing, and updating
the changes and the record linkages.

Eniry Description of Records Disposal Action
9957 Master control records for.geescientific data systems, Retain as national
including: archives

* Accession register

Data dictionaries

Agency speéific metadata requirements

Geographie information System (GIS) identifiers

Contextua! dogcumentation including method of data

acquisition

a Reglsters documenting control numbers, date of data,
origin ef data, titles

» _dliists of data sets destroyed.

[Date range: 1946 - ]

9958 Secondary control records for geoscientific data systems, Destroy 1 year after
including those documenting location, tracking or information is obsolete
positioning. or stuperseded

[Date range: 1946 - ]

9959 Business rules and configuration settings for geoscientific Retain as national
metadata. archives
[Date range: 1946 - ]

9960 Records documenting development of business rules and Destroy 5 years after
configuration settings. information is cbsolete
[Date range: 1946 - ] or superseded
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OATA MANAGEMENT

The function of managing ali specific scientific data held in the organisation's corporate stores in all -
formats, including cores, sampies, data received under Commonwealth legislation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data seis. Includes the activities relating to the data acquired in the remote sensing program,
inciuding managing and maintaining the national archive of satellite remote sensing data; and the

national archive of primary geodetic survey marks.

For data sets copied for distributicn and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat) use GEOSCIENCEINFORMATION
PRODUCTS — Production. .

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.

For data administration relating to non-scientific information use INFORMATION MANAGEMENT.

For application development reiating to non-scientific information use TEGHNQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and management of datalise SPATIAL DATA
INFRASTRUCTURE.

Intellectual Control - Continued

The activities associated with controlling data and records, byfidentifying and registering physical
samples and items. This includes accessioning, location'tracking, indexing, cataloguing, and updating
the changes and the record linkages.

Entry Descriptlion of Records Disposal Action

8961 Records documenting requests fer changes of business Destroy 5 years after
rules and configuration séttings fongeoscientific metadata.  action completed
[Date range: 1946 - |

9862 Records documientingythe'ré€elpt and dispatch of agency Destroy 3 years after
specific datadising all mechanisms (ie tape transfer, CD action completed
Rom, internet ete). '
[Date rangeil 946 7]

Intellectual’ Propetly

The activities involved in managing the agency's intellectual property, both published and unpublished,
and the use of material held by the agency in which ancther party owns the intellectual property.
Includes the management of copyright, design, patents and trademarks, royalties and matters of
confidentiality such as trade secrets which are not available to the public under Freedom of

information (FOI) legislation.

Entry Description of Records Disposal Action
9963 Records documenting requests for permission to reproduce  Destroy 7 years after
material for which the organisation retains copyright. action completed

[Date range: 1946 - ]

9964 Applications made by the agency to reproduce published Destroy 7 years after
material held under copyright by another agency, action completed
organisation or individual.

[Date range: 1946 - ]
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DATA MANAGEMENT

The function of managing all specific scientific data held in the organisation’s corporate stores in all
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat) use GEOSCIENGE INFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.
For data administration relating to non-scientific information use INFORMATION MANAGEMENT.

For application development relating to non-scientific information usg, TECHNOQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and managément'of data use SPATIAL DATA
INFRASTRUCTURE.

Interorganisational Liaison

The activities associated with maintaining regular general Gentact between the organisation,
professionals in related fields, and other organisationsmincludes sharing informal advice, discussions,
and collaborating on projects that are not joint venitires.

Entry Description of Records Disposal Action
9965 Records documenting liaison activities undertaken with Destroy 5 years after
other organisations (public or private), Includes action completed

collaboration an projects, exthange of information.
[Date range: 1946 - ]

inventory

The activitiessassociated with listing and preparing lists of items and assets in the possession of the
arganisation.

Entry Description of Records Disposal Action
9066 Inveniories of data assets and data sets. Destroy 1 year after
[Date range: 1946 - | action completed
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JATA MANAGEMENT

The function of managing all specific scientific data held in the organisation’s corporate stores in all
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which.can be manipuiated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat) use GEOSCIENCEINFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.

For data administration reiating to non-scientific information use INFORMATION MANAGEMENT.

For application development relating to non-scientific information use TECHNQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and management of data’use SPATIAL DATA
INFRASTRUCTURE.

Joint Ventures

The activities involved in managing joint operations between departments, either within the
arganisation or with other organisations, or with the govetnment, where there is a contract, joint
contributions of funds and/or time. Also includes private secterventures with public sector
organisations, and co-research or collaboration betweefinter-departmental units, departments or

organisations.

Entry Description of Records Disposal Action
9967 - Records documentingdhe management of joint ventures Destroy 7 years after
undertaken to supportitheddatamanagement function. termination of
Includes recordsgelating to the establishment, arrangement
maintenance and review of joint venture agreements and
contracts.

[Date rande: 1946,- ]

9968 Signedjoint venture cantracts under seal and supporting Destroy 7 years after
records. completion or
[Datefrange: 1946 - ] termination of contract

{For€oniracts under seal executed in siates other than the
ACT, see the Administrative Functions Disposal Authority.|

9969 Signed simple joint venture contracts and agreements and  Destroy 7 years after
supporting records. compilation or other
fDate range: 1946 - ] termination of caontract
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DATA MANAGEMENT

The function of managing all specific scientific data held in the organisation’s corporate stores in all
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat) use GEOSCIENGE INFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.
For data administration relating to non-scientific information use INFORMATHONMANAGEMENT.

For application development relating to non-scientific information use, TECHNOLCGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and management'of data use SPATIAL DATA
INFRASTRUCTURE.

Meetings

The activities associated with ad-hoc gatherings held to formulate, discuss, update, or resclve issues
and matters pertaining to the management of the seetion, department, or organisation as a whole.
includes arrangements, agenda, taking of minutesetc. Exeludes committee meetings.

Eniry Description of Records Disposal Action

9369 Final version of minutes and supporting documents tabled  Destroy 3 years after
at meetings held to support the)data management function.  action completed
Includes meetings with/extefnal dgencies.
[Date range: 1946 - |

9970 Working papérs documenting the conduct and Destroy when
administratien ofmeetings held to support the data reference ceases
management functien, Includes agenda, notices of
meetiligs and draft minutes.

[Date range: 1946 - ]
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JATA MANAGEMENT

The function of managing all specific scientific data heid in the organisation's corporate stores in all
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petroleumn (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the naticnal archive of sateflite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat) use GEOSCIENCEUNFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.

For data administration relating to non-scientific information use INFORMATION MANAGEMENT.

For application development relating to non-scientific information use TECHNGQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and management of daig’ise SPATIAL DATA
INFRASTRUCTURE.

Planning
The process of formuiating ways in which objectives can'be aghieved. Includes determination of

services, needs and solutions to those needs.

Entry Description of Records Disposal Action

9971 Final version of organisation wide data mamagement plans. Destroy 25 years after
[Date range: 1946 - ] plan superseded

9972 Final version of data management plans at business unit, Destroy 2 years after

or regional levelf plan is superseded

[Date range: 4946 - ]

9973 Working papers used to develop all data management Destroy 1 year after
plansalnctudesidraftplans, reports analtysing issues, and adoption of the final
eomments received fram ather areas of the erganisation. plan

[Date rangesd 946 - ]

9974 Copies of the data management awareness plans. Destroy when
[Paterange: 1946 - ] reference ceases
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DATA MANAGEMENT

The function of managing all specific scientific data held in the organisation’s corporate stores in all
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petroleum {Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
natfonal archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEQOSCIENCE INFORMATION
PRODUCTS.

For the management of map repfoduction material {repromat) use GEOSCIENCE INFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.
For data administration relating to non-scientific information use INFORMATION MANAGEMENT.

For application development relating to non-scientific information uée, TECHNOLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acguisition and managementof data use SPATIAL DATA
INFRASTRUCTURE.

Policy

The activities associated with developing and establishing\degisions, directions and precedents which
act as a reference for future decision making, as thedasis from which the organisation's operating
procedures are determined.

Entry Description of Records Disposal Action

89975 Records documenting the development and establishment  Retain as national
of the organisation's data' management policies. Includes:  archives

Policy proposals

Research papets

Results of cansultations

Supportin@ireports

Major drafts and final policy documents.

Date range: 3846 =_ |

—

9976 Recoerds'documenting comments made on the Destroy 2 years after
developmentof government wide data management promulgation of new
policies, policy
[Date range: 1946 - ]

9977 Working papers documenting the development of all Destroy 2 years after
organisation specific data management policies. promulgation of new
[Date range: 1946 - | policy

9978 Copies of policy documents and supporting papers. Destroy when

[Date range: 1946 - ]

reference ceases
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DATA MANAGEMENT

The function of managing all specific scientific data held in the organisation's corporate stores in all
formats, including cores, samples, data received under Commonwealth legisiation, currently the
Petroleum (Submerged Lands} Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the

national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat) use GEOSCIENCEYNFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.

For data administration relating to non-scientific information use INFORMATION MANAGEMENT.
For application development relating to non-scientific information use TECHNQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and management of datafise SPATIAL DATA
INFRASTRLUCTURE.

Procedures

Standard methods of operating laid down by an organisation according to formulated paficy.

Entry Description of Records Disposal Action

9979 Master set of manuals, handbogks, diféetives etc detailing  Destroy 25 years after
procedures supporting the data management function. procedures are
[Date range: 1946 - ] superseded

9380 Records documenting the develeprient of agency Destroy 1 year after
procedures supportingthe data management function. the production of
[Date range: 1946~ . procedures

9981 Copies of@gmanials, handbocks, directives ete. Destroy when
[Date rangei946% ] reference ceases
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DATA MANAGEMENT

The function of managing all specific scientific data held in the organisation’s corporate stores in all
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating fo the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat) use GEOSCIENCE INFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.
For data administration relating to non-scientific information use INFORMAFION MANAGEMENT.

For application development relating to non-scientific information use, TECHNOQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and managément'ef data Use SPATIAL DATA
INFRASTRUCTURE.

Records Transfer

The activities associated with the transfer of records, samples@nd data into or within the organisation
(from one area to another). Includes checking the transfer of documentation and acknowledging
receipt of deposit as well as bringing the records, samplesand data physically into custody. This also
includes tempaorary or permanent transfer of regordsySamples and data.

Entry Description of Records Disposal Action
9982 Records documenting thie transfer ofidata, samples and Destroy 2 years after
other records received into and within the organisation’s action completed

data stores.
[Date range: 1946~ ]

[For master eopiesief.all controlling documentiation relating
fo transfers, see DATA MANAGEMENT - Inteflectual
Gontrol}
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DATA MANAGEMENT

The function of managing all specific scientific data held in the organisation’s corporate stores in all
formats, including cores, samples, data received under Commeonwealth legislation, currently the
Petroleum (Submerged Lands} Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the

national archive of primary geodetic survey marks.

For data sets copied for distribution.and pubiished data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat) use GEOSCIENCEUNFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.

For data administration relating to non-scientific information use INFORMATION MANAGEMENT.

For application development relating to non-scientific information use TECHNQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and managemeni of dataluse SPATIAL DATA
INFRASTRUCTURE.

Reporting

The processes associated with initiating or providing a formalsgspense to a situation or request (either
internai, external or as a requirement of corporate policies)g@nd ta provide formal statements or
findings of the resuits of the examination or investigation. neludés agenda, briefing, business,

discussion papers, proposals, reports, reviews and returns.

Entry Description of Records Disposal Action
9983 Fina! version of internal fermal reports and reports made to  Destroy 25 years after
external agencies relating to'the data management last action
functicn.

[Date range: 19465y, ]

2984 Final versions ef periodig internal reports on general Destroy 3 years after
administrative mattersfused to manitor and document action completed
recurfing activities t@support the data management
function, Includes the'gollection and reporting of statistical
informatiqn.,

[Baterange: 1946 - |

9985 Working papers documenting the development of all Destroy when
reports. Includes drafts and comments received. reference ceases

[Date range: 1946 - ]

Destroy when

9986 Copies of data management reports.
reference ceases

[Date range: 1946 - ]

51



Natioial Archives of Australia — Records Disposal Autharity — Geoscieyice Australin 3 March 2005

DATA MANAGEMENT -

The function of managing all specific scientific data held in the organisation’s corporate stores in all
formats, including cores, samples, data received under Commeonwealth legislation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map repraduction material {repromat) use GEOSCIENCE INFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.

For data administration relating to non-scientific information use INFORMATION MANAGEMENT.

For application development relating to non-scientific information use, TECHNOLOGY and
TELECOMMUNICATIONS,

For external standard setting relating to the acquisition and managément'of,daia use SPATIAL DATA
INFRASTRUCTURE.

Research

The activities involved in investigating or enquiring into a subjeet or @rea of interest in order to discover
facts, principles etc. Used to support the developmentiof projectsstandards, guidelines etc and the
business activities of the organisation in general. |ncludessdfollowing up enquiries relating to
organisational programs, projects, working papers, litefaturg searches etc.

For records generated during the course of field or laboratory work, use DATA MANAGEMENT -
Research Projects.

Entry Description of Records Disposal Action
9987 Hecords documeéntingdetailed research carried out to Destroy 10 years after
suppoart the ddta management function. research is completed

[Date range: 1946)- ]

9988 Records, documenting foutine research carried out to Destroy when
Support the data'management function. reference ceases
iDaterranges 1946 - |
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JATA MANAGEMENT

The function of managing all specific scientific data held in the organisation’'s corporate stores in all
formats, including cores, samples, data received under Commaonwealth [egislation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the natlonal archive of satelllte remote sensing data; and the

national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat)} use GEOSCIENCEINFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.

For data administration relating to non-scientific information use INFORMATIONWANAGEMENT.

For application development relating to non-scientific information use TECHNQLEOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and management of data’use SPATIAL DATA
INFRASTRUCTURE.

Reviewing
The activities involved in re-evaluating or re-examining produgfs, processes, procedures, standards

and systems. Includes recommendations and advice resuiiiing from these activities

Eniry Description of Records Disposal Action
9989 Records documenting review,of agency pregrams and Destroy 10 years after
operations supporting the dafa management function. action completed
Includes documents establishingthe review, final report
and action plan.
[Date range: 1946 - ]
8930 Working papers documenting a review of the organisation's  Destroy 2 years after
programs and @perations supporting the data management  Iast action

function.
[Date,range: 1846 -]
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DATA MANAGEMENT

The function of managing all specific scientific data held in the organisation’s corporate stores in all
formats, including cores, samples, data received under Commonwealth legisiation, currently the
Petroleum {Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE iINFORMATION
PRODUCTS.

For the management of map reproduction material {repromat) use GEOSCIENCE INFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.
For data administration relating to non-scientific information use INFORMATION MANAGEMENT.

For application development relating to non-scientific information use, TECHNOEPOGY and
TELECOMMUNICATIONS.

For external standard sefting relating to the acquisition and managément'of data use SPATIAL DATA
INFRASTRUCTURE.

Security

The activities associated with measures taken to protect peeple, premises, equipment or information
from accidental or intentional damage or from unautherised'@aecess.” Includes the security
classification of personnel and criminal record chegks.

Entry Description of Records Disposal Action

99 Records documenting major security breaches where Rstain as national
classified records and infermatien have been removed from  archives
official custody and passedde a third party. Includes
referral to law enforcement autharities.
[Date range: 1946 -]

9952 Records dggumenting major security breaches where data  Destroy 15 years after
has been remaved from official custody and passed to a last action
third pasty. Includes referral to law enfarcement authorities.
[Date range: 1946 - |

99983 Records documenting minor security breaches where data  Destroy 5 years after
has not been appropriately secured. last action
[Daterange: 1946 - ]

9994 Records documenting the management of security Destroy 5 years afier
arrangements for handling data. last action
[Date range: 1946 - ]

{For processes associated with instances of provision of
controfled access see Access and Storage Management.]
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JATA MANAGEMENT

The function of managihg all specific scientific data held in the organisation’s corporate stores in all
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODBUCTS.

For the management of map reproduction material {repromat) use GEOSCIENCEINFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.

For data administration relating to non-scientific information use INFORMATION'MANAGEMENT.
For application development relating to non-scientific information use TECHNQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and management of data' ise SPATIAL DATA
INFRASTRUCTURE.

Standards
The process of implementing industry or organisational Benchinarks for services and processes to

enhance the quality and efficiency of the organisation.

Standards for data management include industry specific semantic standards and syntactical
standards.

Eniry Description of Recotds Disposal Action

9995 Records documenting/the implementation of industry and Destroy 7 years after
the organisation’s standafds to/support the data standard is
management function. superseded

[Date range: 1846 - ]

Submissions
The preparation_anchsubmission of a formal statement (e.g. repont, statistics, ete.) supporting a case
or opinion held by the grganisation which is submitted to another organisation, or within the

organisation, for the purpose of elther gain or support.

Entry Description of Records Disposal Action

10061 Final version of successful agency submissions made to Destroy 7 years after
community organisations or data management promotion action completed
groups.

[Date range: 1946 - ]

10062 Final version of unsuccessful agency submissions madeto  Destroy 3 years after
community organisations or data management promotion action completed
groups.

[Date range: 1946 - ]

10063 Working papers documenting the development of agency Destroy when

submissions. Includes draft submissions. reference ceases

[Date range: 1946 - ]
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DATA MANAGEMENT -

The function of managing all specific scientific data held in the organisation's corporate stores in alt
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data seis. Includes the activities relating to the data acquired in the remote sensing program,
including managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary geodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat) use GEOSCIENCE INFORMATION
PRODUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT!
For data administration relating to non-scientific information use INFORMAHONMANAGEMENT.

For application development relating to non-scientific information use, TECHNQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and managementef data use SPATIAL DATA
INFRASTRUCTURE.

Tendering
The activities involved in receiving and assessing tenders, af sitaking offers and finalising by coniract
arrangements for the supply, sale or purchase of goedsand services.

Note: use for offers made in writing by one parito-@nother to carry out at an inclusive price or uniform

rate, an order for the supply or purchase of géads, or far.thie production of work.

Entry Description of Records Disposal Action

10064 Records documenting the devel@pment and issue of tender  Destroy 7 years after
documentation. Ineludes Statement of Requirements, tender process
requests for proposals,lexpression of interest, request for completed
tender and draft contract.

[Date rangeé: 1960 ]

10065 Evaluation of tenders reseived against selection criteria. Destroy 7 years after
Includes‘records documenting arrangements for carrying tender process
ouldhmevaltiation process, evaluation report, final report completed
and public notices.

[Date range: 1960 - |

10066 Records documenting post offer negotiations and due Destroy 7 years after
diligence checks. tender process
[Date range: 1960 - ] completed

10067 Records of unsuccessful tenders, or a tender process Destroy 2 years after
where there is no suitable bidder, or where the tender tender process
process has been discontinued. Includes submissions, completed or decision
notification of outcome and reports on debriefing sessions.  made not to continue
[Date range; 1960 - ] with the tender

10068 Tender Register. Destroy 7 years after

[Date range: 1960 - ]
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OATA MANAGEMENT

The function of managing all specific scientific data heid in the organisation's corporate stores in all
formats, including cores, samples, data received under Commonwealth legislation, currently the
Petroleum (Submerged Lands) Act 1967, and spatial data which can be manipulated to form specific
data sets. Includes the activities relating to the data acquired in the remote sensing program,
inciuding managing and maintaining the national archive of satellite remote sensing data; and the
national archive of primary gsodetic survey marks.

For data sets copied for distribution and published data sets use GEOSCIENCE INFORMATION
PRODUCTS.

For the management of map reproduction material (repromat} use GEOSCIENCEINFORMATION
PRCDUCTS — Production.

For equipment used to store data use RESEARCH EQUIPMENT MANAGEMENT.

For data administration relating to non-scientific information use INFORMATION MANAGEMENT.
For application development relating to non-scientific information use TEGHNQLOGY and
TELECOMMUNICATIONS.

For external standard setting relating to the acquisition and management of dataftise SPATIAL DATA
INFRASTRUCTURE.

Tendering - Continued
The activities involved in receiving and assessing tenders, of making offers and finalising by contract
arrangements for the supply, sale or purchase of goods and'serviges.

Note: use for offers made in writing by one party fo apgthento carry out at an inclusive price or uniform
rate, an order far the supply or purchase of g@ets, or for the production of work.

Entry Description of Records Disposal Action
10069 Signed contracts under sealresulting from tenders and Destroy 12 years after
supporting records. completion or other

[Date range: 1960-] termination of contract

[For contracts exeeuted under state law not that of the
ACT, see Admipistrative Functions Disposal Authority.]

10070 Simple signed contracts and agreements resulting from Destroy 7 years after
ténders and supperting records. completion or other
[Date range: 1960 - ] termination of contract

10071 Cantract register. Destroy 7 years after
[Date range: 1960 - ] last eniry
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GEODETIC MANAGEMENT

The function of maintaining the fundamental geodetic framework for all spatial activities in Australia
and its offshore territories. To maintain this framework and ensure that it is appropriate for emerging
applications, this involves monitoring the horizontal and vertical motion of the Australian landmass,
contributing data to the giobal scientific community's effort to manitor the Earth's changing shape and
motion, to provide a uniform, accurate basis for all spatial data in Australia and its offshore territories.

Includes data acquisition, geodetic computation and the provision of advice to government, industry,
States, researchers, communities and international organisations.

For geodetic data sets developed for customers, use GEOSCIENCE INFORMATION'PREDUCTS.

For the management of network infrastructure and equipment use RESEARCH EQUIPMENT
MANAGEMENT.,

For maintaining the framework of policy and standards that support the sharing of geographic
information, use SPATIAL DATA INFRASTRUCTURE.

Advice

The activities associated with offering opinions by or to the organisation astoyan action or judgment.
Includes the process of advising.

Note: use for the production of legal certificates of astronomieal information.

Entry Description of Records Disposal Action
10072 Records documenting technical ad\:rice on geode_tic Destroy 10 years after
management to government agencies, commercial action completed
companies and industry concerning coordinates, datums
and transformations, Global Pasitioning System (GPS) and
geodetic calculations.
[Date range: 1948 - |

10073 Records docufienting the provision of legal certificates of Destroy 2 years after
sunrise/stnget. action completed
[Date range: 4948 =]

Agreements

The processes asscgiated with the establishment, maintenance, review and negotiation of
agreements.

Entry Description of Records Disposal Action
10074 Final versions of agreements made to support the geodetic  Destroy 7 years after
management functicn. expiry or other
[Date range: 1948 - |} termination of
agreement
10075 Records documenting negotiations, establishment, Destroy 7 years after
maintenance and review of agreements. expiry or other
[Date range: 1948 - ] termination of
agreement
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3EODETIC MANAGEMENT

The function of maintaining the fundamental geodetic framewaork for all spatial activities in Australia
and its offshaore territories. To maintain this framework and ensure that it is appropriate for emerging
applications, this involves monitoring the horizontal and vertical motion of the Australian landmass,
contributing data to the global scientific community's effort to monitor the Earth's changing shape and
motion, to provide a uniform, accurate basis for all spatial data in Australia and its offshore territories.

Includes data acquisition, geodetic computation and the provision of advice to government, industry,
States, researchers, communities and international organisations.

For gecdetic data sets developed for customers, use GEOSCIENCE INFORMATIONPRODUCTS.

For the management of network infrastructure and equipment use RESEARCH EQUIPMENT
MANAGEMENT.

For maintaining the framewaork of policy and standards that support the sharingief geegraphic
information, use SPATIAL DATA INFRASTRUCTURE.

Commitiees
The activities associated with the management of commitiees and task farces. Includes the
committee's establishment, appointment of members, terms of reference, proceedings, minutes of

meetings, reports, agendas etc.

Eniry Description of Records Disposal Action

10076 Records of committees formed to ¢dnsider,matters relating  Retain as national
to the geodetic management functiohaghers the agency is  archives
the only Australian representative on the cammittee.
Includes:
» final versions of minutes
s briefing papers representing,Australia’s interests.
[Date range: 1948 - ]

10077 Records of cammittees formed to consider matters relating  Destroy 5 years after
to the geodeticmanagement function where the agency action compieted
does not provide themsecretariat. Includes:

s decumentsestablishing the committee

finaluersions of minutes

reports

recommendations

supporting documentation such as briefing papers,

agendas and discussion papers.

[Date range: 1948 - |

[For geoscientific professional committees, use
PROFESSIONAL RELATIONS - Commitiees]

10078 Working papers documenting the conduct and Destroy 2 years after
administration of committees which consider matters action completed
relating to the geodetic management function. Includes:

e meetiing arrangements
e notices of meetings

o draft minutes.

[Date range: 1948 - ]
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GEODETIC MANAGEMENT

The function of maintaining the fundamental geodetic framewaork for all spatial activities in Australia
and Its offshore territories. To maintain this framework and ensure that it is appropriate for emerging
applications, this involves monitoring the horizontal and vertical motion of the Australian landmass,
contributing data to the global scientific community's effort to monitor the Earth's changing shape and
motion, to provide a uniform, accurate basis for all spatial data in Australia and its offshore territories.

Includes data acquisition, geodetic computation and the provision of advice to government, industry,
States, researchers, communities and international organisations.

For geodetic data sets developed for customers, use GEOSCIENCE INFORMATIONSRODUCTS.

For the management of network infrastructure and equipment use RESEARCH EQUIPMENT
MANAGEMENT.

For maintaining the framework of policy and standards that support the sharing of geographic
information, use SPATIAL DATA INFRASTRUGTURE.

Compliance

The activities associated with complying with mandatory or optional accountability, fiscal, legal,
regulatory or quality standards or requirements to which the arganisation is subject. Includes
compliance with legislation and with national and internatiofal standards, such as the I1SO 9000
series.

Emniry Description of Records Disposal Action

10079 Records documenting compliange with'mandatory or Destroy 7 years after
optional standards or with statGtory requirements relatingto  action completed
the geodetic management functicn:
[Date range: 1948 - ]

Coniracting-out

The activities involved in managingth® performance of work or the provision of goods and services by
an external contractor, vendorar consultant, or by using external bureau services. Includes
outsourcing.

Entry Description of Records Disposal Action
10080 Records documenting contract management relating to the  Destroy 7 years after
geodetic management function. Includes completion or
» minutes of meetings with main stakeholders termination of contract

e performance and evaluation reporis.
[Date range: 1987 - |

10081 Records documenting daily checks that culminate in Destroy 7 years after

performance reports. completion or
[Date range: 1997 - ] termination of contract
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H&EODETIC MANAGEMENT

The function of maintaining the fundamental geodetic framework for all spatial activitles in Australia
and its offshore territories. To maintain this framework and ensure that it is appropriate for emerging
applications, this involves monitoring the horizontal and vertical motion of the Australian landmass,
coniributing data to the global scientific community's effort to menitor the Earth's changing shape and
motion, to provide a uniform, accurate basis for all spatial data in Australia and its offshore territories.

includes data acquisition, geodetic computation and the provision of advice to government, industry,
States, researchers, communities and international organisations.

For geodetic data sets developed for customers, use GEQSCIENCE INFORMATIONPRODUCTS.

For the management of network infrastructure and equipment use RESEARCH EQUIPMENT
MANAGEMENT.

For maintaining the framework of policy and standards that support the shafingiof geegraphic
information, use SPATIAL DATA INFRASTRUCTURE.

Data Acquisition
The processes associated with gathering scientific or technical data (either manual or automated),
including data capture, identification and validation. Includes acquisition of*data for later use in

research projects.

Entry Description of Records Disposal Action
10082 JField books containing original geadetic survey Retain as National
observations to provide the fupdamental framework for all Archives

maps and positioning in Australia and the"Antarctic.
Includes surveys using:

e astronomical information

s the geodimeter (19544 )

o the tellurometer{i957=)

s transversg,land triangulation methods.

[Date range: 1908 - 1985]

10083 Records relatingyto theyprocesses of capturing geodetic Destroy 50 years after
informatien. Includes: information is cbsolete
or superseded

o _data captlire processes
o\ “datasources

o identification

e _validation.

[Date range: 1948 - ]
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GEODETIC MANAGEMENT

The function of maintaining the fundamental geodetic framewaork for all spatial activities in Australia
and its offshore territories. To maintain this framework and ensure that it is appropriate for emerging
applications, this involves monitoring the horizontal and vertical motion of the Australian landmass,
contributing data to the global scientific community’s effort to monitor the Earth's changing shape and
motion, to provide a uniform, accurate basis for all spatial data in Australia and its offshore territories.

Includes data acquisition, geodetic computation and the provision of advice fo government, industry,
States, researchers, communities and international organisations.

For geodetic data sets developed for customers, use GEOSCIENCE INFORMATICNPRODUCTS.

For the management of network infrastructure and equipment use RESEARCH EQUIPMENT
MANAGEMENT.

For maintaining the framework of policy and standards that support the sharing of geographic
information, use SPATIAL DATA INFRASTRUCTURE.

Data Interpretation
The activities associated with analysing scientific or technical datal \Includes interpretation, modelling.
Note: use for data analysis and spatial referencing

For adding value through the massaging or manipulation of raw data, use DATA MANAGEMENT -
Data Processing.

Entry Description of Records Disposal Action
10084 Records relating to data intéfpretation, including Destroy 50 years after
computations and geodétic adjusiments. Includes last action

s adjustment records fordhe Australian Height Datum
{analysis sheetsifar theyAustralian Levelling Network)

« computation of the fieights of survey marks, not part of
the Australian Levelling Network (Trigonomettical
Heighting,records)

o records ofidata from the geodetic adjustments.

[Date range: 1960)- |

NOTEN i his disposal class does not cover the scientific

data itself.
10085 Records relating to interpretative methodologies and quality Destroy 50 years after
assurance of interpretations. last action

f[Date range: 1960 - ]

Enquiries
The activities associated with handling requests for information about the organisation and its services
by the general public, agency employees or another organisation.

Entry Description of Records Disposal Action

10086 Recards documenting the handling of general and public Destroy 2 years after
enguiries about the geodetic management function and its  action completed
products and services.

(Date range: 1948 - ]
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. sEODETIC MANAGEMENT

The function of maintaining the fundamental geodetic framewaorlk for all spatial activities in Australia
and its offshore territories. To maintain this framework and ensure that it is appropriate for emerging
applications, this involves monitoring the harizontal and vertical mation of the Australian landmass,
contributing data to the global scientific community's effort to monitor the Earth's changing shape and
motian, to provide a uniform, accurate basis for all spatial data in Australia and its offshore territories.

Includes data acquisition, geodetic computation and the provision of advice to government, industry,
States, researchers, communities and internationaf organisations.

For geodetic data sets developed for customers, use GEOSCIENCE INFORMATION,PRODUCTS.
For the management of network infrastructure and equipment use RESEARCH EQUIPMENT
MANAGEMENT.

For maintaining the framework of policy and standards that support the shafifignaf geéegraphic
information, use SPATIAL DATA INFRASTRUCTURE.
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GEODETIC MANAGEMENT

The function of maintaining the fundamenta! geodetic framework for all spatial activities in Australia
and its offshore territories. To maintain this framework and ensure that it is appropriate for emerging
applications, this involves monitoring the horizontal and vertical motion of the Australian [andmass,
contributing data to the global scientific community's effort to monitor the Earth's changing shape and
motion, to provide a uniform, accurate basis for all spatial data in Australia and its offshore territories.

Includes data acquisition, geodetic computation and the provision of advice to government, industry,
States, researchers, communities and international organisations.

For geodetic data sets developed for customers, use GEOSCIENCE INFORMATION'PREDUCTS.

For the management of network infrastructure and equipment use RESEARCH EQUIPMENT
MANAGEMENT.

For maintaining the framework of policy and standards that support the sharing af geographic
information, use SPATIAL DATA INFRASTRUCTURE.

Evaluation

The process of determining the suitability of potential or existing pragrams, /items of equipment,
systems or services in relation to meeting the needs of the given,situation Includes systems analysis
and ongaing monitoring.

Entry Description of Records Disposal Action
10087 Records documenting the evaluation of matiers relatingto  Destroy 10 years after
the geodetic management functign. action completed

jDate range: 1948 - ]

External Consultancy

The activities associated with,arranging and providing scientific or technical consulting services 1o
external clients on geoscientifieimatters. Includes conducting risk assessment relating to consultancy
services.

Entry Description of Records Disposal Action

10088 Finakeonsultancy report to client on geodetic management.  Destroy 10 years after
[Pate range: 1980 - ] the project completed

10089 Working papers supporting the development of consuitancy Destroy 5 years after
report. the project completed

[Date range: 1980 - ]

10090 Records relating to the establishment of consultancy Destroy 7 years after
projects including project briefs. the project completed
[Date range: 1980 - |
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 GEODETIC MANAGEMENT

The function of maintaining the fundamental geodetic framework for all spatial activities in Australia
and its offshore territories. To maintain this framework and ensure that it is appropriate for emerging
applications, this involves monitoring the horizontal and vertical motion of the Australian landmass,
contributing data to the global scientific community's effort to manitor the Earth's changing shape and
motion, to provide a uniform, accurate basis for all spatial data In Australia and its offshore territories.

Includes data acquisition, geodetic computation and the provision of advice to government, industry,
States, researchers, communities and international organisations.

For geodetic data sets developed for customers, use GEOSCIENCE INFORMATION PRODUCTS.

For the management of network infrastructure and equipment use RESEARCH EQUIPMENT
MANAGEMENT.

Far maintaining the framewark of policy and standards that support the shafifig,of gesgraphic
information, use SPATIAL DATA INFRASTRUCTURE.

Implementation

The activities associated with carrying out or putting into action, plans, pglicies, procedures or
instructions, all of which could be internally or externally driven. \Includes imanual or automated
databases, applications or systems, but excludes the instailation of eguipment. Also includes
monitoring to ensure that the implementation goes according £6 schedule and that standards are met

and includes first aid treatment.

Entry Description of Records Disposal Action
10091 Records documenting the implementation of plans, Destroy 5 years after
policies, strategies, proceduras and instructions formulated  successiul
o support the geodetic management function. implementation

[Date range: 1948 - |

Interorganisational Liaison

The activities associated with maintaining regular general contact between the organisation,
professionals in related fields,)and ather organisations. Includes sharing informal advice, discussions,
and collabofating on prejects/that are not joint ventures.

Entry Description of Records Disposal Action
10092 Records documenting liaison activities undertaken with Destroy 5 years after
other organisations (public or private). Includes action completed

collaboration on projects, exchange of information.
[Date range: 1948 - ]
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GEODETIC MANAGEMENT

The function of maintaining the fundamental geodetic framework for all spatial activities in Australia
and its offshore territories. To maintain this framework and ensure that it is appropriate for emerging
applications, this involves monitoring the horizontal and vertical motion of the Australian landmass,
contributing data to the global scientific community’s effort to monitor the Earth’s changing shape and
motion, to provide a uniform, accurate basis for all spatial data in Australia and its offshore territories.

Includes data acquisition, geodetic computation and the provision of advice to government, industry,
States, researchers, communities and international organisations.

For geodetic data sets developed for customers, use GEOSCIENCE INFORMATIONSPRODUCTS.

For the management of network infrastructure and equipment use RESEARCH EQUIPMENT
MANAGEMENT.

For maintaining the framework of policy and standards that support the shafting of geographic
information, use SPATIAL DATA INFRASTRUCTURE.

Planning

The process of formulating ways in which objectives can be achieved. includes determination of
services, needs and solutions to those needs.

Entry Description of Records Disposal Action

10093 Final version of geodetic managemeni'plans. Destroy 5 years after
[Date range: 1948 - ] plan is superseded

10094 Working papers used to develop albgeodetic management  Destroy 1 year after
plans. Includes draft plans, reports apalysing issues, and adoption of the final
comments received from\other a¥eas of the agency. plan

fDate range: 19481

10085 Copies of the geadetic management awareness plans. Destroy when
[Date rang2ii 948, ] reference ceases
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GEODETIC MANAGEMENT

The function of maintaining the fundamental geodetic framewaork for all spatial activities in Australia
and its offshore territories. To maintain this framework and ensure that it is appropriate for emerging
applications, this involves monitoring the horizontal and vertical motion of the Australian landmass,
contributing data to the global scientific community's effort to monitor the Earth's changing shape and
motion, io provide a uniform, accurate basis for all spatial data in Australia and its offshore territories.

Includes data acquisition, geodetic computation and the provision of advice to government, industry,
States, researchers, communities and international organisations.

For geodetic data sets developed for customers, use GEOSCIENCE INFORMATION PRODUCTS.

For the management of network infrastructure and equipment use RESEARCH EQUIPMENT
MANAGEMENT.

For maintaining the framework of policy and standards that support the sharifig,of'geegraphic
information, use SPATIAL DATA INFRASTRUCTURE.

Policy
The activities associated with developing and establishing decisions, dirgetions and precedents which
act as a reference for future decision making, as the basis from which the arganisation’s operating

procedures are determined.

