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Procedure for publishing Corporate Documents

· ASC corporate documents are documents which apply to ASC staff and management.  
· They consist, but not exclusively, of:
Forms
Frameworks
Guidelines
Manuals
Plans
Policies
Procedures
Strategies
Templates
· For advice on the differences and roles of each corporate document type refer to the ASC Document Types Guide (TRIM: 2010/143655/D)

Before Publication
· ASC policy, including any major revisions must be approved by the ASC Executive prior to being published.  
· All other ASC corporate documents, including any revisions, may be published by the document owner. 
· All documents must be entered into TRIM prior to being approved.
· When a document is ready to be published it must be finalised in TRIM.
· The format for the finalised document must be .rtf   [image: Z:\Corporate_Documents\images\saveas.jpg]


· To avoid any confusion for users, it is imperative that there are not conflicting corporate documents. Therefore the version in TRIM, on the Intranet and on the Internet must all be the same version.
· Documents will be titled ASC <document name>.  For example, ASC Credit Card Policy. 
· Publication for most items is to both the Intranet at:http://ascweb/Corporate_Documents/ and the Internet at:http://www.ausport.gov.au/about/publications/
· Publication is the responsibility of the relevant web content manager for each area/division/program.  
· Contact Online Services if you require assistance with publishing.

After Publication 

Document Revision
· For documents to remain effective they need to be regularly revised for accuracy and validity.  Whilst it may require an individual review period for particular documents, generally revisions can be classified as:
	Document
	Revision Period

	Policy
	2 Yearly

	Guideline
	2 Yearly

	Procedure
	Yearly

	Manual
	Yearly






	

	



· Once a corporate document is revised, replaced or ceased, this must be reflected in all of the publication mediums.
· It is a legislative requirement that documents published online as part of the FOI Information Publication Plan (i.e. corporate documents at: http://www.ausport.gov.au/about/publications/) are kept current. 
· All business areas are responsible for maintaining their own documents.
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