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	Accounting/Budgeting
	· Budgets
· Working / background documents relating to budgets or expenditure

	Advising
	· Ministerial Briefs
· Senate Estimates Question on Notice

· Submissions

	Agreements
	· Contracts

· Memorandum of Understanding

· Funding Agreements

	Decision
	· Approvals
· Executive Decisions
· Board Decisions
· Any word documents, excel spreadsheets, email etc that you have created to initiate / justify an action, or explain a decision

	General Working documents / Administration
	· General non specific internal or external correspondence  sent or received that action or comment 

	Manuals/ Procedures/ Guidelines
	· Procedural Manuals produced within or for ASC
· Instruction

· Guidelines produced within or for ASC

	Meetings
	· Minutes of meetings / Agenda papers (where business decisions are made)

	Planning
	· Project Plans
· Strategic Plans
· Operational Plans

	Policies
	· Corporate policies created for the ASC
· Routine policies created for a Section,  Program or Division

	Proposal
	· Business cases including background and working documents 

· Requests for approval

	Reporting
	· Performance Reports

· Audit Reports

· Annual Reports

· End of Year Report to Parliament

· Internal Audit Report

· Board Papers

· Executive Papers

	Research
	· Background and working papers
· Final research papers

	Scholarships
	· Athlete Scholarship Agreements
· Working documents relating to the management and administration of scholarships

	Tenders
	· Requests for Tender, Quotations, Expressions of Interest
· Tender selection documentation



Not sure whether to store something in TRIM? Ask yourself...


Does the information relate to your work?





If you are still having difficulties in deciding whether something should be stored in TRIM or you would like more information, please contact Records Management Staff on ext 1271 or �HYPERLINK "mailto:records@ausport.gov.au"�records@ausport.gov.au� 





 





Does the information relate to your work?





NO








Record does not need to be retained in TRIM





Is it something that you have written (e.g. Report), a decision you have made, a meeting you have called or an action you have undertaken that relates to work?





YES





Records need to be retained in TRIM








YES





NO








Have you sent this work related information to another ASC staff or to a system Stakeholder for their input/comment/action?





YES





Records need to be retained in TRIM








Have you received work related information from another ASC staff or a system Stakeholder that requires your input/comment/action?








NO








Records need to be retained in TRIM








YES





NO





Record does not need to be retained in TRIM
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