GUI DELI NES FOR
MANAG NG RECORDED | NFORMATI ON
IN A MN STER S OFFI CE



O all national assets,

archives are the nost precious;

they are the gift of one generation to another
and the extent of our care of them

mar ks the extent of our civilization.

Sir Arthur Doughty
Donmi ni on Archivist, 1904-1935
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"A nation, like a man, is senile if it has no nenory."

Nort hrop Frye

PREFACE
The collective nenory depends on everyone.

Inthe rush of daily activity, it is easy to overlook the fact
t hat i nformation col | ected and preserved i n the past is hel pi ng
us nmake good deci si ons today. W are sonetines, however, rem nded
of our responsibilities towards our own future and t hat of our
successors:

C est | a ménoire du nonde que vous préservez et que vous
mettez en valeur. Les archives de tous |les pays, en
gardant latrace des actes d' hier et | eurs chem nenents,
eclairent mais aussi commandent |e présent. Ceux qui
exercent une responsabilité savent bien qu' on ne définit pas
des orientations dans |'ignorance du passé. . . . Cette
ménoi re di sponi bl e of fre aux peupl es du nonde entier | a
possibilité de définir, de retrouver aussi |leur identité,
d' aborder |l eurs projets et d' assurer | a défense del eurs
droits en connai ssance de cause : | a connai ssance de | eur
hi stoire, tout sinplenent.

Francois Mtterrand (1988)

An i nadequat e pi cture of what we do today will serve poorlyin
times to conme, when the current pressure and controversy are past
and responsi bl e i ndi vidual s seek to learn fromthe practical
experience of their predecessors:

The obj ects and functions of the National Archives of Canada
are to conserve private and public records of national
significance and facilitate access thereto, to be the
per manent repository of records of governnent institutions
and of mnisterial records, tofacilitate the managenent of
records of government institutions and of ministerial
records, and to encourage archival activities and the
archival conmmunity.

(National Archives of Canada Act [1987])
As part of its nandate to preserve Canada' s archi val heritage, the
Nati onal Archives collects the historical records of the

Government of Canada and the archival papers of our prine
mni sters, cabinet mnisters, senators and ot her parlianentari ans.

The Nati onal Archives of Canada Act al so states that m ni steri al
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records, like records under the control of a governnment
institution, cannot be destroyed wi thout the consent of the
Nat i onal Archivist. Theidentification and preservation of the
records of cabinet mnisters are of prinme concern to the
Ar chi vi st .

Gui del i nes for Managi ng Recorded Informationin a Mnister's
Office is designed as an aid to mnisterial as well as
departnental staff. It discusses the |l egislative and operati onal
requi renents that have an i npact on howthe informationin a
m nister's officeis organi zed and managed, and expl ai ns what
records need to be kept, where to keep them and howto di spose
of them

Readers may wish to view the video A Matter of Record for a
sunmary treat ment of the subject. The National Archives al so
provi des courses, briefing sessions, and advi ce on managi ng
information systens in the mnister's office.

Thi s text i s based on extensi ve research and deliberationinthe
Nati onal Archives aswell asinmnisters' offices and governnent
institutions. The main author is Steve Clark, Consultant,
Gover nnent Records Branch.

Comrent s on thi s text and questi ons concerni ng t he ot her services
we provide mnisters' offices are both wel cone. Pl ease contact:

Di rector

O fice of Professional Devel opnent
and Communi cati ons

Gover nnent Records Branch

Nati onal Archives of Canada

OTTAWA KI1A ONS3

Tel : (819) 953-2568

Fax: (819) 953-5714
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| NTRODUCTI ON

The Chal | enge of Managing Information in a Mnister's Ofice

Managi ng any | arge col | ecti on of informati on can be difficult.
Managi ng t he recorded i nformation of amnister's office presents
a particular challenge because of four key factors: the
m nister's many rol es, the effects of technol ogi es, the inpact
of laws and policies, and the special work environment.

A mnister in Canada' s federal systemof governnment ful fils many
roles. And each of those rol es requires the appropri ate set of
i nformation:

as a menber of a political party, the mnister requires
information relating to party policy matters, caucus
affairs, party organization, nom nations, election
canpai gns, and local party machinery;

as a constituency representative, the m ni ster exchanges
correspondence wi th constituents, sends "househol ders" to
constituents, and uses informationrelatingto constituency
case work and constituency office operations;

as a parlianentarian, the m nister needs i nformati on on the
busi ness of the House of Conmmopns, and on the views of
constituents, the general public, caucus and opposition
menbers concerni ng i ssues before the House. The m nister
al so needs informati on on the operations of his or her
office "on the HII";

as a menber of the Queen's Privy Council for Canada, the
m nister uses information concerning his or her
responsibilities as head of one or nore governnment
institutions, as a nenber of one or nore Cabi net conm ttees,
as the nmenber chosen by the Prinme Mnister to carry out
regi onal or other special responsibilities, and other
i nformati on necessary for the day-to-day operations of a
m nister's office.

The nodern mnister's officeis likely to take advantage of
various i nformati on technol ogi es. Wil e al arge vol une of paper
isstill beingused, thestaff inamnister's office al so use
m croconputers, |ocal area networks, and nodens to receive,
mani pul ate and send i nformati on. Technol ogy i ncreases t he pace
and vol unme of work and soneti nes | eads t o conf usi on concerni ng t he
actual location of information.
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Several inportant | aws and policies conmeto bear onamnister's
office. The principal ones deal wth:

access by the public to governnent information;

pr evention of unauthorized access to personal, classified or
ot her sensitiveinformation--whenin storage, during active
use, and while being transmtted;

availability of information as |egal evidence; and

appropriate di sposition nethods for the different categories
of recordsinamnister's office and the preservation of
records that have historical val ue.

Peopl e workinginamnister's office quickly realize that they
areinavery special, conplex environment. First, there are many
| ocations to copewth--the officeinthe Houses of Parlianent,
t he constituency office, themnister's officeinthemnister's
departnment, and the mnister's residence(s). Mreover, the
mnister's office deal s with many ot her institutions: caucus, the
party organi zation, the departnment or agency, the House and
Senate, the Prine Mnister's Ofice, the Privy Council Ofice, the
regional mnister and other mnisters' offices, the many
departnments with nmandates that relate to the mnister's own
interests, and a nyriad of organi zati ons at hone and abr oad.
Wthinthemnister's office, avariety of officials and support
staff may becone i nvol ved i n records and i nf or mati on managenent .

And finally, there is constant pressure--to find and send
information at top speed and with unfailing accuracy.

In a sense, the information functions of amnister's office
constitute al ong and conpl ex communi cations |ink for receiving
and transmtting vital facts and opinions to the mnister.
Consequent |y, the systens for managi ng the records of amnister's
of fice nmust stressclarity, sinplicity and security. The ri ght
i nformati on needs to be found and provi ded to the ri ght person at
the right tine.

Conversel y, because of the nature of the political environnent,
del ays, confusi on or errors can have serious consequences for an
exenpt staff official or amnister. Agood systemfor nmanagi ng
informationw || hel p prevent | oss, m spl acenent or unaut hori zed
use of information.
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VWhat These Gui deli nes Are About

The pur pose of these Guidelinesistoassist inthe design and
operation of systenms for managi ng recorded information in a
m nister's office--practical systens that neet the needs of the
m ni ster and staff and neet all |egislative requirenments.

Chapters 1 to 4 point out the major features and managenment
requi rements of the four categories of records that, accordingto
the Nati onal Archives of Canada Act and rel ated | egi sl ati on and
conventions, are created or receivedinthe office of amnister:

m nisterial records;

personal and political records;

records under the control of a government institution;
records belonging to the Cabinet Paper System

By t he end of Chapter 4, readers wi ||l knowwhy t hese cat egori es
must be kept separate fromeach other, and why the storage,
retrieval and disposition of each nust be managed t o achi eve
efficient, effective service andto respondto the requirenents
of pertinent | egislation--theAccess tolInformation, Privacy,
Canada Evi dence and National Archives of Canada acts.

The second hal f of the Quidelines covers principles and practices
to apply in managi ng these records.

Chapter 5 di scusses the benefits and responsi bilities of managi ng
recorded information as they apply to a mnister's office.

Chapter 6 deal s wi th subject classification--thelogical system
for storinginformationandretrievingit ondenmand. It provides
si npl e operational guidelines for identifyinginformation so that
records can be kept di stinct, but can al so be |i nked as needed.
It suggests practices concerning the | ocation and control of
i nformation.

Chapter 7 focuses briefly onthe physical security of i nformation.
(Two appendi xes provide checklists for review ng security
arrangenments for information storage and transm ssion.)

and
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Chapter 8 outlines the considerations that apply to the different
cat egories of records whentheir activelifeinthemnister's
officeis over. These consi derati ons touch on t he destructi on of
records, or their transfer to the National Archives or other

| ocati ons.

These Qui del i nes are not neant to be exhaustive. They concentrate
on what setsthemnister's officeapart fromtheinstitutionin
ternms of managi ng i nformation. Readers shoul d work closely with
t hose responsi bl e for managi ng t he i nformati on hol di ngs of their
institution. They may al so seek further advice fromthe Privy
Counci | Office regardi ng records bel onging to the Cabi net Paper
System and fromTreasury Board Secretari at and t he Nati onal
Archi ves regarding the other categories of records.



Chapter 1
M NI STERI AL RECORDS
What They Are

Amnisterial recordis definedintheNational Archives of Canada
Act as "a record of a nenber of the Queen's Privy Council for
Canada who hol ds the office of a Mnister and that pertainsto
that office, other than a record that is of a personal or
political nature or that is under the control of a governnent
institution."

I n ot her words, ministerial records can be visualized as the
information slice in a mnister's office that pertains to
portfolio business but does not fit into any other category--
personal or political, institutional, or cabinet papers. Thus, the
m ni sterial records category may i ncl ude the foll ow ng types of
records:

records that reflect internal deliberationsinvolving a
m ni ster and his or her exenpt staff on official matters
relatingdirectlytothe mnister's portfoliothat are not

referred to the mnister's departnent(s) or agency(ies);

records dealing with portfolio business that originatedin
the institution and were subsequently annotated by the
m ni ster or exenpt staff;

comuni cati ons between mnisters on policy matters directly
relatingtothe portfolioof the mnister inpossession of
t he records;

correspondence fromthe Prime M nister, the Privy Counci l
O fice, other mnisters, and nenbers of Parliament tothe
m ni ster respecting his or her portfolio;

records docunenting official assignments fromthe Prine
M nister which are outside of the mnister's current
portfoliobut may be expectedto |l ead tothe creation of new
institutions or additional responsibilities being assigned
to existing institutions; and

records concerning admnistrative nmatters that pertain only
to the mnister's duties or office.
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Oper ational (non-adm nistrative) records are uni que to each
portfolioor institution. Therefore, a subject classification
guide for this type of record has not been included in this
publ i cation. However, exanpl es of non-adm ni strative docunents
bel onging to the m ni sterial category are includedin Appendi x D.
See Appendi x B for a brief subject classification guide for
m ni sterial records of an adm nistrative nature.