Eniry Description of Records Disposal Action
10096 Records documenting the development and establishment  Retain as national
of the organisation's geodetic management policies. archives
Includes:

e policy proposals

research papers

results of consultations

suUpporting reports

major drafts anghfinal poligy documents.
Date range: 1948 -

¢ 0 8 9

e}

10097 Records dogumenting'comments made on the Destroy 2 years after
development ahgovermment wids geodetic management promulgation of new
policies. policy

[Date range:4848 - ]

Destray 2 years after

10098 Working papers documenting the development of all the
promulgation of new

organisation’s geodetic management policies.

10099

[Date range: 1948 - |

Copies of policy documents and supporting papers.
[Date range: 1948 - ]

policy

Destroy when
reference ceases
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GEODETIC MANAGEMENT )

The function of maintaining the fundamental geodetic framework for all spatial activities in Australia
and its offshore territories. To maintain this framework and ensure that it is appropriate for emerging
applications, this involves monitoring the horizontal and vertical motion of the Australian landmass,
contributing data to the global scientific community's effort to monitor the Earth's changing shape and
motion, to provide a uniform, accurate basis for all spatial data in Australia and its offshore territories.

Includes data acquisition, geodetic computation and the provision of advice to government, industry,
States, researchers, communities and international organisations.

For geodetic data sets developed for customers, use GEOSCIENCE INFORMATIONSPRODUCTS.

For the management of network infrastruciure and equipment use RESEARCH EQUIPMENT
MANAGEMENT.

For maintaining the framework of policy and standards that support the shafing of geographic
information, use SPATIAL DATA INFRASTRUCTURE.

Procedures
Standard methods of operating laid down by an organisation according to formulated policy.

Entry Description of Records Disposal Action

10100 Master set of manuals, handbeooks, directives\elc detailing Destroy 25 years after
procedures supporting the geodetic managementfunction.  procedures are
[Date range: 1948 - ] superseded

10101 Records documenting the development ©ffagency Destroy 1 year after
procedures supparting the.geadeti@management function.  the production of
[Date range: 1948 - ] procedures

10102 Copies of manuais; handbaoks{directives etc. Destroy when
[Date range: 1948 - ] reference ceases
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GEODETIC MANAGEMENT

The function of maintaining the fundamental geodetic framework for all spatial activities in Australia
and its offshore territories. To maintain this framework and ensure that it is appropriate for emerging
applications, this involves monitoring the horizontal and vertical motion of the Australian landmass,
contributing data to the global scientific community's effort to monitor the Earth's changing shape and
motion, {o provide a uniform, accurate basis for all spatial data in Australia and its offshore territories.

Includes data acquisition, geodetic computation and the provision of advice to government, industry,
States, researchers, communities and international organisations.

For geodetic data sets developed for customers, use GEOSCIENCE INFORMATION,PRODUCTS.

For the managemeant of network infrastructure and equipment use RESEARCH EQUIPMENT
MANAGEMENT.

For maintaining the framework of poficy and standards that support the sharingyof geegraphic
information, use SPATIAL DATA INFRASTRUCTURE.

Reporting

The processes associated with initiating or providing a formal regpanse 19)a situation or request (either
internal, external or as a requirement of corporate policies), and @,provide formal statements or
findings of the results of the examination or investigation. dfcliides agenda, briefing, business,
discussion papers, proposals, reporis, reviews and returfs.

Entry Description of Records Disposal Action
10103 Final version of formal internal reporisend reports made to  Retain as national
external agencies relating to the geodetic management archives
function.

[Date range: 1948 - ]

[For the technical papers published in conference
proceedings and professional journals use PUBLICATION.]

10104 Final versions of periodic internal reports on general Destroy 10 years after
administrativeymatters used to monitor and document action completed
recurring activities to support the geodetic management
function:Qlncludes the collection and reporting of statistical
infermation:

[Pate ramge: 1948 - ]

10105 Warking papers documenting the development of all Destroy when
reports. Includes drafts and comments received. reference ceases

[Date range: 1948 - ]

10106 Copies of geodetic management reports, including those Destroy when
produced by other agencies. reference ceases
[Date range: 1948 - ]
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GEODETIC MANAGEMENT

The function of maintaining the fundamental geodetic framework for all spatial activities in Australia
and its offshore territories. To maintain this framework and ensure that it is appropriate for emerging
applications, this involves monitoring the horizontal and vertical motion of the Australian landmass,
contributing data to the global scientific community's effort to monitor the Earth's changing shape and
motion, to provide a uniform, accurate basis for all spatial data in Australia and its offshore territories.

Includes data acquisition, geodetic computation and the provision of advice to government, industry,
States, researchers, communities and international organisations.

For geodetic data sets developed for customers, use GEOSCIENCE INFORMATIONPRODUCTS,

For the management of network infrastructure and equipment use RESEARCH EQUIPMENT,
MANAGEMENT.

For maintaining the framework of policy and standards that suppart the shating of geographic
information, use SPATIAL DATA INFRASTRUCTURE.

Reviewing
The activities involved in re-evaluating or re-examining products, precesses, procedures, standards
and systems. Includes recommendations and advice resultingfromthese activities.

Eniry Description of Records Disposal Action
D

10107 Records documenting review of agendy programssand Destroy 10 years after
operations supporting the geodetic managément function. action completed
Includes documents establishingfhe review, final report
and action plan.
[Date range: 1948 - ]

10108 Working papers documenting a review of agency specific Destroy 2 years after
programs and operations supporting the gecdetic last action
management function.

[Date range: 1948 - ]

Standards

The procass ofdfnplementing industry or organisational benchmarks for services and processes to
enhance the'quality and efficiency of the organisation,

Entry Description of Records Disposal Action

10109 Records documenting the implementation of industry and Destroy 7 years after
arganisation-specific standards to support the geodetic standard Is
management function. superseded

fDate range: 1948 - |
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GEODETIC MANAGEMENT

The function of maintaining the fundamental geodetic framework for all spatial activities in Australia
and its offshore territories. To maintain this framework and ensure that it is appropriate for emerging
applications, this involves monitcring the horizontal and vertical motion of the Australian landmass,
contributing data to the global scientific community's effort to monitor the Earth's changing shape and
motion, to provide a uniform, accurate basis for all spatial data in Australia and its offshore territories.

Includes data acquisition, geodetic computation and the provision of advice to government, industry,
States, researchers, communities and international organisations.

For geodetic data sets developed for customers, use GEOSCIENCE INFORMATION PRODUCTS.

For the management of network infrastructure and equipment use RESEARCH EQUIPMENT
MANAGEMENT.

For maintaining the framework of policy and standards that support the sharifg,of‘geographic
information, use SPATIAL DATA INFRASTRUCTURE. '

Tendering
The activities involved in receiving and assessing tenders, of making offérs and finalising by contract

arrangements for the supply, safe or purchase of goods and services.

Note: use for offers made in writing by one party to another tof€amy out at an inclusive price or uniform
rate, an order for the supply or purchase of goods, or forthé production of work.

Entry Description of Records . Disposal Action
10110 Records documenting the devefopment andissue of tender  Destroy 7 years after
documentation. Includes Statement of Requirements, {ender process

Reguests for ProposalsgERpression of Interest, Request for  completed
Tender and draft contract.
[Date range: 1997 - ]

10111 Evaluation ofdenders received against selection criteria. Bestroy 7 years after
Includes records\documenting arrangements for carrying tender process
out the evalRation pretess, evaluation repor, final report completed

and public notiges.
{Date range: 1997 - |

10112 Records documenting post offer negotiations and due Destroy 7 years after
diligence checks. tender process
[Datefrange: 1997 - ] completed

10113 Records of unsuccessful tenders, or a tender process Destroy 2 years after
where there is no suitable bidder, or where the tender tender process
process has been discontinued. Includes submissions, completed or decision

notification of outcome and reports on debriefing sessions.  made not to continue
[Date range: 1997 - ] with the tender

10114 Tender Register. Destroy 7 years after
[Date range: 1997 - ] last entry
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t

GEODETIC MANAGEMENT “

The function of maintaining the fundamental geodetic framework for all spatial activities in Australia
and its offshore territories. To maintain this framework and ensure that it is appropriate for emerging
applications, this involves monitoring the horizontal and vertical motion of the Australian landmass,
contributing data to the global scientific community's effort to monitor the Earth’s changing shape and
motion, to provide a uniform, accurate basis for all spatial data in Australia and its offshore territories.

Includes data acquisition, geodetic computation and the provision of advice to government, industry,
States, researchers, communities and international organisations.

For geodetic data sets developed for customers, use GEOSCIENCE INFORMATION,PRODUCTS.

For the management of network infrastructure and equipment use RESEARCH EQUIPMENT
MANAGEMENT.

For maintaining the framework of policy and standards that support the shafing of geographic
information, use SPATIAL DATA INFRASTRUCTURE.

Tendering - Continued
The activities involved in receiving and assessing tenders, of making offersiand finalising by contract
arrangements for the supply, sale or purchase of goods and services:

Note: use for offers made in writing by one party to another to@arryjout at an inclusive price or uniform
rate, an order for the supply or purchase of goods, orf@p the produgtion of work.

Entry Description of Records Disposal Action

10115 Signed contracts under seal résulting frofmtenders and Destroy 12 years after
supparting records. completion or other
[Date range:; 1997 - ] termination of contract

{For contracls exgetited tndersiate law not that of the
ACT, see Administrativesrunctions Disposal Authority.]

10116 Simpleysigned'gantracts and agreements resulting from Destroy 7 years afler
fendersand supporting records. completion or other
[Date ranges1887 - ] termination of contract

10117 Contract register. Destroy 7 years after
[Bategange: 1997 - ] last entry
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 GEOHAZARD MONITORING AND RISK ASSESSMENT

The function of ongoing data collection and monitoring of geophysical and nuclear hazards and
providing risk assessment information. Includes research, provision of advice and risk/hazard
information to government, industry, States, researchers, communities and international aid
organisations, data acquisition and analysis, media relations and joint ventures.

Advice
The activities associated with offering opinions by or to the organisation as to an action or judgment.

Includes the process of advising. ‘

Entry Description of Records Disposal Action

10118 Records documenting advice/technical advice provided to Retainas national
government agencies on potentially damaging earthquakes  archives
and tsunamigenic events.
[Date range: 1902 - ]

10119 Records documenting advice/technical advice provided by \ #Destroy 25 years after
the agency on earthquakes and engineering seismology, to<_\action completed
standards bodies, insurance industry, public.
iDate range: 1902 - ]

10120 Technical advice to government agencies/to megt Retain as national
Australia's obligations under Comprehensiveduclear Test  archives
Ban Treaty obligations.
[Date range: 1802 - ]

10121 Working papers ieading to the developient of advice to Destroy 25 years after
external agencies on gechazard and risk assessment action completed
matters.

[Date range: 1902 - ]

Agreemenis
The processes assagiated with, the @stablishment, maintenance, review and negotiation of

agreementst

Eniry Description of Records ‘ Disposal Action
10122 Final versions of agreements made to support the Destroy 7 years after
geohiazard monitoring and risk assessment function. expiry or other
[Date range: 1946 - ] termination of
agreement
10123 Records documenting negotiations, establishment, Destroy 7 years after
maintenance and review of agreements. expiry or other

termination of

[Date range: 1946 - ]
agreement
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GEOHAZARD MONITORING AND RISK ASSESSMENT

The function of ongoing data collection and monitoring of geophysical and nuclear hazards and
providing risk assessment information. Includes research, provision of advice and risk/hazard
information to government, industry, States, researchers, communities and international aid
organisations, data acquisition and analysis, media relations and joint ventures.

1

Contracting-out

The activities involved in managing the performance of work or the provision of goods and services by
an external contractor, vendor or consultant, or by using external bureau services. Includes
outsourcing. :

Entry Description of Records Disposal Action

10124 Records documenting contract management relating to the  Destroy 7 years,after
geohazard monitoring and risk assessments function. completion or
Includes ferminationyof contract

¢ Minutes of meetings with main stakeholders
« Performance and evaluation reports.
[Date range: 1970 - ]

Data Acquisition

The processes associated with gathering scientific arteehnical data {either manual or automated),
including data capture, identification and validationd 'Includes acquisition of data for later use in
research projects.

Note: Data can be generated by Geoscience Australia work, commissioned by private contractors
gither by Geoscience Australia or by oné'ofthe State/Territory departments of Minerals, or done
privately and the data later bought by Geoséienee Australia. Specific technologies include airborne
geophysical surveys, gravity surveys, seiSmic surveys, gamma ray spectromeiry

For records generated duringhthe course of field or laboratory work fincluding raw data) tse
GEOHAZARD MONITORING AND RISK ASSESSMENT — Research Projects.

Entry Description ofiRecords Disposal Action
10125 Records relating to the processes of capturing gechazard Destroy 50 years after
monitgring infermation, includes: last action

& ldentification
Sampling rates
Validation.

[Date range: 1902 - ]

NOTE: This disposal class does not cover the scientific

data itself
10126 Records refating to the transmission of data to other Destroy 10 years after
agencies eq international Data Centre. last action

[Date range: 1902 - ]

NOTE: This disposal class does not cover the scientific
data itself
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GEOHAZARD MONITORING AND RISK ASSESSMENT

The function of ongoing data collection and monitaring of geophysical and nuclear hazards and
providing risk assessment information. Includes research, provision of advice and risk/hazard
information to government, industry, States, researchers, communities and internaticnal aid
organisations, data acquisition and analysis, media relations and joint ventures.

Data Imterpretation
The activities associated with analysing scientific or technical data. Includes interpratation and

modelling.

For initial raw data, or resulting interpreted data, use GEOHAZARD MONITORING AND RISK
ASSESSMENT — Research Projects.

For adding value through the massaging or manipulation of raw data, use DATAMANAGEMENT —
Data Processing.

Entry Description of Records Disposal Action
10127 Records relating to data interpretation relating to spegific " Retain as national-
potentially hazardous events, such as earthquakesg archives

tsunami, nuclear explosions. Includes actions suffounding
alerts issued to various monitoring agencies, nationally and
internationally

[Date range: 1946 - |

NOTE: This disposal class does not coventhe scientific

data itself
10128 Records relating to interpieiativeimethodologies and quality Destroy 25 years after
assurance of interpretations: Includes data modeliing, last action

anomaly measurement, evént Measurement, forecasting,
now casting, predictive modelling.
[Date range: 1946 -]

NOTE: Thigydispesal€lass does not cover the scientific
data jtself

Evaluation
The process ofidgtermining the suitability of potential or existing programs, items of equipment,
systems or services in relation to meeting the needs of the given situation. Includes systems analysis

and ongoing monitoring.

Entry Description of Records - Disposal Action
10129 Records documenting the evaluation of matters relating to Destroy 5 years after
the gechazard monitoring and risk assessments function. action completed

[Date range: 1946 - |
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GEOHAZARD MONITORING AND RISK ASSESSMENT

The function of angoing data collection and monitoring of geophysical and nuclear hazards and
providing risk assessment information. Includes research, provision of advice and risk/hazard
information to government, industry, States, researchers, communities and international aid
organisations, data acquisition and analysis, media relations and joint ventures.

External Consultancy

The activities associated with arranging and providing scientific or technical consulting services to
external clients on geoscientific matters. Includes conducting risk assessment relating to consultancy
services.

For proposals and business cases prepared for clients regarding potential geoscientifiéconsultancies,
use GEOHAZARD MONITORING AND RISK ASSESSMENT - Project Proposals.

Examples of external consultancies include participation in AusAID projects.

Entry Description of Records Disposal Action
10130 Final consultancy report {o client on risk assessment Destroy 25 years after
relating to gechazards in urban and non urban areas. project completed

[Date range: 1971 - ]

10131 Final consultancy reports on establishing, managing @nd Destroy 10 years after
improving seismological menitoring as part obAustralia’s project completed
aid programs.
[Date range: 1971 - ]

10132 Working papers supporting development of consultancy Destroy & years after
report. project completed
[Date range: 1971 - ]

10133 Records relatingdo theyestablishment of consultancy Destroy 7 years after
projects including negotiation of fees, project briefs. project completed
[Date range: 1971~ ]

[For initial respanse toelient requests for consuftancy, use
GEOHAZARD MONITORING & RISK ASSESSMENT —
Projget Fropgsals. ]
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_GEOHAZARD MONITORING AND RISK ASSESSMENT

The function of ongoing data collection and monitoring of gecphysical and nuclear hazards and
providing risk assessment information. Inciudes research, provision of advice and risk/hazard
information to government, industry, States, researchers, communities and international aid
organisations, data acquisition and analysis, media relations and jeint ventures.

Implementation

The activities associated with carrying out or putting into action, plans, policies, procedures ar
instructions, all of which could be internally or externally driven. Includes manual or automated
databases, applications or systems, but excludes the instaliation of equipment. Also includes
monitoring to ensure that the implementation goes according to schedule and that standards are met

and includes first aid treatment.

Entry Description of Records DisposalAction
10134 Records documenting the implementation of emergency Retain as national
alert plans, disaster response plans, rapid warning plans. archives

Includes a copy of the plan implemented.
[Date range: 1946 - ]

10135 Records documenting the implementation of plang|(other Destroy § years after
than counter disaster plans) policies and procedures action completed
relating to gechazard monitoring and risk agsessmenti)

[Date range: 1946 - ]

Joint Ventures

The activities involved in managing joint operations between departments, either within the
organisation or with other organisations, orwiththe government, where there is a contract, joint
contributions of funds and/or time. Also inciudes private sector ventures with public sector
organisations, and co-research or collaboration between inter-departmental units, departments or

organisations.

Entry Description of Records Disposal Action

10138 Records dosumenting the management of joint ventures Destroy 7 years after
undeftaken to'stipportthe gechazard monitoring and risk termination of
assessment funciion. Includes records relating to the arrangement

establishmeht, maintenance and review of joint venture
agreements and contracts.
[Date range: 1946 - ]

10142 Signed joint venture contracts under seal and supporting Destroy 7 years after
records. completion or

[Date range: 1946 - ] termination of contract

[For contracts under seal executed in states other than the
ACT, see the Administrative Functions Disposal Authority.]

10143 Signed simple joint venture contracts and agreements and  Destroy 7 years after

supporting records. completion or other
[Date range: 1946 - ] termination of contract
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GEOHAZARD MONITORING AND RISK ASSESSMENT

The function of ongoing data collection and monitoring of geophysical and nuclear hazards and
providing risk assessment information. Includes research, provision of advice and risk/hazard
information to government, industry, States, researchers, communities and international aid
organisations, data acquisition and analysis, media relations and joint ventures.

Media Relations

The activities associated with establishing a relationship between the media and the organisation.
Includes cultivating media contacts, coordinating access to the media, authorising and issuing press
releases and briefings, and organising media interviews.

Entry Description of Records DisposabAction
10147 Master set of media releases, reports relating to gechazard Retain as natienal
monitoring and risk assessment. archives

[Date range: 1970- ]

10148 Records documenting administrative arrangements with,the \\Bestroy 2 years after
media. Includes the issuing of media releases, organizingy, “agctiert completed
interviews and providing information and assistanceto
support media coverage of an event.

[Date range: 1870 - |

[For media relations relating to the organisalign s setvices
and products use GEOQSCIENCE AWARENESS -Media

Relations.]
10149 Caopies of media items relating toithe organisation's media  Destroy when
releases on gechazard monitoring and risk assessment. reference ceases

Includes newscuttings, transeFipts and electronic items.
[Date range: 1970 - ]

[For the acquisttion of media iterns through a media
monitoringServicepusedNFORMATION MANAGEMENT —
Acquisitions.]
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GEOHAZARD MONITORING AND RISK ASSESSMENT

The function of ongoing data collection and monitaring of geophysical and nuclear hazards and
providing risk assessment information. Includes research, pravision of advice and risk/hazard
information to government, industry, States, researchers, communities and international aid
organisations, data acquisition and analysis, media relations and joint ventures.

Policy

The activities associated with developing and establishing decisions, directions and precedents which
act as a reference for future decision making, as the basis from which the organisation’s operating

procedures are determined.

Entry
10150

10151

10152

10153

Description of Records

Records documenting the development and establishment
of organisational policy on specialist gechazard monitoring
and risk assessment. Includes:

¢ Policy proposals

e Hesearch papers

o Hesults of consuitations

e Supporting repors

o Major drafts and final policy documents.

iDate range: 1902 - |

Records documenting comments made cn the
development of government wide geohazard monitgring
and risk assessment policies.

[Date range: 1902 - ]

Working papers documenting the development of all
gechazard monitoring andrisk assessment palicies.
[Date range: 1802 - ]

Copies of policy documentsiand supporting papers.
[Date range: 4802 - |

Disposal Action

Retaimrasinational
archives

Destroy 2 years after
promulgation of new

policy

Destroy 2 years aftar
promulgation of new

policy

Destroy when
reference ceases

£
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GEOHAZARD MONITORING AND RISK ASSESSMENT

The function of ongoing data collection and monitoring of geophysical and nuclear hazards and
providing risk assessment information. Includes research, provision of advice and risk/hazard
information to government, industry, States, researchers, communities and international aid
grganisations, data acquisition and analysis, media relations and joint ventures.

Procedures
Standard methods of operating laid down by an organisation according to formulated policy.

Entry Description of Records Disposal Action

10154 Master set of manuals, handbooks, directives elc detailing  Destroy 25 years after
procedures supporting the gechazard maonitoring and risk procedures)are
assessment function. superseded

[Date range: 1946 - ]

10155 Records documenting the development of agency Destroy 1 year after
procedures supporting the geohazard monitoring and risk the production of
assessment function. procedures

[Date range: 1946 - ]

10156 Copies of manuals, handbooks, directives etg! Destroy when
[Date range: 1946 - ] reference ceases
Project Proposals

The processes associated with preparip@ extérnal'proposals and business cases for clients for
potential geoscientific consultancy work bydhe grganisation and is the preliminary stage to external
consultancy.

Entry Description of Records Disposal Action

10157 Records relating t9ysuccessful proposals for external
projects or consultangy work. Destroy in accordance
[Date range: 1990,- | with the relevant

disposal actions under

NOTEsxTransfer successful project proposal to External the activity of External
gonsuitancy file on award of job Consultancy.

10158 Reeords relating to unsuccessful proposals for external Destroy 1 year after
projects or consultancy work. decision netified

[Date range: 1990 - ]
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GEOHAZARD MONITORING AND RISK ASSESSMENT

The function of ongeing data coliection and monioring of geophysical and nuclear hazards and
providing risk assessment information. Includes research, provision of advice and risk/hazard
information to government, industry, States, researchers, communities and international aid
organisations, data acquisition and analysis, media relations and joint ventures.

Reporting

The processes associated with initiating or providing a faormal response to a situation or request (either
internal, external or as a requirement of corporate pdlicies), and to provide formal statements or
findings of the results of the examination or investigation. Includes agenda, briefing, business,
discussion papers, proposals, reports, reviews and returns.

Entry Description of Records Disposal Action

10159 Final version of internal formal reporis and reports made to Retgin as national
external agencies relating to the gechazard monitoring and  archives
risk assessment function.
[Date range: 1946 - ]

10160 Final versions of periodic internal reports on general Bestroy 5 years after
administrative matters used to monitor and documert action completed
recurring activities to support the gechazard monitering and
risk assessment function. Includes the collectiomand
reporting of statistical information.

[Date range: 1946 - ]

10161 Working papers documenting the development of all Destroy when
reports. Includes drafts and comments recgived. reference ceases

fDate range: 1946 - ]

10162 Copies of gechazard monitgring,and risk assessment Destroy when
reports. reference ceases

[Date range: 1946°-]
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GEOHAZARD MONITORING AND RISK ASSESSMENT

The function of ongoing data collection and monitoring of geophysical and nuclear hazards and
providing risk assessment information. Includes research, provision of advice and risk/hazard
information to government, industry, States, researchers, communities and international aid
organisations, data acquisition and analysis, media refations and joint ventures.

Research Projects

The processes of conducting research and surveys by the organisation’s staff in relation to formal
internal or external research projects. Research projects include surveys, sciertific investigations,
experimentation and theoretical and innovative development or systematic work. Includes material
generated in the course of following the approved research methodology, field workglaboratory
analysis, data analysis associated with specific research projects and development ofiimitial results.

Entry Description of Records Disposal Action
10164 Records relating to the conduct of research projects. Retainas,national
Includes: archives

» Research methodology
Laboratory analyses

Field work

Raw data and samples
Processed or interpreted data.

Where the research documents:

o significant projects that made a major contributicn to
research

e projects that were controversial,[Subjectto extensive
debate or aroused wide interést

» projects that involve the us@of majorinew or innovative
technigues

o ‘first of a kind' process or productier significantly
improve on an existing pfodugt or application

[Date range: 1946 - ]

[For the processes of acquiring geoscientific data
associated with thelreséarch project, use GEOHAZARD
MONITORING AND ' RISK ASSESSMENTS - Data

Acguisition.

[For progessing or interprating raw data, use GEOHAZARD
MONITORING AND RISK ASSESSMENTS - Data
interpretation.

[For establishing the research team, research methodology
and reporting on the conduct of research profects, use
RESEARCH MANAGEMENT.

[For dissemination of research findings or resufts at
professional conferences or between peers, use
PROFESSIONAL RELATIONS.

{For publication of research results in professional (peer
reviewed or otherwise) journals, use PUBLICATION.]
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GEOHAZARD MONITORING AND RISK ASSESSMENT

The function of ongoing data collection and monitoring of geophysical and nuclear hazards and
providing risk assessment information. Includes research, provision of advice and risk/hazard
information to government, industry, States, researchers, communities and international aid
organisations, data acquisition and analysis, media relations and joint ventures.

Research Projects - Continued

The processes of conducting research and surveys by the organisation’s staff in relation to formal
internal or external research projects. Research projects include surveys, scientific investigations,
experimentation and theoretical and innovative development or systematic work. includes material
generated in the course of following the approved research methodology, field work, laboratory
analysis, data analysis associated with specific research projects and developmént.of initial results.

Entry Description of Records DisposalAction
10165 Records supporting significant, groundbreaking or Destroy 5 years after
controversial research projects. sitbmissien of
[Date range: 1946 - | résearch outcome or

after project ceased,
whichever is later

10166 Records relating to the conduct of other research projects Destroy 5 years after
that are not significant, groundbreaking or caontroversial. submission of
Includes research outcome or

after project ceased,

« |aboratory analyses
whichever is later

o Field work

« Raw data and samples

e Processed or interpreied datal
[Date range: 1946 - ]

[For the processes of aequiring geascientific dala
associated with the research pfoject, use GEOHAZARD
MONITORING AND RISK ASSESSMENTS - Data

Acquisition.

[For processing oniaterpreting raw data, use GEOHAZARD
MONITORINGAND HISK ASSESSMENT — Data

Interpretation.

[For establishing the research team, research methodology
and raporting on the conduct of research projects, use
RESEARCH MANAGEMENT,

[For dissemination of research findings or resufs at
professional conferences or between peers, use
PROFESSIONAL RELATIONS.

[For publication of research resulfs in professional (peer
reviewed or otherwise) journals, use PUBLICATION.}
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GEOHAZARD MONITORING AND RISK ASSESSMENT

The function of ongoing data collection and manitoring of geophysical and nuclear hazards and
providing risk assessment information. Includes research, provision of advice and risk/hazard
information to government, industry, States, researchers, communities and international aid
organisations, data acquisition and analysis, media relations and joint ventures.

Reviewing
The activities involved in re-evaluating or re-examining products, processes, procedures, standards
and systems. Includes recommendations and advice resulting from these activities.

Entry Description of Records DispoSal Action
10167 Records documenting review of agency programs and Destroy b years after
operations supporiing the gechazard monitoring and risk action/completed

assessment function. Includes records establishing the
review, final report and action plan.
[Date range: 1946 - ]

10168 Working papers documenting a review of the organisation's “Destroy 2 years after
programs and cperations supporting the geohazard last action
monitoring and risk assessment function.

[Date range: 1946 - |

Risk Assessment

The activities invoived in the identification of sisks, to assist¢he implementation of appropriate
practices and procedures which will reduce harm to the population and environment, and the impact of
economic loss arising from an incident,

For risk assessment reports to external elients, Use GEOHAZARD MONITORING AND RISK
ASSESSMENT— External Consultanicy.

For assessing the risks associated with fo joint ventures, co-research, collaboration or liaison between
interdepartmental units, departmentsior organisations, use GEOHAZARD MONITORING AND RISK
ASSESSMENT - Joipt Ventures.

Entry Description®f Records Disposal Action
10169 Final risk\assessment methodologies relating to Destroy 25 years after
geohazards for urban and non urban areas. project completed

[Baterange: 1902 - ]

10170 Working papers supporting development of risk Destroy 5 years after
assessment methodologies. risk assessment
[Date range: 1902 - ] methodology
superseded

[For conducting a gechazard risk assessment use
GEOHAZARD MONITORING AND RISK ASSESSMENT —
Research Projects.

[For risk assessment reporis use GEQHAZARD
MONITORING AND RISK ASSESSMENT — Reporting.]
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SEOHAZARD MONITORING AND RISK ASSESSMENT

The function of ongoing data collection and menitoring of gecphysical and nuclear hazards and
providing risk assessment information. Includes research, provision of advice and risk/hazard
information to government, industry, States, researchers, communities and international aid
organisations, data acquisition and analysis, media relations and joint ventures.

Security

The activities associated with measures taken to protect people, premises, equipment or information
from accidental or intentional damage or from unauthorised access. [ncludes the security
classification of personnel and criminal record checks.

For minor and major security breaches and the management of security arrangements for handling
records and information within the agency, use INFORMATION MANAGEMENT — Security.

Eniry ‘ Description of Records Disposal Action

10171 Records documenting security requirements impoased by Destroyasyears after
external agencies on the organisation’s personnel, réquirements revised
equipment and data In relation to gechazard monitaring. or superseded

[Date range: 1902 - ]

Submissions

The preparation and submission of a formal statementy,(e.g. report, siatistics, etc.) supporting a case
ar opinion held by the organisation which is submiited to.anather organisation, or within the
organisation, for the purpose of either gain or suppert.

Entry Description of Records Disposal Action
10173 Records documenting the preparation of submissions Destroy 5 years after
seeking support for gephazard monitoring and risk action completed

assessment projects. Includes/fdinal submissions.
[Date range: 1946 -]

10174 Destroy 54ears after action completed Destroy when
[Date range 1846 ] reference ceases
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GEOHAZARD MONITORING AND RISK ASSESSMENT

The function of ongoing data collection and monitoring of geophysical and nuclear hazards and
providing risk assessment information. Includes research, provision of advice and risk/hazard
information to government, industry, States, researchers, communities and international aid
organisations, data acquisition and analysis, media relations and joint ventures.

Tendering
The activities involved in receiving and assessing tenders, of making offers and finalising by contract
arrangements for the supply, sale or purchase of goods and services.

Note: use for offers made in writing by one party to another to carry out at an inclusive price or uniform
rate, an order for the supply or purchase of goods, or for the production of work.

Eniry Description of Records Disposal Action
10183 Records documenting the development and issue of tender gD@siroy Zyyears after
documentation. Includes Statement of Requirements, tender process

requests for proposals, expression of interest, request for gompleted
tender and draft contract.
iDate range: 1970 - ]

10184 Evaluation of tenders received against selection criteria. Destroy 7 years after
Includes records documenting arrangements for€armying tender process
out the evaluation process, evaluation reportfinal report completed

and public notices,
[Date range: 1970 - ]

10185 Records documenting post offer negotidtions and due Destray 7 years after
diligence checks. tender process
[Date range: 1970 - ] completed

10186 Records of unsuceessfulienders, or a tender process Destroy 2 years after

where there is n@ suitable btdder, or where the tender
process has been discontinued. Includes submissions,
notification@®f outgeme and reports on debriefing sesstons.

tender process
completed or decision
made not toe continue

[Date range. 94870 =] with the tender
10187 Tender Registel. Destroy 7 years after
[Daterange1970 - ] last entry
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 3EOHAZARD MONITORING AND RISK ASSESSMENT

The function of ongoing data collection and monitoring of geophysical and nuclear hazards and
providing risk assessment information. Includes research, provision of advice and risk/hazard
information to government, industry, States, researchers, communities and international aid
organisations, data acquisition and analysis, media relations and joint ventures.

Tendering — Continued
The activities involved in receiving and assessing tenders, of making offers and finalising by contract
arrangements for the supply, sale or purchase of goods and services.

Noie: use for offers made in writing by ane party to another to carry out at an inclusive price or uniform
rate, an order for the supply or purchase of goods, or for the production of work.

Entry Description of Records Disposal*Action

10188 Signed contracts under seal resulting from tenders and Destrey 12 years after
supporting records. ¢ completionfor other
[Date range: 1970 - ] igrmination of contract

[For coniracts executed under state law not that of the
ACT, see Administrative Functions Disposal Autharity.]

10189 Simple signed coniracts and agreements resulting from Destroy 7 years after
tenders and supporting records. completion or other
[Date range: 1970 - ] fermination of contract

10190 Coniract register. Destroy 7 years after
[Date range: 1870 - ] last entry
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GEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation’s
broad profile. Includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia's geoscientific development.
includes teacher development and interaction with students within the organisation's facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, use PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARD MONE ORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australia products use
GEQSCIENCE INFORMATION PRODUCTS.

Acquisition
The process of gaining ownership or use of property and other items or the provision of services
required in the conduct of business through purchase or reguiSitiens.

Eniry Description of Records Disposal Action
10191 Records documenting the acquisitiopfof goods and Destroy 7 years after
services required to support the geoscignite awareness action completed

function where there is no tendgring or contracting out
process (ie where the cost of acquisition‘igibelow the
threshold for tendering or where a purchase is made
against a period contract).

[Date range: 1946 - ]
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' 3EOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia’'s geascientific development.
Includes teacher development and interaction with students within the organisation’s facilities.
includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and particlpating in community activities. Alsa includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, usg,PROFESSIONAL
RELATIONS.

Faor specific media comment on hazard monitaring or hazard events use GEOHAZARDMONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australiaproducis se
GEOSCIENCE INFORMATION PRODUCTS.

Addresses (Presentations)
The activity of giving addresses for training, professional, community relations or sales purposes.
includes speeches and multi-media presentations.

Entry Description of Records Disposal Action
10192 Final version of addresses made by the porifalio Minisier or  Retain as national
senior agency officers at major public occasions. archives

[Date range: 1946 - ]

[For addresses delivered by the Rartfolio Minister or senior
agency officers at govetnmenpPoccasions, use
GOVERNMENT RELATIONS £ Addresses.

For addresses delivered by senior agency officers, within
the geoscience profession, reporting on significant findings
as an outcome ofresearch, use PROFESSIONAL
RELATIONS <Addresses.}

10193 Finalversions of other addresses delivered in routine Destroy 2 years after
gromotion of the agency's service or products. last presentation
[Date range: 1946 - ]

10184 Working papers documenting the development of Destroy when
addresses, including drafts. reference ceases

[Date range: 1946 - ]
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GEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia's geoscientific development.
Includes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, use PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARD MONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australia produets use
GEOSCIENCE INFORMATION PRODUCTS.

Arrangements

The activities involved in arranging for a journey or trip. Includes preparing travel itineraries,
authorisations, entitlements, etc. Also includes arrangementsimade for delivery of equipment or
goods and the usage made of facilities, vehicles, equipment and'space.

Entry Description of Records Disposal Action
10195 Records detailing arrangements carried o0tto\support the Destroy 1 year after
geoscience awareness functiong. Incltdes arrangements event

for guest speakers.

[Pate range: 1946 - ]

[For arrangements madeto support events hosted by the
agency, use GEQSCIENCEAWARENESS - Functions;
GEOSCIENCEAWARENESS - Celebrations and/or
GEOSCIENCE AWARENESS — Ceremonies.]

fFor making travebarrangements for staff to attend
promotional activities supporting the geoscience
awareness function, use PERSONNEL — Arrangements.]
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3EOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
fo our community, and role that the organisation plays in Australia's geoscientific development.
Includes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions; celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, usg,PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARDMONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australiagroducts use
GEOSCIENGE INFORMATION PRODUCTS.

Celebrations
The activities associated with arranging and managing festivities'to honous a particular event.

For formal ceremonial occasions, use GEOSCIENCE AWARENESS=Ceremonies

For official or formal social occasions, use GEOSCIENCE AWARENESS - Functions (Social).
For addresses delivered at celebrations, use GEQSCIENCE AWARENESS - Addresses
{Presentations).

Entry Description of Records Disposal Action
10196 Programs, invitations, guest lists'and photographs relating  Retain as national
to celebrations held to honounan event of major archives

importance to an agenegy, ed a significant anniversary.
[Date range: 1946 - |

10197 Records docdmenting routine arrangements supporting Destroy 2 years after
celebratios to henour.an event of major importance toan action completed
agency.

[Datedange: 1946 -

10198 Records documenting all arrangements for other Destroy 2 years after
celebrations of lesser significance. Includes programs, action compieted
invitatigns, guest lists, catering, venue bookings and
énteriainment.

