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The following outlines a minimum set of protocols for use when storing documents in TRIM. The list is not exhaustive but does capture the most common documents identified as ‘must be stored in TRIM’. If your document is not specified, please use a combination of at least 3 of the following categories: 

· What type of document is it?

· Who owns it?

· Subject / qualifier

· Date
To enable optimal search and discovery, only approved abbreviations should be used (see attachment). Most approved abbreviations are expanded in the file allowing for more flexibility with document naming. Incorrect spacing can also impede searching so the following spacing should be applied:
Document Descriptor – Type – Owner – Subject – Year

Agreements

	Document  Descriptor
	Type (if applicable)
	Owner
	Subject
	Year/Date 

	Agreement
	Personnel
	AASC Victoria
	Performance & Capability Agreement (PACE)
	2009

	Agreement
	Funding
	Sport Relations
	SIS / SAS Cycling Agreement

	2008

	Agreement
	Contract
	Commercial & Facilities
	AIS & Spotless Catering (Tender No if Applicable) 
	2008

	Agreement
	Funding
	Funding & Strategy
	FSLA - Motorcycling Australia 
	2008/09

	Agreement
	Service
	AIS Sport Programs
	Sports Science & Medical Servicing – Basketball Australia
	2010


Audit 
	Document  Descriptor
	Type 
	Subject / Qualifier
	Year/Date 

	Audit 
	Internal
	ASC Records Management Practices Report - KPMG
	2009

	Audit 
	External
	Cross Agency Report on Records Management - ANAO
	2010

	Audit
	Financial
	End of Year Report to Parliament - Financial Results - ANAO
	2007/08


Board 

	Document  Descriptor
	Type
	Owner
	Subject
	Date

	Board 
	Decision
	Research & Corporate Planning
	Future Direction for SportZCo Pty Ltd
	June 2007

	Board
	Advice
	Executive
	Update on Government Response to Crawford 
	March 2010

	Board
	Minutes
	Executive
	Board Meeting No 141 
	April 2010




Budget 

	Document  Descriptor
	Owner
	Subject
	Financial Year

	Budget 
	NSIC
	Budget Paper - 4481
	2009/10

	Budget 
	Information Management
	Budget Allocations - 4401 – 4487
	2009/10**

	Budget
	Corporate Communications
	Mid Year Review - 4501 – 4581
	2009/10**


** Where documents refer to a range of items ie cost centres, use the ‘Notes’ to itemise. 
Corporate/ Governance 
	Document  Descriptor
	Type 
	Owner
	Subject
	Year/Date

	Policy
	Corporate
	Human Resources
	Flexible Work Arrangement
	2009

	Guidelines
	Corporate
	Corporate Communications
	Commercial Use of the AIS Logo
	2009

	Procedure
	Corporate
	ICT
	ICT Support Requests
	2009

	Manual
	Corporate
	Human Resources
	Workforce Planning
	2009

	Instruction
	Divisional
	AASC
	Travel & Motor Vehicle Usage
	2010




Executive 

	Document  Descriptor
	Type (if applicable)
	Owner
	Subject
	Date

	Executive Paper
	
	Records Management
	TRIM Software Upgrade
	June 2009

	Executive Paper
	OOS
	Finance
	Projects Approved for Additional Funding
	December 2009

	Executive Minute
	
	Sports Coach & Officials
	Elite Coach Development Program (ECDP) - Nominations
	2008

	Business Case
	Capital
	Sport & Business Services
	Enterprise Search Engine
	2010

	Business Case 
	Human Resources
	AIS Sport Programs
	Additional AWD Swim Coach
	2009


Minutes / Agendas 
	Document  Descriptor
	Owner
	Subject / Qualifier 
	Date 

	Minutes
	AIS Sport Programs
	AIS Coordinators Meeting
	1 July 2009

	Agenda
	Corporate Communications
	Sport in the Park Meeting
	1 July 2009




Parliamentary 

	Document  Descriptor
	Type 
	Owner
	Subject
	Date

	Ministerial Brief
	Background
	Sport Services
	Modern Pentathlon at the Beijing Olympics 
	May 2008

	Ministerial Brief
	Event
	Corp Communications
	Sanitarium Weet-Bix KidsTRYathlon Series 
	April 2008

	Ministerial Brief
	Advice
	Sport Services
	Sports Injury Insurance Ministerial
	May  2008

	Ministerial Brief
	Meeting
	Funding & Strategy


	AFL Northern Territory Thunder Academy Proposal
	August 2009

	Ministerial 
	Correspondence
	Women in Sport
	Leadership Grants - Response to Joe Bloggs MP 
	February 2009