The definition of mnisterial records excludes them from
application of theAccess to I nformation Act, which provides "a
ri ght of accesstoinformationinrecords under the control of a

government institution.” Wether a particul ar docunent has been
appropriately placedinthe m nisterial records category m ght,

of course, be chal |l enged under revi ewprocedures of Accessto
I nformation | egislation.

Where to Keep Them

A procedure nust bein placetoensurethat mnisterial records
are kept distinct fromother types of records inthe mnister's
of fice. This can be acconpl i shed by creati ng and nai ntai ning a
separate series of mnisterial records files.

This series of files may i ncl ude copi es of rel evant docunents from
institutional and ot her sources that hel pto present a conplete
pi cture of the subject concerned. Infact, it has beenthe custom
i nsome governnment institutions for the mnister and t he deputy
head t o deci de whi ch institutional records shoul d be copi ed for

retentioninthemnister's office. This practi ce nmay conti nue
wi t h phot ocopi es nowform ng part of the mnisterial records set.

In special circunmstances, the mnister's office and the
institution may agree to maintain adistinct set of copi es of
institutional records for the mnister (see Chapter 3).

When You Are Through

At time of disposition (Chapter 8), mnisterial records, being
subject to the National Archives of Canada Act, nust be
transferred directly to the National Archivist.

The mnister's office may contact the Manuscri pt Di vi sion of the
Nati onal Archivestotransfer mnisterial records at any tine
duringthe mnister's tenure. Wien the m ni ster ceases to hol d the
portfolioinquestion, the mnister's staff nenber responsi bl e for
mnisterial records contacts the Archives inorder to effect the
i mmredi ate transfer of these records.
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An agreenment between the m nister and the National Archivist
covering accesstomnisterial recordswll beconfirnmedat this
time. While institutional records are under the control of a
government institution and are therefore subject to Accessto
I nformation | egislation, access to mnisterial records is
determ ned through an agreenent between a m nister and the
Nati onal Archivist. Generally, access would belimted for a

specified periodtothe mnister and to persons authorized by t he
m ni ster.
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Chapter 2
PERSONAL OR POLI TI CAL RECORDS
What They Are

Personal or political records (sonetines call ed "personal papers")
typically include subjects that relate to:

the m nister's constituency business and rol e as a Menber of
Par | i ament;

party political matters (such as |eadership, party
organi zation, caucus affairs, and political appoi ntnents);

del i berations of Cabinet andits conmttees (other than
docunents that belong in the Cabi net Paper System -see
Chapter 4); and

the private life and personal interests of the mnister.

Appendi x C provi des a nodel subject classification plan for
personal or political records. Several illustrations of docunents
bel onging to t he personal or political category areincludedin
Appendi x D.

Where to Keep Them

Personal or political records are not subject to theAccessto
| nformati on Act, the Privacy Act, or the records di sposition
provi sions of theNational Archives of Canada Act. They require
their own separate hol ding.

When You Are Through

Personal or political records of mnisters aretheirs to di spose
of as they wi sh. Fortunately, many m ni sters have, over the years,
chosen to donat e personal or political records to the National
Archi ves of Canada. The Archi ves conti nues to encourage t hese
donati ons.

The Archives is particularly interestedin donations which include
i ndexes to the records, and the software necessary to access
el ectronic data processing (EDP) records which may be incl uded.
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I n order to preserve personal papers of archival val uein cases
wher e a deci sionto donate to the National Archives can not be
made i medi atel y, records nmay be pl aced on tenporary deposit in
conplinmentary security storage at the Archives. The records renai n
the mnister's property while on deposit.

Shoul d m ni sters deci de t o donate the records on deposit tothe
Nati onal Archives, they will be makingagift tothe nation of
great historical value. Their records will be exam ned by
pr of essi onal archivists, and those records of archival val ue will
be arranged, described and eventually nade avail able to the
public, inaccordance with access provi sions that are determ ned
by the National Archivist in consultation with the donating
m ni ster. (Concerning confidences of the Queen's Privy Counci |
for Canada t hat may be f ound anong personal or political records,
former mnisters are bound to respect their oath as Privy
Councillors and remain subject to the Oficial Secrets Act.

Archival records are consi dered by Revenue Canada Taxati on as
gifts of cultural property. Donors may be eligible for tax credits
when t hey make donati ons of personal or political recordstothe
Nati onal Archives. (Ceneral informationis containedin Revenue
Canada's panphlet P-113, "G fts in Kind.")
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Chapter 3
I NSTI TUTI ONAL RECORDS
What They Are

Institutional records are records under the control of the
government institutionthat is authorized to grant or deny access
totherecords, to governtheir use, and, subject tothe approval
of the National Archivist, to dispose of them They are subj ect
to the provisions of the Nati onal Archives of Canada Act, the
Privacy Act and the Access to Information Act.

Ingeneral, theinformationininstitutional records pertainsto
t he mandat e of a gover nnent departnent or agency. They refl ect the
conti nui ng busi ness of theinstitution: its policies, prograns,
activities and services.

Where to Keep Them

Large volunmes of recorded information tend to flow from a
governnent institutiontoits mnister's office; but littleof it-
-or none at all--needs to stay there.

The governnent institution nust retain a copy of any docunent
under its control that it sends to the mnister's office.
General ly, the copy will appear in a hol di ng associ ated with the
officeof origin, wwththe office of the deputy head, or both. In
t hi s fashion, the deputy head nmai ntai ns control of the information
that pertainstotheinstitution, allowingtheinstitutionto
carry out itsresponsibilitieswithrespect tolegislationlike
Access and Privacy.

The mnister's office may (A) constantly return such docunents to
theinstitution; (B) add themto the set of m nisterial records;
or (C) keep themin a special set of copies of institutional
records, where this has been arranged with the institution.

(A) Constant return to the institution

Al'l records received in a mnister's office that reflect
institutional business andthat originate wthintheinstitution
or el sewhere may be sent totheinstitutioneither duringthe
transacti on of business, when an item of business has been
conpl eted, or when the information has been noted.

Thi s practi ce encourages the mnister's officeto store only such
information as is truly inmportant to its operations.

(B) Add institutional information to mnisterial records
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The mi nisterial records series may contain naterial fromvarious
sources, including the institution, that pertains to the
mnister's portfolioresponsibilities, andis neither a Cabi net
paper nor a personal or political record.

Adding information fromtheinstitutiontothis series may nake
m ni sterial records files nore useful, especiallyinacrisis and
when the institution' s holdings are inaccessi ble. Onthe other
hand, it increases the volume of records that the mnister's
of fice nmust maintain and protect.

(C) Keep special set of copies of institutional records

| deal Iy, theinformation hol di ngs that serve the institution can
al so neet the portfolio-related information needs of the
m nister's office.

However, for quick reference tothose official matters in which
boththeinstitutionandthe mnister's office are involved, the
mnister's office may wishto nmaintainaconpleteor partial set
of copies of institutional records. Although this set may be
locatedinthe mnister's office, it remai ns under institutional
control.

To what extent this practice is followed will depend on the
mni ster's manageri al style, theinstitution's ability to provide
themnister withrelevant informationinatinely manner, the
nat ure and degree of the mnister's involvenent intransactingthe
institution' s business, and the i nformati on-shari ng procedures
agreed upon by the mnister and the deputy head.

When You Are Through

Records returned totheinstitution (see Aabove) are incorporated
intoits information holdingsinaccordancew ththeinstitution's
pol icies and procedures. Eventually theinstitution's holdings
are scheduled for disposition in accordance with Nati onal
Archi ves' procedures.

Material fromthe institution that becane part of the set of
m ni sterial records (see B above) nust be transferred, as part of
that set, to the National Archives.

If there is a special collection of copies of institutional
recordsinthemnister's office (see Cabove), it nust remain
withtheinstitutionwhenthe mnister | eaves or changes of fi ce.
Such a col l ection constitutes a significant separate hol ding. The
records are to be retained "en bloc" since, as

a set, they may indicate the part the mnister playedinrelation
toall theactivities of his or her institutions. This set is then
schedul ed for disposition in accordance with the foll ow ng
practices suggested by the National Archives:
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the usual retention period for the set of copies of
institutional records is 10 years after the mni ster | eaves
that office;

t he records can be stored on departnental premses or ina
Federal Records Centre of the National Archives for any
portion of the 10-year period. The Centres protect

institutional records fromunaut hori zed access; records are
only made available to staff who have the official

perm ssion of the controlling institution;

the deputy head of the controlling institution is
responsi bl e for ensuring that all conventi ons are observed
concerning access to records created during a previous
mnister's termof office;

the records are transferred to the Government Archives
Di vi sion of the Historical Resources Branch (National
Archives) on expiry of the retention period; and

personal information is di sposed of by the controlling
institutioninaccordance with the policy requirenments of
the Privacy Act.
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Chapter 4
CABI NET DOCUMENTS
What They Are

" Cabi net docunents, " for the purposes of this text, are records
desi gnat ed by the Privy Council Ofice (PCO as belongingtothe
Cabi net Paper System They are printed by the Privy Council Ofice
on control | ed, col our-coded paper for circul ati on under t hat
Ofice s supervisiontoalimted nunber of authorized recipients,
mai nl y m ni sters and thei r i nmedi at e advi sers. The Pri vy Counci
Office provides gui dance respecting the handling of Cabinet
docunents, particularly the follow ng docunents whi ch nust be
returned to the PCO when they are no | onger needed:

Cabi net agendas

Cabi net m nutes

Cabi net commi ttee agendas
Cabi net comm ttee m nutes
Cabi net comm ttee reports
menoranda to the Cabi net
draft bills

records of Cabinet decisions

Al'l Cabi net docunents (and sone docunents found in the other three
categories referred to in theseCuidelines) contain confidences
of the Queen's Privy Council for Canada. Therefore, they are
excl uded fromAccess to I nformation and Privacy | egi slation. (The
Access Act andrelatedlegislationlist docunents that fall within
the broad group referred to as "confi dences of the Queen's Privy
Counci |l for Canada.")

