
Keyword AAA
Classification Guide

State Records Authority of New South Wales
Sydney, Australia
Revised Edition 1998
Reprinted 2000


[image: image2.png]



© State of New South Wales through the State Archives and Records Authority of NSW 2022
This work is licensed under a Creative Commons Attribution + ShareAlike 4.0 International License. To view a copy of this license, visit https://creativecommons.org/licenses/by-sa/4.0/ .

Keyword AAA: A Thesaurus of General Terms

First Published 1995
Reprinted 1997
Revised edition 1998
Reprinted 2000

State Archives and Records Authority of New South Wales
PO Box 516
Kingswood  NSW  2747
AUSTRALIA
Telephone:  (02) 9673 1788
Email:  govrec@records.nsw.gov.au 
Website: www.records.nsw.gov.au 
ISBN 9780731388165
	KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS



	COMMUNITY RELATIONS
The function of establishing rapport with the community and raising and maintaining the organisation’s broad public profile. Includes marketing, advertising, media liaison, exhibitions, celebrations, ceremonies, speeches, official representation at functions and participation in community activities. Also includes relationships with professional bodies and industry, the management of customer services, handling reactions to those services, customer consultation and feedback
	
	
	

	
	ADDRESSES (presentations)
	Seminars 
	

	
	ARRANGEMENTS
	Applications

Appointments

Bookings

Facilities

Funerals

Garages

Guest Lists

Hotels/Motels

Itineraries
	Parking

Passports

Private Vehicles

Registration

Running Sheets

Schedules

Travel

Vehicles

	
	CELEBRATIONS
	Acceptances

Bookings

Catering (services)

Gifts
	Guest Lists

Honours

Invitations

Presentation Packages


	COMMUNITY RELATIONS
	CEREMONIES
	Acceptances

Bookings

Catering (services)

Gifts

Guest Lists
	Honours

Invitations

Presentation Packages

Prizes

Protocol

	
	COMMITTEES
	Access and Equity

Affirmative Action

Agenda

Applications

Appointments

Archives

Attendance

Briefing Papers

Discussion Papers
	Equal Employment Opportunity (EEO)

Ethnic Affairs

Library Materials

Minutes

Records

Schedules

Unions

Worker Participation

	
	CONFERENCES
	Acceptances

Attendance

Bookings

Catering
	Gifts

Invitations

Presentation Packages



	
	CONTRACTING-OUT
	Address Lists

Advertising

Archives

Campaigns

Cleaning

Consultants

Context Analysis

Contracts

Defaults
	Economic Appraisal

Fees

Functional Analysis

Library Materials

Mail Services

Printing

Records

Service Agreements

	
	CUSTOMER SERVICE
	Access

After Hours Support

Alternate Dispute Resolution (ADR)

Archives

Customer Profiles

Guarantees of Service (GOS)

Help/Information Desks
	Interpreters

Library Materials

Persons with Disabilities

Records

Surveys

User Education

Web Sites

	
	DONATIONS
	Archives

Bequests

Library Materials
	Manuals

Trusts


	COMMUNITY RELATIONS
	ENQUIRIES
	Archives

Discovery Orders

Freedom of Information (FOI)

Help/Information Desks
	Library Materials

Ministerial Certificates

Records

	
	EXHIBITIONS
	Acceptances

Design

Environmental Impact Statement/Studies (EIS)
	Invitations

Openings



	
	FUNCTIONS (social)
	Acceptances

Bookings

Catering (services)

Fund Raising

Gifts
	Guest Lists 

Invitations

Openings

Presentation Packages

Protocol

	
	GRANT FUNDING
	Applications
	Scholarships

	
	GREETINGS
	Address Lists

Appreciation (letters)
	Christmas Cards

Condolences 

	
	IMPLEMENTATION
	Access and Equity

Accuracy Monitors

Anti-Discrimination

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Classification

Code of Conduct

Code of Ethics

Corporate Plan

Equal Employment Opportunity (EEO)
	Ethnic Affairs

Internet

Library Materials 

Monitoring

ODEOPE

Pilots

Projects

Strategic Plan

Systems Integration

Thesaurus

Waste Reduction

	
	JOINT VENTURES
	Co-research

Contracts
	Interdepartmental

Service Agreements

	
	LIAISON
	Membership
	Proposals

	
	MARKETING
	Advertising

Campaigns

Customer Profiles

Media Releases
	Presentation Packages

Sponsorship

Surveys

	
	MEDIA RELATIONS
	Interviews

Media Comments

Media Releases
	Newscuttings

Protocol

Public Comment


	COMMUNITY RELATIONS
	MEETINGS
	Access and Equity

Agenda 

Annual Report

Archives

Attendance

Briefing Papers

Discussion Papers

Equal Employment Opportunity (EEO)

Ethnic Affairs
	Library Materials

Minutes

Protocol

Records

Schedules

Unions

Volunteers

Worker Participation



	
	PLANNING
	Access and Equity

Accuracy Monitors

Advertising

Affirmative Action

Archives

Business Case

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Contracts

Corporate Plan

Cost Benefit Analysis

Counter Disaster Plan

Decentralisation

Disability Plans

Disabled Access

Economic Appraisal

Energy

Equal Employment Opportunity (EEO)

Essential Services Contingency Plan

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Functional Analysis

Investments

Job Design

LAN
	Library Materials

Loans

Management Information Systems (MIS)

Mission Statement

Objectives

Performance Targets

Persons with Disabilities

Productivity

Progress Review

Projects

Quality

Reasonable Adjustment

Records

Resource Allocation

Schedules

Securities

Senior Executive Service (SES)

Service Agreements

Staffing Levels

Strategic Plan

Systems Integration

Vital Records

Volunteers

WAN

Waste Reduction

Workforce (planning)

Workplace Design


	COMMUNITY RELATIONS
	POLICY
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation


	COMMUNITY RELATIONS
	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals
	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

	
	PUBLIC REACTION
	Allegations

Appreciation (letters)

Complaints
	Condolences (deaths)

Defamation


	COMMUNITY RELATIONS
	REPORTING
	Affirmative Action

Annual Report

Archives

Briefing Papers

Business Plan

Cost Benefit Analysis

Discussion Papers

Economic Appraisal

Energy

Equal Employment Opportunity (EEO) 

Estimates

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Impact Statement

Independent Commission Against Corruption (ICAC)

Investments

Job Evaluation

Library Materials

Log Books

Ministerial Briefings
	Misappropriations 

ODEOPE

Position Papers

Post Implementation Review

Premier’s Annual Portfolio Reviews

Progress Review

Proposals

Public Moneys

Quality

Questionnaires

Questions With Notice

Questions Without Notice

Reasonable Adjustment

Records

Returns

Running Sheets

Staffing Levels

Statistics

Surveys

User Education

Volunteers

Waste Reduction

Workplace Inspection

	
	REPRESENTATIVES
	Address Lists

Delegations (authority)

First Aid
	Legal Representation

Worker Participation

	
	RESEARCH
	Brochures

Business Case

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

Literary Contributions
	Newsletters

Oral History

Projects

Publications

Questionnaires

Surveys


	COMMUNITY RELATIONS
	REVIEWING
	Anti-Discrimination

Brochures

Business Case

Business Plan

Contracts

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

LAN

Library Materials

Mission Statement

Newsletters
	Post Implementation Review

Projects

Proposals

Publications

Quality

Questionnaires

Records

Service Agreements

Software

Surveys

WAN 

Web Sites

	
	SUBMISSIONS
	Independent Commission Against Corruption (ICAC)

Proposals
	Transcripts



	
	SUGGESTIONS
	Library Materials
	

	
	VISITS
	Acceptances

Invitations

Letters of Introduction

Open Days

Protocol
	User Education

Visitors

Volunteers

Work Experience (students)




	 KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS



	COMPENSATION
The function of providing compensation to personnel and visitors injured while proceeding to or from work, during working hours or on the organisation’s premises.  Includes the rehabilitation of injured workers and compensation for damage to property where such damage is claimed as the organisation’s responsibility.  
	
	
	

	
	ACCIDENTS
	Accident Report Forms

Vehicles
	

	
	ADVICE
	Acts (parliamentary)

Bills (parliamentary)

By-laws

Freedom of Information (FOI)
	Loans

Ministerial Certificates

Unions

	
	AGREEMENTS
	Awards (industrial)

Conciliation

Determinations

Ethnic Affairs
	Master Copies

Sponsorship

Unions

	
	APPEALS (decisions)
	Administrative Appeals Tribunal

Appeal Book

Freedom of Information (FOI)

GREAT
	Legal Representation

Offences

Reinstatement

Tribunals

	
	CASES
	Freedom of Information (FOI)

Ministerial Certificates
	Visitors

	
	CLAIMS
	Accident Report Forms

Applications

Demarcation

Discrimination

Freedom of Information (FOI)
	Harassment

Legal Representation

Property

Thefts

Visitors


	COMPENSATION

	COMMITTEES
	Access and Equity

Affirmative Action

Agenda

Applications

Appointments

Archives

Attendance

Briefing Papers

Discussion Papers
	Equal Employment Opportunity (EEO)

Ethnic Affairs

Library Materials

Minutes

Records

Schedules

Unions

Worker Participation

	
	COMPLIANCE
	Accreditation

ACT

Acts (parliamentary)

Affirmative Action

Archives

By-laws

Cabinet Minutes

Commonwealth

Discovery Orders

Energy

Environmental Impact Statement/Studies (EIS)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Freedom of Information (FOI)

Guidelines

Independent Commission Against Corruption (ICAC)

Legal Requirements
	Library Materials

NSW

NT

ODEOPE

Ombudsman Act

Premier’s Annual Portfolio Reviews

Premier’s Memorandum

Questions With Notice

Questions Without Notice

Records

Regulations

SA

Statutory Rules

Subpoenas

TAS

VIC

WA

	
	INSURANCE
	Property

Vehicles
	Warranties

	
	PAYMENTS
	Arrears (payment)

Cheques
	Invoices

Royalties (payments)


	COMPENSATION

	POLICY
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation


	COMPENSATION

	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals
	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

	
	REHABILITATION
	
	

	
	REVIEWING
	Anti-Discrimination

Brochures

Business Case

Business Plan

Contracts

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

LAN

Library Materials

Mission Statement

Newsletters
	Post Implementation Review

Projects

Proposals

Publications

Quality

Questionnaires

Records

Service Agreements

Software

Surveys

WAN 

Web Sites


	KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS



	EQUIPMENT & STORES
The function of acquiring, supplying, maintaining, repairing and disposing of equipment and stores stocked and used by the organisation.  Items of equipment include instruments, implements, tools, machines, plant, furniture and furnishings.  Stores include chemicals, hardware, homeware items, kitchen/cleaning items, medical supplies and stationery.
	