[Date range: 1946 - ]
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GEOSCIENCE AWARENESS

The function of establishing rappert with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia's geoscientific development.
Includes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

t

For the production of teaching resources, use PUBLICATION.

For the promoticn of Geoscience Australia research and geoscience research, use PROFESSIONAL
RELATIONS.

For specific media comment on hazard menitoring or hazard events use GEOHAZARD MONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australia products use
GEQSCIENCE INFORMATION PRODUCTS.

Ceremonies
The activities associated with arranging and managing a formal act performed for a special occasion.

For less formal festivities to honour a particular event, Use GE@SCIENCE AWARENESS —
Celebrations. '

For official or formal social occasions, use GEOSCIENGE AWARENESS - Functions (Social.)

For addresses delivered at ceremonies, Use GEOSCIENCE AWARENESS - Addresses
{Presentations).

Entry Description of Records Disposal Action
10189 Programs, invitationspguestlists and photographs relating ~ Retain as national
to ceremonies figld to mark a special occasion, eg the archives

opening of a building or major facility, or the conferring of
special communitylawards promoted by the agency.
[Date range: 1946 -}

10200 Records desumenting routine arrangements supporting Destroy 2 years after
cefemanies to mark special occasions. Include catering, action completed
venue bookings and entertainment.

[Date sange: 1946 - ]

10201 Records documenting all arrangements for other Destroy 2 years after
ceremonies of lesser significance. Includes programs, action completed
invitations, guest lists, catering, venue bookings and
entertainment.

[Date range: 1946 - |
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SEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school studenis and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia's geoscientific development.
includes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation al
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions 1o those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, use, PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARDMONITORING
AND RISK ASSESSMENTS,

For the promotion and customer services relating to Geoscience Australiagroducts use
GEOCSCIENCE INFORMATION PRODUCTS.

Commitiees
The activities associated with the management of committees and task forces. Includes the
committee's establishment, appointment of members, terms of reference, proceedings, minutes of

meetings, reperts, agendas stc.,

Entry Description of Records Disposal Action
10202 Records of internal and external cofimittees formed to Destroy 5 years after
consider matters relating to the geQscignce awareness action completed

function. Includes:

o Documents establishing the comniittee

Final versions of mingtes

Reports

Recommendations

Supporting de€umentation'such as briefing papers and
discussion papers.

[Date range: 1946 - ]

10203 Working papersidocumenting the conduct and Destroy when
administration of committees which consider matters reference ceases
relating tothefgeoscience awareness function. Includes:
of "Agenda

» Nofices of meetings
s Difaft minutes.
IDate range: 1946 - ]
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GEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia's geoscientific development.
Includes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promoticn of Geoscience Australia research and geoscience research, use PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARD MONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geosclence Australia products use
GEOSCIENCE INFORMATION PRORUCTS.

Contracting-out

The activities involved in managing the performance of work or the provision ef goods and services by
an external contractor, vendor or consultant, or by using extermalblrgau services. Includes
outsourcing.

Entry Description of Records Disposal Action
10204 Records documenting contract management retating to the  Destroy 7 years after
geoscience awareness functionf Includes: completion or
s Minutes of meetings with main stakeholders terminaticn of contract

« Performance and evaluation reports.
[Date range: 1946 - ]
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SEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Ausiralia's geoscientific development.
Inciudes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consuitation and feedback.

For the production of teaching resaurces, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, usg,PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARDMONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australiagproducts lise
GEOSCIENCE INFORMATION PRODUCTS,

Customer Service
The activities associated with the planning, monitoring and evaluation of'services provided to

customers by the organisation.

Entry Description of Records Disposal Action
10205 Records documenting the planning, menitoring and Destroy 3 years after
avaiuation of customer services pravided io the'agency's action completed

external clients.
[Date range: 1946 - |

10206 Records documenting the development of service charters  Destroy 3 years after
and directives relating(to the pravision of services to the superseded
agency's external clientsd Includes copies of internal
directives and charens.

[Date range: 3846 - ]

[For production of a service charter, use PUBLICATION-
Flaniing and BRUBLICATION — Production.]

10207 Records documenting the management of specific Destroy 3 years after
customer services provided to clients, such as managing action completed
an enduiry desk, customer surveys, a telephone
infermation service or interpreter service.
[Date range: 1946 - ]
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GEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia's geoscientific development.
Includes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, use PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARD MONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australia products use
GEOSCIENCE INFORMATION PRODUCTS.

Danations

The activities associated with managing money, items, artefacts of property donated to the
arganisation, or by the organisation and/or its staff to charitiegiete. Ineludes managing unsolicited
donations.

Entry Description of Records Disposal Action

10208 Records documenting donations of Substantial amounts of  Retain as national
money or items, artefacts or property that are of long term archives
value or ongoing benefit to the'Ration (eg@imineral samples
donated for public display).
[Date range: 1946 - ]

10209 Records documenting,all‘atherdonations of money that are  Destroy 7 years after
of little public interest (eg small amounts). donation received
[Date range: 1946 - ]

10210 Records documenting ali other donations of items, artefacts Destroy 7 years after
gnproperty that are of [ittle public interest. disposal of item
{Date rangenlfqe - ]

10211 Records documenting donations made by the agency to Destroy 7 years after
publieforganisations and groups, including charities. donation was made
[Date range: 1946 - ] J
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- 3EOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting schoo! students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia's geoscientific development.
Includes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, usg,PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARDMONITORING
AND RiSK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australigproducisise
GEOSCIENCE INFORMATION PRODUCTS.

Enquiries
The activities associated with the handling of requests for informafion about the organisation and its
services by the general public, agency employees or another organisation.

Entry Description of Records Disposal Action

10212 Records documenting the handling of public @nquiries Destroy 2 years after
about the agency and its programsgproducts and'services.  action completed

[Date range: 1946 - |

Evaluation
The process of determining the switability of potential or existing programs, items of equipment,
systems or services in relation to meetingthe needs of the given situation. Includes systems analysis

and ongoing monitoring.

Entry Descriptiomof Records Disposal Action

10213 Records,documenting the evaluation and ongoing Destroy 5 years after
maonitoringief geoscience awareness programs and action completed
services.

[Date range: 1946 - ]
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GEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting schoo! students and teachers to the contribution of scientific research
to our community, and role that the arganisation plays in Australia's geoscientific development.
Includes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also inciudes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, use PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARD MONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australia froducts use
GEQSCIENCE INFORMATION PRODUCTS.

Exhibitions :

The activities associated with using organisational material in mounted displays for the purpose of
informing or educating the viewer, or promoting the activitiesgservices, prajects or programs of the
organisation.

Entry Description of Records Disposal Action
10214 Records documenting the mounting of displays. Includes Destroy 3 years after
exhibition brief and design, and @arrangements for setting up  action completed
a display.

IDate range: 1946 - ]

Field Conferences

The activities invelved in arranging field conferences for government department leaders held by the
organisation to highlight thexofe itplays in Australia's scientific deveiopment. Includes registrations,
publicity and reportsgetc.

[Exampleg of such _activitiegginciude trips to underground gold mines focussing on agricultural-mining
issues, helicoptef trips to gas rigs efc]

Entry Description of Records Disposal Action
10215 Records documenting programs, invitations list, guest Destroy 5 years after
speakers, participant responses and reports on field event

conferences held to promote the role of the agency.
[Date range: 1994 - ]

10216 Records documenting arrangements such as registratiorn, Destroy 2 years after
publicity, program arrangements etc for the agency field event
conferences.

[Date range: 1994 - ]
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SEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad prefile. includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia’s geoscientific development.
Includes teacher development and interaction with students within the organisation's facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Aiso includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

Far the production of teaching resources, use PUBLICATION. .
For the promotion of Geoscience Australia research and geoscience research, usg,PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitaring or hazard events use GEOHAZARDIMONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australiagroductslise
GEOSCIENCE INFORMATION PRODUCTS.

Field Trips
The activities involved in arranging field trips for science teachers and edugaters held by the
organisation which support the school science curriculum and scigrce teacher development program.

Includes registrations, publicity and reports, etc.

IMopics of such field trips include plate tectonics, remote sensing and natural hazards. An example of
the program is Project Lava, held in Hawaii in 2000.]

Entry Description of Records Disposal Action
10217 Records documenting programsyinvitations list, guest Destroy & years after
speakers, participant responses and reports on field trips event

held to promote the role of the organisation.
[Date range: 1946 - ]

10218 Records docdmenting arrangements such as registration, Destroy 2 years after
publicity, program, arrangements etc for field trips. event
[Date range: 19467

Functionsisocial)
The process of,organising and managing official or formal social occasions conducted by the
organisation to'enhance its internal and external relationships, or to promote its services and image.

Entry Description of Records Disposal Action
10219 Records documenting the organisation and management of Destroy 2 years after
an official or formal social occasion. Includes venue action completed

bookings, guest lists, invitations and catering.
[Date range: 1946 - ]
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GEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia's geoscientific development.
Includes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, use PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARD MONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australia products use
GEOSCIENCE INFORMATION PRODUCTS.

Grant Funding

The activities involved with the application for and receipt of grants,

Entry Description of Records Disposal Action

10220 Records documenting successful applicationsimade/by the  Destroy 7 years after
agency for grant funding from a non:governmentisource. action completed

[Date range; 1946 - ]

fFor management of grant moneyreceived by the agency,
use FINANCIAL MANAGEMENT - Grant Funding.]

10221 Records documgntinglunsuceessful applications made by Destroy 2 years after
the agency forgrant funding from a non-government last action
source.

[Date range= 1346 1]

Greetings
The activities associated with preparing and sending and receiving letters of appreciation or
condolences. tnglddes mailing lists for Christmas cards.

Entry Description of Records Disposal Action
10222 Records documenting the preparation, dispateh and receipt  Destroy when
of letters of introduction, appreciation, condolence and reference ceases

greeting cards. Includes mailing lists.
[Date range: 1946 - ]
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SEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia's geoscientific development.
Includes teacher development and interaction with students within the organisation's facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handiing of customer services,
handling reactions to those services, customer consuliation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, usg,PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitaring or hazard events use GEOHAZARDMONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australiafroducis lise
GEQOSCIENCE INFORMATION PRODUCTS.

Implementation

The activities associated with carrylng out or putting inte action, plans, poelicies, procedures or
instructions, all of which could be internally or externally driven. Ineludes/manual or automated
databases, applications or systems, but excludes the installatien,of éguipment. Also includes
monitoring to ensure the implementation goes according/to sehedule and that standards are met and

includes first aid treatment.

Entry Description of Records Disposal Action

10223 Records documenting the imglementation ef plans, Destroy 3 years after
policies, and procedures developed to'support the action completed

geoscience awareness fungtion.
[Date range: 1946 - ]

Interorganisational Liaison
The activities associated with, maintaining regular general contact between the organisation,
professionals in related fields, and other organisations. Includes sharing informal advice, discussions,

and collabafating on projects that are not joint ventures.

Entry Description of Records Disposal Action
10224 Records documenting liaison activities undertaken with Destroy 5 years after
otfier organisations (public or private). Includes action completed

collaboration on projects, exchange of information.
[Date range: 1946 - ]

101



National Archives of Australia — Records Disposal Authority — Geoscience Australia 3 March 2005

GEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
to our commurity, and role that the organisation plays in Australia’s geoscientific development.
Inctudes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, use PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARD MONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australia produtts use
GEQOSCIENCE INFORMATION FPRODUCTS.

Joint Ventures

The activities involved in managing joint operations between depattments, gither within the
organisation or with other organisations, or with the governméntywhete,thére is a contract, joint
contributions of funds and/or time. Also includes private séctordentures with public sector
organisations, and co-research or collaboration between inter*departmental units, depariments or
prganisations.

Eniry Description of Records Disposal Action
10225 Records documenting the management@fijoint ventures Destroy 7 years after
undertaken to support the geoscience awareness function.  termination of
Includes records relating fo the establishment, arrangement
maintenance and review ofgeintventure agreements and
contracts.

[Date range: 1946 - )

10226 Signed jointwenture,contracts under seal and supporting Destroy 7 years after

records completion or
[Baterange: 1846)- | fermination of contract

LForeontracis under seal executed in states other than the
ACT, see the Administrative Functions Disposal Authority
entry 4037, 1038, 1039]

10227 Signed simple joint venture contracts and agreements.and  Destroy 7 years after
supporting records. completion or other
[Date range: 1946 - ] termination of contract
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SEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia's geoscientific development.
Includes teacher development and interaction with students within the organisation's facilities.
includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consuitation and feedback.

For the production of teaching resources, use PUBLICATION. '

For the promotion of Geoscience Australia research and geoscience research, usg,PROFESSIONA
RELATIONS. : '
For specific media comment an hazard monitoring or hazard events use GEOHAZARDMONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australiaproducisiise
GEOSCIENCE INFORMATION PRODUCTS.

Marketing
The process of analysing, creating and selling products and services. Includes market research, sales
forecasting, advertising, media reieases, promotion, pricing and praduct evaluation.

Includes organisational promotion, advertising and sponsorship agtivities.

For marketing and promaotion of products and semices {free and saleable}, use GEOSCIENCE
INFORMATION PRODLUCTS.

Entry Description of Records Disposal Action
10228 Recards documenting the matkeiing, of geoscience Destroy 3 years after
awareness activities. Incluges fecords covering action completed
arrangements for advertising campaigns and prometional
photographs.

[Date range: 9846 - |

[For developrent of @marketing plan, use GEOSCIENCE
AWARENESS 5 Planning. For media releases relafing fo
markeiing aetivities, use GEOSCIENCE AWARENESS -

Media Relations.]

103



National Archives of Australin — Records Disposal Authority — Geoscience Australia 3 March 2005

GEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia's geoscientific development.
Includes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, use PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARD MONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australia jproduets use
GEOSCIENCE INFORMATION PRODUCTS.

Media Relations

The activities associated with establishing a relationship with the media and the organisation.
Includes cultivating media contacts, coordinating access tc ii8mediapauithorising and issuing press
releases and briefings, and organising media interviews.

Entry Description of Records Disposal Action

10229 Master set of media releases. Retain as national
[Date range: 1946 - | _ archives

10230 Records documenting administrative ‘arrangements with the Destroy 2 years afier

media. Includes the issuin@ of media releases, organising  action completed
interviews and praviding infermation and assistance to

support mediacoverage of an event or promotion of the

agency's services or products.

[Date rangeiil 34621

10231 Copies ohmedia items specifically related to the agency's Destroy when
operations.in€ludes newscuttings, transcripts and reference ceases
glectronic items.

[Date range: 1946 - ]

{For the acquisition of media items through a media
maonitoring service, use INFORMATION MANAGEMENT —
Acquisitions.]
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3EOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the erganisation's
broad profile. Includes alerting school students and teachers to the contribution of sclentific research
to our community, and roie that the organisation plays in Australia's geoscientific development.
includes teacher development and interaction with students within the crganisation’s factlities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promation of Geoscience Australia research and geoscience research, usg PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARDMONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Gecscience Australiaqroducts Use
GEOSCIENCE INFORMATION PRODUCTS.

Meetings .
The activities assocciated with ad-hoc gatherings held to formuiatg, discuss, update, or resolve issues
and matters pertaining to the management of the section, department, or grganisation as a whole.
includes arrangements, agenda, taking of minutes etc. Excludes commitiee meetings.

Entry Description of Becords Disposal Action
10232 Final versions of minutes and supparting documents tabled  Destroy 3 years after
at meetings held to support the geQseiénce awareness action compieted

function. Includes meetings with exiernal agencies.
[Date range: 1946 - |

10233 Working papers documenting the conduct and Destroy when
administration of meetings held'to support the geoscience  reference ceases
awareness function.Jinclugesfagenda, notices of meetings
and draft minutes.

[Date range: 1946 - |

Planning
The processgof formulating ways in which objectives can be achieved. Includes determination of

services, needs and solutions to those needs.

Entry Description of Records Disposal Action

10234 Final version of geoscience awareness plans. Destroy 3 years after
[Date range: 1946 - ] plan is superseded

10235 Working papers used to develop all geoscience awareness  Destroy 1 year after
plans. Includes draft plans, reports analysing issues, and adoption of the final
comments recelved from other areas of the agsncy. plan

[Date range: 1946 - ]

Destroy when

10236 Copies of the geoscience awareness plans.
reference ceases

[Date range: 1946 - ]
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GEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia's geoscientific development.
includes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,

handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.
For the promotion of Geoscience Australia research and geoscience research, use PROFESSIONAL

RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARD MONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australia products use
GEOSCIENCE INFORMATION PRODUCTS.

Policy

The activities associated with developing and establishing decisions, directions and precedents which
act as a reference for future decision making, as the basis frammwhichitheOrganisation's operating
procedures are determined.

Entry
10237

10238

10239

16240

Description of Records

Records documenting the developmentand establishment
of geoscience awareness policigs. Includes:

Policy proposals

Research papers

Results of consultations

Supporting reports §

Major drafts

Final policy documents.

Date range: 1946 - ]

—

Records documenting comments made on the
gdevelopment of government-wide geoscience awareness
policies.

[Baterange: 1946 - |

Waorking papers documenting the development of all
geoscience awarengss policies.
[Date range: 1946 - |

Copies of policy documents and supporting papers.
[Date range: 1946 - |

Disposal Action

Destroy 10 years after
policy is superseded

Destroy 2 years after
promulgation of new

policy

Destroy 2 years after
promulgation of the
new policy

Destroy when
reference ceases
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3EOSCIENCE AWARENESS

The function of establishing rappart with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
o our community, and role that the organisation plays in Australia’s geoscientific development.
includes teacher development and interaction with students within the organisation's facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, usgyPROFESSIONAL
RELATIONS.

Faor specific media comment on hazard monitoring or hazard events use GEOHAZARDWMONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australiagroducts use
GEOSCIENCE INFORMATION PRODUCTS.

Procedures

Standard methods of operating laid down by an organisation according t@farmulated policy.

Entry Description of Records Disposal Action

10241 Master set of manuals, handbooks, directives@ic, detailing  Destroy when
procedures supporting the geoscienceawarenessfunction.  procedurss are
[Date range: 1946 - ] _ superseded

10242 Records documenting the dedelopmenhei@gency Destroy 1 year after
procedures supporting the geoscience awareness function.  the production of
[Date range: 1946 - ] procedures

10243 Copies of manuaisghandbooks, directives etc. Destroy when
[Date range: 1946 - reference ceases

Public Reaction
The process offiandling public reaction to an organisation’s policies or services. includes anonymous
letters, letters of complaint and letters of congratulations or appreciation received from the public.

Entry Description of Records Disposal Action
10244 Records documenting public reaction and agency Destroy 3 years after
responses. action completed

iDate range: 1946 - ]

[For suggestions received from the public use
GEQOSCIENCE AWARENESS — Suggestions.]
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GEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation’s
broad profile. Includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia's geoscientific development.
Includes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, use PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARD MONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australia products use
GEOSCIENCE INFORMATION PRODUCTS.

Reporting

The processes associated with initiating or providing a formal response to a situation or request (either
internal, external or as a requirement of corporate policies), andite provideformal statements or
findings of the results of the examination or investigation. Includes agenda, briefing, business,
discussion papers, proposals, reports, reviews and returns,

Eniry Descripiion of Records Uisposal Action

10245 Final version of internal formal reports and reports made to  Destroy 5 years after
external agencies relating to the geosciente awareness action completed
function. :

[Date range: 1946 - ]

10246 Final versions of pefiodiciniernal reports on general Destroy 3 years after
administrative matters used to monitor and document action completed
recurring activities to support the geoscience awareness
function. IAciudesihe gollection and reporting of statistical
information.

[Date range: 1946 |

10247 Warkingypapers documenting the development of all Destroy when
reports. [Includes drafts and comments received. reference ceases
[Date range: 1946 - ]

10248 Copies of geoscience awareness reports. Destroy when
[Date range: 1946 - ] reference ceases
10249 Responses to surveys carried out to support the Destroy 3 years after
geoscience awareness function. action completed

[Date range: 1946 - |
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' 3EOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes aleriing school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays In Australia's geoscientific development.
Includes teacher development and interaction with students within the organisation’s facilities.
includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geosclence Australia research and geoscience research, use,PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARD MONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services reiating to Geoscience Australiagroducis ise
GEQOSCIENCE INFORMATION PRODUCTS.

Representalives

The activities associated with the nomination, appointment or resignation of individuals or groups of
personnel appointed by the organisation or their co-workers as official representatives to
organisations, offices, unions, workers’ participations comufiittegs, egungils or groups. Includes

organisational legal representatives.

Entry Description of Records Disposal Action
10250 Records documenting the nominationg@ppointment and Destroy 5 years after
resignation from and/or termination of the ofganisation's last action

representatives in geoscienceawareness groups.
[Date range: 1946 - ]

[For the management affepresentatives on professional
geoscience bodiés, ise PROFESSIONAL RELATIONS -
Representatives. Forthe management of representatives
on governmentor intergovernmental bodies, use
GOVERNMENT RELATIONS — Representatives.]

Research

The activities iAvel¥ed in investigating or enquiring into a subject or area of interest in order to discover
facts, principles etc. Used to support the development of projects, standards, guideiines etc and the
business activities of the organisation in general. Inciudeas following up enquiries relating to
organisational programs, projects, working papers, literature searches etc.

Entry Description of Records Disposal Action
10251 Records documenting majer detailed research carried out Destroy 5 years after
to support the geoscience awareness function. action completed

[Date range: 1946 - ]

10252 Records documenting routine research carried out to Destroy when
support the geoscience awaresness function. reference ceases
[Date range: 1946 - ]
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GEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation’s
broad profile. Includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia's geoscientific development.
Includes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

Far the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, use PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARD MONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australia products use
GEOSCIENCE INFORMATION PRODUCTS.

Reviewing
The activities involved in re-evaluating or re-examining products, precesses, procedures, standards
and systems. Includes recommendations and advice resultingfrem thesed@ctivities.

Entry Description of Records Disposal Action

10253 Records documenting review of ageney programsiand Destroy 3 years after
operations supporting the geoscience awareness function.  action completed
Includes documents establishing the review, final report
and action plan.
[Date range: 1946 - |

10254 Working papers documenting a review of programs and Destroy 1 year after
operations suppartingihe'geoscience awareness function.  action completed
[Date range: 1946 - ]

School Visits

The activilies involved,in arranging school visits to the organisation, with a view to inform, educate or
promote the,setvices, gperations and role of the organisation.

(For example, participation in the National Yeuth Science Forum programs)

Entry Description of Records Disposal Action
10255 Records documenting programs, educational material, Destroy 3 years after
activities offered on school visits to the organisation. material superseded

[Date range: 1984 - ]

10256 Records documenting arrangements such as bookings, Destroy 2 years after
invitations, letters of appreciation for school visits to the action completed
organisation.

[Date range: 1984 - ]
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' 3EOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
to aur community, and role that the organisation plays in Australia's gecscientific development.
Inciudes teacher development and interaction with students within the organisation's facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating In community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, use,PROFESSIONAL
RELATIONS. :

For specific media comment on hazard monitoring or hazard events use GEOHAZARDMONITORING
AND RISK ASSESSMENTS.

Far the promotion and customer services relating tc Geoscience Australiagroducisiise
GEQOSCIENCE iNFORMATION PRODUCTS.

Submissions
The preparation and submission of a formal statement (e.g. report, statisties, etc.) supporting a case
or opinion held by the organisation which is submitted to another@rganisation, or within the

organisation, for the purpose of either gain or support.

Entry Description of Records Disposal Action
10257 Final version of successful agency@SUbmissionsmade to Destroy 7 years after
community organisations or geoscignc@ awareness action completed

promaotion groups.
fDate range: 1946 - ]

10258 Final version of unsuccessfll agency submissions made to  Destray 3 years after
community organisationsfor gegscience awarengss action completed
promotion groups:

[Date range: 3846 - ]

10259 Working papers decumenting the development of Destroy when
submissions. neludegdraft submissions. reference ceases
[Date range: 1946 - |
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GEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
fo our community, and role that the organisation plays in Australia's geoscientific development.
Includes teacher development and interaction with students within the crganisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions io those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, use PREOFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARD MONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australia/produets uise
GEOSCIENCE INFORMATION PRODUCTS.

Suggestions

The process of using suggestions from personnel and the public ta improve the services and
processes of the organisation.

For letters of complaint or appreciation from the public, Use\GEOSCIENCE AWARENESS - Public
Reaction.

Entry Description of Records Disposal Action
10260 Suggestions received from the gublic relating to the Destroy 2 years after
organisation's services oigproeducts; action completed

[Date range: 1946 - ]

[For feedback received fromyihe public, use GEOSCIENCE
AWARENESS,: Public Reaction.]
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 SEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the coniribution of scientific research
to our community, and role that the organisation plays in Australia's geoscientific development.
Includes teacher development and interaction with students within the organisation’s facilities.
includes marketing, advertising, media liaisan, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

Far the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, use,PROFESSIONAL
RELATIONS. :

For specific media comment on hazard monitoring or hazard events use GEOHAZARDMONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australiagroducisuse
GEQSCIENCE INFORMATION PRODUCTS.

Teacher Training
The activities involved in presenting a program designed to suppert curricbllum-based science

teaching. Includes courses, seminars, workshops.

Entry Description of Records Disposal Action
10261 Recaords documenting programs, edugational material, Destroy 3 years after
activities offered as teacher training. material superseded

[Pate range:; 1994 - ]

10262 Records documenting arrangements such as bookings, Destroy 2 years after
invitations, letters of appreciation ferteacher training in action compieted
geoscience awareness.

[Date range: 1994 - ]
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GEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia's geoscientific development.
Includes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,

handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.
For the promotion of Geoscience Australia research and geoscience research, use PROFESSIONAL

RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARD MONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australia produgts use
GEOSCIENCE INFORMATION PRODUCTS.

Tendering

The activities involved in receiving and assessing tenders, of making offers and finalising by contract
arrangements for the supply, sale or purchase of goods andgervices:!

Note: use for offers made in writing by one party to anotherte’carry out at an inclusive price or uniform
rate, an arder for the supply or purchase of goods, arffar the'preduction of work.

Entry
10263

10264

10265

10266

Description of Records

Records documenting the develaprnent@ndissue of tender
documentation. Includes Statement.of Requirements,
requests for proposals, gxpressicn of interast, request for
tender and draft contract,

[Date range: 1946-ml]

Evaluation of tenders received against selection criteria.
Includes records dogugienting arrangements for carrying
out the, evaluation pracess, evaluation report, final report
and public notices)

[Date range: 1946 - ]

Records documenting post offer negotiations and due
diligence checks.
[Daterange: 1946 - ]

Records of unsuccessful tenders, or a tender process
where there is no suitable bidder, or where the tender
process has been discontinued. Includes submissions,
notification of cutcome and reports on debriefing sessions.
[Date range: 1946 - ]
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Disposal Action

Destroy 7 years after
tender process
completed

Destroy 7 years after
tender process
completed

Destroy 7 years after
tender process
completed

Destroy 2 years after
tender process
completed or decision
made not to continue
with the tender
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SEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
ta our community, and role that the organisation plays in Australia's geoscigntific development.
Includes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

Far the promotion of Geoscience Australia research and geoscience research, usg,PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARDWMONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australiagsfoductsiise
GEOSCIENCE INFORMATION PRODUCTS.

Tendering - Continued
The activities involved in receiving and assessing tenders, of making offers and finalising by contract

arrangements for the supply, sale or purchase of goods and services.

Note: use for offers made in writing by one party to another to@arey out at an inclusive price or uniform
rate, an order for the supply or purchase of goods, or for the production of work.

Entry Description of Records Disposal Action

10267 Tender Register. Destroy 7 years after
[Date range: 1946 - ] last entry

10268 Signed contracts underg@al resulting from tenders and Destroy 12 years after
supporting records. compilstion or other
[Date range: 4946 - ] termination of contract
[For contractsiexecuted under state faw not that of the
ACT,see Administrative Functions Disposal Authority.}

10269 Simplelsigned contracts and agreements resufting from Destroy 7 years after
tenders and supporting records. completion or other
[Date sange: 1946 - ] termination of contract

10270 Contract register. Destroy 7 years after

[Date range: 1946 - ]

last entry
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GEOSCIENCE AWARENESS

The function of establishing rapport with the community and raising and maintaining the organisation's
broad profile. Includes alerting school students and teachers to the contribution of scientific research
to our community, and role that the organisation plays in Australia’s geoscientific development.
Includes teacher development and interaction with students within the organisation’s facilities.
Includes marketing, advertising, media liaison, exhibitions, celebrations, official representation at
functions, and participating in community activities. Also includes the handling of customer services,
handling reactions to those services, customer consultation and feedback.

For the production of teaching resources, use PUBLICATION.

For the promotion of Geoscience Australia research and geoscience research, use PROFESSIONAL
RELATIONS.

For specific media comment on hazard monitoring or hazard events use GEOHAZARD MONITORING
AND RISK ASSESSMENTS.

For the promotion and customer services relating to Geoscience Australia products use
GEOSCIENCE INFORMATION PRODUCTS.

Visits

The activities involved in arranging visits by other organisations, the,public @and students to the
organisation, with a view to inform, educate or promote the semices; gperation and role of the
organisation. Includes arranging visits by staff to other organisatiens.

For professional visits by geoscientists to the organisation useyPROFESSIONAL RELATIONS -
Professional Visits.

Entry Description of Records Disposal Action
10271 Records documenting arrangements, for visits or tours to Destroy 2 years after
the agency by the general public. last action

[Date range: 1947 - ]

10272 Records documenting arrangements for visits made to the ~ Destroy 5 years after
agency by important community representatives. last action
[Date range: 1947 <nl]

10273 Retords'decumenting visits by staff to community Destroy 2 years after
organisationsifo promote the image or services of the fast action
agency. Includes visit reports.
[Date range: 1947 - ]

10274 Public visitor books. Destroy 5 years after
[Date range: 1947 - ] last entry

[For visitor books signed by Royally or Heads of State, use
GOVERNMENT RELATIONS — Visits.]
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" 3EOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience information publications, irrespective of format,
issued for sale or distribution internally and externally. Includes the developing of products from
specification to drafting and manual or electronic production (design, layout, printers proofs, negatives,
printing etc.). Also includes the marketing, customer service, supply and sales of products by the

organisation.

Includes packaged products available through the product catalogues, including vector and raster
digital map data, digital elevation models, satellite image data, printed topographic and geological
maps, geodestic and geological datasets. Also includes multi media publications, CD-ROM and on-line

information services.

For the provision of customised maps and data on a commercial basis see COMMERCIAL
SERVICES.

Agreemenis
The processes associated with the establishment, maintenance, review andinegotiation of
agreements.

Note: includes licences to use maps and/or published data sets

Entry Description of Records Disposal Action

10275 Final versions of agreements and licences'made to support  Destroy 7 years afier
the geoscience information productffunction (egivalue the expiry or other
added reseller (VAR) agreemenis, anddemoranda of termination of the
Understanding). agreement

[Date range: 1921 - ]

[For agreements withint jointWenture arrangements use
GEOSCIENCE INFORMATION PRODUCTS — Joint

Ventures.]
10276 Record doeumenting nggotiations, establishmant, Destroy 7 years after
maintenanceiand review of agreements and licences. the expiry or other
[Dategange: 1921 - ] termination of the
agreement
Arrangements

The activities invalved in arranging for a journey or trip. Includes preparing travel itineraries,
autharisations, entitiements etc. Also includes arrangements made for the delivery of equipment or
goods and the usage made of facilities, vehicles, equipment and space.

Entry Description of Records Disposal Action
10277 Records documenting the arrangements for the delivery of  Destroy 2 years after
goods to distributors and/or customers. action completed

[Date range: 1927 - ]

10278 Records documenting the storage of products. Destroy when
[Date range: 1821 - ] reference ceases
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GEOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience information publications, irrespective of format,
issued for sale or distribution internally and externally. Includes the developing of products from
specification to drafting and manual or electronic production (design, layout, printers proofs, negatives,
printing etc.). Also includes the marketing, customer service, supply and sales of products by the
organisation.

Includes packaged products available through the product catalogues, including vector and raster
digital map data, digital elevation models, satellite image data, printed topographic and geological
maps, geodetic and geological datasets. Also includes multi media publications, CD-ROM and on-line
information services.

For the provision of customised maps and data on a commercial basis see COMMERCIAL
SERVICES.

Contracting-out

The activities involved in managing the performance of work or the provision of gogds and services by
an external contractor, vendor or consultant, or by using external blireau'services. includes
outsourcing.

Entry Description of Records Disposal Action
10279 Records documenting contract management relating'to the  Destroy 7 years after
geoscience infarmation product function.” Includes: completion or
¢ minutes of meetings with main stakeholders termination of contract

« performance and evaluationfeporis.
[Date range: 1997 - ]
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3EOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience information publications, irrespective of format,
issued for sale or distribution internally and externally. includes the developing of products from
specification to drafting and manual or electronic production (design, fayout, printers proofs, negatives,
printing etc.). Also includes the marketing, customer service, supply and sales of products by the

organisation.

Includes packaged products available through the product catalogues, including vector and raster
digital map data, digital elevation models, satellite image data, printed topographic and geological
maps, geodetic and geological datasets. Also includes multi media publications, CD-ROM and on-line

information services.

For the provision of cusiomised maps and data on a commercial basis see COMMERGCIAL

SERVICES.

Customer Service .
The activities associated with the planning, menitoring and evaluatien of\ser¥ices|provided to

customers by the organisation.

Entry
10280

10281

10282

Description of Records

Records documenting the planning, monitoring and
evaluation of customer services provided i@ thafagency's
external clients.

[Date range: 1921 - ]

Records documenting the devglopment of service charters
and directives relating to the pravision‘@fservices to the
agency's external cllentsqincludes copies of internal
directives and charters.

[Date range: 1921 - ]

[For production of a service charter, use PUBLICATION-
Pianning and PUBLICATION- Production.]

Records documentingithe management of specific
customehservices provided to clients, eg managing an
enguiry deskyfa telephone information service or interpreter
seérvice,) Includes planning, monitoring and evaluation of
services, eg carrying out customer surveys.

[Daterange: 1921 - ]

Disposal Action

Destroy 3 years after
action completed

Destroy 3 years after
superseded

Destroy 3 years after
action completed.
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GEOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience information publications, irrespective of format,
issued for sale or distribution internally and externally. Includes the developing of products from
specification to drafting and manual or electronic production (design, layout, printers proofs, negatives,
printing etc.). Also includes the marketing, customer service, supply and sales of products by the
organisation.

Includes packaged products available through the product catalogues, including vector and raster
digital map data, digital elevation models, satellite image data, printed topographic and geclogical
maps, geodetic and geological datasets. Also includes multi media publications, CD-ROM and on-line
information services.

For the provision of customised maps and data on a commercial basis see COMMERCIAL
SERVICES.

Distribution

The activities associated with disseminating items, correspondence, or publicationg through sales,
deliveries, or other customer services.

Entry Description of Records Disposal Action
10283 Records documenting the distribution of gegscienice Destroy 2 years after
information products to other locations. action completed

[Date range: 1921 - ]

Enquiries
The activities associated with handling regliests for information about the organisation and its
services by the general public, agency.employees or another organisation.

Entry Description@f Records Disposal Action
10284 Records daeumenting the handling of public enguiries Destroy 2 years after
about the agency's geoscience information products. action compleied

[Date fange: 1921~ |
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' GEOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience Information publications, irrespective of format,
issued for sale or distribution internally and externally. Includes the developing of products from
specification to drafting and manual or electronic production (design, layout, printers proofs, negatives,
printing etc.). Also includes the marketing, customer service, supply and sales of products by the

organisation.

Includes packaged products available through the product catalogues, inciuding vector and raster
digital map data, digital elevation models, satellite image data, printed topographic and geological
maps, geodetic and geological datasets. Also includes multi media publications, CD-ROM and on-line

information services.

For the provision of customised maps and data on a commercial basis see COMMERCIAL
SERVICES.

Evaluation
The process of determining the suitability of potential or existing pregrams, items of equipment,
systems or services in relation to meeting the needs of the given sitation.(includes systams analysis

and ongoing manitoring.
Note: use for the quality management of production processes:

Entry Description of Records Disposal Action

10285 Records documenting the evaluatioh’and ongeing Destroy 5 years affer
monitoring of the geoscience informatiefiproduct function.  action completed

[Date range: 1921 - ]

Industry Liaison
The activities associated with maintainingregular general contact with prospective and current clients.
includes sharing informal advice and discussions.

Entry Description,of Records Disposal Action

10286 mecords documenting activities undertaken 1o establish, Destroy 5 years after
maintain‘and foster liaison between interested parties in the  action completed
dev@lgpment of geoscience information products. Includes
refationship management issues with industry bodies and
intergovernmental groups.