Where to Keep Them

Wiileinthe mnister's office, such docunents are to be avail abl e
only to those persons who need to have access to t hemand have a
current security clearance at the appropriate | evel. They nust not
be conmbi ned wi t h any ot her set of records. Thetitle and seri al
nunmber of Cabi net docunents sent, received, and returned nust be
mai ntainedinaregister alongw th other pertinent i nfornation

For gui dance on these matters, refer to t he PCOhandbook Gui dance
Manual for the Control and Handling of Cabinet Docunents.

When You Are Through

Docunent s bel onging to t he Cabi net Paper Systemare not subj ect
to Access to Informationor Privacy legislationuntil they are 20
years ol d.

Cabi net papers are eventually transferred by the PCOto the
Nat i onal Archi ves.
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Chapter 5
MANAG NG RECORDED | NFORMATI ON: BENEFI TS AND RESPONSI BI LI TI ES

| nt roducti on

Thi s chapter expl ains both the benefits of managi ng recorded
informationinamnister's officeandthe responsibilities of
m ni sterial staff under various information-rel ated | aws and
pol i ci es.

What is Recorded I nformtion Managenent ?

Recorded i nformati on managenent i s an enconpassing term |t
i ncludes the managenent functions of planning, directing,
organi zi ng and control |l ing information hol di ngs t hroughout their
life cycle regardl ess of recordi ng nedi a.

The life cycle of information includes a nunber of stages:
coll ection, organization and retrieval, maintenance and
protection, transm ssion, and retention and di sposition.

The recording nedia being used nowadays include paper
phot ographic, mcrographic (film, optical, and magnetic.

Benefits of Managi ng Recorded I nformation

An efficient and conpl et e systemf or nmanagi ng recor ded i nf or mati on
inamnister'sofficew || distinguishbetweenthe different
cat egories of records.

Sonme of the reasons for establishing an efficient and effective
programf or managi ng recorded informationinamnister's office
are outlined bel ow.

Supporting effective decision naking

It is essential that informati on be nade avail abl e qui ckly to
m nisters and their staffs for decision-nmaki ng purposes. If
informationis not produced as and when required, it can reduce
amnister's |egislative and policy-naki ng effectiveness as wel |
as his or her responsiveness to constituents' needs.

A sound programf or managi ng recorded i nformati on i ncreases t he
speed and accuracy of retrieval by descri bing and cl assi fyi ng
i nformati on consistently. Trainingstaff is qui cker and easi er
when uniform procedures are in place. Using automtion
intelligently, standardi zi ng equi prent and suppl i es, and reduci ng
t he anmount of records duplication alsocontributetoefficient
retrieval of the right information.
Preserving the historical record
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The historical record amnister | eaves behind contributes tothe
proper docunentati on and assessnent of his or her career. The
Nat i onal Archi ves of Canada i s responsi bl e for ascertai ni ng whi ch
records are of national archival significance, for collecting and
caring for those records, and for making themavailable to
resear chers and t he public in accordance wi th donors' agreenents
and Access to Information and Privacy | egi sl ati on, regul ati ons and

policy.

St orage and protection

| nformati on recorded on el ectroni c, paper and ot her nedi a needs
t o be managed i n areas and vi a procedures that protect it from
unaut hori zed access, disclosure, alteration, renoval or

destruction. Effective recorded i nf ormati on managenent practices
provi de measures to protect informati on classifiedinthe national

i nterest and ot her sensitive information fromunauthorized access
and di scl osure. This aspect of a good systemis particularly
relevant inamnister's officewheremnisters andtheir staffs
routinely handl e confi dences of the Queen's Privy Council for

Canada.

Respondi ng to requests for informtion

A wel | -organi zed programfor managi ng recorded i nformation wi ||
facilitate theretrieval of those records that are subject tothe
provi sions of the Access to Information, Privacy and Canada
Evi dence acts. It will also help to protect the mnister's
interests onleaving office, or indocunenting any deci sion or
action that becones the subject of scrutiny.

Responsibility for Managi ng Recorded I nformation

| nformati on under the control of a governnent institution, but
heldinamnister's of fi ce pendi ng t he concl usi on of an itemof
busi ness, is managed in accordance with the Managenment of
Gover nment | nformati on Hol di ngs policy (Treasury Board, August
1989). Thi s policy applies not just to paper but toall nedia. It
i s necessary, for exanple, toensure that el ectroni c mnessages and
ot her docunents that are not being retainedelectronically are
capturedinthe paper systemif they support deci si on maki ng or
program del i very.
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Wth respect toinformation managenent practices, themnister's
office may wishtoidentify one official tooverseethis function.
(Some m nisters' officesfollowthis practicew threspect to
ot her matters such as security.) This official may consult
departnmental staff who are responsible for managing the
i nformati on hol di ngs of their institution, and may al so draw on
the expertise of the National Archives.

I n addi tion, the Privy Council O fice provides detail ed gui dance
concerni ng records t hat bel ong to t he Cabi net Paper Systemas wel |
as other types of Cabinet confidences.
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Chapter 6

HOW TO CLASSI FY AND ORGANI ZE RECORDS

| nt roducti on

As t he scal e and di versity of governnment activity have grownin
recent years, so has the conplexity of the decision-nmaking
process. Alternatives are consi dered agai nst a nyri ad of statutory
i nstrunents, strategies, policies, rules, precedents, guidelines,
practices and procedures.

The organi zati on, policies, prograns and functi ons of nodern
governnment are, for the nost part, docunented by subj ect - based
information systens. These systens are essential to good
managenent ; their design nust be | ogi cal, sothat tinely decisions
can be takeninlight of the appropriate informnmati on obtai ned at
a reasonable cost. This chapter provides a framework for
devel opi ng a sound subject classification and retrieval system

The Bl ock Nuneric Subject Classification System

The systemdesi gn suggested in the Guidelinesis based onthe
st andar d bl ock nuneri c subj ect cl assification systemused by nost
governnment institutions. The bl ock nuneric systemoffers a sinple
approach t o subject classificationandinformationretrieval. It
features an arrangenent of broad subject categories called
sections or bl ocks, each of which is assigned arange (or bl ock)
of primary nunbers. These subj ect groupi ngs are further subdi vi ded
intorel ated subj ect topics that are represented by i ndi vi dual
primary nunbers. Sone systens associ at e ascendi ng pri mary nunbers
with an al phabetical sequence of topics, but other subject
sequences can al so be used. Primary nunbers and subjects arein
turn broken down to the secondary and tertiary | evel as required.
Systens that followthe block numeric pattern are typically
supported by i ndexes that act as findingaidstotheinformation
t hey contain. (For exanpl es of the bl ock nuneric system pl ease
see Appendi xes B and C).

There are a nunber of benefits to be realized fromusing the bl ock
nunmeric systemin the mnister's office, including:

sinplicity, ease and speed of operation in both
classificationandretrieval of informati on (keepingrel ated
subj ects together [imts the area of search);

flexibility of addi ng and del eti ng subj ect topi cs and sub-
topi cs as required,
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al nost unlimted expansi on capability since | arge bl ocks of
unal | ocated pri mary nunbers are avail abl e for future use;
and

segregation of different departnental program el enents.

Ther e are conmon el enent s t hat make up t he basi c structure of any
bl ock nunmeric classification system Agroup of recordsis first
di vided into broad groupi ngs based on maj or program areas.
Sonet i nes t hese subj ect groupings mrror the organi zati onal units
t hat make up the institution, e.g., the broad subject "marketing"
reflects the Marketing Di vision's programactivity. |In other
i nstances, a subject spans program divi sions.

Broad subj ect areas are eventual | y subdi vi ded i nt o i ndi vi dual

primary subjects or series of primary subjects that refl ect

vari ous programel enents. The subject areas and fil e captions form
aconpletepictureof theinstitution's mssionandtheway it is
carried out.

Appendi x A descri bes basi c techni ques to be enpl oyed when usi ng
the block nunmeric systemin the mnister's office.

Subj ect Descri ption and Nunberi ng

The key to future retrieval of records is classifying them
effectively by subject at or closetothetine of their creation
or receipt.

I f the government institution has a sound and conprehensive
subj ect cl assification systemin place, the sane systemmay be
impl ementedinthe mnister'soffice. Naturally, theversionin
the mnister's officew || beless extensive because the latter
does not becone i nvol ved i n every aspect of every activity of the
departnment. The mnister's records represent the mnister's
sel ective involvenment in departnental program areas.

I n practical terns, this approach involves using theinstitutional
subj ect classification systemto create primry subjects as
needed. Sub-files can be created on an "as required” basis, i.e.,
when several docunments have been retained that pertainto a
particul ar subject. This approach may result i n secondary and even
pri mary nunbers being allocateddifferentlyinthemnister's
officethanintheinstitution. The exanpl es shown bel ow ( Tabl e
A) denonstrate the different ways i n which the institutional

system can be used or adapted for use in the mnister's office.
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@ The same file number is being used for the same subject in both areas.

(b) A subject has been assigned a lower secondary number in the minister's office. Due to a
lower volume and less differentiation of records, fewer secondaries are needed there.

(©) A subject has been placed on the genera file in the minister's office. (The number "1" is
always reserved for the genera file) The volume of records on this primary subject is so
low that no specific secondaries are being used as yet.

(d) A subject has been placed on the general file of a different (although related) primary subject
because fewer primary numbers are being used.

The mnister's office may follow this approach both for
m nisterial records and, where applicable, for a separate
col l ection of copies of institutional records. The Nati onal
Archives will provide guidance in applying this approach to
subj ect classification when requested.

| dentifiers for Categories of Records

It is conceivable that four types of files--mnisterial,
institutional, personal/political and Cabi net papers--on the sane
subj ect m ght becirculatingat the sanetinmeinthe mnister's
office. Special identifiers can be used to keep themdi stinct. For
i nstance, a uni que prefix or suffix muy be assignedtothefile
nunbers of mnisterial records. Particular file folder colours can
al so be reserved for m nisterial records or personal /political
records.

It isinportant that the categories are kept di stinct and are not
conbi ned wi t h one anot her. Shoul d confusi on occur inthis regard,
it is possible, for exanple, that mnisterial or
personal /political records m ght be sent totheinstitution. The
result would be to change the status of such records to
"institutional records,” since all information received by the
institution conmes under institutional control.

VWher e Records Shoul d Be Stored
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The followi ng chart illustrates the four separate hol di ngs t hat
may be in or associated with a mnister's office. As noted in
Chapter 3, the extension of theinstitutional collectionintothe
mnister's officeis anundesirableoptionif theinformation
hol di ngs that serve theinstitution can also neet theinformation
needs of the mnister's office.