	
	

	
	ACQUISITION
	Annual Report

Appliances

Brochures

Building Materials

Catalogues

Exchanges

First Aid

Fuel

Furnishings

Furniture

Hardware (computers)

Inter-Library Loans (ILL)

Internet

Intranet

LAN

Land Titles

Library Materials

Listservs
	Loans 

Manuals

Newscuttings

Newsletters

Order Forms

Publications

Purchases

Real Estate

Records

Requests for Information (RFI)

Requisitions

Software

Stationery

Subscriptions

Thesaurus

Vehicles

Voice Mail

WAN

	
	AGREEMENTS
	Awards (industrial)

Conciliation

Determinations

Ethnic Affairs
	Master Copies

Sponsorship

Unions



	
	ALLOCATION
	Financial Assistance
	


	EQUIPMENT & STORES
	ARRANGEMENTS
	Applications

Appointments

Bookings

Facilities

Funerals

Garages

Guest Lists

Hotels/Motels

Itineraries
	Parking

Passports

Private Vehicles

Registration

Running Sheets

Schedules

Travel

Vehicles

	
	AUDIT
	Accountable Books & Forms

Misappropriations

Quality
	Records

Skill Assessment

Software

	
	COMPLIANCE
	Accreditation

ACT

Acts (parliamentary)

Affirmative Action

Archives

By-laws

Cabinet Minutes

Commonwealth

Discovery Orders

Energy

Environmental Impact Statement/Studies (EIS)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Freedom of Information (FOI)

Guidelines

Independent Commission Against Corruption (ICAC)

Legal Requirements
	Library Materials

NSW

NT

ODEOPE

Ombudsman Act

Premier’s Annual Portfolio Reviews

Premier’s Memorandum

Questions With Notice

Questions Without Notice

Records

Regulations

SA

Statutory Rules

Subpoenas

TAS

VIC

WA


	EQUIPMENT & STORES

	CONTRACTING-OUT
	Address Lists

Advertising

Archives

Campaigns

Cleaning

Consultants

Context Analysis

Contracts

Defaults
	Economic Appraisal

Fees

Functional Analysis

Library Materials

Mail Services

Printing

Records

Service Agreements

	
	DISPOSAL
	Appliances

Archives

Auctions

Closure

Demolition

Electronic Mail (E-Mail)

Exchanges

Furnishings

Furniture

Hardware (computers)

Internet

Intranet

LAN

Land Titles

Library Materials
	Manuals 

Newscuttings

Newsletters

Real Estate

Records

Sales

Schedules

Semi-Active Records

Software

Transfers

Vehicles

Vital Records

Voice Mail

WAN



	
	DISTRIBUTION
	Address Lists

Brochures

Catalogues

Courier Services

Deliveries

Inter-Library Loans (ILL)
	Library Materials

Mailing Lists

Manuals

Newsletters

Records


	EQUIPMENT & STORES

	EVALUATION
	Business Case

Economic Appraisal

Electronic Data Interchange (EDI)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Feasibility Studies

Functional Analysis

Guarantee of Service (GOS)

Job Evaluation

LAN

Library Materials

Monitoring

Performance Indicators

Post Implementation Review 
	Productivity

Progress Review

Projects

Proposals 

Quality

Questionnaires

Records

Resource Allocation

Software

Surveys

Systems Integration

User Education

WAN

	
	INSPECTIONS
	Hazards

Records
	Workplace Inspection

	
	INSTALLATION
	Air Conditioning

Electricity

Heating

Internet

Intranet

LAN

Lighting
	Networks

Plumbing

Software

Soundproofing (premises)

Ventilation

Voice Mail

WAN

	
	INVENTORY
	Archives

Library Materials
	Plant Cards

Records

	
	LEASING
	Defaults

Fees

Land Titles

Leases

Licenses
	Permits 

Real Estate

Rental Payments

Tenancy Agreement

Vehicles

	
	LEASING-OUT
	Defaults

Fees

Land Titles

Leases

Licenses

Permits 
	Real Estate

Rental Payments

Subleasing

Tenancy Agreement

Vehicles


	EQUIPMENT & STORES

	MAINTENANCE
	Air Conditioning

Amenities

Break-ins

Capital Works

Cleaning

Electricity

Facilities

Fire Escapes

Garages

Grounds

Hardware (computers)

Heating

Humidity Control

Internet

Intranet

LAN

Landscaping

Lighting
	Listservs

Loading Docks

Networks

Pest Control

Plumbing

Repair

Servicing

Software

Soundproofing (premises)

Storage (areas)

Vandalism

Vehicles

Ventilation

WAN

Warranties

Waste Removal

Water Supply


	EQUIPMENT & STORES

	POLICY
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation


	EQUIPMENT & STORES

	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals
	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

	
	REVIEWING
	Anti-Discrimination

Brochures

Business Case

Business Plan

Contracts

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

LAN

Library Materials

Mission Statement

Newsletters
	Post Implementation Review

Projects

Proposals

Publications

Quality

Questionnaires

Records

Service Agreements

Software

Surveys

WAN 

Web Sites


	EQUIPMENT & STORES

	SECURITY
	Access

After Hours Support

Alarms

Archives

Break-ins

Business Hours

Classification

Clearances (security)

Criminal Record Checks

Data Protection

Disabled Access

Disclosures

Electronic Mail (E-Mail)

Emergency (procedures)

Evacuations

Fire Drill

Fire Escapes

Grounds

Internet

LAN
	Library Materials

Licences

Loading Docks

Passes (security)

Passwords (security)

Permits

Preventative Action

Property

Records

Site Signage

Software

Storage (areas)

Teleconferencing

Thefts

Trespassing

Vandalism

Viruses

Vital Records

Voice Mail

WAN

	
	STOCKTAKE
	
	

	
	TENDERING
	Contracts

Economic Appraisal

Expressions of Interest
	Mail Services

Request for Information (RFI)

Request for Tender (RFT)


	KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS



	ESTABLISHMENT
The function of establishing and changing the organisational structure through establishing and reviewing positions.  Includes classification and grading of positions and the preparation of organisational charts.  
	
	
	

	
	COMMITTEES
	Access and Equity

Affirmative Action

Agenda

Applications

Appointments

Archives

Attendance

Briefing Papers

Discussion Papers
	Equal Employment Opportunity (EEO)

Ethnic Affairs

Library Materials

Minutes

Records

Schedules

Unions

Worker Participation

	
	EVALUATION
	Business Case

Economic Appraisal

Electronic Data Interchange (EDI)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Feasibility Studies

Functional Analysis

Guarantee of Service (GOS)

Job Evaluation

LAN

Library Materials

Monitoring

Performance Indicators

Post Implementation Review 
	Productivity

Progress Review

Projects

Proposals 

Quality

Questionnaires

Records

Resource Allocation

Software

Surveys

Systems Integration

User Education

WAN


	ESTABLISHMENT

	MEETINGS
	Access and Equity

Agenda 

Annual Report

Archives

Attendance

Briefing Papers

Discussion Papers

Equal Employment Opportunity (EEO)

Ethnic Affairs
	Library Materials

Minutes

Protocol

Records

Schedules

Unions

Volunteers

Worker Participation



	
	PLANNING
	Access and Equity

Accuracy Monitors

Advertising

Affirmative Action

Archives

Business Case

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Contracts

Corporate Plan

Cost Benefit Analysis

Counter Disaster Plan

Decentralisation

Disability Plans

Disabled Access

Economic Appraisal

Energy

Equal Employment Opportunity (EEO)

Essential Services Contingency Plan

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Functional Analysis

Investments

Job Design

LAN
	Library Materials

Loans

Management Information Systems (MIS)

Mission Statement

Objectives

Performance Targets

Persons with Disabilities

Productivity

Progress Review

Projects

Quality

Reasonable Adjustment

Records

Resource Allocation

Schedules

Securities

Senior Executive Service (SES)

Service Agreements

Staffing Levels

Strategic Plan

Systems Integration

Vital Records

Volunteers

WAN

Waste Reduction

Workforce (planning)

Workplace Design


	ESTABLISHMENT

	POLICY
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation


	ESTABLISHMENT

	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals


	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)


	ESTABLISHMENT

	REPORTING
	Affirmative Action

Annual Report

Archives

Briefing Papers

Business Plan

Cost Benefit Analysis

Discussion Papers

Economic Appraisal

Energy

Equal Employment Opportunity (EEO) 

Estimates

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Impact Statement

Independent Commission Against Corruption (ICAC)

Investments

Job Evaluation

Library Materials

Log Books

Ministerial Briefings
	Misappropriations 

ODEOPE

Position Papers

Post Implementation Review

Premier’s Annual Portfolio Reviews

Progress Review

Proposals

Public Moneys

Quality

Questionnaires

Questions With Notice

Questions Without Notice

Reasonable Adjustment

Records

Returns

Running Sheets

Staffing Levels

Statistics

Surveys

User Education

Volunteers

Waste Reduction

Workplace Inspection

	
	RESTRUCTURING
	Amalgamations

Classification

Corporatisation

Decentralisation

Job Design

Organisational Charts
	Position Descriptions

Privatisation

Redeployment

Retraining

Senior Executive Service (SES)


	ESTABLISHMENT

	REVIEWING
	Anti-Discrimination

Brochures

Business Case

Business Plan

Contracts

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

LAN

Library Materials

Mission Statement

Newsletters
	Post Implementation Review

Projects

Proposals

Publications

Quality

Questionnaires

Records

Service Agreements

Software

Surveys

WAN 

Web Sites

	
	VACANCIES
	Position Descriptions

Redeployment
	Senior Executive Service (SES)

	
	VARIATIONS
	Classification

Job Design

Position Descriptions
	Redeployment

Retraining

Senior Executive Service (SES)


	KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS




	FINANCIAL MANAGEMENT
The function of managing the organisation’s financial resources.  Includes establishing, operating, and maintaining accounting systems, controls and procedures, financial planning, framing budgets and budget submissions, obtaining grants, managing funds in the form of allocations from the Consolidated Fund and revenue from charging, trading and investments. Also includes the monitoring and analysis of assets to assist the delivery of economic and social services to government, industry and the community.
	
	
	

	
	ACCOUNTING
	Accountable Books & Forms

Accrual 

Advances (financial)

Arrears (payment)

Balance Sheets

Bank Accounts

Banking

Cash Books

Cheques

Consolidated Capital Fund (capital assets)

Consolidated Recurrent Fund (non-capital assets)

Consolidated Returns

Consolidated Revenue

Debts
	Expenditure

Invoices

Ledgers

Misappropriations

Petty Cash (accounting)

Postal Expenses

Public Moneys

Receipts

Reconciliations

Remittances

Revenue

Signatories

Tax

Vouchers


	FINANCIAL MANAGEMENT
	ACQUISITION
	Annual Report

Appliances

Brochures

Building Materials

Catalogues

Exchanges

First Aid

Fuel

Furnishings

Furniture

Hardware (computers)

Inter-Library Loans (ILL)

Internet

Intranet

LAN

Land Titles

Library Materials

Listservs
	Loans 

Manuals

Newscuttings

Newsletters

Order Forms

Publications

Purchases

Real Estate

Records

Requests for Information (RFI)

Requisitions

Software

Stationery

Subscriptions

Thesaurus

Vehicles

Voice Mail

WAN

	
	ADVICE
	Acts (parliamentary)

Bills (parliamentary)

By-laws

Freedom of Information (FOI)
	Loans

Ministerial Certificates

Unions

	
	ALLOCATION
	Financial Assistance
	

	
	ASSET REGISTER
	Plant Cards
	Real Estate

	
	AUDIT
	Accountable Books & Forms

Misappropriations

Quality
	Records

Skill Assessment

Software

	
	AUTHORISATION
	Bonds (agreements)

Delegations (authority)
	Travel

	
	BUDGETING
	Appropriations

Balance Sheets

Capital Works

Cost Benefit Analysis

Economic Appraisal

Economic Forecasting
	Estimates 

Investments

Loans

Price Determination

Specific Purpose Payments

Supplementations


	FINANCIAL MANAGEMENT
	COMMITTEES
	Access and Equity

Affirmative Action

Agenda

Applications

Appointments

Archives

Attendance

Briefing Papers

Discussion Papers
	Equal Employment Opportunity (EEO)

Ethnic Affairs

Library Materials

Minutes

Records

Schedules

Unions

Worker Participation

	
	COMPLIANCE
	Accreditation

ACT

Acts (parliamentary)

Affirmative Action

Archives

By-laws

Cabinet Minutes

Commonwealth

Discovery Orders

Energy

Environmental Impact Statement/Studies (EIS)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Freedom of Information (FOI)

Guidelines

Independent Commission Against Corruption (ICAC)

Legal Requirements
	Library Materials

NSW

NT

ODEOPE

Ombudsman Act

Premier’s Annual Portfolio Reviews

Premier’s Memorandum

Questions With Notice

Questions Without Notice

Records

Regulations

SA

Statutory Rules

Subpoenas

TAS

VIC

WA

	
	CONTRACTING-OUT
	Address Lists

Advertising

Archives

Campaigns

Cleaning

Consultants

Context Analysis

Contracts

Defaults
	Economic Appraisal

Fees

Functional Analysis

Library Materials

Mail Services

Printing

Records

Service Agreements


	FINANCIAL MANAGEMENT
	CORRUPTION
	Administrative Appeals Tribunal (NSW)

Disclosures
	Fraud

	
	FINANCIAL STATEMENTS
	Balance Sheets

Consolidated Capital Fund (capital assets)

Consolidated Recurrent Fund (non-capital assets)
	Public Moneys

Revenue

	
	GRANT FUNDING
	Applications
	Scholarships

	
	INVENTORY
	Archives

Library Materials
	Plant Cards

Records

	
	MEETINGS
	Access and Equity

Agenda 

Annual Report

Archives

Attendance

Briefing Papers

Discussion Papers

Equal Employment Opportunity (EEO)