[Baterange: 1921 - ]
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GEOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience information publications, irrespective of format,
issued for sale or distribution internally and externally. Includes the developing of products from
specification to drafting and manual or electronic production {design, layout, printers proofs, negatives,
printing etc.). Also includes the marketing, customer service, supply and sales of products by the
organisation.

includes packaged products available through the product catalogues, including vector and raster
digital map data, digital elevation models, satellite image data, printed topographic and geological
maps, geodetic and geological datasets. Also includes multi media publications, CD-ROM and on-line
information services.

For the provision of customised maps and data on a commercial basis see COMMERCIAL
SERVICES.

Intelfectual Property

The activites involved in managing the agency's intellectual property, both published and unpublished,
and the use of material held by the agency in which another party gwnsthe intellectual property.
Includes the management of copyright, design, patents and trademarks, royalties and matters of
confidentiality such as trade secrets which are not available to the public under Freedom of
Information (FOI) legislation.

Entry Description of Records Disposal Action
10287 Records documenting requests for permission to reproduce Destroy 7 years after
material for which the agency retains eopyright. action completed

[Date range: 1921 - ]

10288 Applications made by thé ageney toreproduce published Destroy 7 years after
material heid under copyright by@nother agency, action completed
organisation or individual,

[Date range: 1921 - 1
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~GEOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience information publications, irrespective of format,
issued for sale or distribution internally and externaily. Includes the developing of products from
specification to drafting and manual or electronic production (design, layout, printers proofs, negatives,
printing etc.). Also includes the marketing, customer service, supply and sales of products by the

organisation.

includes packaged products available through the product catalogues, including vector and raster
digital map data, digital elevation models, satellite image data, printed topographic and geoclogical
maps, geodetic and geological datasets. Also includes multi media publications, CD-ROM and on-line

information services.

For the provision of customised maps and data on a commercial basis see COMMERCIAL
SERVICES. '

Joint Ventures

The activities involved in managing joint operations between departments, gither within the
organisation or with other organisations, or with the government, where there,is. a contract, joint
contributions of funds and/or time. Also includes private sector ve@nturesiwith public sector
organisations, and co-research or collahoration between inter-deparimentabunits, departments or

organisations.

Entry Description of Records Disposal Action

10289 Records documenting the management of intémnational and  Destroy 7 years after
Australian-based joint ventures undertakénto support the termination of
geoscience information products’function. IRcludes records arrangement
refating to the establishment, sk assessmient,
mainienance and review of joinfyenture agreements and
confracts.

[Date range: 1948 - ]

[For research rélatedjoint ventures, use RESEARCH

MANAGEMENT.]

10290 Signed joint venture'gentracts under seal and supporting Destroy 7 years after
records) completion or
[Date range: 1848 - ] termination of contract
[For contracts under seal executed in states other than the
ACT, see the Administrative Functions Disposal Authority
entry 1037, 1038, 1039.]

10291 Signed simple joint venture contracts and agreements and  Destroy 7 years after
supporting records. completion or other
[Date range: 1948 - ] termination of contract
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GEOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience information publications, irrespective of format,
issued for sale or distribution internally and externally. Includes the developing of products from
specification to drafting and manual or electronic production (design, layout, printers proofs, negatives,
printing efc.). Also includes the marketing, customer service, supply and sales of products by the
organisation.

Includes packaged products available through the product catalogues, including vector and raster
digital map data, digital elevation models, satellite image data, printed topographic and geclogical
maps, geodetic and geological datasets. Also includes multi media publications, CD-ROM and on-line
information services.

For the provision of customised maps and data on a commercial basis see COMMERCIAL
SERVICES.

Marketing
The process of analysing, creating and selling products and services.includes matket research, sales
forecasting, advertising, media releases, promotion, pricing and praduct@valuation.

Includes product and service promotional campaigns and activities, @advertising, and other product
{saleable and free online) promotional campaigns.

For news services for customers and distributors/retailers (such asinewsletters, magazines, Internet
news, email news), use PUBLICATIONS.

Entry Description of Records Disposal Action
10292 HRecords documenting the marketifig of geoscience Destroy 5 years after
information products. inéludes records covering action completed
arrangements for advertising campalgns and promotional
photographs.

[Date range: 1929~ ]

Meelings

The activilies associated with@d-hoc gatherings held to formulate, discuss, update, or resolve issues
and mattars perainingto the management of the section, department, or organisation as a whole.
Includes arrangements, agenda, taking of minutes etc. Excludes committee meetings.

Entry Desctription of Records Disposal Action
10293 Final versions of minutes and supporting documents tabled Destroy 3 years after
at meetings held to support the geoscience information action completed
products function. Includes meetings with external
agencies.

[Date range: 1921 - |

10224 Working papers documenting the conduct and Destroy when
administration of meetings held to support the geoscience  reference ceases
information product function. Includes agenda, notices of
meetings and draft minutes.

[Date range: 1921 - ]
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SEOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience information publications, irrespective of format,
Issued for sale or distribution internally and externally. Includes the developing of products from
specification to drafting and manual or electronic production (design, layout, printers proofs, negatives,
printing etc.). Also includes the marketing, customer service, supply and sales of products by the

organisation.

Includes packaged producis available through the product catalogues, including vector and raster
digital map data, digital elevation models, satefflite image data, printed topegraphic and geclogical
maps, geodetic and geological datasets. Also includes muli media publications, CD-ROM and on-line

information services.

For the provision of customised maps and data on a commercial basis see COMMERCIAL
SERVICES.

Planning
The process of formulating ways in which objectives can be achigved. Inglides determination of

services, needs and solutions to those needs.

Entry Description of Records Disposal Action

10295 Final version of geoscience information produetplans. Destroy 3 years after
[Date range: 1921 - ] plan is superseded

10296 Final version of geoscigneeinformation product plans at Destroy 2 years after
business unit, or regicnal level. plan is superseded

[Date range: 1921 - ]

10297 Working papérs used ta deveiop all geoscience information  Destroy 1 year after
product plans. Ineludes draft plans, reports analysing adoption of the final
issues, andcomments received from other areas in the plan
agendy.

[Date range: 1921 - ]

10288 Copies|of geoscience information product plans. Destroy when

[Date pange: 1921 - ] reference ceases
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GEOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience information publications, irrespective of format,
issued for sale or distribution internally and externally. Includes the developing of products from
specification to drafting and manual or electronic production (design, layout, printers proofs, negatives,
printing etc.). Also includes the marketing, customer service, supply and sales of products by the
organisation.

]

Includes packaged products available through the product catalogues, including vector and raster
digital map data, digital elevation models, satellite image data, printed topographic and geological
maps, geodetic and geological datasets. Also includes multi media publications, CD-ROM and on-line
information services.

For the provision of customised maps and data on a commercial basis see COMMERCIAL
SERVICES.

Policy

The activities associated with developing and establishing decisions, directions and precedents which
act as a reference for future decision making, as the basis from whigh thelerganisation's operating
procedures are determined.

Description of Records

Entry Disposal Action

10299 Records documenting the development and establishment  Destroy 10 years after
of geascience information product poligies. Includes: policy is superseded
s policy proposals
e research papers
o results of consultations
» supporting reports
« major drafts and final policydocuments.

[Date range: 1921 - ]

10300 Records documenting'cemments made on the Destroy 2 years after
development Of government wide geoscience information promulgation of new
product poligies. policy
[Date range: 9821 -]

10301 Working papers documenting the development of all Destroy 2 years after
gedscience information product policies. promuigation of new
[Date range: 1921 - ] policy

10302 Copies of policy documents and supporting papers. Destroy when

[Date range: 1921 - ]

reference ceases
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SEOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience information publications, irrespective of format,
issued for sale or distribution internally and externally. Includes the developing of products from
specification to drafting and manual or eiectronic production (design, layout, printers proofs, negatives,
printing etc.}. Also includes the marketing, customer service, supply and sales of products by the
organisation.

Includes packaged products available through the product catalogues, including vector and raster
digital map data, digital elevation models, satellite image data, printed topographic and geological
maps, geodetic and geological datasets. Also includes multi media publications, CD-ROM and on-line

information services.

For the provision of customised maps and data on a commercial basis see COMMERGCIAL
SERVICES.

Procedures

Standard methods of operating laid down by an organisation accorging tQ fermulated policy.

Entry Description of Records Disposal Action

10303 Master set of manuals, handbooks, directives etc detailing) ™ Destroy 5 years after
procedures supporting the geoscience infarmation proguét  procedures are
function. superseded

[Date range: 1921 - ]

10304 Records documenting the develapment of agency Destroy 1 year after
procedures supporting the geoscience infarmation product  the praduction of
function. procedures

[Date range: 1921 - |

10305 Copies of manuals, handbooks; directives etc. Destroy when
[Date range: 1929°-3] reference ceases
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GEOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience information publications, irrespective of format,
issued for sale or distribution internally and externally. Includes the developing of products from
specification to drafting and manual or electronic production {design, layout, printers proofs, negatives,
printing etc.). Also includes the marketing, customer service, supply and sales of products by the
organisation.

Includes packaged products available through the product catalogues, including vector and raster
digital map data, digital elevation models, satellite image data, printed topographic and geological

- maps, geodetic and geological datasets. Also includes multi media publications, CD-ROM and on-line
information services.

For the provision of customised maps and data on a commercial basis see COMMERCIAL
SERVICES.

Product Development
The activities involved in developing appropriate products. Includes marketintelligence, trends
analysis, and specifications.

Note: use for the gathering of information to determine what preductsiare made

Entry Description of Records Disposal Action
10306 Records documenting the developmgft of prodiuciss Destroy 5 years after
Includes market trends reports, product specificaticns, and  production
pricing.

[Date range: 1921 - ]

[For product plans use GEOSCIENGE INFORMATION
PRODUCTS — Planning.j
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' 3EOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience information publications, irrespective of format,
issued for sale or distribution internally and externally. Includes the developing of products from
specification to drafting and manuai or electronic production (design, layout, printers proofs, negatives,
printing etc.). Also includes the marketing, customer service, supply and sales of products by the

organisation.

Includes packaged products available through the product catalogues, including vector and raster
digital map data, digital elevation models, satellite image data, printed topographic and geological
maps, geodetic and geological datasets. Also includes multi media publications, CD-ROM arnd on-line

information services.

For the provision of customised maps and data on a commercial basis see COMMERGCIAL
SERVICES.

Production
The process invelved in producing material into an end result or output, 8.g4& praduct or publication.
Includes design, layout, typesetting, desktop publishing, printing, binding ete.

Note: use for management of map reproduction material (repromat).

Entry Description of Records Disposal Action
10307 Master set of geoscience information produgts. Retain as national
[Date range: 1921 - ] archives

NOTE: Agency publications produced after’ 1968 should be
lodged with the National Library ef Australia

10308 Records of topographicl map redision and reproduction Destroy 5 years after
material [work packages]. the production of a
[Date range: 1921 -] new edition of the map
or 25 years after last
action
10309 Records supparting the reproduction of gecscience Destroy 25 years after
information products ather than topographic maps. routine production
[Date range: 1921 - ] ceases
10310 Records /documenting the production process Destroy 3 years after
For miap products includes production
s proofing
o printing.

or electronic data products includes:

e access relevant raw data

» format data

« produce media products (CD-ROMs, etc. if applicable)
s update website (if applicable).

[Date range: 1921 - ]
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GEOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience information publications, irrespective of format,
issued for sale or distribution internally and externally. Includes the developing of products from
specification to drafting and manual or electronic production (design, layout, printers proofs, negatives,
printing etc.). Also includes the marketing, customer service, supply and sales of products by the
organisation.

Includes packaged products available through the product catalogues, including vector and raster
digital map data, digital elevation models, satellite image data, printed topographic and geological
maps, geodetic and geological datasets. Also includes multi media publications, CD-ROM and on-line
information services.

For the provision of customised maps and data on a commercial basis see GOMMERCIAL
SERVICES.

Reporting

The processes associated with initiating or providing a formal responseito asituation or request (either
internal, external or as a requirement of corporate polictes}, and togrovide formal statements or
findings of the results of the examination or investigation. Includes agenda, briefing, business,
discussion papers, proposals, reports, reviews and returns.

Entry Description of Records Disposal Action
10311 Final version of informal reports and repérts made to Destroy 5 years after
exiernal agencies relating to the gegscience action completed

information.product function.
[Date range: 1921 - |

10312 Finat versions of periodié tniernal reports on general Destroy 5 years after
administrative matters useddo monitor and document action completed
recurring activities to support the geoscience information
product functiond Incluges thé'collection and reporting of
statistical information.

[Date ranges 1920 ]

10313 Working,papers decumenting the development of all Destroy when
reports. ‘Includes drafts and comments received. reference ceases
[Datesgranges 1921 - |

10314 Copies(f geoscience information product management Destroy when
reports. reference ceases
IDate range; 1921 - ]
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SEOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience infarmation publications, irrespective of format,
issued for sale or distribution internally and externally. Includes the developing of products from
specification to drafting and manual or electronic production (design, layout, printers proofs, negatives,
printing etc.}. Also includes the marketing, customer service, supply and sales of products by the

arganisation.

Includes packaged products available through the product catalogues, including vector and raster
digital map data, digital elevation models, satellite image data, printed topographic and geological
maps, gecdetic and geological datasets. Also includes multi media publications, CD-ROM and on-line

information services.

For the provision of customised maps and data on a commercial basis see COMMERCIAL
SERVICES.

Reviewing
The activities involved in re-evaluating or re-examining products, proeesses) procedures, standards
and systems. Includes recormmmendations and advice resulting frompthgse activities.

Entry Description of Records Disposal Action
10315 Records documenting review of agency prdgrams’and Destroy 5 years after
operations supporting the gecscience infofmation product action completed
function. Includes documents establishingthe review, final
report and action plan.
[Date range: 1921 - ]

10316 Records relating to validation and testing submissions and  Destroy 7 years after
reports for topographicalfmapping. last action
[Date range: 1921 - ]

10317 Copies of validdtion and testing submissions and reports Destroy when
for topographigal mapping. reference ceases
[Date range: 1921, - |

10318 Records of action requests and error reports for Destroy 3 years after
topographical mapping. successful validation
[Datewrange: 1921 - ] of map.

10319 Working papers documenting a review of the agency’s Destroy 2 years after
programs and operations supporting the geoscience last action

information product function.
[Date range: 1921 - ]
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GEOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience information publications, irrespective of format,
issued for sale or distribution internally and externally. Includes the developing of products from
specification to drafting and manual or electronic production (design, layout, printers proofs, negatives,
printing etc.). Also includes the marketing, customer service, supply and sales of products by the
organisation.

includes packaged products available through the product catalogues, including vector and raster
digital map data, digital elevation medels, satellite image data, printed topographic and geological
maps, geodetic and geological datasets. Also includes multi media publications, CD-ROM and on-line
information services.

For the provision of customised maps and data on a commercial basis see COMMERCIAL
SERVICES.

Stocktake

The activities associated with the examination, counting and valuing ofigoods in the organisation with
the view to reassessing the need for replacing those goods, and tofdentify, missing items and
determine the condition of the existing items.

Entry Description of Records Disposal Action
10320 Records documenting the stocktake of geosgiefice Destroy 3 years after
infarmation products. action completed

iDate range: 1921 - ]
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- GEOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience information publications, irrespective of format,
issued for sale or distribution internally and externally. Includes the developing of products from
specification to drafting and manual or electronic production (design, layout, printers proofs, negatives,
printing etc.). Also includes the marketing, customer service, supply and sales of products by the

organisation.

includes packaged products available through the product catalogues, including vector and raster
digital map data, digital elevation models, satellite image data, printed topographic and geological
maps, geodetic and geological datasets. Alsc includes multi media publications, CD-ROM and on-line

information services,

For the provision of customised maps and data on a commercial basis see COMMERGIAL
SERVICES.

Tendering
The activities involved in receiving and assessing tenders, of making offers and finalising by contract

arrangements for the supply, sale or purchase of goods and services.

Note: use for offers made in writing by one party to another to carry out at an inclusive price or uniform
rate, an arder for the supply or purchase of goods, or for thespreductionof work.

Entry Description of Records Disposal Action

10321 Records documenting the developmient and fssiieof tender  Destroy 7 years after
documentation. Includes Statement ofRequirements, tender process
Requests for Proposals, Expression of Interest, Request for completed
Tender and draft contract.
[Date range: 1997 - ]

Destroy 7 years after
tender process
completed

10322 Evaluation of tenders recgived against selection criteria.
Includes recordsddecumenting/@rrangements for carrying
out the evaluation progess, evaluation report, final report
and public notices.

[Date rangen199%=1]

Destroy 7 years after

10323 Recordsidocumenting post offer negotiations and due
diligence checks. tender process
[Paterange: 1997 - ] completed

10324 Recoids of unsuccessful tenders, or a tender process Destroy 2 years after

where there is no suitable bidder, or where the tender
process has been discontinued. includes submissions,

notification of cutcome and reports on debriefing sessions.

[Pate range: 1997 - ]
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GEOSCIENCE INFORMATION PRODUCTS

The function of creating and providing geoscience information publications, irrespective of format,
issued for sale or distribution internally and externally. Includes the developing of products fram
specification to drafting and manual or electronic production (design, layout, printers proofs, negatives,
printing etc.). Also includes the marketing, customer service, supply and sales of products by the

organisation.

Includes packaged products available through the product catalogues, including vector and raster
digital map data, digital elevation models, satellite image data, printed topographic and geological
maps, geodetic and geological datasets. Also includes multi media publications, CD-ROM and on-line
information services. '

For the provision of customised maps and data on a commercial basis see COMMERCIAL

SERVICES.

Tendering - Continued
The activities involved in receiving and assessing tenders, of making offers‘and finalising by contract
arrangements for the supply, sale or purchase of goods and services.

Note: use for offers made in writing by one party to another togarryout at an inclusive price or uniform
rate, an order for the supply or purchase of goods, or for thé productionof work.

Entry
10325

10326

10327

10328

Description of Records

Tender Register.
[Date range: 1997 - ]

Signed contracts under/&eal resulting from tenders and
supporting records.
[Date range: 1997=ml]

[For contracts executed under state law not that of the
ACT, see Administrative Functions Disposal Authority.|

Simple signed comtracts and agreements resulting from
tenders andisupporting records.
jDate range: 1997 - ]

Coniract register.
[Date range: 1997 - 1

Disposal Action

Destroy 7 years after
last entry

Destroy 12 years after
completion or other
termination of contract

Destroy 7 years after
completion or other
termination of contract

Destroy 7 years after
last entry
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" MIARINE ZONE GEOSCIENCE

The function of conducting research on the geoscientific character of Australia's marine jurisdiction to

underpin effective environmental management of the oceans and coastal areas.

For determination of the limit of Australia's continental shelf and negotiations with international
neighbours, use BOUNDARY DETERMINATION

Advice

The activities associated with offering opinions by or to the organisation as to an action or judgment.
Includes the process of advising.

For advice relating to continental shelf definition, use BOUNDARY DETERMINATION,- Advice

Entry
10329

10330

10331

10332

10333

Description of Records

Advice to external agencies, international hodies and
monitoring groups on geoscientific activities in Antarctica.
[Date range: 1965 - |

Advice to other government agencies {Commonwgalth,
State, Territory or local government) involved with'marine
Zone management. Includes:

e seabed mapping and characterisation

e ecosystems and estuarine health.

[Date range: 1965 - ]

Advice to other government agencies and gxternal
organisations on marine environmentalissues.

[Date range: 1965 - ]

Advice on Australia's participation in the Ocean Drilling
Program.
[Date range: 2965 - |

Working papers leading to the development of advice to
exterfial agencieés on'marine zone geoscience matters,
[Date range: 1965 - |

Disposal Aetion

Retain as.national
archives

Retain as national
archives

Retain as national
archives

Destroy 5 years after
last action

Destroy 5 years after
action completed
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MARINE ZONE GEOSCIENCE

The function of conducting research on the geoscientific character of Australia's marine jurisdiction to
underpin effective environmental management of the oceans and coastal areas.

For determination of the limit of Australia's continental shelf and negotiations with international
neighbours, use BOUNDARY DETERMINATION

Committees

The activities associated with the management of committees and task forces. Includes the
committee's establishment, appointment of members, terms of reference, proceedings, minutes of
meetings, reports, agendas etc.

Entry Description of Records Disposal Action
10334 Records of internal and external committees formed to Hetainas national
consider matiers relating to the marine zone geosclence archives
function where the agency provides the secretariat.
Includes:

» Documents sstablishing the committee

Final versions of minutes

Reports

Recommendations

Supporting documentation such as briefing papers and
discussion papers.

[Date range: 1965 - |

{For geascientific professionafeommiticgsplise
PROFESSIONAL RELATIONS —Commiftees.]

10335 Records of internal and gxiérnal)committees formed to Destroy 3 years after
consider matters relatingo,themarine zone geoscience action completed
function where the agency does not provide the secretariat.

Includes:

¢ Docum@ents establishing the committee

* Final versions of minutes

s Reports

* * Recommendations

*_gSupporting documentation such as briefing papers and
discussion papers.

[Date range: 1965 - ]

[For geoscientific professional committees, use
PROFESSIONAL RELATIONS — Committees.]

10336 Working papers documenting the conduct and Destroy when
administration of committees which consider matters reference ceases
relating to the marine zone geascience function. Includes:

e  Agenda

» Notices of meetings
* Draft minutes.
[Date range: 1965 - ]
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_MARINE ZONE GEOSCIENCE

The function of conducting research on the geoscientific character of Australia's marine jurisdiction to
underpin effective environmental management of the occeans and coastal areas.

For determination of the limit of Australia's continental shelf and negotiations with international
neighbours, use BOUNDARY DETERMINATION

Contracting-out
The activities involved in managing the performance of work or the provision of goods and services by
an external contractor, vendor or consultant, or by using external bureau services. Includes

outsourcing.

Entry Description of Records DisposahAcition
10337 Records documenting contract management relating to the  Destroy 7 yaars after
marine zone geoscience function. Includes gempletion or
o minutes of mestings with main stakeholders termination of contract

« performance and evaluation reporis.
[Date range: 1965 - ]

Data Acquisition
The processes associated with gathering scientific or technical data (either manual or automated),
including data capture, identification and validation.” Inclugesi@gguisition of data for later use in

research projects.

Note: Data can be generated by Geoscience Australia'work, commissioned by private contractors
either by Geoscience Australia or by opemef the'State/Territory depariments of Minerais, or done
privately and the data later bought by Geoseience Australia. Specific technologies include airborne
geophysical surveys, gravity surveys, seismic|surveys, gamma ray spectrometry

For records generated during field or faboratory work, inciuding raw or processed data, use MARINE
ZONE GEOSCIENCE — Research Projects

Entry Descriptionef Records Disposal Action
10338 Recordsirelating to the processes of capturing raw marine  Desiroy 50 years after
zone.geoscientific data, includes: |ast action

s “Data sources (eg ocean drilling program etc)
= Identification

a_Valldation.

[Date range: 1965 - ]

NOTE: This disposal class does not cover the scientific
data itself.
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MARINE ZONE GEOSCIENCE

The function of conducting research an the geoscientific character of Australia’'s marine jurisdiction to
underpin effective environmental management of the oceans and coastal areas.

\

For determination of the limit of Australia’s continentat shelf and negotiations with international
neighbours, use BOUNDARY DETERMINATION

External Consultancy

The activities associated with arranging and providing scientific or technical consulting services to
external clients on geoscientific matters. Includes conducting risk assessment reiating to consultancy
services.

For proposals and business cases prepared for clients regarding potehtiai geoscigntific consultancies,
use MARINE ZONE GEOSCIENCE - Project FProposals.

Eniry Description of Records Disposal Action
10339 Final consultancy report to client. Includes: Bestray 10 years after
¢ seabed mapping and characterisation project completed

« ecosystems and estuarine health
» marine environment.
[Date range: 1990 - ]

10340 Working papers suppeorting developmentiof cansultancy Destroy 5 years after
report. project completed
[Date range: 1990 - ]

10341 Records relating to the establishment of consultancy Destroy 3 years after
projects including negotiation of fees,project briefs. project completed
[Date range: 1990 - ]

[For initial responise ro-client requests for consuitancy, use
MARINE ZONEGEOSCIENCE — Project Proposals]

{Ror dala acquiredas a part of consultancy work, use
MARINE"ZONE GEOSCIENCE — Data Acquisition]
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ARINE ZONE GEOSCIENCE

The function of conducting research on the geoscientific character of Australia's marine jurisdiction to
underpin effective environmental management of the oceans and coastal areas.

For determination of the imit of Australia's continental shelf and negotiations with international
neighbours, use BOUNDARY DETERMINATION

Interorganisational Liaison

The activities associated with maintaining regular general contact between the organisation,
professionals in related fields, and other organisations. Includes sharing informal advice, discussions,
and collaborating on projects that are not joint ventures.

Eniry Description of Records Disp@sabAction
10342 Records documenting laison activities undertaken with Destroy 3 yeats after
other organisations (public or private). Includes action eompleted

collaboration on projects, exchange of information.
[Date range: 1965 - ]

Planning
The process of formulating ways in which objectives can/be aghieved. Includes determination of

services, needs and solutions to those needs.

Entry Description of Records Disposal Action
10343 Records documenting the agency input,inte whole of Retain as national
government plans relating to makine zone management. archives

[Date range: 1965 - ]

10344 Working papers used ta develop agency input into whole of Destroy 1 year after
government mafine zone management plans. Includes adoption of the final
draft plans, reports analysing issues, and comments plan

received fram other areas of the agency.
[Date range:i 9651

10345 Copies ahthe whole of government marine zone Destroy when
management plans. reference ceases
[Date range: 1965 - ]
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MARINE ZONE GEOSCIENCE

The function of conducting research on the geoscientific character of Australia's marine jurisdiction to
underpin effective environmental management of the oceans and coastal areas.

[

For determination of the limit of Australia's continental shelf and negotiations with international
neighbours, use BOUNDARY DETERMINATION

Policy

The activities associated with developing and establishing decisians, directions and precedents which
act as a reference for future decision making, as the basis from which the organisation's aperating
procedures are determined.

Entry
10346

10347

10348

10349

Description of Records
Records documenting the development and establishment

of the agency's marine zone geoscience policies. Includes:

s Policy proposals

» Research papers relating to policy development
» Results of consultations

e Supporting reports

o Major drafts and final policy documents.

Date range: 1965- ]

Records documenting comments madeion the
development of government wide marine zene geoscience
and environmental policies.

[Date range: 1965 - ]

Working papers decumenting the development of all
specific marine zone science and environmental policies.
[Date range: 1965 - _]

Copies of policy documents and supporting papers.
[Date rangedl 96553, ]

Disposal Action

Retainas natignal
archives

Destroy 2 years after
promulgation of new

policy

Destroy 2 years after
promulgation of new
policy

Destroy when
reference ceases
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AARINE ZONE GEOSCIENCE

The function of conducting research on the geoscientific character of Australia's marine jurisdiction to
underpin effective environmental management of the oceans and coastal areas.

For determination of the limit of Australia's continental shelf and negotiations with international
neighbours, use BOUNDARY DETERMINATION

Procedures

Standard methods of operating laid down by an organisation according to formulated policy.

Entry Description of Records Dispesal Action

10350 Master set of manuals, handbooks, directives etc detailing  Destroy when
procedures supporting the marine zone geoscience progeduresiare
function. superseded

[Date range: 1965 - ]

10351 Records documenting the development of agency Destroy 1 year after
procedures supporting the marine zane geoscience thesproduction of
function. procedures

[Date range: 1965 - |

10352 Copies of manuals, handbooks, directives/etc, Destroy when
[Date range: 1965 - ] reference ceases
Project Proposals

The processes assoclated with preparing@xiefinal proposals and business cases for clients for
potential geoscientific consultancy workiby the organisation and is the preliminary stage to external

consultancy.

Entry Description of Recards Disposal Action
10353 Records relating to'successful proposals for external Destroy in accordance
projetts, or constiltancywork. with the relevant

disposal actions under
the activity of External
Note: Transfer successful project proposals to External Cansultancy.
Consultancy file on award of job

[Date range: 18980 - ]

10354 Records relating to unsuccessful proposals for external Destroy 1 year after
projects or consultancy work. decision notified or
[Date range: 1990 - ] contact lapses
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MARINE ZONE GEOSCIENCE

The function of conducting research on the geoscientific character of Australia's marine jurisdiction to
underpin effective environmental management of the oceans and coastal areas.

For determination of the limit of Australia's continental shelf and negotiations with international
neighbours, use BOUNDARY DETERMINATION

Research Projects

The processes of conducting research and surveys by the organisation’s staff in relation to formal
internal or external research projects. Research projects include surveys, scientificdnvestigations,
experimentation and theocretical and innovative development or systematic work. Includes material
generated in the course of following the approved research methodology, field workglabaratory
analysis, data analysis associated with specific research projects and development of initiahresults.

Examples of projects include collaborative research with Environment Austrgliaigookiat
sedimentation, nutrient and toxicant distribution in estuaries and near shore shelf areas.

Entry Description of Records Disposal Action
10355 Records relating to the conduct of research projects. Retain as national
Includes: archives

o Research methodology

» laboratory analyses

» Field work

= Raw data and samples

» Processed or interpreted datas

Where the research documentg:

e Significant projects that made & major contribution to
research

e Projects that were contraversial, subject to extensive
debate or aroused widg interest

+ Projects thatdnvolve,thedlise of major new or innovative
techniques

e ‘First ofsa kindi,process or product or significantly
improve 'an, an existing product or application.

[Date s&nge: 1946 - ]

[Fordthe proeesses of acquiring geoscientific data
associaled with the research project, use MARINE ZONE
GEOSGIENCE - Daia Acquisition.

[For establishing the research team, research methodology
and reporting on the conduct of research projects, use
RESEARCH MANAGEMENT.

[For dissemination of research findings or results at
professional conferences or between peers, use
PROFESSIONAL RELATIONS.

[For publication of research results in professional (peer
reviewed or otherwise) journals, use PUBLICATION.]
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MARINE ZONE GEOSCIENCE

The function of conducting research on the geoscientific character of Australia's marine jurisdiction to
underpin effective environmental management of the oceans and coastal areas.

Faor determination of the limit of Australia’s continental shelf and negotiations with international
neighbours, use BOUNDARY DETERMINATION

Research Projects - Continued

The processes of conducting research and surveys by the organisation's staff in relation to formal
internal or external research projects. Research projects include surveys, scientific investigations,
experimentation and theoretical and innovative development or systematic work.glncludes material
generated in the course of following the approved research methodology, field worllaboratory
analysis, data analysis associated with specific research projects and developmentofinitial resulis.

Examples of projects include collaborative research with Environment Australia talook at
sedimentation, nutrient and toxicant distribution in estuaries and near shore shelf areas.

Entry Description of Records Disposal Action
10356 Records supporting significant, groundbreaking on Destroy & years after
controversial research projects. submission of
[Date range: 1846 - ] research outcome or

after project ceased,
whichever is [ater

10357 Records relating to the conduct of otherresearshgprojects Destroy 5 years after
that are not significant, groundbreaking.ef@antroversial. submission of
includes research outcome or

after project ceased,

= lLaboratory analyses
whichever is later

o Field work

« Raw data and samples

e Processed or interpreted ddta.
[Date range: 1946 ]

[For the processes of aequiring geoscientific dala
associatedwith thesresearch project, use MARINE ZONE

GEOSCIENCE- Data Acquisition.

[Eeriprecessing or interpreting raw data, use MARINE
ZONE GEOSCIENCE — Data Interpretation.

[For establishing the research team, research methodology
and reporting on the conduct of research projects, use
RESEARCH MANAGEMENT.

{For dissemination of research findings or resufts at
professional conferences or between peers, Use
PROFESSIONAL RELATIONS.

[For publication of research resulis in professional {peer
reviewed or otherwise) journals, use PUBLICATION.]
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MARINE ZONE GEOSCIENCE

The function of conducting research on the geoscientific character of Australia's marine jurisdiction to
underpin effective environmental management of the oceans and coastal areas.

For determination of the limit of Australia's continental éhelf and negotiations with international
neighbours, use BOUNDARY DETERMINATION

Submissions

The preparation and submission of a formal statement (e.g. repor, statistics, etc.} supporting a case
or opinion held by the organisation which is submitted to another organisation, or within the
organisation, for the purpose of either gain or support.

Entry Description of Records Dispasal Action
10358 Records documenting the preparation of submissions Destroys years after
seeking support for marine zone geoscience projects. action compieted

Includes final submissions.
[Date range: 1965 - ]

Tendering
The activities invalved in recelving and assessing tenders,\oidnaking offers and finalising by contract
arrangements for the supply, sale or purchase of gogts’and‘services.

Note: use for offers made in writing by one parfy'to another o carry out at an inclusive price or uniform
rate, an order for the supply or purchase of gaads, or fanthe production of work.

Entry Description of Records Disposal Action
10359 Records documenting thedevelopment and issue of tender  Destroy 7 years after
documentation. nGlades Statement of Requirements, tender process

requests for proposals, expression of interest, request for completed
tender and draft gontract.
iDate rangen1 9653, ]

10360 Evaluation of tenders received against selection criteria. Destroy 7 years after
Includes recerds documenting arrangements for carrying tender process
ouf theevaluation process, evaluation report, final report completed

and public notices.
[Dates@nge: 1965 - ]

10361 Records documenting post offer negotiations and due Destroy 7 years after
diligence checks. tender process
[Date range: 1965 - | completed
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~ MIARINE ZONE GEOSCIENCE

The function of conducting research on the geoscientific character of Australia's marine jurisdiction to
underpin effective environmental management of the oceans and coastal areas.

For determination of the limit of Australia's continental shelf and negotiations with international
neighbours, use BOUNDARY DETERMINATION

Tendering - Continued
The activities involved In receiving and assessing tenders, of making offers and finalising by contract
arrangements for the supply, sale or purchase of goods and services.

Note: use for offers made in writing by one party to ancther to carry out at an inclusive, price or uniform
rate, an order for the supply or purchase of goods, or for the production of work.

Entry Description of Records Disposal Action

10382 Records of unsuccessful tenders, or a tender process Destroy 2 years after
where there is no suitable bidder, or where the tendex tender process
process has been discontinued. Includes submissicns, completed or decision
notification of outcome and reports on debriefing séssionsy,  made not to continue
[Date range: 1965 - ] with the tender

10363 Tender Register. Destroy 7 years after
[Date range: 1965 - ] . last eniry

10364 Signed contracts under seal rgsuliing from genders and Destroy 12 years after
supporiing records. completion or other

[Date range: 1965 - ] termination of contract

[For contracts exeguted Underistate law nof that of the
ACT, see Administrative Functions Disposal Authorify.]

10365 Simple signed contraets and agreements resulting from Destroy 7 years after
tenders and supporting records. ' completion or other
[Bate range: 1965 - | termination of contract

10366 Contract register. Destroy 7 years after
iDate range: 1965 - ] tast entry
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MINERALS AND MINING MANAGEMENT |

The function of researching, promoting and providing advice and information relating to mineral
exploration and mining. Includes promotion of mineral praspectivity, science case development and
presentation, industry monitoring and liaison, assessment of exploration activities, and advice to
government, industry and the investment community. Alsec includes reporting discoveries of uranium
under Commonwealth legislation, currently the Atomic Energy Act 1953.

Advice
The activities assocciated with offering opinions by or to the organisation as to an action or judgment.

Includes the process of advising.
[Includes technical advice to government on resource issues, e.g. advice on assessment of known
and potential mineral resources in forest regions as part of Regional Forest Agreemamt, advice on
known and potential mineral resources; exploration and discovery; processing; landaceess and use;
environmental protection; metals and the environment; and sustainable development.)]

Entry Description of Records DisposahAction
10367 Advice to Commonwealih and State Governments of Retainfas national
estimated undiscovered resources, field development, archives
prospectivity, land access and use, metals and the
environment, sustainable development and pricing.
[Date range: 1946 - |
10368 Ad hoc advice not related to estimated undiscavered Destroy 5 years after
resources, field development, prospectivity, 1and acgess last action
and use, metals and the environment, sustainable
development and pricing.
[Date range: 1946 - ]
10369 Advice to industry in linedvithpublicly, available technical Destroy 7 years after
infarmation. last action
[Date range: 1946 - |
10370 Advice to rese@rth organisations and industry on research  Destroy 10 years after
methodologies ortechnigues relating to minerals and last action
mining management.
[Date vange: 1946 -
10371 Working, papers leading to the development of advice to Destroy 7 years after

external agencies on minerals and mining management
matterst
[Datefrange: 1946 - ]

action compieted
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MINERALS AND MINING MANAGEMENT

The function of researching, promoting and providing advice and information relating to mineral
exploration and mining. Includes promotion of mineral prospectivity, science case development and
presentation, industry monitoring and liaison, assessment of exploration activities, and advice to
government, industry and the investment community. Also includes reporting discoveries of uranium
under Commonwealth legislation, currently the Atomic Energy Act 1953.