LOCATI ON OF HOLDI NGS
33333333333333333333333333333333333333332222233))))))))))) »

SIMIMIMMIDE *
* Office of the Mnister * PERSONAL OR =*
* * POLI TI CAL *
* * RECORDS *
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* WI)IMDMIE *
= MAMAARA * M Nl STERI AL * *
* ﬁ ﬁ * RECORDS * *
* A A IIDI)DE DIIIIIN)- *
* A * CABI NET = *

932000000000000 25020000000 300000000000 000000000 00000005

$02313111310321333033333223220)333333333333333333333333))))) »
* PAPERS *
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T SMIMIIIMIIMIMIMIIIINIIIIINE . -
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* 0 233321332133313333333313331333333300)))))))))- * o

*

*

Governnment Institution

-2331333113331333133313331333133333133313333333333)))))))))-

Whi ch of these hol dings or collections is the best one for a
particular recordcurrentlyinamnister's office? The choice
depends both on the subject matter of therecord and on who i s
responsi bl e for the collectioninquestion. The fol |l owi ng advi ce
bui I ds on the definitions and gui dance gi ven el sewhereinthis
text.

Arecord shoul d be assessed as a unified wholetodetermneits
appropriate category. For exanpl e, a docunment bearing handwitten
annot ati ons of a personal or political nature may be placed with
personal or political records, regardl ess of the nature of the
docunent before annotati on.

*

*

% ok ok X % %

*

*
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Al'l records, whatever their subject matter, may be sent tothe
institution. They becone institutional records when they are
recei ved by t he government institution. The governnent institution
integrates the records with the appropriate part of its
i nformati on hol di ngs.

Records retainedinthemnister's officeareto be put inthe
separate "mnisterial records" collectionif their subject matter
pertainstothe mnister's portfolioresponsibilities andthey are
not personal or political innature. (See Chapter 1 for guidance
on the scope of "mnisterial records.")

Records retained in the mnister's office my be put in the
separate "personal or political” collectionif their subject
matter i s personal or political in nature. (See Chapter 2 for
gui dance on the scope of "personal or political records.™)

Records that belong in the Cabi net Papers category are to be
assigned to the care of the Cabi net Papers O ficer, who handl es
themin accordance with Privy Council Office instructions.
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Chapter 7

SECURE TRANSM SSI ON AND STORAGE

| nt roducti on

Incarrying out its functions, the office of a mnister receives,
creates and transmts a consi derabl e anount of i nformation that
isof asensitive nature. This chapter focuses primarily onthe
physi cal security of information and the need to protect
classified and other types of sensitive information from
unaut hori zed access, disclosure, alteration, renoval and
destructi on.

Security Policy

The Governnment of Canada's Security Policy sets out the
requi rements for governnent institutions and describes the rol es
of various bodies andinstitutionsininplenmentingthe policy on
a gover nment - w de basis. The National Archives, for exanple, is
responsi bl e for saf eguardi ng cl assi fi ed and desi gnat ed i nf or mati on
transferred to its care and custody. The Archives is also
responsi bl e for declassifying and downgr adi ng i nformation
transferredtoits control for archival purposes in accordance
with witten agreenents with the transferring departnent.

The Policy calls for governnment institutions to classify
information (as Confidential, Secret or Top Secret) if its
unaut hori zed di scl osure or conprom se coul d reasonabl y be expect ed
tocauseinjury tothe national interest, as set out in provisions
of the Access to Information Act and the Privacy Act. It al so
call s for the designati on of other types of i nformati on which,
al though they are not classifiedinthe national interest, are
al so considered to be sensitive for other reasons (such as
comrercial confidentiality).

| mplications for the Mnister's Ofice

Al'l prospective enpl oyees nmust be cl eared for security purposes
before their appointnments take effect.

Thi s requirenent i s set out inthe personnel screeni ng standards
of I nformati on and Adm ni strati ve Managenent: Security (part of
Treasury Board Manual ) and i n subsequent update letters. The
policy applies to everyone working in mnisters' offices, whether
ontheHill or inaconstituency office, including exenpt staff,
parliamentary staff, departnental staff, and peopl e on | oan,
contract, secondnent, interchange and the I|ike.

The deputy head and t he departnental security officer caninitiate
security clearances for mnisterial staff.
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The departmental security officer can al so provi de advi ce on
physi cal and conmputer security nmeasures to protect sensitive
i nformation.

M nister's office staff may wishtorefer tolInformation and
Adm ni strative Managenment: Security as well as the bookl et
Security Policy: A Mnager's Handbook (al so fromTreasury Board
Secretariat) toensure that their i nformati on handli ng practi ces
are in line with those of the institution froma security
per spective.

Checkl i sts

These Qui delines i ncl ude, as appendi xes, two checklists that are
derived fromgover nment physical security standards: Appendi x E
deal s with security neasures for the transm ssi on and recei pt of
sensitiveinformation; Appendix Fis concernedw th storage and
pr ot ecti on.

Mnister's office staff who are responsible for managi ng
i nformati on may find Appendi xes E and F useful in assessingtheir
own i nternal security measures. It nmay al so be beneficial to
consi der the Appendi xes inrel ationto physical | ocations other
t han federal governnment buildings, such as the mnister's
Constituency office and Hill office.
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Chapter 8
HOW TO DI SPOSE OF RECORDS

Two provi sions of the Nati onal Archives of Canada Act have a
direct bearing on the disposition of both institutional and
m nisterial records:

subsection 5(1) specifies that "No record under the control
of a governnent institutionand nomnisterial record. . .
shal | be destroyed or di sposed of wi t hout the consent of the
Archivist";

subsection 6(1) of the Act states that "The records of
governnent institutions and mnisterial records that, inthe
opi nion of the Archivist, are of historic or archival
i nportance shall betransferredtothe care and control of
t he Archivi st i naccordance wi th such schedul es or ot her
agreenents for the transfer of records as may be agreed on
bet ween t he Archivi st and t he governnent institution or
person responsible for the records.”

Broadl y speaki ng, organi zations retain records for the |l ength of
time that informationis requiredto neet their admnistrative and
operati onal needs. Therel ative i nportance of the records can
range over tinme fromsupporting day-to-day deci sion nmakingtothe
settling of an occasional |egal or financial dispute.

Wth the passage of tine, several concerns arise. Inthe case of
el ectroni c i nformation systens, conpl ete, accurate and current
docunent ati on on bot h t he systemand t he data nust be avail abl e
if the data are to remain readable. Wth regard to nore
tradi tional nedia, sem -active paper files that occupy expensive
of fi ce space shoul d be transferred to | ow cost storage as t he need
for them di m ni shes.

When t he records cease t o be of operational val ue, they shoul d be
di sposed of . Di spositiontakes two forns: permanent preservation
of those that have archival or historical val ue; and approved
systemati c destruction of the remainder.

Recogni zing their significanceinthelife of the nation, the
Nati onal Archives preserves alarge proportion of the records of
m ni sters. Sone provi de i nformati on on t he evol uti on of gover nnent
pol i cy, federal -provincial relations and ot her aspects of Canada' s
political, social, cultural and econom c devel opment. O her
records reflect thelocal concerns of the mnister's constituents
during his or her termof office.
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Access by future researchers to records held by the Nati onal
Archives wi | | be determ ned according to the conditions that apply
to the category of records concerned--for exanple, donors'’
agreenents with respect to personal or political records and
m ni sterial records, and Access to Information and Privacy
| egi sl ation, regul ati ons and policy regarding institutional
records.

Systemati c di sposition of outdated records will unclogthe filing
system and contribute to the snooth running of a mnister's
office. Thetinelyretrieval of informationw |l help the mnister
nmove qui ckly on inportant issues. In addition, certain
di sposition practices shoul d be foll owed when a m ni ster | eaves
or changes office. The final section of Chapters 1to4 dealsin
detail with the disposition of each category of records nmai ntai ned
inthe mnister's office, includingthose records for whichthe
institution or the Privy Council office is responsible.
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APPENDI X A

SUBJECT CLASSI FI CATI ON TECHNI QUES
FOR RECORDS IN A M NI STER' S OFFI CE

Keep adm ni strative (housekeepi ng) records, personal and
political material, institutional files, and m nisteri al
records segregated fromeach other. Thisw |l facilitate
t he eventual transfer and preservati on of archival materi al
and wi || al so ensure that personal and political records are
kept together and can be di sposed of according to the
m nister's w shes.

Consult with the users of the records to determ ne howt he
records will be used and under what headi ngs they wi |l be
requested. This information can hel p ascertain howthe
records should be arranged. For exanple, it may be
desirabl e to keep al | constituency material segregated from
ot her docunents.

Devel op a subj ect classificationsystemto suit your needs.
The follow ng points should be kept in m nd:

a group of subjects required by al arge organization
can be reduced to one or two primary subjects in a
smal | er one;

a sub-subject filethat is appropriate for a small
organi zation may require a pri mary nunber and subj ect
in a larger one; and

separate primaries my be required for unique
oper ational subjects in whichagovernment institution
is actively invol ved.

Leave gaps of unal | ocat ed nunbers between pri mary subj ects
toallowfor future expansion of the system As tine passes
t he quantity of records i n any organi zati on i ncreases as
does the need for nore subject categories.

Al'l ow the subject of the correspondence to govern the
sel ection of the appropriate primary nunmber and subj ect.
Generally speaking, files reflecting the nanes of
or gani zati ons such as associ ati ons, foundati ons, societies,
et c. shoul d be grouped toget her if a specific subject cannot
be determ ned and t hey containrecord materi al of a general
nature such as m nutes of neetings, annual reports,
financial statenments, notices of upcom ng

events and so forth. However, afile bearing the name of an
i ndi vi dual or an organi zati on can al so be used as a sub-file
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of aprimary subject if it contains record material of a
specific nature.

Al ways progress fromthe general to the specific. This
sinply neans that a specific file (i.e., a secondary or
tertiary) should not be created for a small anount of
docunent ati on that can be pl aced on a general file. Asthe
general file grows and devel ops, specificrelatedfiles are
created as they are needed.

Keep t he systemsi npl e and easy to operate. Arrange primary
subj ects i n al phabeti cal or another easily recogni zed or der
to facilitate reference.

Never create specul ative files on topics for which soneone
feelsthere may be aneedinthe future. Files shouldonly
be created when papers al ready exi st that docunment that
particul ar topic.

Use current term nol ogy. Wen devel opi ng pri mary subj ect
titles and descriptions, usethetermnol ogy foundinthe
dai |y correspondence; this term nol ogy accurately reflects
organi zational activities.

Be precise. Each subject title shoul d be phrased so that it
i s as exclusive as possi bl e since each pri mary subj ect and

its conmponent sub-files are a unique unit of informtion.