Ethnic Affairs
	Library Materials

Minutes

Protocol

Records

Schedules

Unions

Volunteers

Worker Participation



	
	PAYMENTS
	Arrears (payment)

Cheques
	Invoices

Royalties (payments)


	FINANCIAL MANAGEMENT
	PLANNING
	Access and Equity

Accuracy Monitors

Advertising

Affirmative Action

Archives

Business Case

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Contracts

Corporate Plan

Cost Benefit Analysis

Counter Disaster Plan

Decentralisation

Disability Plans

Disabled Access

Economic Appraisal

Energy

Equal Employment Opportunity (EEO)

Essential Services Contingency Plan

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Functional Analysis

Investments

Job Design

LAN
	Library Materials

Loans

Management Information Systems (MIS)

Mission Statement

Objectives

Performance Targets

Persons with Disabilities

Productivity

Progress Review

Projects

Quality

Reasonable Adjustment

Records

Resource Allocation

Schedules

Securities

Senior Executive Service (SES)

Service Agreements

Staffing Levels

Strategic Plan

Systems Integration

Vital Records

Volunteers

WAN

Waste Reduction

Workforce (planning)

Workplace Design


	FINANCIAL MANAGEMENT
	POLICY
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation


	FINANCIAL MANAGEMENT
	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals
	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)


	FINANCIAL MANAGEMENT
	REPORTING
	Affirmative Action

Annual Report

Archives

Briefing Papers

Business Plan

Cost Benefit Analysis

Discussion Papers

Economic Appraisal

Energy

Equal Employment Opportunity (EEO) 

Estimates

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Impact Statement

Independent Commission Against Corruption (ICAC)

Investments

Job Evaluation

Library Materials

Log Books

Ministerial Briefings
	Misappropriations 

ODEOPE

Position Papers

Post Implementation Review

Premier’s Annual Portfolio Reviews

Progress Review

Proposals

Public Moneys

Quality

Questionnaires

Questions With Notice

Questions Without Notice

Reasonable Adjustment

Records

Returns

Running Sheets

Staffing Levels

Statistics

Surveys

User Education

Volunteers

Waste Reduction

Workplace Inspection

	
	REVIEWING
	Anti-Discrimination

Brochures

Business Case

Business Plan

Contracts

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

LAN

Library Materials

Mission Statement

Newsletters
	Post Implementation Review

Projects

Proposals

Publications

Quality

Questionnaires

Records

Service Agreements

Software

Surveys

WAN 

Web Sites


	FINANCIAL MANAGEMENT
	RISK MANAGEMENT
	Archives

Counter Disaster Plan

Credit Ratings

Electronic Mail (E-Mail)

Essential Services Contingency Plan

Hazards

Liability

Library Materials
	Material Safety Data Sheets (MSDS)

Preventative Action

Records

Storage (areas)

Surveys

Vital Records



	
	SALARIES
	Bank Accounts

Banking

Centralised Payroll System

Deductions

Group Certificates

Increments

Loadings (salaries)

Overtime
	Payroll 

Payroll Tax (accounting)

Penalty Rates

Remuneration

Salary Adjustment Schedule (SAS)

Superannuation

Tax Declarations

Time Sheets

	
	STANDARDS
	Archives

Electronic Mail (E-Mail)

Guidelines

Internet

Intranet

LAN

Library Materials

Monitoring
	ODEOPE 

Records

Software

Storage (areas)

Teleconferencing

Voice Mail

WAN

Web Sites

	
	TENDERING
	Contracts

Economic Appraisal

Expressions of Interest
	Mail Services

Request for Information (RFI)

Request for Tender (RFT)

	
	TREASURY MANAGEMENT
	Appropriations

Cash Sheets

Cheques

Expenditure

Ledgers

Postal Expenses

Public Accounts
	Receipts

Register of Approvals

Regulations

Remittances

Treasury Transfer System

Vouchers

Working Expenses


	KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS




	FLEET MANAGEMENT
The function of acquiring, managing, maintaining, repairing and disposing of vehicles.  Vehicles are any means of conveyance owned or used by the organisation to transport people or items.
	
	
	

	
	ACCIDENTS
	Accident Report Forms
	Vehicles

	
	ACQUISITION
	Annual Report

Appliances

Brochures

Building Materials

Catalogues

Exchanges

First Aid

Fuel

Furnishings

Furniture

Hardware (computers)

Inter-Library Loans (ILL)

Internet

Intranet

LAN

Land Titles

Library Materials

Listservs
	Loans 

Manuals

Newscuttings

Newsletters

Order Forms

Publications

Purchases

Real Estate

Records

Requests for Information (RFI)

Requisitions

Software

Stationery

Subscriptions

Thesaurus

Vehicles

Voice Mail

WAN

	
	ALLOWANCES
	Advances (financial)

Entitlements

Higher Duties
	Tollpasses

Travel

Volunteers


	FLEET MANAGEMENT
	ARRANGEMENTS
	Applications

Appointments

Bookings

Facilities

Funerals

Garages

Guest Lists

Hotels/Motels

Itineraries
	Parking

Passports

Private Vehicles

Registration

Running Sheets

Schedules

Travel

Vehicles

	
	AUTHORISATION
	Bonds (agreements)

Delegations (authority)
	Travel

	
	COMMITTEES
	Access and Equity

Affirmative Action

Agenda

Applications

Appointments

Archives

Attendance

Briefing Papers

Discussion Papers
	Equal Employment Opportunity (EEO)

Ethnic Affairs

Library Materials

Minutes

Records

Schedules

Unions

Worker Participation


	FLEET MANAGEMENT
	COMPLIANCE
	Accreditation

ACT

Acts (parliamentary)

Affirmative Action

Archives

By-laws

Cabinet Minutes

Commonwealth

Discovery Orders

Energy

Environmental Impact Statement/Studies (EIS)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Freedom of Information (FOI)

Guidelines

Independent Commission Against Corruption (ICAC)

Legal Requirements
	Library Materials

NSW

NT

ODEOPE

Ombudsman Act

Premier’s Annual Portfolio Reviews

Premier’s Memorandum

Questions With Notice

Questions Without Notice

Records

Regulations

SA

Statutory Rules

Subpoenas

TAS

VIC

WA

	
	CONTRACTING-OUT
	Address Lists

Advertising

Archives

Campaigns

Cleaning

Consultants

Context Analysis

Contracts

Defaults
	Economic Appraisal

Fees

Functional Analysis

Library Materials

Mail Services

Printing

Records

Service Agreements


	FLEET MANAGEMENT
	DISPOSAL
	Appliances

Archives

Auctions

Closure

Demolition

Electronic Mail (E-Mail)

Exchanges

Furnishings

Furniture

Hardware (computers)

Internet

Intranet

LAN

Land Titles

Library Materials
	Manuals 

Newscuttings

Newsletters

Real Estate

Records

Sales

Schedules

Semi-Active Records

Software

Transfers

Vehicles

Vital Records

Voice Mail

WAN



	
	INFRINGEMENTS
	Copyright

Declarations

Parking

Patents
	Royalties (payments)

Software

Trademarks

Vehicles

	
	INSURANCE
	Property

Vehicles
	Warranties

	
	LEASING
	Defaults

Fees

Land Titles

Leases

Licenses
	Permits 

Real Estate

Rental Payments

Tenancy Agreement

Vehicles


	FLEET MANAGEMENT
	MAINTENANCE
	Air Conditioning

Amenities

Break-ins

Capital Works

Cleaning

Electricity

Facilities

Fire Escapes

Garages

Grounds

Hardware (computers)

Heating

Humidity Control

Internet

Intranet

LAN

Landscaping

Lighting
	Listservs

Loading Docks

Networks

Pest Control

Plumbing

Repair

Servicing

Software

Soundproofing (premises)

Storage (areas)

Vandalism

Vehicles

Ventilation

WAN

Warranties

Waste Removal

Water Supply

	
	MEETINGS
	Access and Equity

Agenda 

Annual Report

Archives

Attendance

Briefing Papers

Discussion Papers

Equal Employment Opportunity (EEO)

Ethnic Affairs
	Library Materials

Minutes

Protocol

Records

Schedules

Unions

Volunteers

Worker Participation




	FLEET MANAGEMENT
	POLICY
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation


	FLEET MANAGEMENT
	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals
	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)


	FLEET MANAGEMENT
	REPORTING
	Affirmative Action

Annual Report

Archives

Briefing Papers

Business Plan

Cost Benefit Analysis

Discussion Papers

Economic Appraisal

Energy

Equal Employment Opportunity (EEO) 

Estimates

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Impact Statement

Independent Commission Against Corruption (ICAC)

Investments

Job Evaluation

Library Materials

Log Books

Ministerial Briefings
	Misappropriations 

ODEOPE

Position Papers

Post Implementation Review

Premier’s Annual Portfolio Reviews

Progress Review

Proposals

Public Moneys

Quality

Questionnaires

Questions With Notice

Questions Without Notice

Reasonable Adjustment

Records

Returns

Running Sheets

Staffing Levels

Statistics

Surveys

User Education

Volunteers

Waste Reduction

Workplace Inspection

	
	TENDERING
	Contracts

Economic Appraisal

Expressions of Interest
	Mail Services

Request for Information (RFI)

Request for Tender (RFT)




	KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS



	GOVERNMENT RELATIONS
The function of administering the formal relationship between the organisation and those processes of government not covered by other general administrative or functional keywords.  Includes the organisation’s relationship with Ministers and Members of Parliament and the political processes of Government; liaison with bodies carrying out investigations and participating in formal inquiries and investigations such as Royal Commissions, and inquiries by Parliamentary Committees and the Ombudsman; and relationships with other Local, State, Commonwealth or overseas governments.

This keyword is NOT designed to cover regular ongoing contact between government agencies, which should be classified under the relevant keyword.
	
	
	

	
	ADDRESSES (presentations)
	Seminars
	

	
	ADVICE
	Acts (parliamentary)

Bills (parliamentary)

By-laws

Freedom of Information (FOI)
	Loans

Ministerial Certificates

Unions

	
	AGREEMENTS
	Awards (industrial)

Conciliation

Determinations

Ethnic Affairs
	Master Copies

Sponsorship

Unions


	GOVERNMENT RELATIONS
	COMMITTEES
	Access and Equity

Affirmative Action

Agenda

Applications

Appointments

Archives

Attendance

Briefing Papers

Discussion Papers
	Equal Employment Opportunity (EEO)

Ethnic Affairs

Library Materials

Minutes

Records

Schedules

Unions

Worker Participation

	
	COMPLIANCE
	Accreditation

ACT

Acts (parliamentary)

Affirmative Action

Archives

By-laws

Cabinet Minutes

Commonwealth

Discovery Orders

Energy

Environmental Impact Statement/Studies (EIS)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Freedom of Information (FOI)

Guidelines

Independent Commission Against Corruption (ICAC)

Legal Requirements
	Library Materials

NSW

NT

ODEOPE

Ombudsman Act

Premier’s Annual Portfolio Reviews

Premier’s Memorandum

Questions With Notice

Questions Without Notice

Records

Regulations

SA

Statutory Rules

Subpoenas

TAS

VIC

WA


	GOVERNMENT RELATIONS
	IMPLEMENTATION
	Access and Equity

Accuracy Monitors

Anti-Discrimination

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Classification

Code of Conduct

Code of Ethics

Corporate Plan

Equal Employment Opportunity (EEO)
	Ethnic Affairs

Internet

Library Materials 

Monitoring

ODEOPE

Pilots

Projects

Strategic Plan

Systems Integration

Thesaurus

Waste Reduction

	
	INQUIRIES
	Independent Commission Against Corruption (ICAC)

Ombudsman Act
	Subpoenas

Transcripts

	
	JOINT VENTURES
	Co-research

Contracts
	Interdepartmental

Service Agreements

	
	MEETINGS
	Access and Equity

Agenda 

Annual Report

Archives

Attendance

Briefing Papers

Discussion Papers

Equal Employment Opportunity (EEO)

Ethnic Affairs
	Library Materials

Minutes

Protocol

Records

Schedules

Unions

Volunteers

Worker Participation




	GOVERNMENT RELATIONS
	POLICY
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation


	GOVERNMENT RELATIONS
	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals
	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)