Agreements
The processes associated with the establishment, maintenance, review and negotiation of

agreements.

Far example, the National Geoscience Mapping Accord which provides a mandatéfor conducting
multi-discipiinary studies of specific areas to provide new geoscientific information; National
Geoscience Agreement and agreements with AMIRA {Australian Minerals Industiy ' Research
Association) to provide pre-competitive geoscience information to promote exploration oppeortunities

etc.

Entry
10372

10373

10374

Description of Records

Final versions of national agreements with staie
organisations on the conduct of the gecscientific mapping
and information gathering responsibiiities. includes key
supporting records such as briefing materialsgfinal reports
[Date range: 1946 - ]

Final versions of agreements made 4@'Supparhthedminerals
and mining management function (€.g9. Memoranda of
Understanding).

iDate range: 1946 - ]

Records documenting fiegotiations, establishment,
maintenance and review of'agréements.
[Date range: 1946, ]

Disposal Action

Retain as national
archives

Destroy 7 years after
expiry or other
termination of
agreement

Destroy 7 years aiter
expiry or other
termination of
agresment
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MINERALS AND MINING MANAGEMENT

The function of researching, promoting and providing advice and information relating to mineral
exploration and mining. Includes promotion of mineral prospectivity, science case development and
presentation, industry monitoring and lialson, assessment of exploration activities, and advice to
government, industry and the investment community. Also includes reporting discoveries of uranium
under Commonwealth legislation, currently the Atomic Energy Act 1953,

Committees

The activities assoclated with the management of committees and task forces. Includes the
committee's establishment, appointment of members, terms of reference, proceedings, minutes of
meetings, reports, agendas etc.

[For example Bureau of Mineral Resources provided the secretariat for the Australia®Cammittee for
Earth Resources Technology Satellites 1971-1975]

Entry Description of Records DisposabAction

10375 Records of external committees formed to consider matters| | Rétain'as national
relating to the minerals and mining management function archives
where the organisation provides the secretariat. Inclides:
o Documents establishing the committes

Final versions of minutes

Reports

Recommendations

Supporting documentation such asbrjefing papers and

discussion papers.

[Date range; 1946 - |

[For geoscientific profeésionai committees, use
PROFESSIONAL RELATIONS> Committees.]

10376 Records of externaligemmittees(formed to consider matters  Destroy 3 years after
relating to the mineraisiand mining management function action completed
where the organisation does not provide the secretariat.

Includes:
» Documentgiestablishing the committee

Finahversionsiof minutes

Reports

Recemmendations

Supperting documentation such as briefing papers and

disgussion papers.

[Daterange: 1346 - |

[For geoscientific professional commitiees, use
FPROFESSIONAL RELATIONS — Committees.]
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MINERALS AND MINING MANAGEMENT

The function of researching, promoting and providing advice and information relating to mineral
exploration and mining. Includes promotion of mineral prospectivity, science case development and
presentation, industry monitoring and liaison, assessment of exploration activities, and advice to
government, industry and the investment community. Also includes reporting discoveries of uranium
under Commonwealth legislation, currently the Atomic Energy Act 1953.

Committees - Continued
The activities associated with the management of committeas and task forces. [ncludes the
commitiee's establishment, appointment of members, terms of reference, proceedings, minutes of

meetings, reports, agendas sic.

[For example BMR provided the secretariat for the Australian Committee for Earth Reésources
Techneology Satellites 1971-1975]

Eniry Description of Records Disposal Action

10377 Records of internal committees formed to consider matters Destroy 5 years after
relating to the minerals and mining management fungtion. action/completed
Includes:

e Documents estabiishing the committee

Final versions of minutes

Reporis

Recommendations

Supporting documentation such as brigfing papers and
discussion papers.

[Date range:; 1946 - ]

10378 Working papers dacumentingthe condletiand Destroy when
administration of committees which consider matters reference ceases
relating to the minerals@nd mining‘management function.

Includes:
s Agenda

» Notices of meetings
e Draft minttes.
[Date range: 1946,- |
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MINERALS AND MINING MANAGEMENT

The function of researching, promoting and providing advice and information relating to mineral
exploration and mining. Includes promation of mineral prospectivity, science case development and
presentation, industry monitoring and lialson, assessment of exploration activities, and advice to
government, industry and the investment community. Alsc includes reporting discoveries of uranium
under Commonwealth legislation, currently the Atomic Energy Act 1953.

Contracting-out

The activities involved in managing the performance of work or the provision of goods and services by
an external contractor, vendor or consultant, or by using external bureau services. Includes
ouisourcing.

Entry Description of Records Disposal Action
10379 Records documenting contract management relating to the  Destray 7 years)after
minerals and mining management function. Includes completion or
« Minutes of meetings with main stakeholders termination’ef contract

« Performance and evaluation reports.
[Date range: 1950 - ]

Data Acquisition
The processes associated with gathering scientific or technieal data (either manual or automated),

including data capture, identification and validation. dreludes aeguisition of data for later use in
research projects. .

Note: Data can be generated by Geoscience‘Australiaduofk, commissioned by private contractors
either by Geoscience Australia or by one of the ‘State/Territory departments of Minerals, or done
privately and the data later bought by Geoscience Australia. Specific technologies include airborne
geophysical surveys, gravity surveys, seismic slirveys, gamma ray spectrometry

For records generated during the coutse of field or laboratory work (including raw data) use
MINERALS AND MINING MANAGEMENT — Research Projects.

Entry Description ef Records Disposal Action
10380 Records relating to the processes of capturing raw data Destroy 50 years after
relevant toimingral and mining management including: last action

» o'Datasources (e.g. the specific program or project etc)
» |dentification

= Validation.

[Daterange: 1927 - ]

NOTE: This disposal class does not cover the scientific
data itself
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.MINERALS AND MINING MANAGEMENT

The function of researching, promoting and providing advice and information relating to mineral
exploration and mining. Includes promation of mineral prospectivity, science case development and
presentation, industry monitoring and liaison, assessment of exploration activities, and advice to
government, industry and the investment community. Also includes reporting discoveries of uranium
under Commonwealth legisiation, currently the Atomic Energy Act 1953.

Evaluation
The process of determining the suitability of potential or existing programs, iterns of equipment,
systems or services in relation to meeting the needs of the given situation. Includes systems analysis

and ongaing monitoring.

Entry Description of Records Disposal Action
10381 Records documenting the evaluation of matters relating to Destroy 5 years after
the minerals and mining management function. action completed

iDate range: 1946 - ]

Exploration Promotion

The activities associated with the organisation promaoting expiorationfor#ninerals in Australia and its
territories. Inciudes using organisational material in promiptional displays for the purpose of informing
the viewer of exploration potential, and supporting the activities, services, projects and programs of
the organisation.

For the promolion of exploration for the purpose ofaliracting investment use MINERALS & MINING
MANAGEMENT — Investment Promaotion.

Where presentations on scientific infofmaiioh generated by Geoscience Australla are involved, use
PROFESSIONAL RELATIONS - Conferefices!

Entry Description of Records Disposal Action
10382 Records documenting promotional strategies and activity Destroy 5 years after
associated with promoting exploration of Australia for last action

minerals andmining.
[Daterange: 1946 - ]
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MINERALS AND MINING MANAGEMENT

The function of researching, promoting and providing advice and information relating to mineral
exploration and mining. Includes promotion of mineral prospectivity, science case development and
presentation, industry monitoring and liaison, assessment of exploration activities, and advice to
government, industry and the investment community. Also includes reporting discoveries of uranium
under Commonwealth legislation, currently the Atomic Energy Act 1953.

Industry Liaison
The activities associated with maintaining regular general contact with prospective and current clients.
Includes sharing informal advice and discussions.

For formal advice offered to interested parties, use MINERALS & MINING MANAGEMENT - Advice.

Entry Description of Records ) Dispasal Action
10383 Records documenting activities undertaken to establish, Destroy Syears after
maintain and foster liaison bhetween interested parties,in action gompleted

exploration and exploitation of minerals and the ageney
Includes relationship management issues with currentand
potential investors, the industry bodies and
intergovernmental groups.

[Date range: 1946 - ]

Industry Monitoring

The activities associated with monitoring exploration and the development of industry activities.
Includes analysing statistics on mineral resources, exgloration and mining in and outside Australia and
assessing markets and potential for deyelopment of specific resources.

Entry Description of Records Disposal Action

10384 Records associated with manifering exploration and mining  Retain as national
activity acrossddentified mineral deposits, includes analysis  archives
of field development, abandoned fields and known fields.
[Date range* 1946

10385 Recerds'decumenting the assessment of technical data Destroy 20 years after
senttethe af@anisation in support of mining licence last permit issued
applications. lapses or expires

[Date range: 1994 - |

10386 Records associated with monitoring the activities of Destroy 5 years after
exploration and mining in the field by known explorers or last action
developers.

[Date range: 1946 - |
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JINERALS AND MINING MANAGEMENT

The function of researching, promoting and providing advice and information reiating to mineral
exploration and mining. Includes promotion of mineral prospectivity, science case development and
presentation, industry monitoring and liaison, assessment of exploration activities, and advice to
government, industry and the investment community. Also includes repotting discoveries of uranium
under Commuonwealth legislation, currently the Atomic Energy Act 1353.

Investment Promotion

The activities associated with assessing and promoting the mineral exploration potential and
prospectivity of Australia to investors. Includes investigating potential exploration fields, markets, and
investors in order to predict future trends and pramote exploration investment. Includes study of
existing scientific and technical information, research into exploration risk and ecanemic values, etc.
Includes the development and presentation of science cases to potential investors, ahd promotional

displays. :

For the general promotion of minerals exploration use MINERALS & MININGMANAGEMENT —
Exploration Promaotion.

Entry Description of Records Disposal Action
10387 Records documenting the development and presehtation'af, Retain as national
science case and associated feasibility studies forthe archives

release or promotion of exploration or explqitation, sites,for
mineral deposits and mining opportunities,
[Date range: 1946 - ]

[For publication of the formal scientific edse documentation,
use PUBLICATION.}

10388 Records documenting marketing @nd promation of minerais  Destroy 5 years after
and mining explorationfand gxtraction potential within the action completed
target industry groups.| Ingludes customer profiles, market
definition, surveysmeempetitors, price considerations.

[Date range: 1946 - ]

10389 Records documentingfindustry briefings and promotional Destroy 2 years after
events supporting theielease of the science case to action completed
industry

[Date range: 1846 - |
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MINERALS AND MINING MANAGEMENT

The function of researching, promoting and providing advice and information relating to mineral
exploration and mining. Includes promotion of mineral prospectivity, science case development and
presentation, industry monitoring and liaison, assessment of exploration activities, and advice to
government, industry and the investment community. Also includes reporting discoveries of uranium
under Commonwealth legislation, currently the Atomic Energy Act 1953.

Planning

The process of formulating ways in which objectives can be achieved. Includes determination of
services, needs and solutions to those needs.

Entry Description of Records DisposabAction

10320 Records documenting agency input info whole of Retain as national
government plans relating to minerals and mining archives
management.

[Date range: 1946 - ]

10391 Working papers used to develop agency input to wholesof Destroy 1 year after
government minerals and mining management plans, adoption of the final
Includes draft plans, reports analysing issues, and plan

comments received from other areas of the ageney.
[Date range: 1946 - ]

10392 Copies of the whole of government minerals anghmining Deastroy when
management plans. reference ceases
[Date range: 1946 - ]
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MNERALS AND MINING MANAGEMENT

The function of researching, promoting and providing advice and information relating to mineral
exploration and mining. Includes promotion of mineral prospectivity, science case development and
presentation, industry monitoring and liaison, assessment of exploration activities, and advice to
government, industry and the investment community. Also includes reporting discoveries af uranium
under Commonwealth legislation, currently the Atomic Energy Act 1953.

Policy
The activities associated with developing and establishing decisions, directions and precedents which
act as a reference for future decision making, as the basis from which the arganisation's operating

procedures are determined.

Entry Description of Records Disposal Action
10393 Records documenting the deveiopment and establishment  Retain as national
of the agency's minerals and mining management policies.  archives
includes:

Policy proposals

» Research papers refating to policy development
e Resuits of consultations

¢ Supporting reports

e Major drafts and final policy documents.

[Date range: 1946 - ]

10394 Records documenting comments made onthe Destroy 2 years after
development of intra-government minerals andymining promulgation of new
policies. policy

[Date range: 1946 - |

10385 Working papers documenting, the gevelopment of minerals  Destroy 2 years after
and mining management policies. promuigation of new
[Date range: 1846 - ] policy

10396 Copies of poliey documents and supporting papers. Destroy when
[Date range: 1946 - ] reference ceases
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MINERALS AND MINING MANAGEMENT

The function of researching, promoting and providing advice and information relating to mineral
exploration and mining. Includes promotion of mineral prospectivity, science case development and
presentation, industry monitoring and liaison, assessment of exploration activities, and advice to
government, industry and the investment community. Also includes reporting discoveries of uranium
under Commonwealth legislation, currently the Atomic Energy Act 1953.

Procedures
Standard methods of operating laid down by an organisation according to formulated policy.

Eniry Description of Records Disposal Action

10397 Master set of manuals, handbooks, directives efc, detailing  Destroy# years afier
procedures supporting the minerals and mining procedures are
management function, superseded

[Date range: 1946 - ]

10398 Recoerds decumenting the development of agency Destroy 1 year after
procedures supporting the minerals and mining theproduction of
management function. procedures

[Date range: 1946 - ]

10399 Copies of manuals, handbooks, directives etc. Destroy when
[Date range: 1946 - ] reference ceases
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JINERALS AND MINING MANAGEMENT

The function of researching, promoting and providing advice and information relating to mineral
exploration and mining. Includes promotion of mineral prospectivity, science case development and
presentation, industry monitoring and liaison, assessment of exploration activities, and advice to
government, industry and the investment community. Also includes reporting discoveries of uranium
under Commaonwealth legislation, currently the Atomic Energy Act 1953,

Reporting

The processes assaciated with initiating or providing a formal response to a situation or request (either
Infernal, external or as a requirement of corporate policies), and to provide formal staternents or
findings of the restilts of the examination or investigation. Includes agenda, briefing, business,
discussion papers, proposals, reports, reviews and returns.

Note: includes reporting discoveries of uranium under the Atomic Energy Act 1958.

Entry Description of Records Disposal Action
10400 Final version of irternal formal reports and reports made to’ Retain as national
external agencies relating to the minerals and mmsng archives

management function.
[Date range: 1846 - |

10401 Final versions of pericdic internal reports opfgengsal Destroy 3 years after
administrative matters used to monitor and docdment action completed
recurring activities to support the minerais\@and mining
management function.

[Date range: 1946 - |

[For reporting on research projecis, use’RESEARCH
MANAGEMENT — Reporting.]

10402 Working papersdogumentinggdhe develiopment of all Destroy when
reports. Includes drafts,and comments received. reference ceases

{Date range: 1846 - ]

10403 Copigs of mingrals and mining management reports. Destroy when
[Date range: 1946 - ] reference ceases
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MINERALS AND MINING MANAGEMENT

The function of researching, promoting and providing advice and information relating to mineral
exploration and mining. Includes promotion of mineral prospectivity, science case development and
presentation, industry monitoring and liaison, assessment of exploration activities, and advice to
government, industry and the investment community. Also includes reporting discoveries of uranium
under Commonwealth legislation, currently the Atomic Energy Act 1953.

Research Projects

The processes of conducting research and surveys by the organisation’s staff in relation to formal
internal or external research projects. Research projects include surveys, scientific investigations,
experimentation and theoretical and innovative development or systematic work. Ingludes material
generated in the course of following the approved research methodology, fleld work, laboratory
analysis, data analysis associated with specific research projects and developmentafinitial results.

Entry Description of Records Dispasal Action
10404 Records relating to the conduct of research projects, Retain as national
Includes archives

¢ Research methodology

« Laboratory analyses

o Field work

¢ Raw data and samples

« Processed or interpreted data.

Where the research documents:

« Significant projects that made a major contribution to
research

» Projects that were controversial, stbject to extensive
debate or aroused wide interest

» Projects that involve the use'@f major new or innovative
techniques

» ‘First of a kind' procgss aF praduct or significantly
improve on an existing produgct or application.

iDate range: 1946~

[For the processes of agquiring geoscientific data
associated with the résearch project, use MINERALS AND
MINING MANAGEMENT - Data Acquisition.

Eof establishing the research team, research methodology
and reporting on the conduct of research projects, use
RESEARCH MANAGEMENT.

For dissemination of research findings or results at
professional conferences or between peers, use
PROFESSIONAL RELATIONS.

For publication of research results in professional {peer
reviewed or otherwise) journals, use PUBLICATION.}
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- JMIINERALS AND MINING MANAGEMENT

The function of researching, promoting and providing advice and information relating to mineral
exploration and mining. Includes promation of mineral prospectivity, science case development and
presentation, industry monitoring and liaison, assessment of exploration activities, and advice to
government, industry and the investment community. Aiso includes reporting discoveries of uranium
under Commonwealth legislation, currently the Atornic Energy Act 1953.

Research Projects - Continued

The processes of conducting research and surveys by the organisation's staff in relation to formal
internal or external research projects. Research projects include surveys scientific investigations,
experimentation and theoretical and innovative development or systematic work. Includes material
generated in the course of foilowing the approved research methodology, field wakk, laboratory
analysis, data analysis associated with specific research projects and development.ei initial results.

Entry Description of Records Disposal Aetion
10405 Records supporting significant, groundbreaking or Pestroy. 5 years after
controversial research projects. submission of
{Date range: 1946 - ] research outcome or

after project ceased,
whichever is later

10406 Records relating to the canduct of other research projects Destroy § years after
that are not significant, groundbreaking or controversial. submission of
Includes: research outcome or
e laboratory analyses after project ceased,

s [Field work whichever is later

+ Raw data and samples
e Processed or interpreted data.
[Date range: 1946 - ]

[For the processes of acquiting geoscientific data
associated with the reseai@h project, use MINERALS AND
MINING MANAGEMENT - Data Acguisition.

For processing or intergreling raw data, use MINERALS
AND MINING MANAGEMENT — Data Interpretation.

For establishing the research teamn, research methodology
and reporting on the conduct of research projects, use
RESEARCH MANAGEMENT.

For disseminalion of research findings or resulis at
professional conferences or between peers, tse
PROFESSIONAL RELATIONS

For publication of research results in professional (peer
reviewed or otherwise) journals, use PUBLICATION.]
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MINERALS AND MINING MANAGEMENT

The function of researching, promoting and providing advice and information relating to mineral
exploration and mining. Includes promotion of mineral prospectivity, science case development and
presentation, industry monitoring and liaison, assessment of exploration activities, and advice to
government, industry and the investment community. Also includes reporting discoveries of uranium
under Commonwealth legislation, currently the Atomic Energy Act 1953.

Reviewing
The activities involved in re-avaluating or re-examining products, processes, procedures, standards
and systems. Includes recommendations and advice resulting from these activities.

Entry Description of Records DisposalAction
10407 Records documenting review of agency programs and Destrgy 5 years after
operations supporting the minerals and mining function. action completed

Includes documents establishing the review, final report
and action plan.
[Date range: 1946 - ]

10408 Working papers documénting a review of programsand Destroy 2 years after
operations supporting the minerals and mining function. Iast action
[Date range: 1946 - |

Submissions

The preparation and submission of a formal statement (e.g/report, statistics, etc.) supporting a case
ar opinion held by the organisation which is submitted 46%another organisation, or within the
organisation, for the purpose of either gaimer sUppont.

Eniry Description of Records Disposal Action
10409 Records documentingthe preparation of submissions Destroy 5 years after
seeking support for mingrals and mining management action compieted

projects. Includes final submissions.
[Date rangeat 946201
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MINERALS AND MINING MANAGEMENT

The function of researching, promoting and providing advice and infermation relating to mineral
exploration and mining. includes promotion of mineral prospectivity, science case development and
presentation, industry monitoring and liaison, assessment of exploration activities, and advice to
government, industry and the investment community. Also includes reporting discoveries of uranium
under Commonwealth legislation, currently the Atomic Energy Act 1953.

Tendering
The activities involved in receiving and assessing tenders, of making offers and finalising by contract

arrangements for the supply, sale or purchase of goods and services.

Note: use for offers made in writing by one party to ancther to carry out at an incldsive price or uniform

rate, an order for the supply or purchase of goods, or for the production of work.

Enitry Description of Records Disposal Aetion
10410 Records documenting the development and issue of tender gfDestroyy/Z.years after
documentation. Includes Statement of Requirements, tender process
requests for proposals, expression of interest, request for completed
tender and draft contract.
[Date range: 1950 - ]
10411 Evaluation of tenders received against selegtionieriteria: Destroy 7 years after
Includes records documenting arrangesments forfcarrying {ender process
out the evaluation process, evaluation repartdfinal report completed
and public notices.
[Date range: 1950 - ]
10412 Records documenting post offernegotiations and due Destroy 7 years after
diligence checks. tender process
[Date range; 1950 - ] completed
10413 Records of unsugeessfultenders, or a tender process Destroy 2 years after

where there is Mo suitable bidder, or where the tender
process has been discantinued. Includes submissions,

notificationef out€ome’and reports on debriefing sessions.

[Date range 1850 -]
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MINERALS AND MINING MANAGEMENT

The function of researching, promoting and providing advice and information relating to mineral
exploration and mining. Includes promotion of mineral prospectivity, science case development and
presentation, industry monitoring and liaison, assessment of exploration activities, and advice to
government, industry and the investment community. Also includes reporting discoveries of uranium
under Commenwealth legislation, currently the Atomic Energy Act 1953,

Tendering - Continued
The activities involved in receiving and assessing tenders, of making offers and finalising by contract
arrangements for the supply, sale or purchase of goods and services.

Note: use for offers made in writing by one party to another to carry out at an inclusive price or uniform
rate, an order for the supply or purchase of goods, or for the production of work.

Eniry Description of Records ' Disposal Action

10414 Tender Register. Destroy 7 years after
[Date range: 1950 - ] last entry

10415 Signed contracts under seal resulting from tenders and Destroy 12 years after
supporting rececrds. completion or other
[Date range: 1850 - ] termination of contract

[For contracts executed under state law not thatiofithe
ACT, see Administrative Functions Dispesal Authority.]

10416 Simple signed contracts and agrgementsresulting from Destroy 7 years after
tenders and supporting records. completion or other
[Date range: 1950 - ] termination of contract

10417 Contract registers Destroy 7 years after
[Date range: 1850 - | last entry

162



National Archives of Australia — Records Disposal Authority — Geoscience Australia

3 March 2005

 JETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. Includes promotion of petroleurn prospectivity. Includes advice under Commonwealth
legislation, currently the Petroleum (Submerged Lands) Act 1967, advice on annual acreage release,
advice on award and administration of permits, advice on granting of production licences, retention
leases, pipeline and infrastructure licences. Aliso industry activity monitoring and advice to
government, industry and the investment community.

Advice

The activities associated with offering opinions by or to the organisation as to an action or judgment.
includes the process of advising.

Note: includes scientific and technical advice on administration of Petroleum (Submetged Lands) Act
and regulations.

Entry
10418

10419

10420

10421

10422

10423

Description of Records

Advice to Commonwealth and State Governments gn
estimated undiscovered resource, field development,
prospectivity, pricing and recommendations from other
agencies on these issues.

[Date range: 1946 - ]

Ad hoc advice not related to estimated undiscodered
resource, field development, prospectivity and
recommendations from other agengi€s on thesgjissues.
[Date range: 1946 - ]

Advice to Commonwealth Governrnent'on the
implementation and administrationof legislation, currently
the Petroleum (Submelrged Lands) Act, 1967 and
Regulations.

[Date range: 1946sp]

Advice to industry in ling with publicly available technical

information.
[Datesange: 1946 -]

Advice to regéarch organisations on research
methodologies or technigues relating to petroleum
management.

[PDaterange: 1946 - ]

Working papers leading to the development of advice to
external agencies on petroleum management matters.
[Date range: 1946 - |}

Dispesal Action

Retain as national
archives

Destroy 5 years after
last action

Destroy 5 years after
last action

' Destroy 7 years after

last action

Destroy 10 years after
last action

Destroy 7 years after
action completed
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4

PETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. Includes promation of petroleum prospectivity. Includes advice under Commonwealth
legisiation, currently the Petroleum (Submerged Lands) Act 1967, advice on annual acreage release,
advice on award and administration of permits, advice on granting of production licences, retention
leases, pipeline and infrastructure licences. Also industry activity monitoring and advice to
government, industry and the investment community.

Agreements
The processes associated with the establishment, maintenance, review and negotiation of
agreements.

Entry Description of Records Dispo8al Aetion
10424 Final versions of agreements made to support the Retain as national
petroleum management function (eg Memoranda of archives

Understanding, permits, production licences, retention
leases and lease renewals).
[Date range: 1946 - ]

10425 Records documenting negotiations, establishment, Destroy 7 years after
maintenance and review of agreements. axpiry or other
[Date range: 1846 - ] termination of
: agreement
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~ ’ETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. Includes promotion of petroieum prospectivity. Includes advice under Commonwealth
iegislation, currently the Petroleum (Submerged Lands) Act 1967, advice on annual acreage release,
advice on award and administration of permits, advice on granting of production licences, retention
leases, pipeline and infrastructure licences. Also industry activity monitoring and advice to
government, industry and the investment community.

Annual Acreage Release
The activities involved in developing a science case for presentation to potential explorers.

Note: This encompasses activities sometimes referred to as Exploration Area.

For promotion of the annual acreage release to industry, use PETROLEUM MANAGEMENT —
Exploration Promotion.

Entry Description of Records Disposal Action
10426 Final versions of technical documentation supportingthe Retain as national
annual acreage release. includes: archives

« Final science case

s Environmental analysis

o Industry briefing material.
[Date range: 1980 - ]

10427 Records documenting the development ofithe seience case Destroy 10 years after
to support annual acreage release. the release of the
[Date range: 1980 - ] acreage

10428 Records documenting ghviranmental analysis of Destroy 10 years after
development in accordanceg withproposed annual acreage  the release of the
release. acreage

[Date range: 1980°-]

10429 Records doecumenting development of supporting material ~ Destroy 2 years after
for industry Briefings associated with the annual acreage the release of the
release. acreage

[Date range: 1980 - ]
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PETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. Includes promotion of petroleum prospectivity. Includes advice under Commaonwealth
legistation, currently the Petroleum (Submerged Lands) Act 1967, advice on annual acreage release,
advice on award and administration of permits, advice on granting of production licences, retention
leases, pipeline and infrastructure licences. Also industry activity monitoring and advice to
government, industry and the investment community.

Committees

The activities associated with the management of committees and task forces. Includes the
committee's establishment, appointment of members, terms of reference, proceedings, minutes of
meetings, reports, agendas efc.

Entry Description of Records Disposal Action

10430 Records of external committees formed to consider matters _Retain as,national
relating to the petroleum management function where the archives
agency provides the secretariat. Includes:
+ Documents establishing the committee

Final versions of minutes

Reports

Recommendations

Supporting documentation such as briefing papers and

discussion papers.

[Date range: 1946 - |

[For geoscientific professional cofnmitfees, use
PROFESSIONAL RELATIONS = Commitieés.]

10431 Records of external committegs formed to consider matters  Destroy 5 years after
relating to the petroleum managément function where the action completed
agency does not provide the segretariat. Includes:

o Documents @stablishingthe committee

« Final versigns of minutes

¢ Reporig

» Recommendatiens

e Supporting'documentation such as briefing papers and
discussion papers.

[Dategrangerd@46 - |

[For ggoscientific professional commiftees, use
PROFESSIONAL RELATIONS — Committees.]
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JETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. Includes promotion of petroleum prospectivity. Includes advice under Commonwealth
legislation, currently the Petroleum (Submerged Lands) Act 1967, advice on annual acreage release,
advice on award and administration of permits, advice on granting of production licences, retention
leases, pipeline and infrastructure licences. Also industry activity monitoring and advice to
government, industry and the investment community.

Committees - Continued
The activities associated with the management of committees and task forces. includes the
committee's establishment, appointment of members, terms of reference, proceedings, minutes of

meetings, reports, agendas etc.

Entry Description of Records DisposaliAction
10432 Records of internal commitiees formed to consider matters  Destroy 5 years after
relating to the petroleum management function. Includes: action eompleted

» Documents establishing the committee

Final versions of minutes

Reparts

Recommendations

Supporting documentation such as briefing papers and
discussion papers.

[Date range: 1946 - ]

e » o o

10433 Working papers documenting the ¢onduct and Destroy when
administration of committees which congiden matters reference ceases
relating to the petroleum management function. Includes:

s Agenda

» Notices of meetings
e Draff minutes.
[Date range: 1946 - ]

Compliance

The activities associated with somplying with mandatory or optional accountability, fiscal, legal,
regulatory efquality standards or requirements to which the organisation is subject. Includes
compliance with legislationgand with national and international standards, such as the I1SO 9000

series.

Entry Description of Records Disposal Action
10434 Records documenting compiliance with mandatory or Destroy 7 years after
optional standards or with statutory requirements relating to  action completed
the petroleum management function.
[Date range: 1946 - ]
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PETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. Includes promotion of petroleum prospectivity. Includes advice under Commaonwealth
legislation, currently the Petroleum (Submerged Lands) Act 1967, advice on annual acreage release,
advice on award and administration of permits, advice on granting of production licences, retention
leases, pipeline and infrastructure licences. Also industry activity monitoring and advice to
government, industry and the investrnent community.

Contracting-out

The activities involved in managing the performance of wark or the provision of goods and services by
an external contractor, vendor or consultant, or by using external bureau services. dncludes
outsourcing.

Entry Description of Records Disposal Actien
10435 Records documenting contract management refating to the _Destroy 7 years after
petroleurmn management function. Includes completionor
o Minutes of meetings with main stakeholders tefmination of contract

s Performance and evaluation reports.
[Date range: 1850 - ]

Data Acquisition

The processes associated with gathering scientific grtechnicaligata (sither manual or automated),
including data capture, identification and validation.. Ingllides acquisition of data for later use in
research projects.

Note: Data can be generated by Geoscienee, Austsalia work, commissioned by private contractors
either by Geosclence Ausiralia or by ghe of the State/Territory depariments of Minerals, or done
privately and the data later bought by \Geascience Australia. Specific technologies include airborne
geophysical surveys, gravity surveys. seismicsurveys, gamma ray spectrometry

For records generated during the course of field or laboratory work (including raw data) use
PETROLEUM MANAGEMENT = Reseéarch Projects.

Entry Description of Records Disposal Action
10436 Recordsirelating to the processes of capturing raw Destroy 50 years after
petroleum geosclentific data generated by or required for last action

researth projects, includes:

o “Data sources (eg the specific program or project etc)
s Identification

o Validation.

[Date range: 1946 - ]

NOTE: This disposal class does not cover the scientific
data itself

[For acquisition and management of data deposited with
Geoscience Ausiralia under the Petroleum (Submerged
Lands) Act, use DATA MANAGEMENT.]
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~ JETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. Includes promotion of petroleum prospectivity. includes advice under Commonwealth
legislation, currently the Petroleum (Submerged Lands) Act 1967, advice on annual acreage release,
advice on award and administration of permits, advice on granting of production licences, retention
leases, pipeline and infrastructure licences. Also industry activity monitoring and advice to
government, industry and the investment community.

Exploration Promotion

The activities associated with the organisation promoting exploration for petroleum in Australia and its
territories. Includes using organisational material in promotional displays for the purpose of informing
the viewer of exploration patential, and supporting the activities, services, projectéland programs of

the arganisation.

Where presentations on scientific information generated by Geoscience Australia are involved, use
PROFESSIONAL RELATIONS - Conferences.

For development of the science case for Annual Acreage Releasepuse RETRBOLEUM MANAGEMENT
- Annual Acreage Release

Entry Description of Records Disposal Action
10437 Records documenting promotional strategiesfandactivity, Destroy 5 years after
associated with promoting exploration of Australia'soff last action
shore territory for petroleum exploration orextractian.
Includes:

e Company visits

» Promotional events

« Preseniation packages
e Surveys.

[Date range: 1920- ]

[For presentationsmon sclentific’information generated by
Geoscience Australia, ise PROFESSIONAL RELATIONS

— Conferences.}
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PETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. Includes promation of petroleum prospectivity. Includes advice under Commonwealth
legislation, currenily the Petroleum (Submerged Lands) Act 1967, advice on annual acreage release,
advice on award and administration of permits, advice on granting of production licences, retention
leases, pipeline and infrastructure licences. Also industry activity monitoring and advice to
government, industry and the investment community.

Industry Liaison
The activities associated with maintaining regular general contact with prospective and current clients
in the exploration industry. Includes sharing informal advice and discussions.

For formal advice offered to interested parties, use PETROLEUM MANAGEMENT & Advige.

Entry Description of Records Disposal Action
10438 Records documenting activities underiaken to establish, Destroy 5 years after
maintain and foster liaison between interested parties in action completed

exploration and exploitation of petroleum resources and the
agency. Includes relationship management issues with
current and potential investors, the industry bodies and
intergovernmental groups.

[Date range: 1957 - ]

Industry Monitoring

The activities associated with monitoring explaration afdithe development of industry activities.
Includes analysing statistics on mineral reseurces, exploration and mining in and outside Australia and
assassing markets and potential for development ofispecific resources.

Entry Description of Records Disposal Action
10439 Records assogiated withhindustry monitoring specifically Retain as national
linked to the compliance requirements under legislation, archives

currertly thesPetraleum((Submerged Lands) Act 1867 and
Regulations, ofjpetroleum exploration and extraction
activity.across ideptified)petroleumn depaosits. Includes:

»  analysis of field development,

«_gabandoned fields

s known fields.

[Date range: 1957 - |

10440 Records associated with monitoring the general activities of Destroy 5 years after
exploration and mining in the field by known explorers or last action
developers.

[Date range: 1957 - ]
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ETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. Includes promotion of petroleum prospectivity. Includes advice under Commonwealth
legislation, currently the Petroleum (Submerged Lands) Act 1867, advice on annual acreage release,
advice on award and administration of permits, advice on granting of production ficences, retention
leases, pipeline and infrastructure licences. Also industry activity monitoring and advice to
government, industry and the investment community.

Licence and Lease Management

The activities associated with evaluating applications for retention leases, production licences, pipeline
lisences and infrastructure licences and advice associated with establishing and issuing such leases
and licences after the discovery of petroleum within a permit.

Tip: Permits cease to apply when a licence/lease is issued. Supporting the management of licences
and leases are Wells and Surveys. Each of these areas includes application, either drillingyor survey
information, submitted reports and other analyses. Surveys will also includeseismig, geachemiical
and other surveys relevant to process and survey information.

Entry Description of Records Disposal Action
10441 Register of licences/leases issued, including the final Retain as national
licence/lease. archives

[Date range: 1967 - ]

10442 Records relating io individual petroleum sitesfmanaged by  Destroy 50 years after
licence/lease, including: last permit issued
+ licence/lease applications and @ll variations or lapses or expires

developments of licences
environmental plans

production plans

Drilling or survey information
Submitted reports

Analyses of preduction andtest data.

e & o o o

[Date range: 98967 - |
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i

PETROLEUM MANAGEMENT g

The function of researching, marketing and providing advice relating to petroleum exploration and
deveiopment. Includes promotion of petroleum prospectivity. includes advice under Commonwealth
legislation, currently the Petroleum {Submerged Lands) Act 1967, advice on annual acreage release,
advice on award and administration of permits, advice on granting of production licences, retention
leases, pipeline and infrastructure licences. Also industry activity monitoring and advice to
government, industry and the investment community.

Permit Management

The activities and advice associated with evaluations of applications for permits, and the processes of
establishing and issuing individual petroleum exploration permits under Gommonwealth legislation,
currently the Petroleum {Submerged Lands) Act 1967 (PSLA).

TIP: Once a PSLA Licence or lease is issued, permits cease to exist. Supporting the management of
permits are Wells and Surveys. Each of these areas includes application, either drilling or survey
information, submitted reports and other analyses. Surveys will also include seismic, geéehemical
and other surveys relevant to process and survey information.

Eniry Description of Records Disposal Action
10443 Records relating to individual permits, including: Pestroy 50 years after
+ Permit applications and all variations or developments ¢ the last issued permit
of licences lapses or expires

¢ Drilling or survey information

e Submitted reports

» Analyses of production and test data.
[Date range: 1967 - ]

Planning

The process of formulating wayssdmwhich,objeGtives can be achieved. Includes determination of
services, needs and solutions to thoseneeds.

