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Records Management Business rules for Managers

· You are responsible and accountable for the appropriate management of business information in your areas

· Documents should be captured  in TRIM from their inception

· If documents are being worked on collaboratively, email the TRIM reference not copies of the document

· Only accept TRIM documents for any form of approval or sign off
· When a document is complete, make it final
· Emails are records too and need to be stored in TRIM

· Use access controls appropriately
· Ensure that all new employees are booked in for Records Management and TRIM training
· Ensure that all staff leaving the ASC have stored all relevant documents and emails in TRIM
Information Management Governance - TRIM References

Information Management Framework - 2010/028127/D
Information Strategy - 2009/066325/D

Information Governance Policy – 2009/093429/D

Information Management Policy – 2009/093430/D

IT Security Policy - 2009/0934231/F

Recordkeeping Policy – 2009/093432/F

Record and information management procedures can also be found on the Records Management Intranet site http://ascweb/Records_Management/
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