
 

  

Records Management Bulletin 
Records management advice prepared for GNWT employees  
by the Records Management Unit of Public Works and Services 
Index 2004 

Records management advice prepared for GNWT employees by Records Management           1

Index 2004 
 

Issues 24 to 34
 

Issue No.

Access and Privacy Contact .......................................................................................................28
Access and Privacy Coordinator ................................................................................................28
Access to Information and Protection of Privacy Act .........................................................28, 29
Accountability ............................................................................................................................28
Acquisition .................................................................................................................................24
Administrative History...............................................................................................................24
Administrative Records Classification System ...................................................................29, 30
Administrative Records..............................................................................................................29
Advice ........................................................................................................................................33
Aperture Cards ...........................................................................................................................32
Appraisal ....................................................................................................................................24
Archives Act .....................................................................................................25, 28, 29, 32, 33
ARCS .............................................................see Administrative Records Classification System
Assistance...................................................................................................................................33
ATIPP...................................................see Access to Information and Protection of Privacy Act
Backlog Records ........................................................................................................................30
Business Continuity Planning ....................................................................................................31
CAN/CGSB-72.11-93 ................................................................................................................32
Canadian General Standards Board ...........................................................................................32
Capturing Records......................................................................................................................34
Classification Systems ...............................................................................................................29
Classifying Records ...................................................................................................................34
Corporate Memory ...............................................................................................................25, 27
Creation......................................................................................................................................27
Departmental Records Management Manual.............................................................................26
Destruction .................................................................................................................................29
Disaster Planning .......................................................................................................................31
Disposition .................................................................................................................................34



 

  
Records management advice prepared for GNWT employees by Records Management           2

Issue No.

Evaluation ..................................................................................................................................34
Evidence Act ..............................................................................................................................32
Filing .........................................................................................................................................33
Filing Cabinets .....................................................................................................................26, 31
Final Disposition .................................................................................................................30, 33
Fire Damage...............................................................................................................................31
Functional Analysis....................................................................................................................24
Functional Review .....................................................................................................................24
General RDA ....................................................................... see Records Disposition Authorities
Government of Nunavut.............................................................................................................33
Housekeeping Records ..................................................................... see Administrative Records
Human Resources ......................................................................................................................25
Information and Privacy Commissioner ....................................................................................28
Information.................................................................................................................................28
Lateral Filing Cabinets.................................................................................... see Filing Cabinets
Legacy Business Records............................................................................. see Backlog Records
Library and Archives Canada.....................................................................................................30
Macroappraisal...........................................................................................................................24
Manuals ......................................................................................................................................26
Microfiche ..................................................................................................................................32
Microfilm and Electronic Images as Documentary Evidence....................................................32
Microfilm ...................................................................................................................................32
Microfilming ..............................................................................................................................32
Microforms.................................................................................................................................32
Micrographics ............................................................................................................................32
Mobile Filing Systems .................................................................................... see Filing Cabinets
Northwest Territories Archives............................................................................................24, 29
Northwest Territories Gazette ....................................................................................................33
Office of the Information and Privacy Commissioner...............................................................28
One-Time Records Disposition Authority ................................................................................30
One-Time Schedule .............................................. see One-Time Records Disposition Authority
Open Shelf Filing Cabinets ............................................................................. see Filing Cabinets
Operational Records ..................................................................................................................29
Operational Records Classification System ........................................................................29, 30
ORCS .................................................................see Operational Records Classification System



 

  
Records management advice prepared for GNWT employees by Records Management           3

Issue No.

Paper Cuts ..................................................................................................................................25
Planetary Camera .......................................................................................................................32
Policies .......................................................................................................................................26
PRC .............................................................................................. see Public Records Committee
Procedures ............................................................................................................................25, 26
Protection of Privacy..................................................................................................................28
Public Bodies .............................................................................................................................28
Public Records .......................................................................................................... see Records
Public Records Committee ............................................................................................25, 30, 33
RDA .................................................................................... see Records Disposition Authorities
Records ..............................................................................................................27, 28, 29, 31, 33
Records Appraisal .....................................................................................................................24
Records Appraisal Strategy........................................................................................................24
Records Centres .........................................................................................................................33
Records Coordinator ......................................................................................................29, 30, 33
Records Disposition Authorities .........................................................................................26, 33
Records Management ................................................................................................................29
Records Management Section....................................................................................................33
Records Management Unit, Public Works and Services ..........................................................30
Records Schedules .............................................................. see Records Disposition Authorities
Registering records ....................................................................................................................34
Responsibilities ....................................................................................................................26, 34
Retention and Disposition Schedules ........................................................................................29
Retention Schedules .....................................................see Retention and Disposition Schedules
Retention ....................................................................................................................................34
Retrieval ...............................................................................................................................33, 34
Roles...........................................................................................................................................34
Rotary Camera ...........................................................................................................................32
Sabotage .....................................................................................................................................31
Specific RDA ...................................................................... see Records Disposition Authorities
Standards ....................................................................................................................................26
Stationary Camera......................................................................................................................32
Storage ...........................................................................................................................30, 33, 34
Theft ...........................................................................................................................................31
Training..........................................................................................................................26, 33, 34



 

  
Records management advice prepared for GNWT employees by Records Management           4

Issue No.

Vertical Filing Cabinets .................................................................................. see Filing Cabinets
Vital Records..............................................................................................................................31
Water Damage............................................................................................................................31

 