Entry Description of Records Disposal Action
10444 Records documentingiagency input into whole of Retain as national
government plansrelating to petroleum management. archives

[Date range: 1946 - ]

10445 Working papers used to develop agency input to whole of Destroy 1 year after
govemment petroleum management plans. Includes draft adoption of the final
plans, reports analysing issues, and comments received pian

from other areas of the agency.
[Date range: 1946 - ]

10446 Copies of the whole of government petroleum management Destroy when
plans. reference ceases
[Date range: 1946 - ]
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JETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. Includes promotion of petroleum prospectivity, Includes advice under Commonwealth
legislation, currently the Petroleum {Submerged Lands) Act 1967, advice on annual acreage release,
advice on award and administration of permits, advice on granting of production licences, retention
leases, pipeline and infrastructure licences. Also industry activity monitoring and advice to
government, industry and the investment community.

Policy
The activities associated with developing and establishing decisions, directions and precedents which
act as a reference for future decision making, as the basis from which the crganisation's operating

procaedures are determined.

Entry Description of Records DisposaliAction

10447 Records documenting the development and establishment  Retain as national
of the agency's petroleumn management policies. Includes: g@arehives
s Policy proposals
s Research papers relating to policy development
» Resuits of consultations
e Supporting reports
» Major drafis and final policy documents.
fDate range: 1846 - ]

10448 Records documenting comments made onithe Destroy 2 years after
development of intra-government petrcleum palicies. promulgation of new
[Date range: 1946 - ] policy

10449 Working papers documenting the development of Destroy 2 years after
petroleum managementglicies: promuigation of new
[Date range: 1946 - ] policy

10450 Copies of policyfdocUmentsiand supporting papers. Destroy when
[Date range: 4946 - | reference ceases
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PETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. Includes promotion of petroleum prospectivity. Includes advice under Commonwealth
iegislation, currently the Petroleum (Submerged Lands) Act 1967, advice on annual acreage release,
advice on award and administration of permits, advice on grarting of production licences, retention
leases, pipeline and infrastructure licences. Also industry activity monltormg and advice to
government, industry and the investment community.

1
.

Procedures
Standard methods of operating laid down by an organisation according to formulated policy.

Entry Description of Records DisposabAction

10451 Master set of agency manuals, handbooks, directives etc Destroy 10 years after
detailing procedures supporting the petroleum procedures arg
management function. superseded

[Date range; 1946 - ]

10452 Records documenting the development of agency Besiroy 1 year after
procedures supporting the petroleum management the production of
function. procedures

{Date range: 1946 - |

10453 Copies of manuals, handiooks, directives etc: Destroy when
[Date range: 1946 - ] reference ceases
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JETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. includes promotion of petroleum prospectivity. Includes advice under Commonwealth
legislation, currently the Petroleum (Submerged Lands) Act 1967, advice on annual acreage release,
advice on award and administration of permits, advice on granting of production licences, retention
leases, pipeline and infrastructure licences. Also industry activity monitoring and advice to
government, industry and the investment community.

Reporting

The processes associated with initiating or providing a formal response to a situation or request (either
internal, external or as a requirement of corporate policies), and to provide formal statements or
findings of the results of the examination or investigation. Includes agenda, briefing, business,
discussion papers, proposals, reports, reviews and returns.

Entry Description of Records Disposal Action
10454 Final version of internal formal reports and reports made to gmRetaimas aational
exiernal agencies relating to the petroleurn management archives
function.

[Date range: 1946 - ]

10455 Final versions of periodic internal reports on general Destroy 3 years after
administrative matters used to monitor and décument action compieted
recurring activities to support the petroleum management
function. Includes the collection and reporting of statistical
information.

[Date range: 1846 - ]

10456 Working papers documentingthe develgpment of all Destroy when
reports. includes drafts and comments received. reference ceases

[Date range: 1946 - ]

10457 Copies of petroletifpmanagement reports. Destroy when
[Date range: 1946 - reference ceases

175



National Archives of Australia — Records Disposal Authority — Geoscience Australin 3 March 2005

i

PETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. Includes promotion of petroleum prospectivity. includes advice under Commanwealth
legislation, currently the Petroleum {Submerged Lands) Act 1967, advice on annual acreage release,
advice on award and administration of permits, advice on granting of production licences, retention
leases, pipeline and infrastructure licences. Also industry activity monitoring and advice to
government, industry and the investment community.

Research Projects

The processes of conducting research and surveys by the organisation’s staff in relation to formal
internal or external research projecis. Research projects include surveys, scientificfimvestigations,
experimentation and theoretical and innovative development or systematic work. Includes material
generated in the course of following the approved research methodology, field workflabaratory
analysis, data analysis associated with specific research projects and development of initial results.

Entry Description of Records DisposalAction
10458 Records relating to the conduct of research projects! Refain|as national
Includes: archives

» Research methodology

¢ Laboratory analyses

e Field work

o Raw data and samples

» Processed or interpreted data.

Where the research documents:

¢ Significant projects that made a/major@@ntribution to
research

¢ Projects that were controvérsial, subjeet'to extensive
debate or aroused wide interest

« Projects that involvedhe use of major new or innovative
techniques

» ‘First of a kind' process or product or significantly
improve on @ existing product or application.

[Date range: 1846 - |

[For the processes @f acquiring geoscientific data
associated with the research project, use PETROLEUM
MANAGEMENT - Data Acquisition.

For establishing the research team, research methodology
and rgporting on the conduct of research projects, use
RESEARCH MANAGEMENT.

For dissemination of research findings or results at
professional conferences or between peers, use
PROFESSIONAL RELATIONS.

For publication of research results in professicnal (peer
reviewed or otherwise} journals, use PUBLICATION.]
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....K)ETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. Includes promotion of petrolaurn prospectivity. Includes advice under Commonwealth
iegislation, currently the Petroleum {Submerged Lands) Act 1967, advice on annual acreage release,
advice on award and administration of permits, advice on granting of production ficences, retention
leases, pipeline and infrastructure licences. Also industry activity monitoring and advice to
government, industry and the investment community.

Research Projects - Continued

The processes of conducting research and surveys by the organisation's staff in relation to formal
internal or external research projects. Research includes scientific investigations, experimentation
and theoretical and innovative development or systematic work. Includes materidhgenerated in the
course of following the approved research methodology, field work, laboratory analysis, data analysis
associated with specific research projects and development of initial results.

Entry Description of Records Disposal Action
10459 Records supporting significant, groundbreaking or Destroy 5 years after
controversial research projects. submission of
[Date range: 1946 - | research outcome or

after project ceased,
whichever is later

10460 Records relating to the conduct of other resg@réhyprojecis Destroy & years after
that are not significant, groundbreaking or/gontrgversial. submission of
Includes research outcome or
s Laboratory analyses after project ceased,
s Field work whichever is later

» Raw data and samples
¢ Processed or interpreteddata.
[Date range: 1946 - |

[For the processes of acqditing geoscientific data
associated with theyresearch project, use PETROLEUM
MANAGEMENT - Data Acqisition.

For processing orinterpreting raw data, use PETROLEUM
MANAGEMENT — Data Interpretation.

For establishing the research team, research methodology
and reporting on the conduct of research projects, use
RESEARCH MANAGEMENT.

For dissemination of research findings or resulis at
professional conferences or between peers, use
PROFESSIONAL RELATIONS.

For publication of research resulls in professional (peer
reviewed or otherwise) journals, use PUBLICATION.]
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PETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. Includes promotion of petroleumn prospectivity. Includes advice under Commonwealth
fegislation, currently the Petroleun (Submerged Lands) Act 1967, advice on annual acreage release,
advice on award and administration of permits, advice on granting of production licences, retention
leases, pipeline and infrastructure licences. Also industry activity monitoring and advice to
government, industry and the investment community.

i

Reviewing
The activities involved in re-evaluating or re-examining products, processes, procedures, standards
and systems. Includes recommendations and advice resulting from these activitiesg

Entry Description of Records Disposal Action

10461 Records documenting review of agency programs and Destroy 10 years, after
operations supporting the petroleum management function. _aetion‘completed
includes documents establishing the review, final report
and action plan.

[Date range: 1946 - ]

10462 Working papers documenting a review of agency programs | Destroy 2 years after
and operations supporting the petroleum management last action
function.

[Date range: 1946 - ]

Submissions

The preparation and submission of a formalstatement {(e.g. repon, statistics, etc.) supporting a case
or opinion held by the organisation which is submitted to another organisation, or within the
organisation, for the purpose of eitherigain’or support.

Entry Description of Records ™ Disposal Action
10463 Records documenting the preparation of submissions Destroy 5 years after
: seeking suppert fopa;petroleum management project or action completed

initiative. Includes finahsubmission.
iDate range: 1946)- ]
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" JETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. Includes promotion of petreleum prospectivity. Includes advice under Commonwealth
legislation, currently the Petroleum (Submerged Lands) Act 1967, advice on annual acreage release,
advice on award and administration of permits, advice on granting of production licences, retention
leases, pipeline and infrastructure licences. Also industry activity monitoring and advice to
government, industry and the investment community.

Tendering

The activities involved in receiving and assessing tenders, of making offers and finalising by contract
arrangements for the supply, sale or purchase of goods and services.

Note: use for offers made in writing by one party to another to carry out at an inclusive,price or uniform
rate, an order for the supply or purchase of goods, or for the production of work.

Eniry
10464

10465

10466

10467

10468

10469

Description of Records

Records documenting the development and issue of tender
documentation. Includes Statement of Requirementsy
requests for proposals, expression of interest, request for
tender and draft contract.

[Date range: 1950 - |

Evaluation of tenders received against selectio criteria.
Includes records documenting arrangementsffor carrying
out the evaluation process, evaluation report, final'report
and public notices.

[Date range: 1950 - ]

Records documenting pestioffer negotiations and due
diligence checks.
[Date range: 1950 - |

Records of upsuccessful tenders, or a tender process
where thete is'no suitabile bidder, or where the tender
process haskbeendiscontinued. Includes submissions,
notification of Qutcome and reports on debriefing sessions.

[Bate range: 1950 - ]

dender Register.
[Date range: 1950 - ]

Signed contracts under seal resulting from tenders and

supporting records.
[Date range: 1950 - |

[For contracts executed under state law not that of the
ACT, see Administrative Functions Disposal Authority.]
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' Destroy 7 years after

tender process
completed

Destroy 7 years after
tender process
completed

Destroy 7 years after
tender process
completed

Destroy 2 years after
tender process
completed or decision
made not to continue
with the tender

Destroy 7 years after
fast entry

Destroy 12 years after
completion or other
termination of contract
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PETROLEUM MANAGEMENT

The function of researching, marketing and providing advice relating to petroleum exploration and
development. Includes promotion of petroleum prospectivity. Includes advice under Commonwealth
leaislation, currently the Petroleum (Submerged Lands) Act 1967, advice on annual acreage releass,
advice on award and administration of permits, advice on granting of production licences, retention
leases, pipeline and infrastructure licences. Also industry activity monitoring and advice to
government, industry and the investment community.

Tendering - Continued

The activities involved in receiving and assessing tenders, of making offers and finalising by coniract
arrangements for the supply, sale or purchase of goods and services.

Note: use for offers made in writing by one party to another to carry out at an inclugive prige or uniform
rate, an order for the supply or purchase of goods, or for the production of work.

Entry Description of Records Disposaf Action

10470 Simple signed contracts and agreements resulting from Destroy 7 years after
tenders and supporting records. compietion or other
[Date range: 1950 - ] termination of contract

10471 Contract register. Destroy 7 years after
[Date range: 1950 - ] last entry
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’ROFESSIONAL RELATIONS

The function of participating in activities with other organisations to foster professional research,
personal development and information sharing in geoscience and the activities that support the
delivery of geoscience outputs. This includes membership of associations, invoivernent with joint
committees, providing the secretariat for committess, providing expert advice on standards
committees, providing assistance with conferences, seminars and workshops and attending

conferences.

Note: Use for scientific meetings.

Addresses (Presentations)

The activity of giving addresses for training, professional, community refations or sales purposes.
Includes speeches and multi-media presentations.

For the publication of addresses by the organisation, use PUBLICATION.

Entry Description of Records Disposal Action
10476 Final version of addresses made by the portfolio Minister or< ,Retain as national
senior agency officers at major professional occasions archives

such as National Science Week, meetings of peak
professional bodies, international conferencesgprofessional
events where the agency Is the lead organiser cte!

[DBate range: 1946 - ]

[For addresses delivered by the portfoliodMinisier or senior
agency officers at government gecasions, use
GOVERNMENT RELATIONS):- Addresses!

For addresses delivered byportfolio Minister or senior
agency officers at general public occasions, use
GEOSCIENCE AWARENESS~ Addresses.]

10477 Final versionis of othefaddresses delivered to present Destroy 20 years after
formalresearchyrestlts or report on significant findings as action completed
an outcgme of research work.
[Date ranges 4946 - ]

10478 Final versions of addresses on matters other than research  Destroy 5 years afier
sesults or significant findings of research work. event
[Date range: 1946 - ]

10479 Working papers documenting the development of Destroy when
addresses, including drafts. reference ceases
[Date range: 1946 - ]
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PROFESSIONAL RELATIONS

The function of participating in activities with other organisations to foster professional research,
personal development and information sharing in geoscience and the activities that support the
delivery of geoscience outputs. This includes membership of associations, involvement with joint
committees, providing the secretariat for committees, providing expert advice on standards
committees, providing assistance with conferences, seminars and workshops and attending
conferences,

i
i

Note: Use for scientific meetings.

Advice

The activities associated with offering opinions by or to the organisation as o an action enjudgment.
Includes the process of advising.

Eniry Description of Records DisposaliAction

10472 ~ Advice to professional bodies and associations, incliding Destroy 5 years after
standards setting bodies, representing the official views of “action@ompleted
the agency on matters of professional concern.
[Date range: 1946 - ]

10473 Working papers leading to the development(of official Destroy 2 years after
agency advice. ' action completed
[Date range: 1946 - ]

10474  Advice to peer agencies in otherjurisdictions/on matters of  Destroy 3 years after
geoscientific practice and prodedures. action completed
[Date range: 1946 - ]

Arrangements

The activities involved in arranging for a journey or trip. Includes preparing travel itineraries,
authorisations, entitlementsyetc. Alsg includes arrangements made for delivery of equipment or
goods and the usage,made offacilities, vehicles, equipment and space.

Entry Description©f Records Disposal Action

10480 Records detailing arrangements carried out to support the Destroy 1 year after
professional relations function. Includes arrangements for event
guestspeakers.

[Date range: 1946 - ]

[For arrangements made to support events hosted by the
agency, use PROFESSIONAL RELATIONS - Functions;
PROFESSIONAL RELATIONS - Celebrations and/or
PROFESSIONAL RELATIONS - Ceremanies.

For making travel arrangements for siaff to attend
promotional activities supporting the geoscience
awareness function, use PERSONNEL — Arrangements.]
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' JROFESSIONAL RELATIONS

The function of participating in activities with other organisations to foster professional research,
personal development and information sharing in geoscience and the activities that support the
delivery of geoscience outputs. This includes membership of associations, involvement with joint
committees, providing the secretariat for committees, praviding expert advice on standards
cormmittees, providing assistance with conferences, seminars and workshops and attending

conferences.

Note: Use for scientific meetings.

Committees

The activities associated with the management of committees and task forces. Includes the
committee's establishment, appointment of members, terms of referance, proceedings,minutes of

meetings, reports, agendas etc.

Entry Description of Records Disposal Action
10481 Records of committees formed to consider mattersg@lating ““Dgstroy 5 years after
1o the professional refations function. Includes: action completed

e Documents establishing the committee

Final versions of minutes

Reports

Recommendations

Supporting documentation suchfas briefingypapers and
discussion papers.

[Date range: 1946 - ]

10482 Working papers documanting,the eonduct and Destroy when
administration of committees which'€onsider matters reference ceases
relating to the professignalrelations function. includes:

s Agenda

= Notices of meetings
e Draft minutes.
[Date rangey 1946, ]
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PROFESSIONAL RELATIONS

The function of participating in activities with other organisations to foster professional research,
personal development and information sharing in geoscience and the activities that support the
delivery of geoscience cutputs. This includes membership of associations, involvement with joint
committees, providing the secretariat for committees, providing expert advice on standards
committees, providing assistance with conferences, seminars and workshops and atiending
conferences.

Note: Use for scientific meetings.

Conferences
The activities involved in arranging or attending conferences held either by the organisatien or by
other organisations. Includes registrations, publicity, and reports of participants ete,

Note: place published reports and proceedings in the organisation's library efinfGumationéentre. Link
the file and reports and proceedings intellectually.

For addresses given at a conference, use PROFESSIONAL RELATIONS. - Addrésses
(Presentations).

Entry Description of Records Disposal Action
10483 Records documenting arrangements for agency®©rgdnised  Destroy 5 years after
conferences including program developsment, arranging action completed
speakers, promotion, managing regiétrations and'venue
bookings.

[Date range: 1946 - ]

10484 Reports assessing the cofdugtof agency conferenc'es. Destroy 5 years after
[Date range: 1946 - ] action completed

10485 Papers preserited at conferences, lectures and meetings Destroy 15 years after
for scientifie researchers, including colour slides, action completed

overheads, prejectigntoils for presentations.
[Dategange: 1946 -

10486 Capies,of uapublished proceedings, reports, speeches and  Transfer to
papers from agency organised professional conferences or  Geoscience Australia
professional conferences which agency staff attend. library

[Datefrange: 1946 - |
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ROFESSIONAL RELATIONS

The function of participating in activities with other organisations to foster professional research,
personal development and information sharing in geascience and the activities that support the
delivery of geoscience outputs. This includes membership of associations, involvement with joint
committees, providing the secretariat for commitiees, providing expert advice on standards
committees, praviding assistance with conferences, seminars and workshops and attending

conferences.

Note: Use for scientific meetings.

Conferences - Continued
The activities involved in arranging or attending conferences held either by the organisation by other
organisations. Includes registrations, publicity, and reports of participants etc.

Note: place published reports and proceedings in the organisation's library or information/eentra. Link
the file and reports and proceedings intellectually.

For addresses given at a conference, use PROFESSIONAL RELATIONS - Addresses
{Presentations).

Eniry Description of Records Disposal Action

10487 Records documenting the attendance of staff at Destroy 1 year after
conferences arranged by other organisations£Inciudes the  event
completed conference registration forms, pragrams and
conference promotional material.
[Date range: 1946 - ]

10488 Copies of published conference proceedings and official Deposit one copy in
reports received at conferences arranged by other the Geoscience
arganisations. Australia library.
(Date range: 1346 - | Destroy other copies

when reference
ceases
Participants! reparts on conferences arranged by other Destroy 3 years after

10489

organisations; action completed

[Daterange: 1946 -
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PROFESSIONAL RELATIONS

The function of participating in activities with other organisations to foster professional research,
personal development and information sharing in geoscience and the activities that support the
delivery of geoscience outputs. This includes membership of associations, involvement with joint
committees, providing the secretariat for committees, providing expert advice on standards
committees, providing assistance with conferences, seminars and workshops and attending
conferences.

i
\

Note: Use for scientific meetings.

Contracting-out

The activities involved in managing the performance of work or the provision of goodssand services by
an external contractor, vendor or consultant, or by using external bureau services./Includes
outsourcing.

Entry Description of Records Disposal Action
10490 Records documenting contract management relating tothe “ Destroy'7 years after
professional relations function. Includes completion or
s Minutes of meetings with main stakeholders termination of contract

¢ Performance and evaluation reports.
[Date range: 1990 - ]

Exhibitions

The activities associated with using organisational material'in mounted displays for the purpose of
informing the viewer, or promoting the activities, services, projects, or programs of the organisation.

Note: use for trade displays and posters exfibitions eg a promotional display at the Prospectors and
Developers Association of Canada’s (RDAC) Annual Convention and Trade Display 2002

Entry Descriptionwf Records Disposal Action
10491 Records décumenting the mounting of displays. Includes Destroy 3 years after
exhibition briefland design, and arrangements for setting up  action completed
a display.

[Date range: 1946 - |

10492 Material produced in tha form of colour slides, overheads,
projection foils and posters for displays at conferences,
leetures and meetings for scientific researchers.

[Date range: 1946 - |

Destroy 10 years after
action completed
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ROFESSIONAL RELATIONS

The function of participating in activities with other organisations to foster professional research,
personal development and information sharing in geoscience and the activities that support the
delivery of geoscience outputs. This includes membership of associations, involvement with joint
committees, providing the secretariat for committees, providing expert advice on standards
committees, providing assistance with conferences, seminars and workshops and attending

conferences.

Note: Use for scientific meetings.

External Training
The activities associated with all aspects of external training conducted by staff of the,organisation.

Includes lectures, courses, seminars and workshops.

Entry
10493

10494

Description of Records

Records documenting programs, educational material,
activities offered as training and texts of lectures/seminars
to geoscientific students.

[Date range: 1969 - ]

Records documenting the administration andg@mrangements
for training delivered by agency staff.
[Date range: 1969 - ]

Disposal Action

Destroy 3 years after
maidrial is superseded

Destroy 2 years after
action compleied

Joint Ventures
The activities involved in managing joipt@perations between departments, either within the
organisation or with other organisations, ogwith the’government, where there is a coniract, joint
contributions of funds and/or time. Alsodnciudes private sector veniures with public sector
organisations, and co-researchneoilaberation between inter-departmental units, departments or

organisations.

For example, participationin thefeundation of the Australian World Wide Web Mapping Consortium

Entry
10495

10496

10487

Bescription of Records

Records dagumenting the management of joint veniures
undertaken to support the professional relations function.
Includes records relating to the establishment,
maintenance and review of joint venture agreements and
contracts.

[Date range: 1846 - ]

Signed joint venture contracts under seai and supporting

records.
[Date range: 1946 - ]

[For contracts under seal executed in states other than the
ACT, see the Administrative Functions Disposal Authority
entry 1037, 1038, 1039.}

Signed simple joint venture contracts and agreements and
supporting records.
[Date range: 1946 - ]

Disposal Action

Destroy 7 years after
termination of
arrangement

Destroy 7 years after
completion or
termination of contract

Destroy 7 years after
completion or other
termination of contract
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PROFESSIONAL RELATIONS

The function of participating in activities with other organisations to foster professional research,
personal development and information sharing in geoscience and the activities that support the
delivery of geoscience outputs. This includes membership of associations, involvement with joint
committees, providing the secretariat for committees, providing expert advice on standards
committees, providing assistance with conferences, seminars and workshops and attending
conferences.

{

Note: Use for scientific meetings.

Meetings

The activities associated with ad-hoc gatherings held to formulate, discuss, update, @rrgsolve issues
and matters pertaining to the management of the section, department, or organisation as awhole.
includes arrangements, agenda, taking of minutes etc. Excludes committee meetings.

Entry Description of Records » Disposal Action
10489 Final versions of minutes and supporting documents tabled \ Destroy & years after
at meetings with external agencies. action completed

iDate range: 1946 - ]

10499 Final versions of minutes and suppotting dogumenis tabled™ Destroy 3 years afier
at internal meetings. action completed
[Date range: 1946 - ]

10500 Working papers documenting thefeonduct and Destroy when
administration of meetings. In€ludes agenda, notices of reference ceases
meetings and draft minutes.

[Date range: 1946 - ]

Planning

The process of formulatingways imwhich objectives can be achieved. Includes determination of
services, needs and solutionsito thase needs.

Entry Description of Records Disposal Action

10501 Final version of professional relations pians. Destroy 3 years after
[Date range: 1946 - | plan is superseded

10502 Working papers used to develop all professional relations Destroy 1 year after
plans. Includes draft plans, reports analysing issues, and adoption of the final
comments received from cther areas of the agency. plan

[Date range: 1946 - ]

10503 Copies of the professional relations plans. Destroy when
[Date range: 1946 - ] reference ceases
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JROFESSIONAL RELATIONS

The function of participating in activities with other organisaticons to foster professional research,
personal development and information sharing in geoscience and the activities that support the
delivery of geoscience outputs. This includes membership of associations, involvement with joint
committees, providing the secretariat for committees, providing expert advice on standards
commiitees, providing assistance with conferences, seminars and workshops and attending

conferences.

Note: Use for scientific meetings.

Policy
The activities associated with developing and establishing decisions, directions and precedents which
act as a reference for future decision making, as the basis from which the organisation's operating

procedures are determined.

Entry Description of Records DisposaliAction

10504 Records documenting the development and establishment\. Desfroy 10 years after
of agency professional relations policies. Includes: poligy is superseded
« Policy proposals
o Research papers
o Results of consultations
« Supporting reports
o Major drafts
» Final policy documents.

[Date rangs: 1946 - ]

10505 Records documenting cormmeénts madeantthe Destroy 2 years after
deveélopment of government-wideprofessional relations promulgation of new
policies. policy
[Date range: 1946 - ]

10506 Working papers doctomenting the development of all Destroy 2 years after
professional félations pplicies. promulgation of the
[Date rangg: 1946,- | new policy

10507 Gopies of policy documenis and supporting papers. Destroy when

[Date range: 1946 - ]

reference ceases
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PROFESSIONAL RELATIONS l‘

The function of participating in activities with other organisations to foster professional research,
personal development and information sharing in geoscience and the activities that support the
delivery of geoscience outputs. This includes membership of associations, involvement with joint
commiitees, providing the secretariat for committees, providing expert advice on standards
committees, providing assistance with conferences, seminars and workshops and attending
conferences.

Note: Use for scientific meetings.

Procedures
Standard methods of operating laid down by an organisation according to formulatedspalicy.

Entry Description of Records Dispasal Action

10508 Master set of manuals, handbooks, directives etc detailing Destroy when
procedures supporting the professional relations fungtion. procedures are
[Date range: 1946 - | Superseded

10509 Records documenting the development of agency Destroy 1 year after
procedures supporting the professional relations function. the production of
[Date range: 1946 - ] procedures

10510 Copies of manuals, handbooks, directives etc. Destroy when
[Date range: 1946 - ] reference ceases

Professional Liaison

The activities associated with miaintairingregular contact between the organisation and professional
associations, professionals ipyrelated fields, other public and private sector agencies and community
groups. Includes sharingdnformal advice and discussions, memberships of professional associations,
and collaborating on projects that arefnot joint ventures.

Entry Description of Records Disposal Action
10511 Regords doctimenting liaison activities undertaken with Destroy 5 years after
other professional organisations {public or private). action completed
Includes collaboration on projects and exchange of
information.

[Cate range: 1946 - 1
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_ROFESSIONAL RELATIONS

The function of participating in activities with other erganisations to foster professional research,
personal development and infermation sharing in geoscience and the activities that support the
delivery of geoscience outputs. This includes membership of associations, involvement with joint
committees, providing the secretariat for committees, providing expert advice on standards
committees, providing assistance with conferences, seminars and workshops and attending

conferences.

Note: Use for scientific meetings.

Professional Visils -

The activities involved in arranging visits by geoscientists and related professionalsin other
organisations, with a view to inform, or promote the services, operation and role ofthelarganisation.
Includes arranging visits by geoscience staff to other organisations.

For non-professional visits, use GEOSCIENCE AWARENESS - Visits.

Entry Description of Records Disposal Action

10512 Records documenting arrangements for visits or tglirs 1o Destroy 5 years after
the agency by the geoscientific researchers - Austraiian or| ), last action
international.

[Date range: 1946 - ]

105613 Records documenting visits by staff 46othergeoscientific Destroy 2 years after
bodies to promote the image or setvicesqahthe agency. last action
Includes visit reports.
[Date range: 1946 - ]
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{

PROFESSIONAL RELATIONS -

The function of participating in activities with other organisations to foster professional research,
personal development and information sharing in geoscience and the activities that support the
delivery of geoscience outputs. This includes membership of associations, involvement with joint
committees, providing the secretariat for committees, providing expert advice on standards
committees, providing assistance with conferences, seminars and workshops and attending
conferences.

Note: Use for scientific meetings.

Reporiing

The processes associated with initiating or providing a formal response to a situatioforreguest (either
internal, external or as a requirement of corporate policies), and to provide formal Statements, or
findings of the results of the examination or investigation. Includes agenda, briefing)busingss,
discussion papers, proposals, reports, reviews and returns.

Entry Description of Records Disposal Action

10514 Final version of internal formal reports and reports made ta), Destroy 5 years after
external agencies relating to the professional relations action completed
function.

[Date range: 1946 - ]

10515 Final versions of periodic internal reportsyon general Destroy 3 years after
administrative matters used to moniter and.document action completed
recurring activities to support thegrofessional relations
function. Includes the collection and reporting of statistical
informaticn.

[Date range: 1946 - ]

105186 Working papers documenting the development of all Destroy when
reports. Includes'drafts andiedmments received. reference ceases
[Date range: 1946 - |

10517 Copies of prefessional relations reports. Destroy when
[Dateqange: 1946 - | reference ceases

10518 Responses to surveys carried out to support the Destroy 3 years after
profesgional relations function. action completed

[Daterange: 1946 - |
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- JROFESSIONAL RELATIONS

The function of participating in activities with other organisatians to foster professional research,
personal development and information sharing in geoscience and the activities that support the
delivery of geoscience outputs. This includes membership of associations, involvement with joint
commitiees, providing the secretariat for commitiees, providing expert advice on standards
committees, providing assistance with conferences, seminars and workshops and attending

conferences.

Note: Use for scientific meetings.

Representatives

The activities associated with the nomination, appointment or resignation of individuals or groups of
personnel appointed by the organisation or their co-workers as official representatives io
organisations, offices, unions, workers participations committees, councils or grotps. Ingludes

organisational iegal representatives.

Entry Description of Records Disposal Action
10519 Records documenting the nomination, appointment and Destroy 5 years after
resignation from and/or termination of agency last action

representatives in professional organisations.
[Date range: 1946 - ]

[For the management of Geoscience Australia
representatives on community bodiesguse GEOSCIENCE
AWARENESS — Representatives.

For the management of Geoseience Australia
representatives on goverament anintergovernmental
bodies, use GOVERNMENT RELATIONS —

Representatives.

For the mandgement of Geoscience Australia
representatives with regards to the Australian Spatial Data
Infrastructureuse SPATIAL DATA INFRASTRUCTURE —

Representalives.]
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PROFESSIONAL RELATIONS

The function of participating in activities with other organisations to foster professional research,
personal development and information sharing in geoscience and the activities that support the
delivery of geoscience outputs. This includes membership of associations, involvement with joint
committees, providing the secretariat for committees, providing expert advice on standards
committees, providing assistance with conferences, seminars and workshops and attending
conferences.

1

Note: Use for scientific meetings.

Reviewing
The activities involved in re-evaluating or re-examining products, processes, proceduresystandards
and systems. Includes recommendations and advice resulting from these activities,

Entry Description of Records Disposal Action
10520 Records documenting review of agency programs ant Destroy 3 years after
operations supporting the professional relations function: action/completed

Includes documents establishing the review, final repgrt
and action plan.
[Date range: 1946 - |

10521 Working papers documenting a review of programs and Destroy 1 year after
operations supparting the professional relations fungtion. action completed
[Date range: 1946 - ]

Submissions

The preparation and submission of a formal statement (e.g. report, statistics, etc.) supporting a case
or opinion held by the organisationwhich s submitted to another organisation, or within the
organisation, for the purpose of eithapgain‘orsupport.

Eniry Description of Records Disposal Aclion
10522 Final version efisuccessful agency submissions made to or  Destroy 7 years after
about professionadassogiations or groups. action completed

[Date range; 1946 - ]

10523 Final version of unsuccessful agency submissions made to  Destroy 3 years after
or abodt professional associations or groups. action completed
[Daterange: 1946 - ]

10524 Working papers documenting the development of Destroy when
submissions. Includes draft submissions. reference ceases
[Date range: 1946 - ]
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' JROFESSIONAL RELATIONS

The function of participating in activities with other organisations to foster professional research,
personal development and information sharing in geoscience and the activities that support the
delivery of geoscience outputs. This includes membership of associations, involvement with joint
committees, providing the secretariat for commitiees, providing expert advice on standards
commitiees, providing assistance with conferences, seminars and workshops and attending

conferences.

Note: Use for scientific meetings.

Tendering

The activities involved in receiving and assessing tenders, of making offers and finalising by contract
arrangements for the supply, sale or purchase of goods and services.

Note: use for offers made in writing by one party to another to carry out at an inclusive price or uniform
rate, an order for the supply or purchase of goods, or for the production offwork:

Entry
10525

10526

105627

10528

10529

Description of Records

Records documenting the development and issue of tender
documentation. Includes statement of requirements,
requests for proposals, expression of interestgrequest for
tender and draft contract.

[Date range: 1990 - ]

Evaluation of tenders received agdinst seléetion criteria.
includes records documenting gfrangements for carrying
out the evaluation process, edaluation jepon, final report
and public notices.

[Date range: 1990 - ]

Records documenting post offer negotiations and due
diligence checks.
[Date range: 4890 - ]

Recoids of unsuccessful tenders, or a tender process
wherethere is noysuitable bidder, or where the tender
process has been discontinued. includes submissions,
notification of cutcome and reports on debriefing sessions.
{Date range: 1990 - ]

Tender Register.
[Date range: 1990 - ]

195

Disposal Action

Destroy 7 years after
tender process
compieted

Destroy 7 years after 4
tender process
completed

Destroy 7 years after
tender process
completed

Destroy 2 years after
{ender process
completed or decisicn
made not {o continue
with the tender

Destroy 7 years after
last entry
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PROFESSIONAL RELATIONS

The function of participating in activities with other organisations to foster professional research,
personal development and information sharing in geoscience and the activities that support the
delivery of geoscience outputs. This includes membership of associations, involvement with joint
committees, providing the secretariat for committees, providing expert advice on standards
committees, providing assistance with conferences, seminars and workshops and attending
conferences.

Note: Use for scientific meetings.

Tendering - Continued
The activities Involved in recelving and assessing tenders, of making offers and finalising,by contract
arrangements for the supply, sale or purchase of goods and services.

Note: use for offers made in writing by one party to another to carry out at apfinclusivelprice or uniform
rate, an order for the supply or purchase of goods, or for the production of Works

Entry Description of Records Disposal Action

10530 Signed contracts under seal resulting from tenders and Destroy 12 years after
supporting records. compiletion or other
[Date range: 1990 - | termination of contract

{For contracts executed under state lawgnot that of the
ACT, see Adminisirative Functions DisposalAutherity.]

10531 Simple signed contracts and agreements resuliing from Destroy 7 years afier
tenders and supporting récords: completion or other
[Date range: 1990 - ] termination of contract

10532 Contract register. Destroy 7 years after
[Date range: 1980 - ] last entry
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_1ESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consultancy, design and construction, installation,
joint ventures, ete. Includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Acquisition
The process of gaining ownership or use of property and other items or the provisianof services
required in the conduct of business through purchase or requisitions.

For items or equipment leased from another organisation, use RESEARCH EQUIRMENT
MANAGEMENT — Leasing.

Entry Description of Records Disposal Action
10533 Records documenting the acquisition of research Destroy 7 years after
equipment where there is no tendering or contracting out action completed

process (ie where the cost of the acquisition issbelowthe
threshold for tendering or where a purchasé is made
against a period contract). includes:

o Formal requests for quotes

e Orders

o Handover reports

 Correspondence relatingda the acquisition.

[Date range: 1910 - ]

[For development of albusifiess'case or evaluation of
proposal for research eqliipment, use RESEARCH
EQUIPMENT MANAGEMENT — Evaluation.]

10634 Investigationsiinto ‘acquisition of research equipment not Destroy 1 year after
proceeded with. action completed

Date range: 1210 - ]

10535 Information provided by vendors relating te research Destroy when
equipment. reference ceases

[Daterange: 1910 - ]
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RESEARCH EQUIPMENT MANAGEMENT E

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consultancy, design and construction, installation,
joint ventures, etc. Includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Agreemenis ,

The processes associated with the establishment, maintenance, review and negotiation of
agreements.

Entry Description of Records DisposalAction
10536 Final versions of agreements with vendors or other Destrofh7 years after
agencies to provide research equipment (eg Memoranda, of | &xpiry/or other
Understanding). termination of
[Date range: 1910 - ] agreement
105837 Records documenting negotiations, establisiiment, Destroy 7 years after
maintenance and review of agreements. expiry or other
[Date range: 1910 - ] termination of
agreement
Arrangements

The activities involved in arranging for@& journey ortsip. Including preparing travel itineraries,
authorisations, entitlements, etc. Alsginciddes arrangements made for the delivery of equipment or
goods and the usage made of facilities; vehicles, equipment and space.

Entry Description‘of Records Disposal Action
10538 Records documentinggrrangements for the delivery of Destroy when
research equipment: reference ceases

iPate range: 1910 ]

10539 Records documenting the storage of research equipment, Destroy 1 year after
excluding hazardous equipment, within the agency. arrangements alier
Includes stock control.
[Daterange: 1910 - ]

10540 Records documenting the storage of hazardous equipment  Destroy 5 years after
within the agency. action completed
[Date range: 1910 - ]

fFor storage of hazardous material and stores, use
EQUIPMENT & STORES - Arrangements.