Use menoni ¢ ai ds whenever possi bl e. Nunbers representing
years, sessions in Parlianment, etc. are nore neani ngful than
abstract nunbers.

e.g. 195 Canada Day
-0
-1 General
-90 Cal endar Year 1990
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12. Support the systemwi th the required i ndex entries. A
subj ect cl assification systemmakes i nformation retrieval
possi bl e; an i ndex acts as the key to the systemand nakes
rapidretrieval possible. Thefollow ngindex information
shoul d be available via screen display and printout:

(a) anunerical index, whichis an up-to-datelisting of
all files in existence and consists of a conplete
listing in nunerical sequence of all subject
classification groups, primary subject headi ng nunbers
wi t hi n each group, and sub-subj ect nunbers andfile
titles created under each primary subject headi ng
nunber ;

(b) an al phabetical subject i ndex made up of key words i n
the official file titles; and

(c) an al phabetical cross-reference index consisting of
acronyns and synonynous topics that refer to the
official file title and nunber.

Dependi ng on t he operati onal needs of a mnister's office, other
i ndex entries may be required such as:

(d) an al phabetical listing of ternms contained in
si gni ficant docunents that are cross-referencedtothe
official file title and nunber; and

(e) an al phabetical cross-reference i ndex for various
sour ce groupi ngs such as other m ni sters, nenbers of
Par | i ament, prom nent individuals, I mport ant
organi zations, etc.

13. Docunent Contr ol

The | arge nunber of inquiries that are sent tothe mnister's
of fice fromconstituents and t he general public necessitates the
creation of a docunent control index.

Si nce one of the nost i nportant goal s of the mnister's records
officeistofacilitate efficient correspondence processing,
procedures nmust be in place to acconplish docunent-based
activities such as correspondence recordi ng, i ndexi ng, and acti on
response tracki ng and control. These activities are normally
acconpl i shed with the assi stance of a conputer, either a stand-
al one system or an extension of the institutional system
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14. Automati on

The National Archives publicationQuidelines on Conput er - Assi st ed
Recor ds Managenent cont ai ns a generi c set of records managenent
functional and i nput/output requirenments and is i ntended to
support the subject classification systemin a government
institution. The publication alsooutlines features for recording
and tracki ng executive correspondence that would apply to a
m nister's office.

The foll ow ng data fi el ds provi de support for those activities
associ ated with correspondence recordi ng and acti on response
tracking and control: the m nisterial docket nunber, thefile
nunber, the nane of the individual towhomthe correspondence was
referred, the organi zati onal unit concerned, the reply due date,
the date when areply is signedby the mnister, and recipients
of copi es.

A correspondence control systemshoul d have t he capability of
searching i ndividual fields or conmbi nati ons of fields. O her
essential systemfunctions include addi ng and nodi fyi ng dat a,
perform ng key-word searches, assigning mnisterial docket
nunmber s, and printing docket slips. The systemshoul d al so be
capabl e of produci ng ad hoc and standard reports such as an
out st andi ng correspondence listing, constituents |listing, and
statistics show ng correspondence trends on mgj or issues.
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APPENDI X B

SUBJECT CLASSI FI CATI ON GUI DE
M NI STERI AL ADM NI STRATI VE RECORDS

Pri mary Subjects

Gener al

- Ofice Services

- Recorded Informati on Managenent
- Security

Adm ni stration

Property Managenent - Gener al
- Accommpdati on

Mat eri el Managenment - Gener al
Fi nance - Gener al

- Budgets

- Contracts

Human Resources - General
- Enpl oynent and Staffing
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SECTION 1
ADM NI STRATI ON

This Section includes a variety of subjects concerning
adm ni strative and manageri al activities  required for the proper
functioning of a mnister's office.

WNFO

~ArWNEFO

~ArWNEFO

ADM NI STRATI ON - - GENERAL

| ncl udes general subjects relating to the
adm ni strative functions and activities not shown
el sewhere in the adm ni strative bl ock.

Pol i cy

Cener al

Canpai gns and Canvassi ng
Communi cati ons

Li brary Services

OFFI CE SERVI CES

I ncl udes correspondence relatingtointernal office
services, including duplication and reproduction
services, secretarial and typing services, word
processi ng, translation, nmoving of furniture and
equi pnent, etc.

Pol i cy

Gener al

Word Processing
Printing Operations

RECORDED | NFORMATI ON MANAGEMENT

| ncl udes docunentation relating to the records
managenment program and operations of the records
of fi ce, the managenent of EDP records and aut omat ed
records managenment systens, etc.

Pol i cy

Cener al

Aut omat ed Records Managenent System St udy
| nformati on Tracki ng Study

Nati onal Archives
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SECURI TY

| ncl udes docunentationrelatingto security standards
and procedures that pertainto security adm nistrati on,
physi cal security, infornmationtechnol ogy security and
t he personnel screening process.

Pol i cy

Gener al

Decl assi fyi ng and Downgr adi ng
El ectronic Security

Records O fice Security
Reliability Checks
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SECTI ON 2
PROPERTY MANAGEMENT

Thi s Sectionincludes subjects that involve the acquisition of
accommodati on, construction and alterations, repairs and
mai nt enance, and utilities.

~ArWNEFO

WNFO

PROPERTY MANAGEMENT -- GENERAL

| ncl udes correspondence of a general naturerelatingto
bui I di ngs and properties, including mintenance,
el evator services, building passes, building
directories, etc.

Pol i cy

Cener al

Al terations and Repairs
Tenporary Buil di ng Passes
Uilities

ACCOVMODATI ON

I ncl udes correspondence rel ating to current and future
requirements and planning, including plans for
expansi on, allocation of space, floor plans, etc.

Pol i cy

Cener al
Accommodat i on St udy
Boar dr oom

SECTI ON 3
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MATERI EL MANAGEMENT

Thi s Section covers the functi ons of procurenent, nmai ntenance,
repair and rel ated activities that termnate with the di sposal or
write-off of obsolete or surplus materials.

[ T B
ORrWNEFRO

MATERI EL. MANAGEMENT - - GENERAL

I ncl udes docunentation relating to the overall
adm ni stration of materi el managenent activities,
i ncludi ng procurenent, supply, mintenance and
di sposal

Pol i cy

Gener al

Cat al ogues, Manuals, Price Lists
Di sposal and Surpl us

Furni ture and Furni shi ngs
Stationery Supplies
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SECTI ON 4
FI NANCE

Thi s Section includes financial subjects reflectingthereceipt,

control

and expenditure of public funds as well as the

adm ni stration of the budget for the Mnister's Ofice.

WNEFO ~ArWNEFO

WNFO

FI NANCE - - GENERAL

I ncl udes correspondence relating to financial
managenent functi ons and pl ans not shown el sewhere in
this bl ock.

Pol i cy

Cener al

Cl ai s

Fees

Travel All owances and Expenses

BUDGETS

| ncl udes docunent ati on of a general naturerelatingto
budgetary practices, procedures, and controls.

Pol i cy

Gener al

Mul ti-Year Operational Plan (MYOP)
Suppl enmentary Esti nmates

CONTRACTS

I ncl udes record material relating to guidelines,
procedures and regul ati ons that pertainto contract
adm ni stration.

Pol i cy

Gener al

Contract Revi ew and Procedures
Make or Buy Policy
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SECTI ON 5
HUMAN RESOURCES
Thi s Section includes subjects that relate tothe enpl oynent of
the Mnister's exenpt staff, includingstaffing, appoi ntnents, pay

and benefits, training, relocation, official |anguages,
separations, etc.

HUMAN RESOURCES - - GENERAL

I ncl udes correspondence relating to the genera
adm ni stration of personnel managenent activities not
shown el sewhere in this bl ock.

Pol i cy

Gener al

Exenpt Staff Directory
Official Languages

1
WNEF,O

EMPLOYMENT AND STAFFEI NG

I ncl udes docunentation relatingtothe staffing of
positions, applications for enploynent, offers of
servi ces, recruitnment progranms, etc.

Pol i cy

Gener al
Appl i cations
Summer Students

1
WNEF,O



42
APPENDI X C

MODEL SUBJECT CLASSI FI CATI ON SCHEME:
PERSONAL OR POLI TI CAL RECORDS

Pri mary Subjects

Personal or Political Records -- Genera

Appreci ati on, Congratul ati ons, Condol ences -- General
Appr eci ation, Congratul ati ons, Condol ences -- Constituency
Appreci ation, Congratul ati ons, Condol ences -- Region
Cabi net System -- General

Cabi net System -- Briefs Presented to Cabinet

Cabi net System -- Cabinet Conmmttee

Cabi net System -- Regional Responsibilities

Cabi net System -- Special Assignnments
Commmuni cati ons -- Gener al
Communi cati ons -- Gover nnent

El ect oral Act

House of Commons

Invitations and Visits -- General
Invitations and Visits -- Constituency
Invitations and Visits -- Region

| ssues and Concerns -- Ceneral

| ssues and Concerns -- General -- External Affairs and
| nt ernati onal Trade

| ssues and Concerns -- Constituency

| ssues and Concerns -- Region
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Maj or Political |ssues -- General

Maj or Political Issues -- Constituency

Maj or Political |ssues -- Region

Order In Council Appointnents -- GCeneral

Order in Council Appointnments -- Boards, Conm ssions,
Council s

Order In Council Appointnents -- Judici al

Political Parties -- GCeneral

Political Parties -- Governnment -- General

Political Parties -- Governnent -- National Organization
Political Parties -- Governnent -- Provincial Oganization
Political Parties -- Governnent -- Provincial Cabinet
Political Parties -- Governnent -- Regional Caucus
Political Parties -- Governnent -- Travelling Caucuses
Ri di ng Associ ations -- General

Ri di ng Associations -- Mnister's Riding

Speeches
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PERSONAL OR POLI TI CAL RECORDS - - GENERAL

I ncl udes correspondence of a personal nature received (or
repliedto) by the mnister concerning matters not covered
under specific primary subjects. A soincludes infornmation
relating to any personal interests of the mnister such as
charitabl e organi zati ons and any speci al i ssues that he or
she may be involved wth.

Gener al

Appr eci ati on

Bi rt hdays and Anni versaries
Congrat ul ati ons

Fl ags and Pi ns

Humane Treatment of Animals

APPRECI ATl ON, CONGRATULATI ONS, CONDOLENCES -- GENERAL

| ncl udes correspondence initiated by the mnister's office
and sent to non-constituents concerni ng appoi nt nents,
pronmoti ons, achi evenents, electionresults, etc. Also
includes | etters of appreciationsent tothe mnister in
response.