	GOVERNMENT RELATIONS
	REPORTING
	Affirmative Action

Annual Report

Archives

Briefing Papers

Business Plan

Cost Benefit Analysis

Discussion Papers

Economic Appraisal

Energy

Equal Employment Opportunity (EEO) 

Estimates

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Impact Statement

Independent Commission Against Corruption (ICAC)

Investments

Job Evaluation

Library Materials

Log Books

Ministerial Briefings
	Misappropriations 

ODEOPE

Position Papers

Post Implementation Review

Premier’s Annual Portfolio Reviews

Progress Review

Proposals

Public Moneys

Quality

Questionnaires

Questions With Notice

Questions Without Notice

Reasonable Adjustment

Records

Returns

Running Sheets

Staffing Levels

Statistics

Surveys

User Education

Volunteers

Waste Reduction

Workplace Inspection

	
	REPRESENTATIONS
	Ministerials
	

	
	REPRESENTATIVES
	Address Lists

Delegations (authority)

First Aid
	Legal Representation

Worker Participation

	
	RESEARCH
	Brochures

Business Case

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

Literary Contributions
	Newsletters

Oral History

Projects

Publications

Questionnaires

Surveys


	GOVERNMENT RELATIONS
	REVIEWING
	Anti-Discrimination

Brochures

Business Case

Business Plan

Contracts

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

LAN

Library Materials

Mission Statement

Newsletters
	Post Implementation Review

Projects

Proposals

Publications

Quality

Questionnaires

Records

Service Agreements

Software

Surveys

WAN 

Web Sites

	
	SUBMISSIONS
	Independent Commission Against Corruption (ICAC)

Proposals
	Transcripts

	
	VISITS
	Acceptances

Invitations

Letters of Introduction

Open Days

Protocol
	User Education

Visitors

Volunteers

Work Experience (students)




	KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS




	INDUSTRIAL RELATIONS
The function of establishing formal relations with the organisation’s employees and their representatives to achieve a harmonious workplace.  Includes negotiations conducted to obtain determinations, agreements or awards, industrial disputes settled within the organisation or by an external arbitrator and reports of the state of industrial relations within an organisation.
	
	
	

	
	ADVICE 
	Acts (parliamentary)

Bills (parliamentary)

By-laws

Freedom of Information (FOI)
	Loans

Ministerial Certificates

Unions

	
	AGREEMENTS
	Awards (industrial)

Conciliation

Determinations

Ethnic Affairs
	Master Copies

Sponsorship

Unions

	
	ALLOWANCES
	Advances (financial)

Entitlements

Higher Duties
	Tollpasses

Travel

Volunteers

	
	APPEALS (decisions)
	Administrative Appeals Tribunal (NSW)

Appeal Book

Freedom of Information (FOI)

GREAT
	Legal Representation

Offences

Reinstatement

Tribunals

	
	CLAIMS
	Accident Report Forms

Applications

Demarcation

Discrimination

Freedom of Information (FOI)
	Harassment

Legal Representation

Property

Thefts

Visitors


	INDUSTRIAL RELATIONS
	COMMITTEES
	Access and Equity

Affirmative Action

Agenda

Applications

Appointments

Archives

Attendance

Briefing Papers

Discussion Papers
	Equal Employment Opportunity (EEO)

Ethnic Affairs

Library Materials

Minutes

Records

Schedules

Unions

Worker Participation

	
	COMPLIANCE
	Accreditation

ACT

Acts (parliamentary)

Affirmative Action

Archives

By-laws

Cabinet Minutes

Commonwealth

Discovery Orders

Energy

Environmental Impact Statement/Studies (EIS)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Freedom of Information (FOI)

Guidelines

Independent Commission Against Corruption (ICAC)

Legal Requirements
	Library Materials

NSW

NT

ODEOPE

Ombudsman Act

Premier’s Annual Portfolio Reviews

Premier’s Memorandum

Questions With Notice

Questions Without Notice

Records

Regulations

SA

Statutory Rules

Subpoenas

TAS

VIC

WA

	
	DISPUTES
	Arbitration

Demarcation

Negotiations
	Volunteers

Work to Rules (labour)

	
	ENTERPRISE BARGAINING
	Enterprise Agreements

Negotiations
	Unions

	
	INDUSTRIAL ACTION
	Alternate Dispute Resolution (ADR)

Conciliation

Demarcation
	Unions

Work to Rules (labour)

	

	INSURANCE
	Property

Vehicles
	Warranties

	INDUSTRIAL RELATIONS
	GRIEVANCES
	Access and Equity

Allegations

Anti-Discrimination Board

Complaints

Defamation

Determinations
	Discrimination

GREAT

Harassment

Volunteers

Work to Rules (labour)

	
	MEETINGS
	Access and Equity

Agenda 

Annual Report

Archives

Attendance

Briefing Papers

Discussion Papers

Equal Employment Opportunity (EEO)

Ethnic Affairs
	Library Materials

Minutes

Protocol

Records

Schedules

Unions

Volunteers

Worker Participation




	INDUSTRIAL RELATIONS
	PLANNING
	Access and Equity

Accuracy Monitors

Advertising

Affirmative Action

Archives

Business Case

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Contracts

Corporate Plan

Cost Benefit Analysis

Counter Disaster Plan

Decentralisation

Disability Plans

Disabled Access

Economic Appraisal

Energy

Equal Employment Opportunity (EEO)

Essential Services Contingency Plan

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Functional Analysis

Investments

Job Design

LAN
	Library Materials

Loans

Management Information Systems (MIS)

Mission Statement

Objectives

Performance Targets

Persons with Disabilities

Productivity

Progress Review

Projects

Quality

Reasonable Adjustment

Records

Resource Allocation

Schedules

Securities

Senior Executive Service (SES)

Service Agreements

Staffing Levels

Strategic Plan

Systems Integration

Vital Records

Volunteers

WAN

Waste Reduction

Workforce (planning)

Workplace Design


	INDUSTRIAL RELATIONS
	POLICY
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation


	INDUSTRIAL RELATIONS
	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals
	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)


	INDUSTRIAL RELATIONS
	REPORTING
	Affirmative Action

Annual Report

Archives

Briefing Papers

Business Plan

Cost Benefit Analysis

Discussion Papers

Economic Appraisal

Energy

Equal Employment Opportunity (EEO) 

Estimates

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Impact Statement

Independent Commission Against Corruption (ICAC)

Investments

Job Evaluation

Library Materials

Log Books

Ministerial Briefings
	Misappropriations 

ODEOPE

Position Papers

Post Implementation Review

Premier’s Annual Portfolio Reviews

Progress Review

Proposals

Public Moneys

Quality

Questionnaires

Questions With Notice

Questions Without Notice

Reasonable Adjustment

Records

Returns

Running Sheets

Staffing Levels

Statistics

Surveys

User Education

Volunteers

Waste Reduction

Workplace Inspection

	
	RESEARCH
	Brochures

Business Case

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

Literary Contributions
	Newsletters

Oral History

Projects

Publications

Questionnaires

Surveys


	KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS




	INFORMATION MANAGEMENT
The function of managing the organisation’s information resources. Includes creating, capturing, registering, classifying, indexing, storing, retrieving and disposing of records and developing strategies to manage records. Also includes the acquisition, control and disposal of library and other information products, items kept for reference purposes and the provision of services to internal and external customers, based on information resources. Data administration, archival records and the handling of Freedom of Information (FOI) requests are also classified under this keyword.
	
	
	


	INFORMATION MANAGEMENT
	ACQUISITION
	Annual Report

Appliances

Brochures

Building Materials

Catalogues

Exchanges

First Aid

Fuel

Furnishings

Furniture

Hardware (computers)

Inter-Library Loans (ILL)

Internet

Intranet

LAN

Land Titles

Library Materials

Listservs
	Loans 

Manuals

Newscuttings

Newsletters

Order Forms

Publications

Purchases

Real Estate

Records

Requests for Information (RFI)

Requisitions

Software

Stationery

Subscriptions

Thesaurus

Vehicles

Voice Mail

WAN

	
	APPEALS (decisions)
	Administrative Appeals Tribunal

Appeal Book

Freedom of Information (FOI)

GREAT
	Legal Representation

Offences

Reinstatement

Tribunals

	
	AUDIT
	Accountable Books & Forms

Misappropriations

Quality
	Records

Skill Assessment

Software

	
	CASES
	Freedom of Information (FOI)

Ministerial Certificates
	Visitors

	
	COMMITTEES
	Access and Equity

Affirmative Action

Agenda

Applications

Appointments

Archives

Attendance

Briefing Papers

Discussion Papers
	Equal Employment Opportunity (EEO)

Ethnic Affairs

Library Materials

Minutes

Records

Schedules

Unions

Worker Participation


	INFORMATION MANAGEMENT
	COMPLIANCE
	Accreditation

ACT

Acts (parliamentary)

Affirmative Action

Archives

By-laws

Cabinet Minutes

Commonwealth

Discovery Orders

Energy

Environmental Impact Statement/Studies (EIS)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Freedom of Information (FOI)

Guidelines

Independent Commission Against Corruption (ICAC)

Legal Requirements
	Library Materials

NSW

NT

ODEOPE

Ombudsman Act

Premier’s Annual Portfolio Reviews

Premier’s Memorandum

Questions With Notice

Questions Without Notice

Records

Regulations

SA

Statutory Rules

Subpoenas

TAS

VIC

WA

	
	CONSERVATION
	Applications

Archives

Conservation Order

Counter Disaster Plan

Environmental Heritage

Environmental Impact Statement/Studies (EIS)

Heritage Assistance Program (HAP)
	Heritage Council

Heritage Precinct

Library Materials

Records

Repair

Vital Records

	
	CONTRACTING-OUT
	Address Lists

Advertising

Archives

Campaigns

Cleaning

Consultants

Context Analysis

Contracts

Defaults
	Economic Appraisal

Fees

Functional Analysis

Library Materials

Mail Services

Printing

Records

Service Agreements


	INFORMATION MANAGEMENT
	CONTROL
	Archives

Barcoding

Catalogues

Classification

Computer Output Microform (COM)

Design

Electronic Data Interchange (EDI)

Finding Aids

Folio/Forms Management

Form Letters (design)
	Indexes 

Library Materials

Mail Management

Mail Services

Metadata Management

Records

Registers

Registration

Thesaurus



	
	CUSTOMER SERVICE
	Access

After Hours Support

Alternate Dispute Resolution (ADR)

Archives

Customer Profiles

Guarantees of Service (GOS)

Help/Information Desks
	Interpreters

Library Materials

Persons with Disabilities

Records

Surveys

User Education

Web Sites

	
	DATA ADMINISTRATION
	Access

Classification

Counter Disaster Plan

Data Dictionaries

Data Protection

Electronic Data Interchange (EDI)

Electronic Data Processing (EDP)
	Management Information Systems (MIS)

Manuals

Metadata Management

Passwords (security)

Specifications’

Tests

Viruses


	INFORMATION MANAGEMENT
	DISPOSAL
	Appliances

Archives

Auctions

Closure

Demolition

Electronic Mail (E-Mail)

Exchanges

Furnishings

Furniture

Hardware (computers)

Internet

Intranet

LAN

Land Titles

Library Materials
	Manuals 

Newscuttings

Newsletters

Real Estate

Records

Sales

Schedules

Semi-Active Records

Software

Transfers

Vehicles

Vital Records

Voice Mail

WAN



	
	DISTRIBUTION
	Address Lists

Brochures

Catalogues

Courier Services

Deliveries

Inter-Library Loans (ILL)
	Library Materials

Mailing Lists

Manuals

Newsletters

Records

	
	DONATIONS
	Archives

Bequests

Library Materials
	Manuals

Trusts

	
	ENQUIRIES
	Archives

Discovery Orders

Freedom of Information (FOI)

Help/Information Desks
	Library Materials

Ministerial Certificates

Records


	INFORMATION MANAGEMENT
	EVALUATION
	Business Case

Economic Appraisal

Electronic Data Interchange (EDI)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Feasibility Studies

Functional Analysis

Guarantee of Service (GOS)