For Hazardous Substance Register, use OCCUPATIONAL
HEALTH & SAFETY — Compliance.]
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{ESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consultancy, design and construction, installation,
joint ventures, etc. Includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Arrangements - Continued

The activities involved in arranging for a journey or trip. Including preparing travel ftineraries,
authorisations, entitlements, etc. Also includes arrangements made for the deliveryef eguipment or
goods and the usage made of facilities, vehicles, equipment and space.

Eniry Description of Records DisposaliAction
10541 Records documenting routine arrangements for theuse of |\ 4Desiroy 1 year after
research equipment. Includes facility bookings. actign completed

[Date range: 1910 - ]

[For managing financial transactions associatedywithithe
use of research equipment use FINANCIAL
MANAGEMENT - Accounting and/or FINANCIAL
MANAGEMENT — Payments]

10542 Records documenting the issuifig ofinstructions on routes,  Destroy 5 years after
schedules, road access. action completed
[Date range: 1910 - ]

Audit

The activities associated with'efficially checking financial, quality assurance and operational records to
ensure they have been Kept and maintained in accordance with agreed or legislated standards and
correctly recorded the eventsyprocesses and business of the organisation in a specified period.
Includes compliance audits, financial'@udits, operational audits, recordkeeping audits, skills audits,

systems gudits and quality. assurance audits.

Entry Description of Records Disposal Action

10541 Einaldnternal and external audit reports relating to research  Destroy 5 years after
equipment management function, includes certification of action completed
designs.
[Date range: 1910 - ]

10542 Records documenting the planning and conduct of internal  Destroy 2 years after
and external audits relating to research equipment action completed

management function. Includes
o Liaison with auditing body
Minutes of meetings

9

» Notes taken at opening and exit interviews
o Draft report

o Comments.

[Date range: 1910 - ]
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RESEARCH EQUIPMENT MANAGEMENT .

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designhed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consultancy, design and construction, installation,
joint ventures, etc. Includes equipment specifically designed to manage geoscience data and-
arrangements for national research facilities and seismic vessels.

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Authorisations

The process of delegating power to authorise an action and the seeking and grantingspermission to
undertake a requested action.

Eniry Description of Records DisposalAction
10543 Delegations of power to agency staff to authorise actign Destroy 7 years aiter
relating to the research equipment management functign. delegation expires

[Date range: 1910 - ]

10544 Authorisations far action supporting the researeh Destroy 7 years after
equipment management function. action compieted
[Date range: 1910 - |

Calibration
The processes of checking, measuring angsetting equipment and documenting the results to meet

ongoing needs or those of a given situgtion,

Note: use for the calibration of ageney eguipment.

For documentation maintained to enable accuracy of the data to which it corresponds, use DATA
MANAGEMENT — Calibration.

Entry Description of Records Disposal Action
10545 Records ofgalibration of gecscience equipment including Destroy after
details of standards to which calibration is made. ~ subsequent calibration

[Date range: 1910 - ]

[For calibration services on equipment brought to agency
facilities by external parties, use RESEARCH EQUIPMENT
MANAGEMENT - External Consuftancy]
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_{ESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangementis with other bodies to support projects and
research areas. Includes acquisition, compliance, consuitancy, design and construction, installation,
joint ventures, etc. Includes eqguipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Claims

The process of administering and managing payments demanded in accordance with,an insurance
policy as compensation for injury, death, or denial of rights of a person, or damagefe grdestruction of
property. Includes disputes over rights and ownership, and recompense sought{for stolemor lost

property.

Entry Description of Records Disposal Action
10546 Hecords documenting insurance claims for damage and Destroy 7 years after
loss incurred to research equipment. finalisation or
[Date range; 1910 - ] withdrawal of claim.
Compliance

The activities associated with complying with mandatefy enoptional accountability, fiscal, legal,
regulatory or quality standards or requirements™to which the organisation is subject. Includes
compliance with legislation and with nationaband intefhational standards, such as the 1SO 9000

series.

Entry Description of Records Disposal Action

10547 Records documefiting complignce with mandatory or Destroy 7 years after
optional standards or with siatutory requirements relating to  action compieted
the research eguipment management function.
" [Date ranges 192100,
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RESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consultancy, design and construction, installation,
joint ventures, etc. Includes equipment specifically designed to manage gecscience data and
arrangements for national research facilities and seismic vessels.

i
L

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Construction
The process of making or building something.

Entry Description of Records Dispasal Action
10548 Records documenting the inhouse construction of specialist4 Destfoy 7 Vears after
scientific equipment and plant. Includes specifications. disposal of asset

[Date range: 1810 - ]

[For design of research equipment and plant, use
RESEARCH EQUIPMENT MANAGEMENT - Design
Development.

For establishing and managing the igtellectual prgperty of
agency designed research equipment and plant, use
LEGAL SERVICES - Intellectual Property.}

Contracting-out

The activities involved in managing the performance of work or the provision of goods and services by
an external contractor, vendorak.consultant, or by using external bureau services. Includes
outsourcing.

Entry Description of Records Disposal Action
10549 Regords documenting contract management relating to the  Destroy 7 years after
research eguipment management function. includes completion or
* Minutes of meetings with main stakeholders termination of contract

sgPerformance and evaluation reports.
[Date range: 1950 - ]
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_{ESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specificaily to
support geascientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consultancy, design and construction, installation,
joint ventures, etc. Inciudes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Data Transmission
The processes associated with establishing and monitoring technical operations forihe automated
transmission of scientific or technical data between the capturing mechanisms andfhe organisation’s

systems.
TIP: Add the type of data as free text.

Entry Description of Records Disposal Action
10550 Records relating to requirements, testing and chegking of Destroy 2 years after
equipment and interfaces to computer systems, ingluding action completed

network loads.
[Date range: 1910 - ]

NOTE: This disposal class does not gever the scientific
data itself.

Design Development
The process of planning, designing,and drawing plans in response to geoscience specific or client
specific user requirements.

Entry Description of Records Disposal Action
10551 Records relating to planning and designing of research Destroy 5 years after
eguipment. includes: disposal or
o Electraniefequirements decommissioning of
a0 Operational requirements equipment
= Technical requirements
o Specifications
o “Prototypes
o Tests.

Date range: 1910 - ]

—
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RESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consultancy, design and construction, installation,
joint ventures, etc. Includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

(

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Evaluation

The process of determining the suitability of potential or existing programs, items of eguipment,
systems or services in relation to meeting the needs of the given situation. includeés systems analysis
and ongoing monitoring.

Entry Description of Records Dispasal Action
10552 Records documenting decisions on recommendations ot Destray 7 years after
submissions for research equipment to support researeh action completed

projects. Includes:

Investigations into and reports on the eguipment
+ Budgetary estimates

¢ Cost benefit analyses
L]
L]

User reguirements
Specifications.
[Date range: 1910 - ]

[For acquisition of research equipment, ise RESEARCH
EQUIPMENT MANAGEMENT,- Acquisition.

For re-evaluation efexisting research equipment
requirements, use RESEARCH EQUIPMENT
MANAGEMENT - Reviawing.

For regords dogtimenting the development of specifications
and userrequirements, Uise RESEARCH EQUIPMENT
MANAGEMENT - Design Development.]
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_{ESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consultancy, design and construction, instaflation,
joint ventures, ete. Includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

External Consultancy
The activities associated with arranging and providing scientific or technical consulting services to
external clients on geoscientific matters. Includes conducting risk assessment reiafingto consuitancy

services.

Entry Description of Records Disposaliéction
105653 Final consultancy report to client. Includes: Desttoy 7 years after
o Design development projeet completed

e Calibration.
[Date range: 1980 - ]

10554 Working papers supporting development of consultancy Destroy 2 years after
report. project completed

[Date range: 1980 - ]

10555 Records relating to the establishment of consultancy Destroy 2 years after
projects including negotiatiori @f\fees, giojéct briefs. project compieted
[Date range: 1980 - ]
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RESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consultancy, design and construction, installation,
joint ventures, etc. Includes equipment specifically designed to manage geoscisnce data and
arrangements for national research facilities and seismic vesseis.

Note: For non-Geaoscience Australia specific equipment use EQUIPMENT & STORES.

Implementation

The activities associated with carrying out or putting into action, plans, policies, procedures or
instructions, all of which could be internally or externally driven. Includes manual or automated
databases, applications or systems, but excludes the installation of equipment. Also includes
monitering to ensure that the implementation goes according to schedule andihat standaids are met
and includes first aid treatment. '

Entry Description of Records Disposal Action
10558 Records documenting the implementation of researgh Destroy 10 years after
equipment management plans including business action completed

continuity plans or counter-disaster plans aftefdisasiers
such as fire and floods. Includes a copy of the plan
implemented in the recovery process.

[Date range: 1910 - ]

10557 Records documenting the implementation of plans (other Destroy 5 years after
than counter disaster plans}, policies and‘procedures action completed
reiating to research equipment management.

[Date range: 1910 - ]
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' AESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
suppaort geoscientific research. Such equipment may be designed and consfructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consuttancy, design and construction, instailation,
joint ventures, etc. Includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

MNote: For non-Geoscience Australia specific eguipment use EQUIPMENT & STORES.
Inspections

The process of official examinations of facilities, equipment and items, to ensure cempliance with
agreed standards and objectives.

Note: add the name of the body undertaking the inspection.

Entry Description of Records Disposal Action
10558 Records documenting inspections of research equipment. Destroy 3 years after
[Date range: 1910 - ] action completed

[For formal audits, use RESEARCH EQUIRMENT
MANAGEMENT - Audit.

For calibration, use RESEARCH EQUIPMENT
MANAGEMENT - Calibration.

For stocklakes, use EQUIBMENT & STORES - Stockiakes.

For inspections relatingta occupational health and safety,
use OCCUPATIONADHEALTH AND SAFETY (OH&S) -

Inspections.]
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RESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consultancy, design and construction, installation,
joint ventures, etc. Includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

1
\

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Installation
The activities involved in placing equipment [n position and connecting and adjustinggitfor use.

Entry Description of Records Dispasal Action
10559 Records documenting the installation and initial Destroy 5'years after
configuration of research equipment and plant. the disposal or
[Date range: 1910 - ] decommissioning of

thelequipment

[For the installation of equipment and plant within a
building, use SPECIALIST PROPERTY MANAGEMENT -
Installation or PROPERTY MANAGEMENT & Installation.}

10560 Records documenting the reconfiguratiehy and adjustment Destray 5 years after
of research equipment and plant aftér initiahinstallation. the disposal or
[Date range: 1810 - ] decommissioning of

the equipment
[For calibration of scientific instruments, use RESEARCH
EQUIPMENT MANAGEMENT-, Calibration]

Insurance

The process of taking out premiums o cover loss or damage to property or premises, and to cover
customers andstaff against injury or death resulting from incidents on the organisation's premisas or
whilst engaged during employment.

Entry Description of Records Disposal Action
10561 Insurance policles covering research management Destroy 7 years after
equipment. . policy expires

[Date range: 1910 - ]

10562 Records documenting the annual renewal of insurance Destroy 1 year after
palicies. action completed
[Date range: 1910 - ]
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_{ESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic eguipment designed specifically to
support geoscientific research. Such equipment may be designed and consiructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consultancy, design and canstruction, installation,
joint ventures, etc. Includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels,

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Inventory
The activities associated with listing and preparing lists of items and assets in the possession of the

grganisation.

Entry Description of Records Disposal Action
10563 Records documenting the listing of research equipment Cestroy when
items. fefefénce ceases

[Date range: 1910 - ]

Joint Ventures

The activities involved in managing joint operations betweeh deparntments, either within the
organisation or with other organisations, or with thé' government; where there is a contract, joint
contributions of funds and/or time. Also includes private sector ventures with public sector
organisations, and co-research or collaboration between inter-departmental units, departments or

organisations.
Note: Use for the ongoing arrangemehis formanaging equipment.

For the colfaborative arrangements,and funding of purchases for equipment use HESEARCH
MANAGEMENT - Joint Ventures.

Entry Description of Records Disposal Action
10564 Recards documentingithe management of joint ventures Destroy 7 years after
updertaken to support the research equipment function. termination of
Includes reeofds relating to the establishment, arrangement
maintenance and review of joint venture agreements and
contragls.
[Dategange: 1910 - ]
10565 Signed joint venture contracts under seal and supporting Destroy 7 years after
records. completion or
[Date range: 1910 - ] termination of contract

[For contracts under seal executed in siates other than the
ACT, see the Administrative Functions Disposal Authority.]

10566 Signed simple joint venture contracts and agreements and  Destroy 7 years after
supporting records. completion or other
[Date range: 1910 - | termination of cantract
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RESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Inciudes acquisition, compliance, consultancy, design and canstruction, installation,
joint ventures, etc. Includes equipment specifically designed to manage geascience data and
arrangements for national research facilities and seismic vessels.

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Leasing
The activities involved in leasing items, equipment, accommodation, premises or reabestate from
another organisation. Includes the process of chartering.

Entry Description of Records Disposal Action

10567 Records documenting the administration and managément { | Destroy 7 years after
of leased research equipment. lease gxpires or is
[Date range: 1910 - ] terminated

[For the aclivities associated with acquiring leased
equipment, use RESEARCH EQUIPMENT MANAGEMENT
- Acquisition. ‘

For the disposal of leased research equipinent, use
RESEARCH EQUIPMENT MANAGEMENT ~ Research
Equipment Disposal,

For the maintenance of leased rgsearch equipment, use
RESEARCH EQUIPMENT MANAGEMENT — Maintenance.

For managing financial fransactions supporting leasing
activities, use. FINANCIAL MANAGEMENT - Accounting
and/or FINANCIAL MANAGEMENT — Payments.]
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{ESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
support gecscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. [ncludes acquisition, compliance, consuitancy, design and construction, installation,
joint ventures, ete. Includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Leasing-out

The activities involved in leasing-out items, equipment, accommodation, premises, @nreal estate to
another organisation or person for a specified period and agreed price. Includes thiefakmal
documentation setting out conditions, rights, responsibilities, etc, of both parties.. Also ingludes

subleasing.

For leasing from another organisation, use RESEARCH EQUIPMENT MANAGEMENT - Leasing

Entry Description of Records Disposal Action

10568 Arrangements for the leasing out of agency researgh Destroy 7 years after
equipment to other bodies. Includes signed leases: lease expires or s
[Date range: 1910 - ] terminated

[For financial fransactions supportinglleasing putdetivities,
use FINANCIAL MANAGEMENT {Accoumting and/or
FINANCIAL MANAGEMENT —Paymients.]

Maintenance
The activities associated withithe upkeep, repair, servicing, modification and preservation of
internal/external conditions of premisas, equipment, vehicles, etc.

Entry Description of Reeords Disposal Action
10569 Recordsidocumenting the maintenance of research Destroy 3 years after
equipment, action completed

[Date range: 18910 - ]

{Ferithe management of contracts refating to maintenance,
use RESEARCH EQUIPMENT MANAGEMENT —
Contracting-out.|
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RESEARCH EQUIPMENT MANAGEMENT -

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consultancy, design and construction, installation,
joint ventures, efc. Includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Planning
The process of formulating ways in which objectives can be achieved. Includes determination of
services, needs and solutions to those neads.

Entry Description of Records DisposalAction
10570 Final version of agency research equipment management Destroy 3 years after
plans. plan is superseded

[Date range: 1810 - ]

10571 Working papers used to develop all research eguipment Destray 1 year after
management plans. Includes draft plans, reforts analysing adoption of the final
issues, and comments received from other areas of the plan
agency.

{Date range: 1910 - ]

10572 Copies of the research equipment managenient plans. Destroy when
[Date range: 1910 - ] reference ceases

Policy

The activities associated With developing and establishing decisions, directions and precedents which
act as a reference for future decisiommaking, as the basis from which the organisation's operating
procedures argeetermined.

Entry Description of Records Disposal Action
10573 Records documenting the development and establishment  Destroy 5 years after
of research equipment management policies. Includes: policy is superseded

» Policy proposals

» Research papers

¢ Results of consultations

« Supporting reports

e Major drafts and final policy documents.
[Date range: 1910 - ]

10574 Working papers documenting the development of all Destroy 2 years after
specific research equipment management policies. promulgation of new
[Date range: 1910 - ] policy

10575 Copies of policy documents and supporting papers. Destroy when
[Date range: 1910- ] - reference ceases
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{ESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaberative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consuitancy, design and construction, installation,
joint ventures, ete. Includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Procedures

Standard methods of operating laid down by an organisation according to formulatedypolicy.

Entry Description of Records Disposal Aetion

10576 Master set of manuals, handbooks, directives elc detailing _BRestroy when
procedures supporting the research equipment procedures are
management function. superseded

[Date range: 1910 - ]

10577 Records documenting the development of agency Destroy 1 year after
procedures supporting the research equipment the production of
management function. procedures

[Date range: 1910 - ]

10578 Copies of manuals, handbooks, directivesetc. Destroy when
[Date range: 1910 - ] reference ceases
10579 Operating manuals and Instrctionsfor research Destroy when
equipment. reference ceases or
[Date range: 191851 transfer to new owner
on disposal of
equipment
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RESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
suppeort geoscientific research. Such equipment may be designed and censtructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consultancy, design and construction, instaliation,
joint ventures, etc. Includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Reporting

The processes associated with initiating or providing a formal response to a situationsor request (either
internal, external or as a requirement of corporate policies), and to provide formal statemenis or
findings of the results of the examination or investigation. Includes agenda, briefing, business,
discussion papers, proposals, reports, reviews and returns.

Entry Description of Records Disposal Action
10580 Final version of internai formal reports and reports madeto,, Desfroy 5 years after
external agencies relating to the research equipment action completed

management function.
[Date range: 1910 - |

10581 Final versions of periodic internal reports,on'géneral Destroy 2 years after
administrative matters used to monitgr and docurient action completed
recurring activities to support the researeh equipment
management function. includes(the collectionyand
reporting of statistical information:

[Date range: 1910 - ]

10582 Working papers documeniifig the development of all Destroy when
reports. Includes drafts, andieemiments received. reference ceases
[Date range: 1910 - ]

105683 Copies of resgarch'egliipment management reports. Destroy when
[Date range: 1910 - 1 reference ceases
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" IESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and efectronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, cansultancy, design and construction, installation,
joint ventures, efe. Includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessals.

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Research Equipment Disposal
The process of dispasing of property no longer required by the organisation, by sale; tiansfer,
termination of lease, auction, or destruction.,

Entry Description of Records Disposal Action
10584 Records documenting the disposal of Commonwealth Destroy 7 years after
owned or partly owned research equipment. Includes dispasal

independent valuation certificates verifying that work
undertaken on assets was done prior to valuation,ritten
guotes, auction records and routine forms and
correspondence relating to the disposal of research
equipment.

[Date range: 1910 - ]

[For the disposal of non-research eguipment and siores,
use EQUIPMENT & STORES 4Dispgsal.

For the disposal of researélyeguipment by tender, use
RESEARCH EQUIPMENT MANAGEMENT - Tendering.

For the removal of items from the asset register, use
FINANCIAL MANAGEMENT - Asset Register.]

10585 Records documentingthe disposal of leased research Destroy 3 years after
equipment, includes written notices and correspondence disposal
toandfrom-leasing companies in relation to the return of
the equipment, handover reperts and notifications that an
agency or their nominee wish to purchase equipment.

[Batg range: 1910 - ]
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RESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consultancy, design and construction, installation,
joint ventures, ete. includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

!

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.
Reviewing

The activities involved in re-evaluating or re-examining products, processes, proceddres, standards
and systems. Includes recommendations and advice resulting from these activities.

Note: use for the ACRES fault reporting system.

Entry Description of Records Disposal Action
10586 Records documenting review of agency programs and Destroy 5 years after
operations supporting the research equipment action completed

management function. Includes documents establishing
the review, final report and action plan.
[Date range: 1910 - ]

10587 Working papers documenting a review of agency programs  Destroy 2 years after
and operations supporting the researéh’ equipment last action
management function.

[Date range: 1910 - ]

Risk Management

The process involving the identification of risks, the likelihood and consequences of those risks, and
the implementation of apprepriateypractice and procedures to treat the risks.

Entry Description of Becords Disposal Action
10588 Records daeumenting risk management relating to the Destroy 7 years after
research equipment management function. Includes next risk assessment

records covering each stage of the process, treatment
scheddles and action plans.
[Daterange: 1910 - ]

10589 Research equipment risk register. Destroy 7 years after
[Date range: 1910 - | next risk assessment
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\ESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to suppart projects and
research areas. Includes acquisition, compliance, consultancy, design and construction, installation,
joint ventures, etc. Includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Security
The activities associated with measures taken to protect pecple, premises, equipment or information
from accidental or intentional damage or from unauthorised access. Includes the@ecutity

classification of personnel and criminal record checks.

Entry Description of Records DisposalFAction
10590 Records documenting the management of activities Destroy 5 years after
undertaken to protect research equipment. Includes action completed

investigations into theft or intentional damage and#eferral
of an alleged incident to law enforcement authorities.
[Date range: 1910 - ]

[For disciplinary action resufiing from a breach of the law
involving public service employees, use PERSONNFEL -
Discipline.

For breaches involving researéh’data, use DATA
MANAGEMENT — Security.]

10591 Records documenting/Gombinations’and/or keys for Destroy when
equipment or plant. reference ceases
[Date range: 19181=p]

[For security of research equipment housings or structures,
use SPECIALIST PROPERTY MANAGEMENT — Securiiy.]
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RESEARCH EQUIPMENT MANAGEMENT L

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consultancy, design and construction, installation,
joint ventures, etc. Includes equipment specifically designed to manage geocscience data and
arrangements for national research facilities and seismic vessels.

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Submissions

The preparation and submission of a formal statement {e.g. report, statistics, etc.) suppariing a case
or opinion held by the organisation which is submitied to another organisation, or within the
organisation, for the purpose of either gain or support.

Eniry Description of Records Dispasal Action

10592 Final version of successful agency submissions made'to Destray 5 years after
external organisations to suppeort the research equipment action completed
management function. |
iDate range: 1810 - ]

10593 Final version of unsuccessful agency submissions made to  Destroy 3 years after
exiernal organisations to support the research equipment action completed
management function.

[Date range: 1910 - ]

10594 Working papers documenting the development of Destroy when
submissions. Includes draft'siibmissions. reference ceases
[Date range: 1910 - ]
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_{ESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consultancy, design and construction, instaliation,
joint veniures, etc. Includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Tendering

The activities involved in receiving and assessing tenders, of making offers and finallgsing by contract
arrangements for the supply, sale or purchase of goods and services.

Note: use for offers made in writing by one party to ancther to carry out at@n inglusiveiprice or uniform

rate, an order for the supply or purchase of goods, or for the production of work.

Eniry
10585

10596

10597

10598

10599

Description of Records

Records documenting the development and issue\of tender

documentation. Includes Statement of Requirements,
requests for proposals, expression of intergst, reguest for
tender and draft contract.

[Date range; 1950 - ]

Evaluation of tenders received ggainst selegtion criteria.
Includes records documentingarrangements for carrying
out the evaluation process, evaluation repor, final report
and public notices.

[Date range:; 1850 - ]

Records docunientingipost'offer negotiations and due
diligence chetks.
[Pate range: 1950.- ]

Records, of unsuecessful tenders, or a tender process
where there isfo suitable bidder, or where the tender
precess has'been discontinued. Includes submissions,

notification of outcome and reports on debriefing sessions.

[Date range: 1950 - ]

Tender Register.
[Date range: 1950 - ]
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Disposal Action

Destroy 7 years after
tender process
completed

Destroy 7 years after
tender process
completed

Destroy 7 years after
tender process
compieted

Destroy 2 years after
tender process
compieted or decision
made not to continue
with the tender

Destroy 7 years after
iast eniry



National Archives of Australia — Records Disposal Authority — Geoscience Australin 3 March 2005

RESEARCH EQUIPMENT MANAGEMENT

The function of managing mechanical, technical and electronic equipment designed specifically to
support geoscientific research. Such equipment may be designed and constructed inhouse, bought,
acquired or leased through collaborative arrangements with other bodies to support projects and
research areas. Includes acquisition, compliance, consuitancy, design and construction, installation,
joint ventures, etc. Includes equipment specifically designed to manage geoscience data and
arrangements for national research facilities and seismic vessels.

L

Note: For non-Geoscience Australia specific equipment use EQUIPMENT & STORES.

Tendering - Continued

The activities involved in receiving and assessing tenders, of making offers and finalisinglby contract
arrangements for the supply, sale or purchase of goods and services.

Note: use for offers made in writing by one party to another to carry,out at @an ineltsive price or uniform
rate, an order for the supply or purchase of goods, or for the production of wafk.

Entry Description of Records Disposal Action

10600 Signed contracts under seal rasuiting from tenders and Destroy 12 years after
supporting records. completion or other
[Date range: 1950 - ] termination of contract

[For contracts executed under statedaw notihatof the
ACT, see Administrative Functions Disposal Authority.]

10601 Simple signed contracts and agreements resulting from Destroy 7 years after
tenders and supporting réccrds: completion or other
[Date range: 1950 - ] termination of contract

10602 Contract registef, Destroy 7 years after
iDate range: 1950 - ] last entry
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{ESEARCH MANAGEMENT

The function of establishing and managing research undertaken by the organisation or in collaboration
with other partners. This includes the establishment, funding, priorities, submissions for research
programs, monitoring progress and the reporting associated with managing research outcomes.

For conducting actual research, use the activity of Research Projects under the relevant function.

Agreemenis
The processes asscciated with the establishment, maintenance, review and negotiation of

agreements.

[Examples include agreements between AGSO and IFREMER (Institute Francais de Recherché pour
I'Exploitation de la Mer) to exchange ship time (19989), collaborative research agrgements for projects

under $50,000.00 etc]

Entry Description of Records DisposalAction
10603 Final versions of agreements made to support the research, /Destroy 7 years after
management function {eg Memoranda of Undersianding expity or other
and collaborative research agreements, chartering of {ermination of
vehicles etc). agreement

[Date range: 1946 - ]

10604 Records documenting negotiations, establishinent, Destroy 7 years after
maintenance and review of agreemefits’'madeitestipport expiry ar other
the research management function. termination of
[Date range: 1946 - ] agreement

10605 Records documenting agreements,made with property Destroy 7 years after

owners relating to righftof-way, access arrangements made expiry of agreement
to support the research managament function.
[Date range: 19465 ]
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i

RESEARCH MANAGEMENT -

The function of establishing and managing research undertaken by the organisation or in collaboration
with other partners. This includes the establishment, funding, priorities, submissions for research
programs, monitoring progress and the reporting associated with managing research outcomes.

For conducting actual research, use the activity of Research Projects under the relevant function.

Arrangements

The activities involved in arranging for a journey or trip. Including preparing travel itineraries,
authorisations, entitiements, etc. Also includes arrangements made for the deliverysef equipment or
guods and the usage made of facilities, vehicles, equipment and space.

- Entry Description of Records Disposal Action
10606 Records documenting routine arrangements refating to the  Destroyil year after
conduct of research. Includes trave!l arrangements, actior completed

accommodation, vehicle arrangements etc for field trips,
data gathering exercises etc.
[Date range: 1946 - ]

[For arrangements associated with conferences,er
educational meetings, use PROFESSIONALRELATIONS

—Arrangements.]
10607 Records relating to instructions issugd to_eantractors or Destroy 5 years after
partners for arrangements for roufes; chedules etc last action

associated with the conduct of¢esearch aosk.
[Date range: 1946 - ]
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_{ESEARCH MANAGEMENT

The function of establishing and managing research undertaken by the organisation or in collaboration
with other partners. This includes the establishment, funding, priorities, submissions for research
programs, monitoring progress and the reporting associated with managing research outcomes.

For conducting actual research, use the activity of Research Projects under the relevant function.

Committees
The activities associated with the management of commitiees and task forces. Includes the
committee's establishment, appointment of members, terms of reference, proceedings, minuies of

meetings, reports, agendas, etic.

[For example, Geoscience Australia requires that each Coilaborative Research Bfojecthas a
management committee which meets to review project progress on a regular basis; part ofithe CRC
process also requires establishment of management committees]

Entry Description of Records Dispoasal Action
10608 Records of internal committees formed to consider matters  )Retdin as national
relating to research. Includes: archives

s Documents establishing the committee

Final versions of minutes

Reports

Recommendations

Supporting documentation such&8'briefing,papers and
discussion papers.

[Date range: 1946 - ]

[For committees associated with professional associations,
use PROFESSIONAL BELATIONS = Committees.]

10609 Records of extérnal research commitiees or committees of  Destroy 10 years after
management for collaborative or joint research ventures, the research project
where thel@gency)forms the secretariat, lead agency orthe  concluded
responsible reportingyagency. Includes:

« Documents establishing the committee

Finalversions of minutes

Réports

Recommendations

Supporting documentation such as briefing papers and

discussion papers.

fDate range: 1946 - ]
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1

RESEARCH MANAGEMENT ‘

The function of establishing and managing research undertaken by the organisation or in collaboration
with other partners. This includes the establishment, funding, priorities, submissions for research
programs, monitoring progress and the reporting associated with managing research outcomes.

For conducting actual research, use the activity of Research Projects under the relevant function.

Committees - Continued _

The activities associated with the management of committees and task forces. Includes the
committee’s establishment, appointment of members, terms of reference, proceedings, minutes of
meetings, reports, agendas, etc.

[For example, Geoscience Australia requires that each Collaborative Research Prgject has a
management commitiee which meets to review project progress on a regular basis; part of the CRC
process also requires establishment of management committees]

Entry Description of Records Dispasal Action
10610 Records of external research committees or commitiées ofy, Destroy 3 years after
management for collaborative or joint research ventures, completion of
where the agency does not form the secretariat or the research or last action
responsible reporting agency. Includes: whichever is the
» Documents establishing the committee longer
« Final versions of minutes
o Reporis
¢ Recommendations
« Supporting documentationgsuch as briefing papers and

discussion papers.
[Date range: 1946 - ]

10611 Working papers documenting the conduct and Destroy when
administration ofommitteesmwhich consider matters reference ceases
relating to the gesearch'management function. Includes:
¢ Agenda

* Notices ohmeetings
e Draft minutes.
[Date range: 1946~ ]
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_|ESEARCH MANAGEMENT

The function of establishing and managing research undertaken by the organisation ar in collaboration
with other partners. This includes the establishment, funding, priorities, submissions for research
programs, monitoring progress and the reporting associated with managing research outcomes.

For conducting actual research, use the activity of Research Projects under the relevant function.

Contracting-out
The activities involved in managing the performance of work or the provision of goads and services by
an external contractor, vendor or consultant, or by using external bureau services. Inciudes

outsourcing.

Entry Description of Records DisposalAction
10612 Records documenting contract management relating to the  Desttoy 7 years after
research management function. Includes completicn.or
e Minutes of meetings with main stakeholders termination of contract

e Performance and evaluation reporis.
[Date range: 18950 - ]

Evaluation
The process of determining the suitability of potentialar existing programs, items of equipment,
systems or services in relation to meeting the needs of the given situation. Includes systems analysis

and ongoing monitoring.

Entry Description of Records Disposal Action
10613 Records documenting tHe evaluation of matters relatingtc  Destroy 5 years after
the research management fnction. project completed

[Date range: 1946 - ]
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RESEARCH MANAGEMENT '

The function of establishing and managing research undertaken by the organisation or in collaboration
with other partners. This includes the establishment, funding, priorities, submissions for research
programs, monitoring progress and the reporting associated with managing research outcomes.

For conducting actual research, use the activity of Research Projects under the relevant function.

External Consultancy

The activities associated with arranging and providing scientific or technical consulting services to
external clients on geoscientific matters. Includes conducting risk assessment relating to consultancy
services.

Entry Description of Records Disposal Action
10614 Final consultancy report to client on research done by the Destroyil 0 years after
agency for external clients. project completed

[Date range: 1970 - ]

10615 Working papers supporting development of consultancy Destroy 5 years after
report. project completed
[Date range: 1970 - ]

10616 Records relating to the establishment of consultancy Destroy 3 years after
projects including negotiation of feesgproject briefs: project completed
[Date range: 1970 - ]

[For initial response to client requests foréensultancy, use
RESEARCH MANAGEMENT.— Project Proposals.]
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- _{ESEARCH MANAGEMENT

The function of establishing and managing research undertaken by the organisation or in collaboration
with other partners. This includes the establishment, funding, priorities, submissions for research
programs, monitaring progress and the reporting associated with managing research outcomes.

For conducting actual research, use the activity of Research Projects under the relevant function.

Grant Funding

The activities associated with the application for and receipt of grants.

Entry Description of Records Dispasal Action
10617 Records documenting successful applications made by the  Destray Ayears after

agency for grant funding from an external research source - project is cempleted
elther government (&g Australian Research Council) or

non-gavernment source.

[Date range; 1979 - ]

[For management of grant money received by the agengy,
use FINANCIAL MANAGEMENT - Grant Funding|

For conduct of the research itseff, use Research Projects
under the appropriate function.}

10618 Records documenting unsuccegsfuliapplications made by Destroy 2 years after
the agency for grant funding flom an exterfal research last action
source - either government (eg-Australian Research
Coungcil) or non-government Spurce:
[Date range: 1979 - ]
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RESEARCH MANAGEMENT

The function of establishing and managing research undertaken by the organisation or in collaboration
with other partners. This includes the establishment, funding, priorities, submissions for research
programs, monitoring progress and the reporting associated with managing research outcomes.

For conducting actual research, use the activity of Research Projects under the relevant function.

Joint Ventures

The activities Involved in managing joint operations between departments, either within the
organisation or with other organisations, or with the government, where there is a centract, joint
contributions of funds and/or time. Alse includes private sector ventures with public'sector
organisations, and co-research or collaboration between inter-departmental units, departments or
organisations.

Note: Use for the collaborative arrangements and funding of purchases for gguipment.

For the ongoing arrangements for managing equipment use RESEARCH EQUIPMENT
MANAGEMENT - Joint Ventures.

Entry Description of Records Disposal Action
10619 Recards documenting the management of jaint ventures Destroy 7 years afier
undertaken to support the research management fungtion.  termination of
Includes records relating to the establishment, arrangement
maintenance and review of joint venilire agreements and
contracts.

[Date range: 1946 - ]

[For joint ventures assogigted with research undertaken
with other government Bodies, use GOVERNMENT
RELATIONS.

For Committees of Management associated with joint
vemiures, use RESEARCH MANAGEMENT — Commiitees.]

10620 Signedjeint venture contracts under seal in ACT and Destroy 7 years after
supporting reeords. completion or
[Daterange: 1946 - | termination of contract

[For.eéntracts under seal executed in states other than the
ACT, see the Administrative Functions Disposal Authority]

10621 Signed simple joint venture contracts and agreements and  Destroy 7 years after
supporting records. completion or other
[Date range: 1946 - ] termination of contract
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- (ESEARCH MANAGEMENT

The function of establishing and managing research undertaken by the organisation or in collaboration
with other partners. This includes the establishment, funding, priorities, submissions for research
programs, monitoring progress and the reporting associated with managing research outcomes.

For conducting actual research, use the activity of Research Projects under the relevant function.

Planning
The process of formulating ways in which objectives can be achieved. Includes determination of

services, needs and solutions to those needs.

Entry Description of Records Disposal Action
10622 Final versions of approved plans to support the Retain as national
management of research. archives

fDate range: 1946 - ]

10623 Final version of a section, research group ar businessiunit's\@¢Destroy 5 years after
research management plans, including performance superseded
indicators, expected research outcomes, skill assggsment
and work programs.

[Date range: 1946 - ]

10624 Working papers used in developing all research Destroy 1 year after
management plans. Includes draftglans, repaitsi@nalysing adoption of the final
issues, and comments received from gtherareas of the plan
agency.

[Date range: 1946 - ]

10625 Copies of research management plans. Destroy when
[Date range: 1946 - | reference ceases
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RESEARCH MANAGEMENT

The function of establishing and managing research undertaken by the organisation or in collaboration
with other partners. This includes the establishment, funding, priorities, submissions for research
programs, monitoring progress and the reporting associated with managing research outcomes.

!
o

For conducting actual research, use the activity of Research Projects under the relevant function.

Policy

The activities associated with developing and establishing decisions, directions and precedents which
act as a reference for future decision making, as the basis from which the organisation's operating
procedures are determined.

Entry Description of Records Dispasal Action
10626 Records documenting the development and establishment  Retainas national
of research management policies supporting strategic archives

directions of research programs. Includes:
» Policy proposals

Research papers

Results of consultations

Supporting reports

Major drafts

Final policy documents.

Date range: 1946 - |

—

10627 Records documenting the develgpmentand establishment  Destroy 5 years after
of research management policies supposting conduct of policy is superseded
research (eg codes of conduct, research ethics, data
acquisition etc). Includess
¢ Policy proposals
¢ Research papers
¢ Results of copsultations
e Suppottingireports
+ Major draftsand final policy documents.