Gener al

Appr eci ati on

Bi rt hdays and Anni versaries
Congrat ul ati ons

Season's Greetings

APPRECI ATI ON, CONGRATULATI ONS, CONDOLENCES - - GONSTI TUENCY

| ncl udes correspondence initiated by the mnister's office
and sent to constituents concerning appointnents,
pronmoti ons, achi evenents, electionresults, etc. Also
includes | etters of appreciationsent tothe mnister in
response.

Gener al

Appr eci ati on

Bi rt hdays and Anni versaries
Congrat ul ati ons

Season's Greetings
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APPRECI ATI ON, CONGRATULATI ONS, CONDOLENCES -- REG ON

| ncl udes correspondence initiated by the mnister's office
and sent toindividualsresidinginthemmnister's region
of responsi bility concerning appoi ntnments, pronotions,
achi evenents, electionresults, etc. Alsoincludes letters
of appreciation sent to the mnister in response.

Gener al

Appr eci ati on

Bi rt hdays and Anni versaries
Congrat ul ati ons

Season's Greetings

CABI NET SYSTEM - - GENERAL

I nformati on of a general nature concerning the operation of
the nodern Cabinet system and the circulation and
consi deration of docunentation on which full Cabinet
di scussi ons and deci si on maki ng are based.

Gener al
Prime Mnister's Ofice
Records Managenent of Cabi net Docunents

Note: Cabinet Commttees are a separate prinmary
subj ect. See bel ow.

CABI NET _SYSTEM -- BRI EFS PRESENTED TO CABI NET

Bri efing books and rel ated material, including copies of
briefs presented tothe mnister by private interest groups
and organi zations. Al soincludes information concerning
adm ni strative arrangenents, attendance |lists and briefing
notes for each session.

Gener al

Construction
Consul ti ng Engi neers
Muni ci palities
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CABI NET SYSTEM -- CABI NET COWM TTEE

Recor ds concer ni ng neeti ngs of a specific Cabinet commttee
of whichthe mnister is anmenber. Includes nmenoranda for
the m ni ster prepared by t he departnent regardi ng agenda
items and their inplicationfor theinstitution, menoranda
for the mnister fromthe Secretary of the Cabinet
Commttee, briefing notes, synopsis of agenda itens,
prospective attendance lists, etc.

Gener al
Cabinet comm ttee neetings arranged and identified
chronol ogi cal | y.

Not e: Cabi net papers are not included as part of this
primary subject but are returned to the Privy Council
Office in accordance with instructions i ssued by that
institution.

CABI NET SYSTEM -- REG ONAL RESPONSI BI LI TI ES

Correspondence concerningthe mnister's responsibilities,
as a regional mnister, for special assignnents and
undert aki ngs assigned by the Prime M nister.

Gener al
Bri efing Notes

CABI NET SYSTEM - - SPECI AL ASSI GNMENTS

Correspondence rel ated t o speci al assi gnnents undert aken by
the m ni ster at the request of the Prinme M nister and not
related to the mnister's portfolio.

Gener al
Bri efing Notes
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COVMUNI CATI ONS - - GENERAL

Docunent ati on of nediainterviews, includingtranscripts
and recordings. |ncludes clippings which nmake referenceto
the mnister and policies related to the mnister's
mandat e. Al so i ncl udes personal rel eases i ssued by t he
m ni ster and copi es of mai |l i ngs of a national, regional or
constituency nature.

Gener al

Medi a/ Publ i ¢ Rel ati ons
Press Clippings

Rel eases

COVMUNI CATI ONS - - GOVERNVMENT

I ncl udes correspondence dealing with the issue of
gover nnment advertising. Alsoincludes record materi al
rel ating to governnent advertising that does not cone under
the purview of the mnister.

Gener al
I nstitution
Ot her Governnent Institutions

ELECTORAL ACT

Cor respondence pertaining to the undertakings outlinedin
t he Canada El ections Act for a hol der of public office,
including thelists of contributors and receipts required
under the Act. Alsoincludes correspondence and briefs
regar di ng proposed anendnents to t he Canada E ecti ons Act
and fund-raising practices.

Gener al
Fund-r ai si ng
Proposed Amendnents
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HOUSE OF COVMONS

Records refl ecti ng communi cati on between a m ni ster and t he
Party Wi p or House Leader on a m ni ster's House of Comrmons
duti es and t he schedul i ng of | egi sl ati ve prograns t hrough
t he House.

Gener al
House Leader

| NVI TATI ONS AND VI SI TS -- GENERAL

Correspondence between the mnister's office and
i ndi vidual s fromoutside the mnister's constituency and
regi on of responsibility who areinterestedin neetingthe
m ni ster and havi ng hi mor her address gatherings and
soci al functions such as | uncheons, banquets, conferences,
annual neetings, etc.

Gener al
(Series of files, one for each |l etter of the al phabet,

cont ai ni ng correspondence fromper sons whose nanes begi n
with that letter.)

| NVI TATI ONS AND VI SITS -- CONSTI TUENCY

Correspondence between the mnister's office and
individuals fromthe mnister's constituency who are
interestedin nmeetingthe m nister and havi ng hi mor her
addr ess gat herings and soci al functions such as | uncheons,
banquets, conferences, annual neetings, etc.

Gener al
(Series of files, one for each |l etter of the al phabet,

cont ai ni ng correspondence fromper sons whose nanes begin
with that letter.)
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| NVI TATI ONS AND VISITS -- REG ON

Correspondence between the mnister's office and
i ndi vidual s fromthe mnister's region of responsibility
who are interestedin neetingthe mnister and havi ng hi m
or her address gatherings and soci al functions such as

| uncheons, banquets, conferences, annual neetings, etc.

Gener al
(Series of files, one for each | etter of the al phabet,

cont ai ni ng correspondence fromper sons whose nanes begi n
with that letter.)

| SSUES AND CONCERNS - - GENERAL

Correspondence wi t h individual s and organi zati ons from
outside the mnister's constituency and region of
responsibilityrelatingto mtters that do not conme under
the purview of the mnister. I ncludes letters of
acknow edgenent, replies by the m nister and exenpt staff,
redirection of i nquiriestothe appropriate governnent or
non- gover nment institution, and copies of replies from
ot her governnment agenci es.

Gener al

Crank/ No Address

Agricul ture

Energy, M nes and Resources
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| SSUES AND CONCERNS - - GENERAL - - EXTERNAL AFFAI RS AND
| NTERNATI ONAL TRADE

Correspondence wi t h i ndi vi dual s and organi zati ons from
outside the mnister's constituency and region of

responsibility relating to matters that come under the
purview of the Mnister of External Affairs and
International Trade. Includes |etters of acknow edgenent,

replies by the m ni ster and exenpt staff, redirection of

inquiries to the Departnent of External Affairs and
I nternational Trade, and copies of replies fromthat

institution.

Gener al

Arnms Reducti on
Central Anerica
South Africa

(Series of files, one for each |l etter of the al phabet,
cont ai ni ng correspondence fromper sons whose nanes begin
with that letter; or series of case files arranged
al phabetically by name of individual or organization.)

Not e: The Departnment of External Affairs and I nternational
Trade has been i ncl uded here as an exanpl e. There may be
a requirenment to create primry subjects for other
governnment institutions to which a |large nunmber of
i nquiries and requests for information are directed.

| SSUES AND CONCERNS - - CONSTI TUENCY

Correspondence w th individual s and organi zati ons fromt he
m nister's constituency relatingto mtters that do not
conme under the purviewof the mnister. Includesletters
of acknow edgenent, replies by the m ni ster and exenpt
staff, redirection of inquiries to the appropriate
gover nment or non-governnment institution, and copi es of
replies from other governnment agenci es.

Gener al

Crank/ No Address

Agricul ture

Energy, M nes and Resources

| SSUES AND CONCERNS -- REG ON
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Cor respondence wi t h i ndi vi dual s and or gani zati ons fromt he
m nister's regionof responsibilityrelatingto mtters
that do not come under the purview of the mnister

I ncludes letters of acknow edgenment, replies by the
m ni ster and exenpt staff, redirectionof inquiriestothe
appropri ate gover nment or non-governnent institution, and
copies of replies from other governnent agenci es.

Gener al

Crank/ No Address

Agricul ture

Energy, M nes and Resources

MAJOR POLI Tl CAL | SSUES -- GENERAL

Vol um nous correspondence fromt he general public, i.e.,
i ndi vi dual s and organi zati ons fromoutside the mnister's
constituency and regi on of responsi bility concerni ng naj or
i ssues t hat do not cone under the purviewof the mnister.

Gener al

Abortion

Capi tal Puni shnment
Por nogr aphy

(Series of files, one for each |l etter of the al phabet,
cont ai ni ng correspondence fromper sons whose nanes begin
with that letter; or series of case files arranged

al phabetically by name of individual or organization.)

MAJOR POLI Tl CAL | SSUES -- CONSTI TUENCY

Vol um nous correspondence from individuals and
organi zations inthe mnister's riding concerning major
i ssues t hat do not cone under the purvi ewof the m nister.

Gener al

Abortion

Capi tal Puni shnment
Por nogr aphy
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MAJOR POLI TI CAL | SSUES -- REG ON

Vol um nous correspondence from individuals and
organi zationsinthemnister's regionof responsibility
concerni ng mgj or i ssues that do not cone under the purvi ew
of the mnister.

Gener al

Abortion

Capi tal Puni shnment
Por nogr aphy

ORDER- | N- COUNCI L APPOI NTMENTS - - GENERAL

| ncl udes i nfor mati on of a general nature concerni ng O der-
i n- Counci | appoi ntments and re-appoi nt mrents to t he Senat e,
the judiciary and federal agencies.

Gener al
Vacancy Lists

ORDER- 1 N- COUNCI L APPOI NTMENTS - - BOARDS, COVM SSI ONS,
COUNCI LS

Docunent ati on, including curriculumvitae and |l etters of
reconmendation to mnisters and t he Governor General in
Counci |, concerni ng appoi ntments and re-appoi ntnments to
various federal institutions. Al soincludes mnister-to-
m ni ster correspondence seeking regional support for
nom nati ons and i nf or mati on regar di ng exi sti ng and upcom ng
vacanci es.

Gener al

Appoi ntments and Sal ary Schedul es
Appoi ntments (by region)

Regi ster of Nanmes

(Series of files, one for each letter of the al phabet,
cont ai ni ng correspondence fromper sons whose nanes begi n
with that letter; or series of case files arranged
al phabetically by name of individual or organization.)
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ORDER- I N- COUNCI L APPOI NTMENTS -- JUDI Cl AL

Letters of recomendation, curriculum vitae and
correspondence wth the M nister of Justice regardingthe
availability of woul d-be nom nees for federal judicial
appoi nt nents.