Job Evaluation

LAN

Library Materials

Monitoring

Performance Indicators

Post Implementation Review 
	Productivity

Progress Review

Projects

Proposals 

Quality

Questionnaires

Records

Resource Allocation

Software

Surveys

Systems Integration

User Education

WAN

	
	IMPLEMENTATION
	Access and Equity

Accuracy Monitors

Anti-Discrimination

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Classification

Code of Conduct

Code of Ethics

Corporate Plan

Equal Employment Opportunity (EEO)
	Ethnic Affairs

Internet

Library Materials 

Monitoring

ODEOPE

Pilots

Projects

Strategic Plan

Systems Integration

Thesaurus

Waste Reduction

	
	INSPECTIONS
	Hazards

Records
	Workplace Inspection

	
	INTELLECTUAL PROPERTY
	Copyright

Declarations

Library Materials

Patents
	Records

Royalties (payments)

Software

Trademarks

	
	INVENTORY
	Archives

Library Materials
	Plant Cards

Records


	INFORMATION MANAGEMENT
	MEETINGS
	Access and Equity

Agenda 

Annual Report

Archives

Attendance

Briefing Papers

Discussion Papers

Equal Employment Opportunity (EEO)

Ethnic Affairs
	Library Materials

Minutes

Protocol

Records

Schedules

Unions

Volunteers

Worker Participation



	
	PLANNING
	Access and Equity

Accuracy Monitors

Advertising

Affirmative Action

Archives

Business Case

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Contracts

Corporate Plan

Cost Benefit Analysis

Counter Disaster Plan

Decentralisation

Disability Plans

Disabled Access

Economic Appraisal

Energy

Equal Employment Opportunity (EEO)

Essential Services Contingency Plan

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Functional Analysis

Investments

Job Design

LAN
	Library Materials

Loans

Management Information Systems (MIS)

Mission Statement

Objectives

Performance Targets

Persons with Disabilities

Productivity

Progress Review

Projects

Quality

Reasonable Adjustment

Records

Resource Allocation

Schedules

Securities

Senior Executive Service (SES)

Service Agreements

Staffing Levels

Strategic Plan

Systems Integration

Vital Records

Volunteers

WAN

Waste Reduction

Workforce (planning)

Workplace Design


	INFORMATION MANAGEMENT
	POLICY
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation

	
	PRIVACY
	Access

Applications

Confidentiality Agreements

Data Protection
	Electronic Mail (E-Mail)

Library Materials

Ministerial Certificates

Records


	INFORMATION MANAGEMENT
	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals
	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)


	INFORMATION MANAGEMENT
	REPORTING
	Affirmative Action

Annual Report

Archives

Briefing Papers

Business Plan

Cost Benefit Analysis

Discussion Papers

Economic Appraisal

Energy

Equal Employment Opportunity (EEO) 

Estimates

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Impact Statement

Independent Commission Against Corruption (ICAC)

Investments

Job Evaluation

Library Materials

Log Books

Ministerial Briefings
	Misappropriations 

ODEOPE

Position Papers

Post Implementation Review

Premier’s Annual Portfolio Reviews

Progress Review

Proposals

Public Moneys

Quality

Questionnaires

Questions With Notice

Questions Without Notice

Reasonable Adjustment

Records

Returns

Running Sheets

Staffing Levels

Statistics

Surveys

User Education

Volunteers

Waste Reduction

Workplace Inspection

	
	RESEARCH
	Brochures

Business Case

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

Literary Contributions
	Newsletters

Oral History

Projects

Publications

Questionnaires

Surveys


	INFORMATION MANAGEMENT
	REVIEWING
	Anti-Discrimination

Brochures

Business Case

Business Plan

Contracts

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

LAN

Library Materials

Mission Statement

Newsletters
	Post Implementation Review

Projects

Proposals

Publications

Quality

Questionnaires

Records

Service Agreements

Software

Surveys

WAN 

Web Sites

	
	RISK MANAGEMENT
	Archives

Counter Disaster Plan

Credit Ratings

Electronic Mail (E-Mail)

Essential Services Contingency Plan

Hazards

Liability
	Library Materials

Material Safety Data Sheets (MSDS)

Preventative Action

Records

Storage (areas)

Surveys

Vital Records


	INFORMATION MANAGEMENT
	SECURITY
	Access

After Hours Support

Alarms

Archives

Break-ins

Business Hours

Classification

Clearances (security)

Criminal Record Checks

Data Protection

Disabled Access

Disclosures

Electronic Mail (E-Mail)

Emergency (procedures)

Evacuations

Fire Drill

Fire Escapes

Grounds

Internet

LAN
	Library Materials

Licences

Loading Docks

Passes (security)

Passwords (security)

Permits

Preventative Action

Property

Records

Site Signage

Software

Storage (areas)

Teleconferencing

Thefts

Trespassing

Vandalism

Viruses

Vital Records

Voice Mail

WAN

	
	STANDARDS
	Archives

Electronic Mail (E-Mail)

Guidelines

Internet

Intranet

LAN

Library Materials

Monitoring
	ODEOPE 

Records

Software

Storage (areas)

Teleconferencing

Voice Mail

WAN

Web Sites

	
	SUGGESTIONS
	Library Materials
	


	KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS



	LEGAL SERVICES
The function of providing legal services to the organisation. Includes the interpretation and provision of advice to the organisation regarding legal matters, the drawing up of legal agreements and the handling of legal actions and disputes. Also includes legal advice received from in-house consultants and external sources including the Crown Solicitor’s Office.
	
	
	

	
	ADVICE
	Acts (parliamentary)

Bills (parliamentary)

By-laws

Freedom of Information (FOI)
	Loans

Ministerial Certificates

Unions

	
	AGREEMENTS
	Awards (industrial)

Conciliation

Determinations

Ethnic Affairs
	Master Copies

Sponsorship

Unions

	
	CLAIMS
	Accident Report Forms

Applications

Demarcation

Discrimination

Freedom of Information (FOI)
	Harassment

Legal Representation

Property

Thefts

Visitors

	
	COMMITTEES
	Access and Equity

Affirmative Action

Agenda

Applications

Appointments

Archives

Attendance

Briefing Papers

Discussion Papers
	Equal Employment Opportunity (EEO)

Ethnic Affairs

Library Materials

Minutes

Records

Schedules

Unions

Worker Participation


	LEGAL SERVICES
	COMPLIANCE
	Accreditation

ACT

Acts (parliamentary)

Affirmative Action

Archives

By-laws

Cabinet Minutes

Commonwealth

Discovery Orders

Energy

Environmental Impact Statement/Studies (EIS)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Freedom of Information (FOI)

Guidelines

Independent Commission Against Corruption (ICAC)

Legal Requirements
	Library Materials

NSW

NT

ODEOPE

Ombudsman Act

Premier’s Annual Portfolio Reviews

Premier’s Memorandum

Questions With Notice

Questions Without Notice

Records

Regulations

SA

Statutory Rules

Subpoenas

TAS

VIC

WA

	
	CONTRACTING-OUT
	Address Lists

Advertising

Archives

Campaigns

Cleaning

Consultants

Context Analysis

Contracts

Defaults
	Economic Appraisal

Fees

Functional Analysis

Library Materials

Mail Services

Printing

Records

Service Agreements

	
	INFRINGEMENTS
	Copyright

Declarations

Parking

Patents
	Royalties (payments)

Software

Trademarks

Vehicles

	
	INQUIRIES
	Independent Commission Against Corruption (ICAC)

Ombudsman Act
	Subpoenas

Transcripts

	
	INTELLECTUAL PROPERTY
	Independent Commission Against Corruption (ICAC)

Ombudsman Act
	Subpoenas

Transcripts


	LEGAL SERVICES
	LITIGATION
	Administrative Appeals Tribunal

Arbitration

Discovery Orders
	Legal Representation

Legal Requirements

Subpoenas

	
	MEETINGS
	Access and Equity

Agenda 

Annual Report

Archives

Attendance

Briefing Papers

Discussion Papers

Equal Employment Opportunity (EEO)

Ethnic Affairs
	Library Materials

Minutes

Protocol

Records

Schedules

Unions

Volunteers

Worker Participation




	LEGAL SERVICES
	PLANNING
	Access and Equity

Accuracy Monitors

Advertising

Affirmative Action

Archives

Business Case

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Contracts

Corporate Plan

Cost Benefit Analysis

Counter Disaster Plan

Decentralisation

Disability Plans

Disabled Access

Economic Appraisal

Energy

Equal Employment Opportunity (EEO)

Essential Services Contingency Plan

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Functional Analysis

Investments

Job Design

LAN
	Library Materials

Loans

Management Information Systems (MIS)

Mission Statement

Objectives

Performance Targets

Persons with Disabilities

Productivity

Progress Review

Projects

Quality

Reasonable Adjustment

Records

Resource Allocation

Schedules

Securities

Senior Executive Service (SES)

Service Agreements

Staffing Levels

Strategic Plan

Systems Integration

Vital Records

Volunteers

WAN

Waste Reduction

Workforce (planning)

Workplace Design


	LEGAL SERVICES
	POLICY 
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation


	LEGAL SERVICES
	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals
	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)


	LEGAL SERVICES
	REPORTING
	Affirmative Action

Annual Report

Archives

Briefing Papers

Business Plan

Cost Benefit Analysis

Discussion Papers

Economic Appraisal

Energy

Equal Employment Opportunity (EEO) 

Estimates

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Impact Statement

Independent Commission Against Corruption (ICAC)

Investments

Job Evaluation

Library Materials

Log Books

Ministerial Briefings
	Misappropriations 

ODEOPE

Position Papers

Post Implementation Review

Premier’s Annual Portfolio Reviews

Progress Review

Proposals

Public Moneys

Quality

Questionnaires

Questions With Notice

Questions Without Notice

Reasonable Adjustment

Records

Returns

Running Sheets

Staffing Levels

Statistics

Surveys

User Education

Volunteers

Waste Reduction

Workplace Inspection

	
	RESEARCH
	Brochures

Business Case

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

Literary Contributions
	Newsletters

Oral History

Projects

Publications

Questionnaires

Surveys


	LEGAL SERVICES
	REVIEWING
	Anti-Discrimination

Brochures

Business Case

Business Plan

Contracts

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

LAN

Library Materials

Mission Statement

Newsletters
	Post Implementation Review

Projects

Proposals

Publications

Quality

Questionnaires

Records

Service Agreements

Software

Surveys

WAN 

Web Sites

	
	SUBMISSIONS
	Independent Commission Against Corruption (ICAC)

Proposals
	Transcripts


	KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS



	OCCUPATIONAL HEALTH & SAFETY (OH&S)
The function of implementing and coordinating occupational health and safety and associated legislation throughout the organisation.  Includes safety policy and the monitoring of safe work practices, procedures and preventative measures.  Includes the establishment of committees to investigate and advise on health and safety issues in the workplace.  
	
	
	

	
	ACCIDENTS
	Accident Report Forms

Vehicles 
	

	
	AUDIT
	Accountable Books & Forms

Misappropriations

Quality
	Records

Skill Assessment

Software

	
	CASES
	Freedom of Information (FOI)

Ministerial Certificates
	Visitors

	
	CLAIMS
	Accident Report Forms

Applications

Demarcation

Discrimination

Freedom of Information (FOI)
	Harassment

Legal Representation

Property

Thefts

Visitors

	
	COMMITTEES
	Access and Equity

Affirmative Action

Agenda

Applications

Appointments

Archives

Attendance

Briefing Papers

Discussion Papers
	Equal Employment Opportunity (EEO)

Ethnic Affairs

Library Materials

Minutes

Records

Schedules

Unions

Worker Participation


	OCCUPATIONAL HEALTH & SAFETY (OH&S)
	COMPLIANCE
	Accreditation

ACT

Acts (parliamentary)

Affirmative Action

Archives

By-laws

Cabinet Minutes

Commonwealth

Discovery Orders

Energy

Environmental Impact Statement/Studies (EIS)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Freedom of Information (FOI)

Guidelines

Independent Commission Against Corruption (ICAC)

Legal Requirements
	Library Materials

NSW

NT

ODEOPE

Ombudsman Act

Premier’s Annual Portfolio Reviews

Premier’s Memorandum

Questions With Notice

Questions Without Notice

Records

Regulations

SA

Statutory Rules

Subpoenas

TAS

VIC

WA

	
	CONTRACTING-OUT
	Address Lists

Advertising

Archives

Campaigns

Cleaning

Consultants

Context Analysis

Contracts

Defaults
	Economic Appraisal

Fees

Functional Analysis

Library Materials

Mail Services

Printing

Records

Service Agreements

	
	HEALTH PROMOTION
	Ergonomics

Hazards
	Material Data Safety Sheets



	
	INSPECTIONS
	Hazards

Records
	Workplace Inspection


	OCCUPATIONAL HEALTH & SAFETY (OH&S)
	MEETINGS
	Access and Equity

Agenda 

Annual Report

Archives

Attendance

Briefing Papers

Discussion Papers

Equal Employment Opportunity (EEO)