	Ministerial 
	Submission
	Sport Services
	Special Olympics Funding
	January 2008

	Ministerial
	QTB
	Sport Services
	Special Olympics Funding 
	February 2008

	Senate Estimates
	Briefing
	Sport Services
	NSO Funding
	May 2009

	Senate Estimates
	QoN
	Sport Services
	Voluntary Sport Union (VSU) Impact Study
	March 2009





Planning 
	Document  Descriptor
	Type
	Owner
	Subject / Qualifier 
	Year 

	Plan
	Business
	NSIC
	End of Year Review
	2008

	Plan
	Operational
	Sport Services
	Ten Pin Bowling Australia
	2009 - 2010

	Plan
	Project
	Records Management
	TRIM Context Upgrade
	November 2009

	Plan
	Strategic
	IMTS
	Information Management 
	2009 – 2012

	Plan
	Procurement
	Information Management
	Content Management System
	2009


Proposals
	Document  Descriptor
	Type
	Owner
	Subject
	Date

	Proposal 
	Project
	Research & Corporate Planning
	
	June 2007

	Proposal 
	Publication 
	Sport Ethics
	Literature Review and  
	March 2010

	Proposal
	Sponsorship
	AIS Triathlon
	2010-2012 Challenge Series - 2xu Official Swim Leg Sponsor
	2010




Reporting
	Document  Descriptor
	Type (if applicable)
	Owner
	Subject
	Year/Date

	Report
	Annual
	NSIC
	Annual Report Contribution
	2008/09

	Report 
	Performance
	Sport Relations
	High performance - Netball
	2008/09

	Report
	Research
	Funding & Strategy
	AIS Anti-doping
	2009/10

	Report
	Operational
	NSIC
	Weekly Team Report
	23 March 2010

	Report
	Operational
	AIS
	Quarterly Division Report
	March 2010




Tenders
	Document  Descriptor
	Type (if applicable)
	Owner
	Number
	Subject
	Year/Date

	RFT
	Outline
	Information Management
	123/04
	Secure Website Gateway 
	2004

	RFT 
	Action Items
	Information Management
	123/04
	Secure Website Gateway 
	2004

	RFT
	Evaluation
	Information Management 
	123/04
	Secure Website Gateway 
	2004

	RFT
	Recommendation
	Information Management
	123/04
	Secure Website Gateway
	2004

	RFQ
	Submission
	Corporate Communications
	456/09
	Commercial On-line Advertising - (Company Name)
	2009

	REOI
	Submission
	Web Services
	373/10
	Content Management System
	2010




Approved abbreviations for Documents
	AASC
	Active After School Community
	PEF
	Performance Enhancement Framework

	ACTAS
	ACT Academy of Sports
	QAS
	Queensland Academy of Sport

	AGSTG
	Australian Government Sport Training Grant
	QON
	Question of Notice

	AIS
	Australian Institute of Sport
	QTB
	Question Time Brief

	ANAO
	Australian National Audit Office
	REOI
	Request for Expression of Interest

	AOC
	Australian Olympic Committee
	RFQ
	Request for Quotation

	APC
	Australian Paralympic Committee
	RFT
	Request for Tender

	ASC
	Australian Sports Commission
	SAS
	State Academies of Sport

	BASCA
	Before and After School Care Association
	SIS
	State Institutes of Sport

	CCTP
	Community Coach Training Program
	SPD
	Sport Performance & Development

	EBMS
	Event Business Management System
	WWCC
	Working With Children Check

	EITAAP
	Elite Indigenous Travel & Accommodation Assistance Program
	
	

	ERASS
	
	
	

	FSLA
	Funding and Service Level Agreement
	
	

	FY
	Financial Year
	
	

	ICT
	Information Communication & Technology
	
	

	IOC
	International Olympic Committee
	
	

	IMTS
	Information Management & Technology Services
	
	

	KPMG
	Klynveld, Peat, Marwick, Goerdeler
	
	

	MOU
	Memorandum of Understanding
	
	

	MYR
	Mid Year Review
	
	

	NESC
	National Elite Sports Council
	
	

	NSIC
	National Sport Information Centre
	
	

	NSO
	National Sporting Organisation
	
	

	NSWIS
	NSW Institute of Sport
	
	

	OOS
	Out of Session
	
	

	OOSCA
	Out of School Hours Care Association
	
	

	OOSH
	Out of School Hours
	
	

	OSCA
	Outside School Care Association
	
	

	OSHC
	Outside School Hours Care
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