Gener al
Judi ci al Regi ster

(Series of files, one for each |l etter of the al phabet,
cont ai ni ng correspondence fromper sons whose nanes begi n
with that letter; or series of case files arranged
al phabetically by name of individual or organization.)

POLI TI CAL PARTI ES -- GENERAL

I ncl udes i nformati on of a general nature that does not
relate specifically to the party form ng the governnment.

Gener al

El ectoral Districts
Leadership Polls
Shadow Cabi net

POLI TI CAL PARTI ES -- GOVERNMENT -- GENERAL

I ncl udes docunent ati on of a general nature concerningthe
party in power.

Gener al
| nt ernati onal Li ai son
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POLI TI CAL PARTI ES -- GOVERNMENT -- NATI ONAL ORGANI ZATI ON

Record materi al docunmenting the role of the governing
party's national executive, commttees and caucus i n policy
formul ati on, constitutional matters, el ection strategy,
convention organization, |eadership reviews, youth
strategy, etc.

Gener al

Fund-r ai si ng

Meetings of Mnisterial Assistants
News| etters

Pol i cy Wor kshop

Speakers Bureau Li st

PAOLI T1 CAL PARTI ES - - GOVERNVENT - - PROVI NCI AL ORGANI ZATI ON

Docunent ati on dealing with the role of the governing
party's provincial executive, commttees and caucus in
rai sing and al | ocati ng funds, organi zi ng conventi ons and
wor kshops, formul ating policy, devel opi ng a yout h strat egy,
etc.

Gener al
Provi nci al Conference and Policy Wrkshop
Fund-r ai si ng

POLI TI CAL PARTI ES -- GOVERNMENT -- PROVI NCI AL CABI NET

Docunentationrelatingtothe mnister's responsibilities
for coordinating political activities in a nunber of
ridings in a province as well as identifying priority
projects for that province and exam ning national
priorities fromthat province's perspective.

Gener al

Initiatives, Issues and Priorities

Meetings of the Cabinet Commttee of Provincial
M ni sters

Provinci al Briefing Book
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POLI TI CAL PARTI ES -- GOVERNMENT -- REG ONAL CAUCUS

Recor ds concerni ng neeti ngs of senators and nmenbers of
Parliament froma particul ar geographi cal area or region
for which the mnister is responsible.

Gener al
Agenda and M nutes
Ur ban Transportation

POLI TI CAL PARTI ES -- GOVERNMENT -- TRAVELLI NG CAUCUSES

Recor ds docunenti ng arrangenents made by the mnister's
staff and ri di ng associ ations regarding visits of mnisters
and nenbers of Parlianment to various constituencies in
order to participateintown-hall neetings, workshops and
press conferences.

Gener al
Lists of Participants
Schedul es

(Series of files arranged al phabetically by nanme of
riding.)

RI DI NG ASSOCI ATI ONS - - GENERAL

Reports for ridings |ocatedinthe mnister's geographi cal
area of responsi bility concerning fund-raising, opposition
activity, riding association progranms, governnent
performance, assessnment, recomendations, etc.

Pol i cy
Gener al

(Series of files arranged al phabetically by name of
riding.)
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RI DI NG ASSOCI ATIONS -- M NI STER' S RI DI NG

Cor r espondence between the mnister's office and the ridi ng
associ ation concerning the federal governnent's presencein
and the mnister's political links to the constituency.

Gener al
Fund-r ai si ng

Li st of Menbers

M nut es of Meeti ngs
Press Clippings

Ri di ng Reports

Ri di ng St udy

SPEECHES

Texts of speeches and speaker's notes for addresses nade by
the mnister to various organi zati ons, interest groups and
ri ding associ ations.

Gener al
Speeches arranged al phabetically, for exanple:

Speech- - Apprai sers Institute
--Canadi an Police College
--Lenville-Gincoe Riding Association
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APPENDI X D

EXAMPLES OF RECORDS BELONG NG TO DI FFERENT CATEGORI ES

The cat egory to which arecord bel ongs i s deci ded not only by its
subj ect content but al so by subsequent actions that determneits
physi cal | ocation. For exanple, if aletter addressed to the
mnister isreferredtoinstitutional officials for action, it
beconmes an institutional record. On the other hand, if it is
retainedinthemnister'soffice, it is either amnisterial
record or a personal/political record depending on its content.

I f aninformation copy of aletter addressedtothe mnister is
providedtothe institution, that copy becones aninstitutional
record. Conversely, acopy of aninstitutional record becones a
m nisterial record when filed with other mnisterial papers.

The exanpl es whi ch fol |l owdenonstrate where, inviewof their
content, records may befiledwithinthemnister's office. In
every case, the mnister could opt to send or returnthe record
to the institution -- causing it to beconme an institutional
record.
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Content: An analysis of a Cabi net docunent prepared by the

institution.

Recommended | ocati on:

| f the subject matter pertains tothe
m nister's portfolio, place the
docunent in the set of mnisterial
records. The deputy head has kept a
copy whi ch i s under the control of the
institution (the copy is an
institutional record). If the
information conveyed in the neno
pertains tonmatters that extend beyond
the mnister's portfolio, placeit in
the set of personal or political
records.



59
Exanple A

M NI STERI AL/
PERSONAL OR POLI TI CAL
Deputy M ni ster Sous-m ni stre

SECRET

MEMORANDUM TO THE M NI STER OF

Meet i ng of the Cabi net Comm ttee on Econom ¢ and Regi onal
Devel opnment, Tuesday, 00/00/1900,
Room 000- A

Attached for your information are anal yses of the
docunent s t o be di scussed at t he Cabi net Conm tt ee on Econom ¢ and

Regi onal Devel opnment. | wishto drawyour attention specifically
tothe briefing materi al prepared on the docunents entitled " _
, " and "
Si gned by

Deputy M ni ster
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Exanple B

Content: A reply that has been prepared by institutional
officials toaquestionraisedinthe House of Commons
concerning the mnister's departnent.

Recommended | ocati on: Place it in the set of mnisterial
records. The deputy head has kept a
copy whi ch i s under the control of the
institution (the copy is an
institutional record).
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Exanpl e B
M NI STERI AL

MEMORANDUM  NOTE DE SERVI CE

TO A: Legislative Assistant to the M nister of

FROM DE: Assistant Deputy M nister of

SUBJECT: QUESTION RAISED | N THE HOUSE OF COMMONS

Encl osed youw || findthereply tothe questionraisedin
t he House of Conmmons by , MP., on 00/00/1900,
concerning the possibility of budget cuts tothe departnent's
regi onal office operations budget.

Shoul d you requi re any further i nformation, pl ease cont act
, Budget Officer, at 000-0000.
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Exanple C
Content: The Prime Mnister bringstothe attention of anewy
appointed mnister two priorityissuesthat pertainto
the mandate of the mnister's portfolio.

Recommended | ocati on: Pl ace t he docunent in the mnisteri al
records set.
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Exanmple C
M NI STERI AL

Canada
PRIME M N STER * PREM ER M NI STRE

Secret

Otawa, Ontario

Dear Col | eague:

As you take up your duties as M nister of I
would like to outline two issues to which you should pay
particul ar attention. The first is the rel ationship between
initiativesinthe private sector and governnent initiatives.
Whilel will rely on your advice for neasures whi ch shoul d be
undert aken t o strengt hen our policies, you shoul d ensure through
extensi ve consultationw th the nenbers of the Priorities and
Pl anni ng Sub- Comm tt ee on that suchinitiatives woul d
not undercut our efforts in this inportant area.

As you are aware, the Mnisterial Task Force on
_ recomended, subject to nmy concurrence, a review of the
Governnment' s rel ati onshipwth . Your predecessor had
signall ed the i nportance of a very cauti ous approach to redefini ng
thisrelationshipinorder toavoidarepetitionof the situation
whi ch characterized the public debate on Bill when it was
i ntroduced by the previous adm nistration. To assist in ny
deci sion as to whet her this study shoul d proceed, | woul d ask you
toprovide me with a further assessnent of the risks attendant on
such a study and t he degree t o whi ch t hose ri sks coul d be nanaged.

| am pl eased that you have accepted the portfolio of
M ni ster of and wi sh you every success inthis
posi tion.

Yours sincerely,

(signed by Prinme M nister)

The Honour abl e
M ni ster of
House of Commons
Otawa, Ontario
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Exanple D
Content: A nmenber of the exenpt staff briefs the mnister
concerning the removal of a clause from a bill
sponsored by the mnister's departnent.

Recommended | ocati on: Pl ace t he docunent in the mnisteri al
records set.
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Exanple D

M NI STERI AL

OFFI CE OF THE M NI STER OF

TO A M ni st er
FROM DE
Legi sl ative Assi stant
RE: C-O TERRITORIAL O L AND GAS PRODUCTI ON BI LL

23311331133313331333113313133313331333313331333333313)3))))))

The Comm ttee proceedings for Bill C- O are progressing
qui ckly and there i s a consensus anong t hose i nvol ved t hat
this is a good bill that should be passed as soon as
possi bl e.

Only one controversial clauserenmainsintheBill and, with
t he appropriate perm ssion, there is consensus for its
renoval . The necessary correspondence to the Prine M ni ster
and House Leader is attached, awaiting only your signature.

| have schedul ed your appear ance before the Commttee for
cl ause-by-cl ause analysis of the Bill.

Pl ease contact nme i f you have further questions or require
a nore detailed briefing.

si gned by

Legi sl ative Assi stant
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Exanple E

Content: Theinstitutionbriefsthe mnister onthe status of a
bill that has passed t hrough the comm ttee stage of the
| egi sl ative process. The nmenorandumhas been annot at ed
by the mnister.

Recommended | ocati on: Pl ace t he docunent in the mnisteri al
records set. The deputy head has kept
a copy which i s under the control of
the institution (the copy is an
institutional record).
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Exanpl e E
M NI STERI AL
Gover nnent Gouver nenent
of Canada du Canada
Deputy M ni ster of Sous-m ni stre des
THE M NI STER
Legi slative Commttee on Bill C-00 -- Clause-by-Clause Readi ng

The pur pose of this nmenmorandumis sinply to confirmfor the
record t he successful conpletion of clause-by-cl ause readi ng by
the Legislative Commttee on Bill C-00.

Al | governnent amendnents wer e approved i ncl udi ng t hose
respecting the del eti on of the contenti ous cl auses on

and . Al'l opposition anendnments were defeated with
t he excepti on of one whi ch was consi dered an i nprovenent to t he
Bill. Theonly significant area of di sagreenent i nthe defeated

opposition amendnents related to the neani ng of theterm”
" in the definition of "

The Bill will nowbe referred back to t he House for fi nal
approval .

si gned

Deputy M ni ster
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Exanmpl e F
Content: A nmenber of Parlianment notifies the m nister about
public reaction to a matter that relates to the
m nister's portfolio.