Ethnic Affairs
	Library Materials

Minutes

Protocol

Records

Schedules

Unions

Volunteers

Worker Participation



	
	PLANNING
	Access and Equity

Accuracy Monitors

Advertising

Affirmative Action

Archives

Business Case

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Contracts

Corporate Plan

Cost Benefit Analysis

Counter Disaster Plan

Decentralisation

Disability Plans

Disabled Access

Economic Appraisal

Energy

Equal Employment Opportunity (EEO)

Essential Services Contingency Plan

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Functional Analysis

Investments

Job Design

LAN
	Library Materials

Loans

Management Information Systems (MIS)

Mission Statement

Objectives

Performance Targets

Persons with Disabilities

Productivity

Progress Review

Projects

Quality

Reasonable Adjustment

Records

Resource Allocation

Schedules

Securities

Senior Executive Service (SES)

Service Agreements

Staffing Levels

Strategic Plan

Systems Integration

Vital Records

Volunteers

WAN

Waste Reduction

Workforce (planning)

Workplace Design


	OCCUPATIONAL HEALTH & SAFETY (OH&S)

	POLICY
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation


	OCCUPATIONAL HEALTH & SAFETY (OH&S)

	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals
	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)


	OCCUPATIONAL HEALTH & SAFETY (OH&S)

	REPORTING
	Affirmative Action

Annual Report

Archives

Briefing Papers

Business Plan

Cost Benefit Analysis

Discussion Papers

Economic Appraisal

Energy

Equal Employment Opportunity (EEO) 

Estimates

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Impact Statement

Independent Commission Against Corruption (ICAC)

Investments

Job Evaluation

Library Materials

Log Books

Ministerial Briefings
	Misappropriations 

ODEOPE

Position Papers

Post Implementation Review

Premier’s Annual Portfolio Reviews

Progress Review

Proposals

Public Moneys

Quality

Questionnaires

Questions With Notice

Questions Without Notice

Reasonable Adjustment

Records

Returns

Running Sheets

Staffing Levels

Statistics

Surveys

User Education

Volunteers

Waste Reduction

Workplace Inspection

	
	RESEARCH
	Brochures

Business Case

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

Literary Contributions
	Newsletters

Oral History

Projects

Publications

Questionnaires

Surveys


	OCCUPATIONAL HEALTH & SAFETY (OH&S)

	REVIEWING
	Anti-Discrimination

Brochures

Business Case

Business Plan

Contracts

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

LAN

Library Materials

Mission Statement

Newsletters
	Post Implementation Review

Projects

Proposals

Publications

Quality

Questionnaires

Records

Service Agreements

Software

Surveys

WAN 

Web Sites

	
	RISK MANAGEMENT
	Archives

Counter Disaster Plan

Credit Ratings

Electronic Mail (E-Mail)

Essential Services Contingency Plan

Hazards

Liability
	Library Materials

Material Safety Data Sheets (MSDS)

Preventative Action

Records

Storage (areas)

Surveys

Vital Records

	
	STANDARDS
	Archives

Electronic Mail (E-Mail)

Guidelines

Internet

Intranet

LAN

Library Materials

Monitoring
	ODEOPE 

Records

Software

Storage (areas)

Teleconferencing

Voice Mail

WAN

Web Sites


	 KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS



	PERSONNEL
The function of managing all employees in the organisation.  Employees include Ministerial, permanent, temporary and part-time employees, people working under scholarships, traineeships, apprenticeships and similar relationships.  Includes appeals, overtime, salaries, superannuation and working hours when related to persons rather than to Industrial Relations.  Also includes arrangements for staff travel and the provision of childcare by the agency.
	
	
	

	
	ALLOWANCES
	Advances (financial)

Entitlements

Higher Duties
	Tollpasses

Travel

Volunteers

	
	APPEALS (decisions)
	Administrative Appeals Tribunal

Appeal Book

Freedom of Information (FOI)

GREAT
	Legal Representation

Offences

Reinstatement

Tribunals

	
	ARRANGEMENTS
	Applications

Appointments

Bookings

Facilities

Funerals

Garages

Guest Lists

Hotels/Motels

Itineraries
	Parking

Passports

Private Vehicles

Registration

Running Sheets

Schedules

Travel

Vehicles

	
	AUTHORISATION
	Bonds (agreements)

Delegations (authority)
	Travel




	PERSONNEL

	COMMITTEES
	Access and Equity

Affirmative Action

Agenda

Applications

Appointments

Archives

Attendance

Briefing Papers

Discussion Papers
	Equal Employment Opportunity (EEO)

Ethnic Affairs

Library Materials

Minutes

Records

Schedules

Unions

Worker Participation

	
	COMPLIANCE
	Accreditation

ACT

Acts (parliamentary)

Affirmative Action

Archives

By-laws

Cabinet Minutes

Commonwealth

Discovery Orders

Energy

Environmental Impact Statement/Studies (EIS)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Freedom of Information (FOI)

Guidelines

Independent Commission Against Corruption (ICAC)

Legal Requirements
	Library Materials

NSW

NT

ODEOPE

Ombudsman Act

Premier’s Annual Portfolio Reviews

Premier’s Memorandum

Questions With Notice

Questions Without Notice

Records

Regulations

SA

Statutory Rules

Subpoenas

TAS

VIC

WA

	
	CONTRACTING-OUT
	Address Lists

Advertising

Archives

Campaigns

Cleaning

Consultants

Context Analysis

Contracts

Defaults
	Economic Appraisal

Fees

Functional Analysis

Library Materials

Mail Services

Printing

Records

Service Agreements


	PERSONNEL
	COUNSELLING
	Career Guidance

Offences
	Volunteers

	
	DISCIPLINE
	Determinations

Discrimination

Offences
	Punishments 

Thefts

Volunteers

	
	EMPLOYMENT CONDITIONS
	Aboriginal Employment Scheme

Address Lists

Appointments

Apprenticeships

Attendance

Barriers (overtime, etc.)

Cadets/Cadetships (personnel)

Childcare

Citizenship

Consultants

Context Analysis

Contracts

Criminal Record Checks

Defaults

Flexible Hours

Flexible Work Practices
	Health Declarations

Induction

Interpreters

Job Assist Scheme

Performance Agreements

Promotions (personnel)

Redeployment

Scholarships

Secondments

Senior Executive Service (SES)

Time Sheets

Traineeships

Transfers

Volunteers

Working Hours



	
	EVALUATION
	Business Case

Economic Appraisal

Electronic Data Interchange (EDI)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Feasibility Studies

Functional Analysis

Guarantee of Service (GOS)

Job Evaluation

LAN

Library Materials

Monitoring

Performance Indicators

Post Implementation Review 
	Productivity

Progress Review

Projects

Proposals 

Quality

Questionnaires

Records

Resource Allocation

Software

Surveys

Systems Integration

User Education

WAN


	PERSONNEL
	GRIEVANCES
	Access and Equity

Allegations

Anti-Discrimination Board

Complaints

Defamation

Determinations
	Discrimination

GREAT

Harassment

Volunteers

Work to Rules (labour)

	
	INFRINGEMENTS
	Copyright

Declarations

Parking

Patents
	Royalties (payments)

Software

Trademarks

Vehicles

	
	INSURANCE
	Property

Vehicles
	Warranties

	
	LEAVE
	Accrual

Entitlements

Examinations

First Aid

Funerals
	Holidays

Liability

Redundancy

Rosters



	
	MARKETING
	Advertising

Campaigns

Customer Profiles

Media Releases
	Presentation Packages

Sponsorship

Surveys

	
	PERFORMANCE MANAGEMENT
	Career Guidance

Higher Duties

Performance Evaluation
	Performance Indicators 

Progress Review

Skill Assessment


	PERSONNEL
	PLANNING
	Access and Equity

Accuracy Monitors

Advertising

Affirmative Action

Archives

Business Case

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Contracts

Corporate Plan

Cost Benefit Analysis

Counter Disaster Plan

Decentralisation

Disability Plans

Disabled Access

Economic Appraisal

Energy

Equal Employment Opportunity (EEO)

Essential Services Contingency Plan

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Functional Analysis

Investments

Job Design

LAN
	Library Materials

Loans

Management Information Systems (MIS)

Mission Statement

Objectives

Performance Targets

Persons with Disabilities

Productivity

Progress Review

Projects

Quality

Reasonable Adjustment

Records

Resource Allocation

Schedules

Securities

Senior Executive Service (SES)

Service Agreements

Staffing Levels

Strategic Plan

Systems Integration

Vital Records

Volunteers

WAN

Waste Reduction

Workforce (planning)

Workplace Design


	PERSONNEL

	POLICY
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation


	PERSONNEL

	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals
	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

	
	RECRUITMENT
	Advertising

Applications

Campaigns

Criminal Record Checks

Eligibility Lists
	Health Declarations

Interviews

Selection Panel

Tax Declarations

Volunteers

	
	REPRESENTATIVES
	Address Lists 

Delegations (authority)

First Aid
	Legal Representation

Worker Participation

	
	SALARIES
	Bank Accounts

Banking

Centralised Payroll System

Deductions

Group Certificates

Increments

Loadings (salaries)

Overtime
	Payroll

Payroll Tax (accounting)

Penalty Rates

Remuneration

Salary Adjustment Schedule (SAS)

Superannuation

Tax Declarations

Time Sheets


	PERSONNEL

	SECURITY
	Access

After Hours Support

Alarms

Archives

Break-ins

Business Hours

Classification

Clearances (security)

Criminal Record Checks

Data Protection

Disabled Access

Disclosures

Electronic Mail (E-Mail)

Emergency (procedures)

Evacuations

Fire Drill

Fire Escapes

Grounds

Internet

LAN
	Library Materials

Licenses

Loading Docks

Passes (security)

Passwords (security)

Permits

Preventative Action

Property

Records

Site Signage

Software

Storage (areas)

Teleconferencing

Thefts

Trespassing

Vandalism

Viruses

Vital Records

Voice Mail

WAN

	
	SEPARATIONS
	Job Assist Scheme

Redundancy
	Resignations



	
	SOCIAL CLUBS
	
	

	
	SUGGESTIONS
	Library Materials
	


	KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS



	PROPERTY MANAGEMENT
The function of managing land and working, storage, or living space within premises, and of acquiring, constructing, fitting-out, managing, maintaining, protecting and disposing of premises.  Includes buildings and land allotments either owned, rented, or leased by the organisation, such as office blocks, repositories and workshops.  Also includes the removal of pollutants and waste.
	