[Date range: 3846~}

10628 ~Records decumenting comments made on the Destroy 5 years after
develepmentof government wide geoscientific research promulgation of new
policies: policy

[Date range: 1946 - ]

10629 Copies of policy documents and supporting papers. Destroy when
[Date range: 1946 - ] reference ceases
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. ESEARCH MANAGEMENT

The function of establishing and managing research undertaken by the organisation or in coilaboration
with other partners. This includes the establishment, funding, priorities, submissions for research
programs, monitaring prograss and the reporting associated with managing research outcomes.

For conducting actual research, use the activity of Research Projects under the relevant function.

Procedures

Standard methods of operating laid down by an organisation according to formulated policy.

Entry Description of Records Disposal Action

10630 Master set of manuals, handboaks, directives efc detailing  Destroy when
procedures supporting the research function. progedures are
[Date range: 1946 - ] superseded

10631 Records documenting the development of agency Destioy 1 year after
procedures supporting the research function. the production of
[Date range: 1946 - | pracedures

10632 Copies of manuals, handbooks, directives etc, Destroy when
[Date range: 1946 - ] reference ceases

Project Proposals

The processes associated with preparing.extergal proposals and business cases for clients for
potential geoscientific consultancy wofk by the crganisation.

Note: Project Proposals is the preliminary stage to External Consultancy.
For approved projects use RESEARCH MANAGEMENT — External Consuftancy.

For statements supgorting agase anopinion held by the organisation use RESEARCH
MANAGEMENTE. - Submissions,

Eniry Description of Records Disposal Action
10633 Records relating to successful proposals for external Destroy in accordance
projects or consultancy work. with the relevant

disposal action under
the activity of External
NOTE: Transfer successful project proposal to External Consultancy.
Consultancy file on award of job.

[Date range: 1870 - ]

10634 Records relating to unsuccessful proposals for external Destroy 1 year after
projects or consultancy worlk. decision notified or
[Date range: 1970 - ] contact lapses
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RESEARCH MANAGEMENT

The function of establishing and managing research undertaken by the organisation or in collaboration
with other pariners. This includes the establishment, funding, priorities, submissions for research
programs, monitoring progress and the reporting associated with managing research outcomes.

For conducting actual research, use the activity of Research Projects under the relevant function.

Reporting

The processes associated with initiating or providing a formal response to a situation or request (either
internal, external or as a requirement of corporate policies), and to provide formal statements or
findings of the results of the examination or investigation. Includes agenda, briefing, Business,
discussion papers, proposals, reports, reviews and returns.

For reporting the resulls of specific research projects, use RESEARCH MANAGEMENT - Reporting

Entry Description of Records Disposal Action
10635 Final versions of formal reports on the conduct of projects, < Retain as national
where the research documents: archives
¢ Significant projects that made a major contribution to
research

« Projects that were controversial, subjectdo exitensive
debate or aroused wide interest

o Projects that involve the use of majer,new r innavative
techniques

» ‘First of a kind' process or produgtersignificantly
improve on an existing product or application.

Includes recommendations for futtire or follow on research,
implications of research findings.
iDate range: 1946 - |

10636 Final version of feports made'to external agencies relating  Destroy 5 years after
fo the researchimanagement function. action completed
[Date ranges 1946)- ]

10637 kinal vatsions of formaleports on the conduct of research  Destroy 5 years after
projects that are not significant, groundbreaking or last action
contreversial- Includes recommendations for future or
follow on research, implications of research findings.

[Date range; 1946 - |

10638 Final versions of periodic project reports (annual, quarterly, Destroy 5 years after
weekly) on general administrative matters used to monitor  project concludes
and document recurring activities to support the research
management function. Includes the collection and
reparting of statistical information.

[Date range: 1946 - ]

10639 Working papers documenting the development of all Destroy when
reports. Includes drafts and comments received. reference ceases
[Date range: 1946 - ]
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_(ESEARCH MANAGEMENT

The function of establishing and managing research undertaken by the organisation or in collaboration
with other partners. This includes the establishment, funding, priorities, submissions for research
programs, monitoring progress and the reporting associated with managing research outcomes.

For conducting actual research, use the activity of Research Prajects under the relevant function.

Reviewing
The activities involved in re-evaluating or re-examining products, processes, procedures, standards
and systems. Includes recommendations and advice resulting from these activities.

Entry Description of Records Disposal Action
10640 Records documenting review of agency programs and Destroy 5'years after
operations supporting the research function. Includes tastiaction
documents establishing the review, final report and action
plan.

[Date range: 1946 - ]

10641 Working papers documenting a review of programs and Destroy 2 years after
operations supporting the research function. last action
[Date range: 1946 - ]

Risk Management
The process involving the identification of rigks, the likelihood and consequences of those risks, and
the implementation of appropriate practice andprocedures to treat the risks.

Entry Description of Records Disposal Action

10642 Records documenting risk management analyses Destroy 7 years after
conducted on ufdertaking specific research directions or completion of specific
specific reseakeh projects. Includes records covering each  research project or
stage of the process, risk assessments, treatment after next risk
schedules and action'plans. assessment

[Dategange: 1980 -]
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RESEARCH MANAGEMENT

The function of establishing and managing research undertaken by the organisation or in collaboration
with other partners. This includes the establishment, funding, priorities, submissions for research
programs, monitoring progress and the reporting associated with managing research outcomes.

For conducting actual research, use the activity of Research Projects under the relevant function.

Submissions
The preparation and submission of a formal statement (e.g. report, statistics, ete.) supporting a case
or opinion held by the organisation which is submitted to another organisation, or within the

organisation, for the purpose of either gain or support.

Entry Description of Records Disposal Action

10643 Records documenting the preparation of submissions Destroy § years after
seeking or providing support for a research project. actiar completed
includes final submissions.
[Date range: 1946 - ]

Tendering

The activities involved in receiving and assessing tenders, of#naking offers and finalising by contract
arrangements for the supply, sale or purchase of gogds’and senviges.

Entry
10644

10645

10646

10647

10648

Description of Records

Records documenting the development ‘and’issue of tender
documentation. Includes Statement,of Requirements,
requests for proposals, @xpression ofiinterest, request for
tender and draft contract.

[Date range: 1950-m]

Evaluation of tenders regceived against selection criteria.
Includes records doeusienting arrangements for carrying
out thg evaluation praeess, evaluation report, final report
and public notices)

[Date range: 1950 - ]

Records documenting post offer negotiations and due
diligente checks.
[Daterange: 1950 - ]

Records of unsuccessful tenders, or a tender process
where there is no suitabie bidder, or where the tender
process has been discontinued. Includes submissions,
notification of outcome and reports on debriefing sessions.
[Date range: 1950 - ]

Tender Register.
[Date range: 1950 - ]
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Disposal Action

Destroy 7 years after
tender process
completed

Destroy 7 years after
tender process
completed

Destroy 7 years after
tender process
completed

Destroy 2 years after
fender process
completed or decision
made not to continue
with the tender

Destroy 7 years after
last entry
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' (ESEARCH MANAGEMENT

The function of establishing and managing research undertaken by the organisation or in collaboration
with other partners. This includes the establishment, funding, priorities, submissions for research
programs, monitoring progress and the reporting associated with managing research outcomes.

For conducting actual research, use the activity of Research Frojects under the relevant function.

Tendering - Continued

The agtivities involved in receiving and assessing tenders, of making offers and finalising by contract

arrangements for the supply, sale or purchase of goods and services.

Entry Description of Records

10649 Signed contracts under seal resulting from tenders and
supporting records.
[Date range: 1950 - ]

[For contracts executed under state law not that of the
ACT, see Administrative Functions Disposal Autharity]

10650 Simple signed contracts and agreements rgsuliing from
tenders and supporting records.
IDate range: 1850 - ]

10651 Contract register.
[Date range: 1950 - ]

Disposal Action

Degtroy 12years after
completion grather
termination®f contract

Destroy 7 years after
completion or other
termination of contract

Destroy 7 years after
last entry
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SPATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of land and geographic information. Includes the process of
establishing policy and administrative arrangements, technical standards to support fundamental
datasets facilitating and promaoting the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of government, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatial dataset descriptions (metadata) throughout Australia, and the Register of
Australian Stratigraphic Names

For establishing the framework of measurements upon which all Australian spatial activity is based,
use GEODETIC MANAGEMENT.

Advice

The activities associated with offering opinions by or to the organisatiom,as 10 an agtion or judgment.
Includes the process of advising.

Eniry Description of Records Disposal Action
10652 Records documenting technical advice to governiment on . Destroy 25 years after
spatial data infrastructure to government. action completed

[Date range: 1981 - ]

Agreements

The processes associated with the establisiment, Maintenance, review and negotiation of
agreements.

Eniry Description of Records Disposal Action
10653 Final versions of'agreements made to support the spatial Destroy 7 years after
data infrastructure function. expiry or other
[Date range: 1981, - 1 ' termination of
agreement
10654 Reeords documenting negotiations, establishment, Destroy 7 years after
maintenance and review of agreements. expiry or other
[Date range: 1981 - | termination of
agreement
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' _PATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of land and geographic information. Includes the process of
establishing policy and administrative arrangements, technical standards to support fundamental
datasets facilitating and promoting the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Alsc includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of government, and the community.

Noie: use for the ANZLIC metadata guidelines, the Australian Spatfal Data Directory a search
interface to geospatial dataset descriptions (metadata) throughout Australia, and the Register of

Australian Stratigraphic Names

For establishing the framework of measurements upon which alt Australian spatial activity,is based,
use GEODETIC MANAGEMENT.

Committees
The activities associated with the management of committees and4ask farcgs. includes the
committee's establishment, appointment of members, terms of reference, proceedings, minutes of

meetings, reporis, agendas, efc.

Entry Description of Records Disposal Action

10655 Records of internal and external committegs formedio Retain as national
consider matters relating to the spatial data infrastructure archives
function where the agency providegfthe secretariat.

Includes:
e documents establishing thé committee

final versions of minutes

reports

recommendations

supporting documentation such as briefing papers and

discussion papers.

[Date range: 1981 -

10656 Records ofiinternahand external committees formed to Destroy 5 years after
consider matters relating to the spatial data infrastructure action completed
functiomwhere|ihe agency does not provide the secretariat.

Includes!
s afdocuments establishing the committee

final versions of minutes

reports

recommendations

supporting documentation such as brleflng papers and

discussion papers.

[Date range: 1981 - ]

10657 Working papers documenting the conduct and Destroy when
administration of committees which consider mattars reference ceases
relating to the spatial data mfrastructure function. Includes:

s agenda

e notices of meetings
s draft minutes.
[Date range: 1981 - ]
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SPATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of land and geographic infarmation. Inciudes the process of
establishing policy and administrative arrangemenis, technical standards to support fundamenital
datasets facilitating and prormoting the sharing of spatial data across alt agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of government, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatial dataset descriptions {metadata) throughout Australla, and the Reglister of
Australian Stratigraphic Names

For establishing the framework of measurements upon which all Australian spatial activity is based,
use GEODETIC MANAGEMENT.

Contracting-out

The activities involved in managing the performance of work or the provision of goads and services by
an external contractor, vendor or consultant, or by using external blirealrgervices. Includes
outsourcing.

Eniry Description of Records Disposal Action
10658 Records documenting contract management rglatinglto the  Destroy 7 years after
spatial data infrastructure function. Inglides: completion or
o Minutes of meetings with main siakeholders termination of contract

¢ Performance and evaluationgeports.
[Date range: 1990 - ]

Data Acquisition
The processes associated with gathering scientific or technical data (either manual or automated),

including data capture, identifieation and validation. Includes acquisition of data for later use in
research projects.

For records gefierated during the course of field or laboratory work (including raw data) use SPATIAL
DATA INERASTRUCTURE#Research Projects.

Entry Description of Records Disposal Action
10659 Records relating to the processes of capturing Australian Destroy 50 years after
spatial data infrastructure information, includes: action completed

« |dentification

¢ Sampling rates

e Validation.

[Date range: 1981 - ]

NOTE: This disposal class does not cover the data itself.
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_PATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of land and geographic information. includes the process of
establishing policy and administrative arrangements, technical standards to suppert fundamental
datasets facilitating and promoting the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out ali levels of government, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatiat Data Directory a search
interface to geospatial dataset descriptions (metadata) throughout Australia, and the Register of

Australian Stratigraphic Names

For establishing the framework of measurements upon which all Australian spatial activity,is based,
use GEODETIC MANAGEMENT.

Enquiries
The activities associated with handling requests for information abeut the organisation and its services
by the general public, agency employees or another organisation.

Entry Description of Records Disposal Action
10660 Records documenting the handling of general and)public Destroy 2 years after
enquiries about the spatial data infrastructire function and  action completed
its products and services. .
[Date range: 1981 - ]

Evaluation
The process of determining the suitability®f patential or existing programs, items of equipment,
systems or services in relation to meeting the needs of the given situation. Includes systems analysis

and ongoing monitoring.

Entry Description of Records Disposal Action
10661 Records documenting the evaluation of matters relatingto  Destroy 10 years after
the spatial data infrastiucture function. action completed

[Date range: 1981 - ]
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SPATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of [and and geographic information. Includes the process of
establishing policy and administrative arrangements, technicai standards to support fundamental
datasets facilitating and promoting the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of governmert, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatial dataset descriptions (metadata) throughout Australia, and thg Register of
Australian Stratigraphic Names

For establishing the framewark of measurements upon which all Australian spatial activity is based,
use GEODETIC MANAGEMENT. '

Grant Allocation
The activities associated with the assessment of applications and granting of fundst

Entry Description of Records Disposal Action
10662 Final reports on successful grant projects submiitted to'theg’ Destroy 10 years after
agency. action completed

[Date range: 1997 - ]

10663 Records documenting successful applicationsimade to the  Destroy 7 years after
agency. action compieted
[Date range: 1897 - ]

10664 Records documenting unsuceessful applications made to Destroy 2 years after
the agency for grant funding. ‘ last action
[Date range: 19970

Implementation

The activitigs associated with garrying-out or putting into action, plans, policies, procedures or
instructions, all ofwhieh could be internally or externally driven. Includes manual or automated
databases, applications or systems, but excludes the installation of equipment. Also includes
ronitoring to ensure that the implementation goes according to schedule and that standards are met
and includes firgtaid treatment.

Note: use for the process associated with implementing specific project outcomes.

Entry Description of Records Disposal Action
10665 Records documenting the agency's implementation of the  Retain as national
whaole of government policy relating to Australia's spatial archives

data infrastructure {ASDI).
[Date range: 1981 - ]
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' _PATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of land and geographic information. Includes the process of
establishing policy and administrative arrangements, technical standards to support fundamental
datasets facilitating and promoting the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of government, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatial dataset descriptions {metadata) throughout Australia, and the Register of

Australian Stratigraphic Names

For establishing the framework of measurements upon which all Australian spatial activitiis based,
use GEODETIC MANAGEMENT.

Interorganisational Liaison

The activities associated with maintaining regular general contact hetweendthe organisation,
professionals in related fields, and other organisations. Includes sharihg infermdl advice, discussions,
and collaborating on projects that are not joint ventures.

Entry Description of Records Disposal Action
10666 Records documenting liaison activities undertaken @with Destroy 5 years after
other organisations (public or private)._Includes action completed

collaboration on projects, exchangefof information:
[Date range: 1981 - ]

241



National Archives of Australia — Records Disposal Authority — Geoscience Australin 3 March 2005

SPATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of land and geographic information. Includes the process of
establishing policy and administrative arrangements, technical standards to support fundamental
datasets facilitating and promoting the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of government, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatial dataset descriptions {metadata) throughout Australia, and the, Register of
Australian Stratigraphic Names

For establishing the framework of measurements upon which all Australian spatiai activity is based,
use GEODETIC MANAGEMENT.

Joint Ventures

The activities involved in managing joint operations between departimenis, either within the
organisation or with other organisations, or with the government, where there is'a contract, joint
contributions of funds and/or time. Also includes private sector ventures withypublic sector
organisations, and co-research or collaboration between inter-departmental units, departments or
organisations.

Entry Description of Records Disposal Action

10667 Records documenting the management ofifiternational and  Destroy 7 years after
Australian-based joint ventures undertaken tg support the termination of
spatfal data infrastructure funcfien. Includes'records arrangement

relating to the establishment, risk assessment,
maintenance and review®f joint veniture agreements and
contracts.

[Date range: 1981 - ]

10668 Signed joint veniure contracts under seal and supporting Destroy 7 years after
records. completion or
[Date range: 1881 =] termination of contract

[For contracts under seal executed in states other than the
ACigsee the'Administrative Functions Disposal Authority
entry 1037, 1038, 1033.]

10669 Signed simple joint venture contracts and agreements and  Destroy 7 years after
supporting records. completion or other
[Date range: 1981 - ] - termination of contract
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" _PATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of land and geographic information. Includes the process of
establishing policy and administrative arrangements, technical standards to support fundamental
datasets facilitating and promaoting the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of government, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatial dataset descriptions (metadata) throughout Australia, and the Register of

Australian Stratigraphic Names

For establishing the framework of measurements upon which all Austraiian spati@l activity is based,
use GEODETIC MANAGEMENT.

Meetings

The activities associated with ad-hoc gatherings held to formulate; discussdipdate, or resolve issues
and matters pertaining to the management of the section, departmenthor arganisation as a whole.
Includes arrangements, agenda, taking of minutes etc. Excludes committee meetings.

Entry Description of Records Disposal Action

10670 Final versions of minutes and supporting documents tabled Destroy 7 years after
at meetings held o support the spatial dataififrastiucture completed.
function. Includes meetings with extérnal agengcies.
[Date range: 1981 - ]

10671 Working papers documenting the conduet and Destroy when
administration of meetingstheid fo)support the spatial data  reference ceases.
infrastructure function/ Includes agenda, notices of
meetings and draft minutes.

[Date range: 198dm=n.]
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SPATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of land and geographic information. Inciudes the process of
establishing policy and administrative arrangements, technical standards fo support fundamental
datasets facilitating and promoting the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of government, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatial dataset descriptions (metadata) throughout Australia, and thg Register of
Australian Stratigraphic Names

For establishing the framework of measurements upon which all Australian spatial\activity Is based,
use GEODETIC MANAGEMENT.

Planning
The process of formulating ways in which objectives can be achieved. Includes determination of
services, needs and solutions to those needs.

Entry Description of Records Disposal Action
10872 Final version of spatial data infrastructure plans and input Retain as national
to plans at whole of government level. archives

[Date range: 1981 - ]

10673 Final version of internal spatial data infrastrugiure plans. Destroy 2 years after

jDate range: 1981 - ] plan is superseded
10674 Working papers used ta dévelop all spatial data Destroy 1 year after

infrastructure plansiincludes draft plans, reports analysing  adoption of the final

issues, and commentsreceived from other areas of the plan

agency.

[Date rangeni 9815-, 1

10675 Copies'of spatial data infrastructure plans. Destroy when
[Date ranges 1881 - | reference ceases
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" _PATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of land and geographic information. Includes the process of
establishing policy and administrative arrangements, technical standards to support fundamental
datasets facilitating and promating the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of government, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatiat dataset descriptions {metadata) throughout Australia, and the Register of

Australian Stratigraphic Names

For establishing the framework of measurements upon which alt Australian spatial activity,is based,
use GEODETIC MANAGEMENT.

Policy
The activities associated with developing and establishing decisions, directions and precedents which
act as a reference for future decision making, as the basis from which the arganisation's operating

procedures are determined.

Entry Description of Records Djsposal Action
10676 Records documenting the development and establishment  Retain as national
of whole of government spatial data infrastruéture policies.  archives
Includes:

o policy proposals

s research papers

e results of consultations

e supporting reports

e major drafts and final policy documents.
[Date range: 1981 - ]

10677 Working papers documenting the development of spatial Destroy 5 years after
data infrastrucire policies. last action
[Date rangai1 9871 =l

10678 Records documenting comments made on the Destroy 2 years after
developmentof government wide spatial data infrastructure  promulgation of new
policies. policy

[Date rapge: 1981 - ]
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SPATIAL DATA INFRASTRUCTURE

The function of establishing whole of goavernment and industry-wide infrastructure for the
benchmarking and referencing of land and geographic information. Includes the process of
establishing policy and administrative arrangements, technical standards to support fundamental
datasets facilitating and promoting the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of government, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatial dataset descriptions (metadata) throughout Australia, and the, Register of
Australian Stratigraphic Names

For establishing the framework of measurements upon which all Australlan spatial actiVity is based,
use GEODETIC MANAGEMENT.

Procedures
Standard methods of operating laid down by an organisation according to formulated policy.

Entry Description of Records Disposal Action

10679 Master set of manuals, handbooks, directives@tedetailingg® Destroy when
procedures supporting the spatial data infragtructdre procedures are
function. superseded

[Date range: 1981 - ]

10680 Records documenting the development of agency Destroy 1 year after
procedures supporting the spatiahdata infrastructure the production of
function. , procedures

[Date range: 1981 - ] £

10681 Copies of manuaisphandboeksfdirectives etc. Destroy when
[Date range: 1981 - | reference ceasas
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' _PATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of land and geographic information. Includes the process of
establishing policy and administrative arrangements, technical standards to support fundamental
datasets facilitating and promoting the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of governament, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatial dataset descriptions (metadata) throughout Australia, and the Register of

Australian Stratigraphic Names

For establishing the framework of measurements upon which all Australian spatial activitiis based,
use GEODETIC MANAGEMENT.

Reporting )
The processes associated with initiating or providing a formal respaghse to a@ituation or request {either
internal, external or as a requirement of corporate policies), and toprovide formal statements or
findings of the results of the examination or investigation. includés agenda, briefing, business,

discussion papers, proposals, reports, reviews and returns.

Entry Description of Records Disposal Action

10682 Final version of formal reports and reparts made fo/external  Hetain as national
agencies relating to the spatial datafinfrastructuf@function.  archives

[Date range: 1981 - ]

10683 Final versions of periodic internal reports on general Destroy 5 years after
administrative matters us@dite, monitor and document action completed
recurring activities to supporttha spatial data infrastructure
function. Includes the'cellection and reporting of statistical
information.

[Date range: 1981 - ]

10684 Working papers dagumenting the devefopment of all Destroy when
reporis. includes drafts and comments received. reference ceases

[Bate range: 1987 - ]

10685 Copies\of spatial data infrastructure management reports. Destroy when
[Date range: 1981 - ] reference ceases
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SPATIAL DATA INFRASTRUCTURE

The function of establishing whote of government and industry-wide infrastructure far the
benchmarking and referencing of land and geographic information. Includes the process of
establishing policy and administrative arrangements, technical standards to support fundamental
datasets facilitating and promoting the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of government, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatial dataset descriptions (metadata) throughout Australia, and thg,Register of
Australian Stratigraphic Names

For establishing the framework of measurements upon which all Australian spatial'activity is based,
use GEODETIC MANAGEMENT.

Representatives

The activities associated with the nomination, appointment or resignation of individdals or groups of
personnel appointed by the organisation or their co-workers as offigial representatives to
organisations, offices, unions, workers' participation commitiees, councils argroups. Includes
organisational legal representatives.

Entry Description of Records Disposal Action
10686 Records documenting the nominationgappointment@nd Destroy 5 years after
resignation from and/or termination of reprg8entatives on last action

whole of government spatial datafmanagement bodies.
[Date range: 1981 - ]

[For the management of agenecy représentatives on
community bodies, use|GEQSCIENCE AWARENESS -
Representatives.

For the maragement of agency representatives on
professional geosecience bodies, use PROFESSIONAL
RELATIONS -Representatives.

Formanagement of agency representatives on government
or intergavernmental bodies, use GOVERNMENT
RELATHIONS — Representatives.]
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. _PATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of land and geographic information. Includes the process of
establishing policy and administrative arrangements, technical standards to support fundamental
datasets facilitating and promoting the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of government, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatial dataset descriptions (metadata) throughout Australia, and the Register of

Australian Stratigraphic Names

For establishing the framework of measurements upon which all Australian spatjal activity is based,
use GEODETIC MANAGEMENT.,

Research Projects

The processes of conducting research and surveys by the organisation's staff in relation to formal
internal or external research projects. Research projects include sdeveys, seientific investigations,
experimentation and theoretical and innovative development or systernatic work. Includes material
generated in the course of following the approved research methadology; field work, laboratory
analysis, data analysis associated with specific research projests and development of initial resuits.

Entry Description of Records Disposal Action
10687 Records relating to the conduct of résearch prajects. Retain as national
includes archives

* Research methodology

» Laboratory analyses

o Field work

= Raw data and samples

e Processed or interpreied data.

Where the reseafchdecuments:

o Significant,projects that made a major contribution ta
research

e Projects that were‘controversial, subject to extensive
degbate orarousedywide interest

&) Projects thatiinvolve the use of major new or innovative
technigues

e 'First of a kind’ process or product or significantly
improve on an existing product or application.

[Datedange: 1981 - ]

[For the processes of acquiring the information associated
with the research project, use SPATIAL DATA
INFRASTRUCTURE - Data Acquisition.

For establishing the research teamn, research methodology
and reporting on the conduct of research projects, use
RESEARCH MANAGEMENT.

For dissemination of research findings or results at
professional conferences or between peers, use
PROFESSIONAL RELATIONS.

For publication of research resulis in professional (peer
reviewed or otherwise) fournals, use PUBLICATION]
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SPATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of land and geographic information. includes the process of
establishing policy and administrative arrangements, technical standards to support fundamental
datasets facilitating and promoting the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out ali levels of government, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatial dataset descriptions (metadata) throughout Australia, and thg, Register of
Australian Stratigraphic Names

For establishing the framework of measurements upon which all Australian spatial\@activity is based,
use GEODETIC MANAGEMENT.

Research Profects - Continued

The processes of conducting research and surveys by the arganisation's, staffiin_relation o formal
internal or external research projects. Research projects include sfirveys,scientific investigations,
experimentation and theoretical and innovative development or systematicwark. Includes material
generated in the course of {ollowing the approved research methodalegy, field work, laboratory
analysis, data analysis associated with speclfic research projects and development of initial results.

Entry Description of Records Disposal Action
10688 Records supporting significant, groundbreaking or Destroy 5 years after
controversial research projects. submission of
[Date range: 1981 - ] research outcome or

after project ceased,
whichever is fater

10689 Records relating to the leonduct &f other research projects Destroy 5 years after
that are not significant, groundbreaking or controversial, submission of
Includes research outcome or
+ Laboratorganalyses after project ceased,
o Field work whichever is later

« Raw data and samples
o Progessed oninterpreted data.
[Pate range: 1981 - ]

[For the processes of acquiring the information associated
with the research project, use SPATIAL DATA
INERASTRUCTURE - Data Acquisition.

For processing or interpreting raw data, use SPATIAL
DATA INFRASTUCTURE — Data Interpretation.

For establishing the research team, research methodology
and reporting on the conduct of research projects, use
RESEARCH MANAGEMENT.

For dissemination of research findings or resuits at
professional conferences or between peers, use
PROFESSIONAL RELATIONS.

For publication of research results in professional (peer
reviewed or otherwise) journals, use PUBLICATION]
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-PATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of land and geographic information. Includes the process of
establishing policy and administrative arrangements, technical standards to support fundamental
datasets facilitating and promoting the sharing of spatial data across ail agencies, and impraving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of government, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatial dataset descriptions {(metadata) throughout Australia, and the Register of

Australian Stratigraphic Names

For establishing the framework of measurements upon which all Australian spatial activity is based,
use GEODETIC MANAGEMENT.

Reviewing
The activities involved in re-evaluating or re-examining products, pfecesses) procedures, standards
and systems. Includes recommendations and advice resulting from:these agtivities.

Entry Description of Records Disposal Action

10680 Records documenting review of agency pragrams)and Destroy 10 years after
operations supporting the lead agency rolglin spatidl data action completed
infrastructure function. Includes documentsi@siablishing
the review, final report and action plar.

[Date range: 1981 - ]

10691 Working papers documenting & review of prograrﬁs and Destroy 2 years after
operations supporting therspatial'data infrastructure last action
function.

[Date range: 1981 - ]

Standards
The process of implementingindustrpor organisational benchmarks for services and processes to

enhance théquality andefficiency of the arganisation.

Entry Description of Records Disposal Action
10692 Records documenting the implementation of industry Destroy 25 years after
standards to support the spatial data infrastructure function.  standard is
[Date range: 1881 - ] superseded
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SPATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of land and geographic information. Includes the process of
establishing policy and administrative arrangements, technical standards to support fundamental
datasets facifitating and promoting the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of government, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatial dataset descriptions {(metadata} throughout Australia, and the Register of
Australian Stratigraphic Names

For establishing the framework of measurements upon which all Ausiralian spatiallactivity is based,
use GEODETIC MANAGEMENT.

Standard Setting
The activities relating to the development and setting of standards, benehmarkingand referencing
infrastructure for spatial data.

Entry Description of Records Disposal Action
10693 Master copies of standards and benchmarks. Retain permanently in
[Date range: 1981 - ] the agency
10694 Records documenting the development of industry Destroy 25 years after
standards to support the spatial data infraStructure function. standard is
[Date range: 1981 - ] superseded
Submissions

The preparation and submissionof a formal statement (e.g. repor, statistics, etc.) supporting a case
or opinion held by the organisation Which is submitted to another organisation, or within the
organisation, for theurpose @fieithengain or support.

Entry Descriptioniof Records Disposal Action
10695 Records documenting the preparation of agency Destroy 15 years after
submissions seeking support for the spatial data action completed

infrastructure function. Includes final submissions.
[Date range: 1981 - ]

10696 Working papers documenting the development of Destroy when
submissions. Includes draft submissions. reference ceases
[Date range; 1981 - ]
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~ PATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of land and geographic information. Includes the process of
establishing policy and administrative arrangements, technical standards to suppart fundamental
datasets facilitating and promoting the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of government, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatial dataset descriptions (metadata) throughout Australia, and the Regisier of

Australian Stratigraphic Names

For establishing the framework of measurements upen which all Ausiralian spatial activity,is based,
use GEODETIC MANAGEMENT.

Tendering

The activities involved in receiving and assessing tenders, of making, offers@nd finalising by contract
arrangements for the supply, sale or purchase of goods and services.

Note: use for offers made in writing by cne party to ancther to carry ouf at an inclusive price or uniform
rate, an order for the supply or purchase of goods, or for thé'preductionof work.

Entry
10697

10698

10699

10700

10701

Description of Records

Records documenting the development and issue of tender

documentation. [ncludes Statement.effRequirements,
requests far proposals, expression of interast, request for
tender and draft contract.

[Date range: 18980 - ]

Evaluation of tenders reeéived against selection criteria.

Includes recordsidogumenting’arrangements for carrying
out the evaluation protess, evaluation report, final report
and public hotices.

[Date rangen1 990k]

Recordsidocumenting post offer negotiations and due
diligence checks.
[Date range: 1990 - ]

Reeards of unsuccessiul tenders, or a tender process
where there is no suitable bidder, or where the tender
process has been discontinued. Includes submissions,

notification of outcome and reports cn debriefing sessions.

[Date range: 1990 - ]

Tender Register.
[Date range: 1990 - ]
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Disposal Action

Destroy 7 years after
tender process
completed

Destroy 7 years after
tender process
completed

Destroy 7 years after
tender process
completed

Destroy 2 years after
tender process
completed or decision
made not to continue
with the tender

Destroy 7 years after
last entry
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SPATIAL DATA INFRASTRUCTURE

The function of establishing whole of government and industry-wide infrastructure for the
benchmarking and referencing of land and geographic information. Includes the process of
establishing policy and administrative arrangements, technical standards to support fundamental
datasets facilitating and promoting the sharing of spatial data across all agencies, and improving the
coordination of surveying and mapping. Also includes establishing the responsibility for revision and
maintenance of spatial data standards through out all levels of government, and the community.

Note: use for the ANZLIC metadata guidelines, the Australian Spatial Data Directory a search
interface to geospatial dataset descriptions {(metadata) throughout Australia, and the, Register of
Australian Stratigraphic Names

For establishing the framework of measurements upon which all Australian spatial\@ctivity is based,
use GEODETIC MANAGEMENT.

Tendering - Continued

The activities involved in receiving and assessing tenders, of making,offers and finalising by contract
arrangemenits for the supply, sale or purchase of goods and servicgs.

Note: use for offers made in writing by one party to another tesearry ot at@n inclusive price or uniform
rate, an order for the supply or purchase of goods, or for the production of work.

Entry Description of Records Disposal Action

10702 Signed contracts under seal resulting fram tenders and Destroy 12 years after
supporting records. completion or other
[Date range: 1990 - ] termination of contract

[For contracts executed under State law not that of the
ACT, see Administrative functions Disposal Authority.]

10703 Simple signedg@antracts and agreements resuiting from Destroy 7 years after
tenders and supperting records. completion or other
[Date range: 1990%] termination of contract

10704 Contractregister. Destroy 7 years after
[Dategangeil990 - ] last entry
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~ PECIALIST PROPERTY MANAGEMENT

The function of managing the organisation's special buildings and specialised housings constructed to
house geoscience specific equipment in the field which have unique or specialised design features.
Includes chservatories, laboratories, cold store and rock siore.

For the management of buildings, which are not specialised buildings or specialised housings
constructed to house geoscience specific equipment, use PROPERTY MANAGEMENT.

Design Development
The process of planning, designing and drawing plans in response to geoscience specific or client

specific user requirements.

Entry Description of Records DisposalAction
10705 Records relating to final plans and specifications for Retain as national
specialist properties for buildings which architecturally archives

reflect key aspects of agency's work {eg Symonston
building) or buildings of national significance {natural;
historic and indigenous significance, listed in Register of
National Estate, World Heritage Commission, classified by
National Trust or on State heritage listings).

[Date range: 1346 - ]

10706 Records documenting the development, feasibflity, User Destroy 7 years after
requirements, negotiations relating to'specialishproperiies.  action completed

[Date range: 1946 - ]

10707 Records relating to final plans‘and spetifications for Destroy when property
specialist properties for buildings which are not of national is disposed of, or
significance. transfer to new owner

[Date range: 1946 - ]
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SPECIALIST PROPERTY MANAGEMENT

The function of managing the organisation's special buildings and specialised housings construcied to
house geoscience specific equipment in the field which have unique or specialised design features.
Includes cbservatories, laboratories, cold store and rock store.

For the management of buildings, which are not specialised buildings or specialised housings
constructed to house geoscience specific equipment, use PROPERTY MANAGEMENT.

Property Disposal
The process of disposing of property no longer required by the organisation, by salejtransfer,
termination of lease, auction, or destruction

Entry Description of Records Disposal Actien
10708 Records documenting the disposal of specialist properties _Retain as,national
of national significance (natural, historic and indigenous archives

significance, listed in Register of National Estate, World

Heritage Commission, classified by National Trust or on

State heritage listings). Includes:

» Assessments and investigations

« Valuation certificates

+ Details of preparation undertaken beforefdisposal
('making good".

[Date range: 1946 - |

10709 Records documenting the disposal ofiSpecialist properties  Destroy 7 years after
without national significance {natural, histori¢'and last action
indigenous significance, listed in‘Register of National
Estate, World Heritage Gommission,classified by National
Trust or on State heritage listings).

+ Assessments and investigations

e Valuation cegificates

« Details of preparation undertaken before disposal
{'making goad").

[Date rangei 1946

10710 Signed eontracts Under seal resulting from tenders and Destroy 20 years after
related records for the disposal of specialist disposal of the
@Gommanwealth property in Western Australia when there is  property
no tendaring process.

[Datedange: 1946 - |

10711 Signed contracts under seal resulting from tenders and Destroy 15 years after

related records for the disposal of specialist the disposal of the
Commonwealth property in Victoria and South Australia property

when there is no tendering process.
[Date range: 1946 - ]

10712 Signed contracts under seal resulting from tenders and Destroy 12 years after
related records for the disposal of specialist disposal of the
Commonweaith property in New South Wales, property

Queensland, Tasmania, ACT and Northern Territory when
there is no tendering process.
[Date range: 1946 - ]
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_PECIALIST PROPERTY MANAGEMENT

The function of managing the organisation's special buildings and specialised housings constructed 1o
house geoscience specific equipment in the field which have unique or specialised design features.
Includes observatories, laboratories, cold store and rock store.

Far the management of buildings, which are not specialised buildings or specialised housings
constructed to house geoscience specific equipment, use PROPERTY MANAGEMENT.

Submissions
The preparation and submission of a formal statement {e.g. report, statistics, etc.} supporting a case
or opinion held by the organisation which is submitted to another organisation, or'within the

organisation, for the purpose of either gain or support.

Entry Description of Records Disposal Action
10713 Records documenting the preparation of submissions Hetainaggnational
seeking support for a significant, ‘first of a kind', etg archives

specialist property project. Includes final submissions:
[Date range: 1946 - ]

10714 Records documenting the preparation of submiggions Destroy 5 years after
seeking support for a specialist property projectdncludes action compieted
final submissions.

[Date range: 1946 - ]
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