Recommended | ocati on: Pl ace t he docunent in the mnisteri al
records set.
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Exanmple F

M NI STERI AL

John Smith, MP.

Chi ef of Staff

Ofice of the Mnister of XYZ
Suite 000

000 Street

Otawa, Ontario

Dear M. Chief of Staff:

My of ficeis being | obbiedonthetopicof X, whichis under the
control of your Mnister. O thefifty-twolettersonthistopic
whi ch | have recei ved, | amsending three to your office. Each
of theseletters, | believe, will be of interest toyour Mnister
and may require his direct response. | have notified each
i ndi vidual that his or her letter has been forwarded to your
of fice.

Si ncerely,

John Smith, MP.
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Exanple G

Content: The views of a non-constituent on a major political
issue that is outside the mnister's portfolio

Recommended | ocati on: Pl ace the document in the
personal /political records set.
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Exanple G
PERSONAL OR POLI Tl CAL

M.

M ni st er of Budget
House of Commons
Otawa, Ontario

Dear Sir:

| amwiting youconcerningthe abortionlawto be di scussedin
Parlianment in the near future.

| believe that no person, institution or governnment shoul d
tol erate, encourage or decree abortion.
Thank you for your careful considerationof thisinportant matter.

Si ncerely,

si gned by non-constituent
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Exanpl e H
Content: A cabinet colleague presents his views on a matter that
wi | | be brought before a conmttee of Cabi net and t hat
is beyond the portfolio of the mnister.

Recommended | ocati on: Pl ace the document in the
personal /political records set.
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Exanpl e H
PERSONAL OR POLI TI CAL

M ni ster of Tourism M nistre du Touri sne

The Honour abl e L' honor abl e

Joseph Travel, P.C., MP.

The Honour abl e Jackson Moneypenny
M ni ster

Depart nent of Budget

House of Conmmons

Otawa, Ontario

Dear Jack:

| understand that, at the February 30, 1999, neeting of the
CCERD, our col | eague, the Honourabl e H. Bogart, w || be presenting
a Menor andumt o Cabi net on the sel ling of Parks Canada |l and to t he
Ontario provincial government. As | will beunabletoattendthis
meeting, | wouldliketo pass ny views to you, as a nenber of the
CCERD, on this matter.

The paper recomends t hat unexpl oited | ands in parts of
Ont ari o owned by Par ks Canada be sol d to the Ontari o gover nnent
for the purpose of creating acentre for the observation of North
Anericanw I dlife. Several forest areas in Southern Ontario are
nment i oned as bei ng possi bl e [ ocations for the Chtari o governnent's
proj ect .

It is ny strong opinion that the sale of these | ands to
encour age the creati on and devel opnent of such a centre woul d be
beneficial toaregionwhichhas beenlosingits tourist appeal
inthe past decade. A centre of the stature proposed by the
Ont ari o governnent woul d attract tourists, who are nore and nore
interestedinactivitiesrelatedtothe natural sciences and the
observation of wildlife. Moreover, the sale

of these | ands woul d establ i sh a stronger rel ati onshi p bet ween t he
two governnents onthe matter of tourism This couldleadtothe
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est abl i shment of nore co-operative projects, which have been a
priority of mnmy Departnment.

Yours sincerely,

Joseph Travel, P.C., MP
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Exanpl e

Content: |Information concerning a polling programconducted by
a conmttee of the mnister's political party.

Recommended | ocati on: Pl ace t he document in the

personal /political records set.
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Exanpl e |
PERSONAL OR POLI Tl CAL

NEW FEDERALI ST PARTY OF CANADA

00/ 00/ 1900

Hon. Donald North

M ni ster for Econom c Growth
House of Commons

Otawa, Ontario

Dear M ni ster:

On behal f of the National Organi zation Commttee, | ampleasedto
announce that the Party will once again offer apre-wit R ding
Pol I'ing Programto all constituencies. Enclosedyouw !l finda
description of the program

The programi s nodel | ed after | ast year's approach wi th a nunber
of significant inprovenents:

1. The riding will nowhave t he option of having all phases of
t he survey, including telephone field work, conducted
pr of essi onal | y.

2. The questionnaire will allowfor nore testing of |ocal
I ssues.
3. Sanpl i ng net hodol ogy has been enhanced to ensure the

reliability of results.
Best of all, of course, we are able to offer the programat | ess
t han hal f the price of one i ndependentl|y conduct ed by a nati onal
research house.
| f you have any questi ons regardi ng t he program either Ral ph
East man, our National Director, or I woul d be pl eased t o answer
t hem

Good luck with your election planning.

M chael E. Westw ck
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Nati onal Secretary
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Exanpl e J
Content: Correspondence between two Chi efs of Staff concerning
a policy that involves both their mnisters'
portfolios.

Recommended | ocati on: Pl ace t he docunent in the mnisteri al
records set.
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Exanpl e J
M NI STERI AL

OFFI CE OF THE M NI STER OF DEPARTMENT X

c.c. Chief of Staff
Parliamentary Secretary
Mnister's Ofice File

00/ 00/ 1999

Chi ef of Staff
Departnment Y
Buil ding D
Otawa, Ontario

Dear Chief of Staff:

My M nister concurs that the initiation of the
pol i cy requires the coordi nati on of both of our offices. | think,
t herefore, that we shoul d be prepared t o coordi nat e our endeavours
regarding the planning of this policy initiative and the
announcenent of new expenditures.

| suggest that we neet next Tuesday at 12:10 p.m Qur mnisters
may want to di scuss this further, and | suggest a neeting the
foll owi ng day for this purpose. Please confirmthistentative
schedul i ng.

Si ncerely,

Chi ef of Staff
Mnister's Ofice of Departnent X
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APPENDI X E

CHECKLI ST -- TRANSM TTAL AND RECEI PT OF | NFORVATI ON

The fol | owi ng checkl i sts have been i ncl uded as operati onal aids
to test the awareness of records managenent staff concerningthe
provi si ons of government physical security standards. Wth t he
exception of A 3 and B.7, the answers to t he questi ons shoul d be
"yes."

A

10.

Preparation for transnmtta

| s designated information, other than that considered
extrenely sensitive, placedin a single unmarked gum seal ed
envel ope for transmttal outside aninstitutional facility
or mail systenf

| s classifiedand extrenely sensitive designated information
pl aced i n a seal ed doubl e envel ope for transmttal outside
an institutional facility or mail systen?

Does t he outer envel ope bear a security marking? (The
answer is "no.")

Does t he i nner envel ope bear the security marking of the
contents?

I's the inner envel ope containing top secret or secret
information closed with an approved seal ?

Before top secret informationis transmtted outside an
Operations Zone, is a record made of its transmttal?

| s the intended reci pi ent of top secret informati on notified
i n advance of shipnent?

For classified information intended for the classified
di pl omatic courier bag system is the outer envel ope
addressed to t he Manager, Mail RoomQper ati ons, Depart nment
of External Affairs and International Trade?

Does t he i nner envel ope addressed to the i nt ended reci pi ent
overseas show the security marking and the words "By
Cl assified Diplomatic Courier Bag"?

Are the containers used for transmtting personal
information securely sealed and addressed clearly in
accordance wi th t he gui del i nes provi ded by t he postal or
courier service being used?
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Means of transm ttal

| s top secret informationtransmtted in an approved | ocked
case by an aut hori zed i ndividual clearedto Level IIIl or via
classified diplomatic courier bag?

Is one of the followi ng nethods used for secret and
confidential informationtransmtted within Canada and to
the U S. and the U K. ?

a) areliable postal or courier servicethat offers proof
of miling, arecordwhileintransit and arecord of
del i very;

b) an aut hori zed i ndi vi dual wi th an appropriate security
cl earance usi ng a | ocked case tagged wi th a f orwar di ng
or return office address; or

c) classified diplomatic courier bag service.

Is one of the followi ng nethods used for secret and
confidential informationtransmttedto all other foreign
countries?

a) classified diplomtic courier bag; or

b) an aut hori zed security-cl eared messenger using a | ocked
case tagged with aforwarding or return of fi ce addr ess.

| s one of the foll ow ng nmet hods used for sendi ng extrenely
sensitive information?

a) areliablepostal or courier servicethat offers proof
of mailing, arecordwhileintransit, and arecord of
delivery; or

b) an aut hori zed i ndi vi dual with enhancedreliability
status using a | ocked case tagged with a f orwardi ng or
return office address.

| s designated information other than that considered
extrenely sensitive sent by first-class mail or by an
aut hori zed i ndi vi dual ?

Are bul ky or heavy packages containing classified or
desi gnated i nformati on double w apped?

Does the outer w apping bear a security marking? (The
answer is "no.")

s the inner wrapping addressed and security marked?
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APPENDI X F

CHECKLI ST -- STORAGE AND PROTECTI ON OF | NFORMATI ON

The fol | owi ng checkl i sts have been i ncl uded as operati onal aids
to test the awareness of records managenent staff concerningthe
provi si ons of government physical security standards. The answers
to the questions should be "yes."

A

Records office security

s the records office or that part of it where classified or
designated informati onis stored and servi ced desi gned and
managed as a Security Zone?

Is classified and designated information filed and
circulated in file jackets that are marked accordingly?

I f uncl assified, designated and classifiedinformation are
kept together on onefile, isthefileclassifiedtothe
| evel of the nost sensitive docunent onthat file andthe
file jacket marked accordi ngly?

Does the records office limt access to:

a) top secret and secret filestothose security-cleared
enpl oyees whose nanes appear on access | i sts approved
by the responsi bl e manager;

b) confidential filestothose enpl oyees who have been
security cleared; and

c) designated files to those enpl oyees wi th enhanced
reliability status?

Mail room security

Are areas where mail is opened managed as Security Zones?

s mail that is to be opened by the recipient delivered
unopened to the recipient?
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St or age _equi pnent

Whenever cl assified or designatedinformationis not being
used, isit storedinalocked container or on open shel ving
in an approved secure roonf

Are keys, or recorded informationthat would all owa key to
be produced, afforded saf eguards commensurate with the
hi ghest classification of informationto whichthey provide
access?

When a key i s issued, is the |l ocation of the container it
opens and t he nanme of its custodi an recorded and kept by t he
custodi an' s supervisor?

Are assigned keys changed in the follow ng circunmstances?
a) every twel ve nonths;

b) when any person having access to the container is
transferred, rel eased or no | onger requires access; and

c) when the container has been or may have been
conprom sed

|s arecord of the date of, and reason for, all key changes
mai nt ai ned by the appropriate departnmental security
or gani zation?