	
	

	
	ACQUISITION
	Annual Report

Appliances

Brochures

Building Materials

Catalogues

Exchanges

First Aid

Fuel

Furnishings

Furniture

Hardware (computers)

Inter-Library Loans (ILL)

Internet

Intranet

LAN

Land Titles

Library Materials

Listservs
	Loans 

Manuals

Newscuttings

Newsletters

Order Forms

Publications

Purchases

Real Estate

Records

Requests for Information (RFI)

Requisitions

Software

Stationery

Subscriptions

Thesaurus

Vehicles

Voice Mail

WAN

	
	CASES
	Freedom of Information (FOI)

Ministerial Certificates
	Visitors


	PROPERTY MANAGEMENT
	COMMITTEES
	Access and Equity

Affirmative Action

Agenda

Applications

Appointments

Archives

Attendance

Briefing Papers

Discussion Papers
	Equal Employment Opportunity (EEO)

Ethnic Affairs

Library Materials

Minutes

Records

Schedules

Unions

Worker Participation

	
	COMPLIANCE
	Accreditation

ACT

Acts (parliamentary)

Affirmative Action

Archives

By-laws

Cabinet Minutes

Commonwealth

Discovery Orders

Energy

Environmental Impact Statement/Studies (EIS)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Freedom of Information (FOI)

Guidelines

Independent Commission Against Corruption (ICAC)

Legal Requirements
	Library Materials

NSW

NT

ODEOPE

Ombudsman Act

Premier’s Annual Portfolio Reviews

Premier’s Memorandum

Questions With Notice

Questions Without Notice

Records

Regulations

SA

Statutory Rules

Subpoenas

TAS

VIC

WA

	
	CONSERVATION
	Applications

Archives

Conservation Order

Counter Disaster Plan

Environmental Heritage

Environmental Impact Statement/Studies (EIS)

Heritage Assistance Program (HAP)
	Heritage Council

Heritage Precinct

Library Materials

Records

Repair

Vital Records


	PROPERTY MANAGEMENT
	CONSTRUCTION
	Alterations

Amenities

Building Materials

Capital Works

Contracts

Defaults
	Disabled Access

Extensions

Facilities

Site Signage

Specifications

	
	CONTRACTING-OUT
	Address Lists

Advertising

Archives

Campaigns

Cleaning

Consultants

Context Analysis

Contracts

Defaults
	Economic Appraisal

Fees

Functional Analysis

Library Materials

Mail Services

Printing

Records

Service Agreements

	
	DISPOSAL
	Appliances

Archives

Auctions

Closure

Demolition

Electronic Mail (E-Mail)

Exchanges

Furnishings

Furniture

Hardware (computers)

Internet

Intranet

LAN

Land Titles

Library Materials
	Manuals 

Newscuttings

Newsletters

Real Estate

Records

Sales

Schedules

Semi-Active Records

Software

Transfers

Vehicles

Vital Records

Voice Mail

WAN



	
	FIT-OUTS
	Alterations

Extensions
	Furnishings

Furniture

	
	INSPECTIONS
	Hazards

Records
	Workplace Inspection


	PROPERTY MANAGEMENT
	INSTALLATION
	Air Conditioning

Electricity

Heating

Internet

Intranet

LAN

Lighting
	Networks

Plumbing

Software

Soundproofing (premises)

Ventilation

Voice Mail

WAN

	
	INSURANCE
	Property

Vehicles
	Warranties

	
	LEASING
	Defaults

Fees

Land Titles

Leases

Licenses
	Permits 

Real Estate

Rental Payments

Tenancy Agreement

Vehicles

	
	LEASING-OUT
	Defaults

Fees

Land Titles

Leases

Licenses

Permits 
	Real Estate

Rental Payments

Subleasing

Tenancy Agreement

Vehicles


	PROPERTY MANAGEMENT
	MAINTENANCE
	Air Conditioning

Amenities

Break-ins

Capital Works

Cleaning

Electricity

Facilities

Fire Escapes

Garages

Grounds

Hardware (computers)

Heating

Humidity Control

Internet

Intranet

LAN

Landscaping

Lighting
	Listservs

Loading Docks

Networks

Pest Control

Plumbing

Repair

Servicing

Software

Soundproofing (premises)

Storage (areas)

Vandalism

Vehicles

Ventilation

WAN

Warranties

Waste Removal

Water Supply

	
	MEETINGS
	Access and Equity

Agenda 

Annual Report

Archives

Attendance

Briefing Papers

Discussion Papers

Equal Employment Opportunity (EEO)

Ethnic Affairs
	Library Materials

Minutes

Protocol

Records

Schedules

Unions

Volunteers

Worker Participation



	
	MOVING
	
	


	PROPERTY MANAGEMENT
	PLANNING
	Access and Equity

Accuracy Monitors

Advertising

Affirmative Action

Archives

Business Case

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Contracts

Corporate Plan

Cost Benefit Analysis

Counter Disaster Plan

Decentralisation

Disability Plans

Disabled Access

Economic Appraisal

Energy

Equal Employment Opportunity (EEO)

Essential Services Contingency Plan

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Functional Analysis

Investments

Job Design

LAN
	Library Materials

Loans

Management Information Systems (MIS)

Mission Statement

Objectives

Performance Targets

Persons with Disabilities

Productivity

Progress Review

Projects

Quality

Reasonable Adjustment

Records

Resource Allocation

Schedules

Securities

Senior Executive Service (SES)

Service Agreements

Staffing Levels

Strategic Plan

Systems Integration

Vital Records

Volunteers

WAN

Waste Reduction

Workforce (planning)

Workplace Design


	PROPERTY MANAGEMENT
	POLICY
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation


	PROPERTY MANAGEMENT
	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals
	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)


	PROPERTY MANAGEMENT
	REPORTING
	Affirmative Action

Annual Report

Archives

Briefing Papers

Business Plan

Cost Benefit Analysis

Discussion Papers

Economic Appraisal

Energy

Equal Employment Opportunity (EEO) 

Estimates

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Impact Statement

Independent Commission Against Corruption (ICAC)

Investments

Job Evaluation

Library Materials

Log Books

Ministerial Briefings
	Misappropriations 

ODEOPE

Position Papers

Post Implementation Review

Premier’s Annual Portfolio Reviews

Progress Review

Proposals

Public Moneys

Quality

Questionnaires

Questions With Notice

Questions Without Notice

Reasonable Adjustment

Records

Returns

Running Sheets

Staffing Levels

Statistics

Surveys

User Education

Volunteers

Waste Reduction

Workplace Inspection

	
	RISK MANAGEMENT
	Archives

Counter Disaster Plan

Credit Ratings

Electronic Mail (E-Mail)

Essential Services Contingency Plan

Hazards

Liability
	Library Materials

Material Safety Data Sheets (MSDS)

Preventative Action

Records

Storage (areas)

Surveys

Vital Records


	PROPERTY MANAGEMENT
	SECURITY
	Access

After Hours Support

Alarms

Archives

Break-ins

Business Hours

Classification

Clearances (security)

Criminal Record Checks

Data Protection

Disabled Access

Disclosures

Electronic Mail (E-Mail)

Emergency (procedures)

Evacuations

Fire Drill

Fire Escapes

Grounds

Internet

LAN
	Library Materials

Licenses

Loading Docks

Passes (security)

Passwords (security)

Permits

Preventative Action

Property

Records

Site Signage

Software

Storage (areas)

Teleconferencing

Thefts

Trespassing

Vandalism

Viruses

Vital Records

Voice Mail

WAN

	
	TENDERING
	Contracts

Economic Appraisal

Expressions of Interest


	Mail Services

Request for Information (RFI)

Request for Tender (RFT)




	KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS



	PUBLICATION
The function of having works, irrespective of format, issued for sale or distribution internally or to the public.  Includes drafting, manual or electronic production (design, layout, typesetting, printing etc.), marketing and supply of publications by the organisation.  Includes external publications (such as technical papers, issues papers, articles for professional journals and reports) and leaflets which aim to promote the services and public image of the organisation; and internal publications (such as newsletters, circulars, procedure manuals etc.), which are not produced for public relations reasons. Also includes multi media publications, CD-ROM and on-line information services. 
	
	
	

	
	AGREEMENTS
	Awards (industrial)

Conciliation

Determinations

Ethnic Affairs
	Master Copies

Sponsorship

Unions


	PUBLICATION

	COMPLIANCE
	Accreditation

ACT

Acts (parliamentary)

Affirmative Action

Archives

By-laws

Cabinet Minutes

Commonwealth

Discovery Orders

Energy

Environmental Impact Statement/Studies (EIS)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Freedom of Information (FOI)

Guidelines

Independent Commission Against Corruption (ICAC)

Legal Requirements
	Library Materials

NSW

NT

ODEOPE

Ombudsman Act

Premier’s Annual Portfolio Reviews

Premier’s Memorandum

Questions With Notice

Questions Without Notice

Records

Regulations

SA

Statutory Rules

Subpoenas

TAS

VIC

WA

	
	CORPORATE STYLE
	Addressing (correspondence)

Brochures

Design

House Style
	Layout 

Letterhead

Logos

Newsletters

	
	DISTRIBUTION
	Address Lists

Brochures

Catalogues

Courier Services

Deliveries
	Inter-Library Loans (ILL)

Library Materials

Mailing Lists

Manuals

Newsletters

	
	DRAFTING
	Annual Report

Brochures

Equal Employment Opportunity (EEO)

Ethnic Affairs
	Literary Contributions 

Newsletters

Publications

Surveys

	
	ENQUIRIES
	Archives

Discovery Orders

Freedom of Information (FOI)

Help/Information Desks
	Library Materials

Ministerial Certificates

Records


	PUBLICATION
	INTELLECTUAL PROPERTY
	Independent Commission Against Corruption (ICAC)

Ombudsman Act
	Subpoenas

Transcripts

	
	JOINT VENTURES
	Co-research

Contracts
	Interdepartmental

Service Agreements

	
	MARKETING
	Advertising

Campaigns

Customer Profiles

Media Releases
	Presentation Packages

Sponsorship

Surveys

	
	PLANNING
	Access and Equity

Accuracy Monitors

Advertising

Affirmative Action

Archives

Business Case

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Contracts

Corporate Plan

Cost Benefit Analysis

Counter Disaster Plan

Decentralisation

Disability Plans

Disabled Access

Economic Appraisal

Energy

Equal Employment Opportunity (EEO)

Essential Services Contingency Plan

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Functional Analysis

Investments

Job Design

LAN
	Library Materials

Loans

Management Information Systems (MIS)

Mission Statement

Objectives

Performance Targets

Persons with Disabilities

Productivity

Progress Review

Projects

Quality

Reasonable Adjustment

Records

Resource Allocation

Schedules

Securities

Senior Executive Service (SES)

Service Agreements

Staffing Levels

Strategic Plan

Systems Integration

Vital Records

Volunteers

WAN

Waste Reduction

Workforce (planning)

Workplace Design


	PUBLICATION

	POLICY
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation


	PUBLICATION

	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals
	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

	
	PRODUCTION
	Annual Report

Artwork

Brochures

Design

Equal Employment Opportunity (EEO)

Ethnic Affairs

Internet

Intranet

Layout

Letterhead
	Literary Contributions

Logos

Master Copies

Newsletters

Oral History

Printing

Publications

Typesetting

Web Sites




	PUBLICATION

	REPORTING
	Affirmative Action

Annual Report

Archives

Briefing Papers

Business Plan

Cost Benefit Analysis

Discussion Papers

Economic Appraisal

Energy

Equal Employment Opportunity (EEO) 

Estimates

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Impact Statement

Independent Commission Against Corruption (ICAC)

Investments

Job Evaluation

Library Materials

Log Books

Ministerial Briefings
	Misappropriations 

ODEOPE

Position Papers

Post Implementation Review

Premier’s Annual Portfolio Reviews

Progress Review

Proposals

Public Moneys

Quality

Questionnaires

Questions With Notice

Questions Without Notice

Reasonable Adjustment

Records

Returns

Running Sheets

Staffing Levels

Statistics

Surveys

User Education

Volunteers

Waste Reduction

Workplace Inspection

	
	RESEARCH
	Brochures

Business Case

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

Literary Contributions
	Newsletters

Oral History

Projects

Publications

Questionnaires

Surveys


	PUBLICATION

	REVIEWING
	Anti-Discrimination

Brochures

Business Case

Business Plan

Contracts

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

LAN

Library Materials

Mission Statement

Newsletters
	Post Implementation Review

Projects

Proposals

Publications

Quality

Questionnaires

Records

Service Agreements

Software

Surveys

WAN 

Web Sites

	
	TENDERING
	Contracts

Economic Appraisal

Expressions of Interest
	Mail Services

Request for Information (RFI)

Request for Tender (RFT)


	KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS



	STAFF DEVELOPMENT
The function of encouraging staff to develop their skills and abilities (through activities, programs and events) to maximise their potential and increase their productivity.  Includes identifying and implementing all aspects of training needs and programs (internal and external) available to staff.
	
	
	

	
	ADDRESSES (presentations)
	Seminars 
	

	
	ALLOWANCES
	Advances (financial)

Entitlements

Higher Duties
	Tollpasses

Travel

Volunteers

	
	AUDIT
	Accountable Books & Forms

Misappropriations

Quality
	Records

Skill Assessment

Software

	
	COMMITTEES
	Access and Equity

Affirmative Action

Agenda

Applications

Appointments

Archives

Attendance

Briefing Papers

Discussion Papers
	Equal Employment Opportunity (EEO)

Ethnic Affairs

Library Materials

Minutes

Records

Schedules

Unions

Worker Participation


	STAFF DEVELOPMENT
	COMPLIANCE
	Accreditation

ACT

Acts (parliamentary)

Affirmative Action

Archives

By-laws

Cabinet Minutes

Commonwealth

Discovery Orders

Energy

Environmental Impact Statement/Studies (EIS)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Freedom of Information (FOI)

Guidelines

Independent Commission Against Corruption (ICAC)

Legal Requirements
	Library Materials

NSW

NT

ODEOPE

Ombudsman Act

Premier’s Annual Portfolio Reviews

Premier’s Memorandum

Questions With Notice

Questions Without Notice

Records

Regulations

SA

Statutory Rules

Subpoenas

TAS

VIC

WA

	
	CONFERENCES
	Acceptances

Attendance

Bookings

Catering
	Gifts

Invitations

Presentation Packages



	
	MEETINGS
	Access and Equity

Agenda 

Annual Report

Archives

Attendance

Briefing Papers

Discussion Papers

Equal Employment Opportunity (EEO)

Ethnic Affairs
	Library Materials

Minutes

Protocol

Records

Schedules

Unions

Volunteers

Worker Participation




	STAFF DEVELOPMENT
	PLANNING
	Access and Equity

Accuracy Monitors

Advertising

Affirmative Action

Archives

Business Case

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Contracts

Corporate Plan

Cost Benefit Analysis

Counter Disaster Plan

Decentralisation

Disability Plans

Disabled Access

Economic Appraisal

Energy

Equal Employment Opportunity (EEO)

Essential Services Contingency Plan

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Functional Analysis

Investments

Job Design

LAN
	Library Materials

Loans

Management Information Systems (MIS)

Mission Statement

Objectives

Performance Targets

Persons with Disabilities

Productivity

Progress Review

Projects

Quality

Reasonable Adjustment

Records

Resource Allocation

Schedules

Securities

Senior Executive Service (SES)

Service Agreements

Staffing Levels

Strategic Plan

Systems Integration

Vital Records

Volunteers

WAN

Waste Reduction

Workforce (planning)

Workplace Design


	STAFF DEVELOPMENT
	POLICY
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation


	STAFF DEVELOPMENT
	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals
	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

	
	REVIEWING
	Anti-Discrimination

Brochures

Business Case

Business Plan

Contracts

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

LAN

Library Materials

Mission Statement

Newsletters
	Post Implementation Review

Projects

Proposals

Publications

Quality

Questionnaires

Records

Service Agreements

Software

Surveys

WAN 

Web Sites


	STAFF DEVELOPMENT
	TRAINING
	Aids

Attendance

Courses

Equal Employment Opportunity (EEO)

Ethnic Affairs

Examinations

Exchanges

First Aid
	Induction

Interchange Programs

Persons with Disabilities

Retraining

Scholarships

Seminars

Volunteers




	KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS



	STRATEGIC MANAGEMENT
The function of applying broad systematic management planning for the organisation. Includes the activities involved with the development, monitoring and reviewing of business plans, strategic plans, corporate plans, Equal Employment Opportunity (EEO) plans, Ethnic Affairs Policy Statements (EAPS) and agreements, energy and waste management plans, and other long-term organisational strategies. Also includes the development of the corporate mission, objectives, continuous improvement processes, quality assurance and certification, and the formulation and amendment of legislation which provides the legislative basis for the organisation.
	
	
	

	
	AGREEMENTS
	Awards (industrial)

Conciliation

Determinations

Ethnic Affairs
	Master Copies

Sponsorship

Unions



	
	AUDIT
	Accountable Books & Forms

Misappropriations

Quality
	Records

Skill Assessment

Software


	STRATEGIC MANAGEMENT
	COMMITTEES
	Access and Equity

Affirmative Action

Agenda

Applications

Appointments

Archives

Attendance

Briefing Papers

Discussion Papers
	Equal Employment Opportunity (EEO)

Ethnic Affairs

Library Materials

Minutes

Records

Schedules

Unions

Worker Participation

	
	COMPLIANCE
	Accreditation

ACT

Acts (parliamentary)

Affirmative Action

Archives

By-laws

Cabinet Minutes

Commonwealth

Discovery Orders

Energy

Environmental Impact Statement/Studies (EIS)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Freedom of Information (FOI)

Guidelines

Independent Commission Against Corruption (ICAC)

Legal Requirements
	Library Materials

NSW

NT

ODEOPE

Ombudsman Act

Premier’s Annual Portfolio Reviews

Premier’s Memorandum

Questions With Notice

Questions Without Notice

Records

Regulations

SA

Statutory Rules

Subpoenas

TAS

VIC

WA

	
	CONTRACTING-OUT
	Address Lists

Advertising

Archives

Campaigns

Cleaning

Consultants

Context Analysis

Contracts

Defaults
	Economic Appraisal

Fees

Functional Analysis

Library Materials

Mail Services

Printing

Records

Service Agreements


	STRATEGIC MANAGEMENT
	CORRUPTION
	Administrative Appeals Tribunal 

Disclosures
	Fraud



	
	CUSTOMER SERVICE
	Access

After Hours Support

Alternate Dispute Resolution (ADR)

Archives

Customer Profiles

Guarantees of Service (GOS)

Help/Information Desks
	Interpreters

Library Materials

Persons with Disabilities

Records

Surveys

User Education

Web Sites

	
	EVALUATION
	Business Case

Economic Appraisal

Electronic Data Interchange (EDI)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Feasibility Studies

Functional Analysis

Guarantee of Service (GOS)

Job Evaluation

LAN

Library Materials

Monitoring

Performance Indicators

Post Implementation Review 
	Productivity

Progress Review

Projects

Proposals 

Quality

Questionnaires

Records

Resource Allocation

Software

Surveys

Systems Integration

User Education

WAN

	
	GRANT FUNDING
	Applications
	Scholarships

	
	IMPLEMENTATION
	Access and Equity

Accuracy Monitors

Anti-Discrimination

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Classification

Code of Conduct

Code of Ethics

Corporate Plan

Equal Employment Opportunity (EEO)
	Ethnic Affairs

Internet

Library Materials 

Monitoring

ODEOPE

Pilots

Projects

Strategic Plan

Systems Integration

Thesaurus

Waste Reduction


	STRATEGIC MANAGEMENT
	LEGISLATION
	ACT

Acts (parliamentary)

Amendments

By-laws

Commonwealth

Impact Statement

Legal Requirements

NSW

NT
	Proclamations

QLD

Regulations

SA

Schedules

Statutory Rules

TAS

VIC

WA

	
	MEETINGS
	Access and Equity

Agenda 

Annual Report

Archives

Attendance

Briefing Papers

Discussion Papers

Equal Employment Opportunity (EEO)

Ethnic Affairs
	Library Materials

Minutes

Protocol

Records

Schedules

Unions

Volunteers

Worker Participation



	
	PERFORMANCE MANAGEMENT
	Career Guidance

Higher Duties

Performance Evaluation
	Performance Indicators 

Progress Review

Skill Assessment


	STRATEGIC MANAGEMENT
	PLANNING
	Access and Equity

Accuracy Monitors

Advertising

Affirmative Action

Archives

Business Case

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Contracts

Corporate Plan

Cost Benefit Analysis

Counter Disaster Plan

Decentralisation

Disability Plans

Disabled Access

Economic Appraisal

Energy

Equal Employment Opportunity (EEO)

Essential Services Contingency Plan

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Functional Analysis

Investments

Job Design

LAN
	Library Materials

Loans

Management Information Systems (MIS)

Mission Statement

Objectives

Performance Targets

Persons with Disabilities

Productivity

Progress Review

Projects

Quality

Reasonable Adjustment

Records

Resource Allocation

Schedules

Securities

Senior Executive Service (SES)

Service Agreements

Staffing Levels

Strategic Plan

Systems Integration

Vital Records

Volunteers

WAN

Waste Reduction

Workforce (planning)

Workplace Design

	STRATEGIC MANAGEMENT
	POLICY
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation


	STRATEGIC MANAGEMENT
	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals
	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

	STRATEGIC MANAGEMENT
	REPORTING
	Affirmative Action

Annual Report

Archives

Briefing Papers

Business Plan

Cost Benefit Analysis

Discussion Papers

Economic Appraisal

Energy

Equal Employment Opportunity (EEO) 

Estimates

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Impact Statement

Independent Commission Against Corruption (ICAC)

Investments

Job Evaluation

Library Materials

Log Books

Ministerial Briefings
	Misappropriations 

ODEOPE

Position Papers

Post Implementation Review

Premier’s Annual Portfolio Reviews

Progress Review

Proposals

Public Moneys

Quality

Questionnaires

Questions With Notice

Questions Without Notice

Reasonable Adjustment

Records

Returns

Running Sheets

Staffing Levels

Statistics

Surveys

User Education

Volunteers

Waste Reduction

Workplace Inspection

	
	RESEARCH
	Brochures

Business Case

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

Literary Contributions
	Newsletters

Oral History

Projects

Publications

Questionnaires

Surveys


	STRATEGIC MANAGEMENT
	REVIEWING
	Anti-Discrimination

Brochures

Business Case

Business Plan

Contracts

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

LAN

Library Materials

Mission Statement

Newsletters
	Post Implementation Review

Projects

Proposals

Publications

Quality

Questionnaires

Records

Service Agreements

Software

Surveys

WAN 

Web Sites

	
	RISK MANAGEMENT
	Archives

Counter Disaster Plan

Credit Ratings

Electronic Mail (E-Mail)

Essential Services Contingency Plan

Hazards

Liability
	Library Materials

Material Safety Data Sheets (MSDS)

Preventative Action

Records

Storage (areas)

Surveys

Vital Records

	
	STANDARDS
	Archives

Electronic Mail (E-Mail)

Guidelines

Internet

Intranet

LAN

Library Materials

Monitoring
	ODEOPE 

Records

Software

Storage (areas)

Teleconferencing

Voice Mail

WAN

Web Sites


	KEYWORD
	ACTIVITY

DESCRIPTORS
	SUBJECT DESCRIPTORS



	TECHNOLOGY & TELECOMMUNICATIONS
The function of developing or acquiring, testing and implementing applications and databases to support the business needs of the organisation, to capture, store, retrieve, transfer, communicate and disseminate information through automated systems.  Includes the evaluation of software and hardware and the acquisition, tendering, leasing, licensing and disposal of systems. Also includes communication network systems such as video conferencing, voice mail and electronic mail and the technical aspects of the Internet, Intranet and Web Sites.
	
	
	


	TECHNOLOGY & TELECOMMUNICATIONS
	ACQUISITION
	Annual Report

Appliances

Brochures

Building Materials

Catalogues

Exchanges

First Aid

Fuel

Furnishings

Furniture

Hardware (computers)

Inter-Library Loans (ILL)

Internet

Intranet

LAN

Land Titles

Library Materials

Listservs
	Loans 

Manuals

Newscuttings

Newsletters

Order Forms

Publications

Purchases

Real Estate

Records

Requests for Information (RFI)

Requisitions

Software

Stationery

Subscriptions

Thesaurus

Vehicles

Voice Mail

WAN

	
	ADVICE
	Acts (parliamentary)

Bills (parliamentary)

By-laws

Freedom of Information (FOI)
	Loans

Ministerial Certificates

Unions

	
	APPLICATION DEVELOPMENT
	Business Case

Cost Benefit Analysis

Data Dictionaries

Feasibility Studies

Licences

Manuals

Metadata Management

Performance Indicators

Pilots
	Post Implementation Review 

Prototypes

Software

Specifications

Surveys

Systems Integration

Tests

User Requirements

Web Sites

	
	AUDIT
	Accountable Books & Forms

Misappropriations

Quality
	Records

Skill Assessment

Software


	TECHNOLOGY & TELECOMMUNICATIONS
	COMMITTEES
	Access and Equity

Affirmative Action

Agenda

Applications

Appointments

Archives

Attendance

Briefing Papers

Discussion Papers
	Equal Employment Opportunity (EEO)

Ethnic Affairs

Library Materials

Minutes

Records

Schedules

Unions

Worker Participation

	
	COMPLIANCE
	Accreditation

ACT

Acts (parliamentary)

Affirmative Action

Archives

By-laws

Cabinet Minutes

Commonwealth

Discovery Orders

Energy

Environmental Impact Statement/Studies (EIS)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Freedom of Information (FOI)

Guidelines

Independent Commission Against Corruption (ICAC)

Legal Requirements
	Library Materials

NSW

NT

ODEOPE

Ombudsman Act

Premier’s Annual Portfolio Reviews

Premier’s Memorandum

Questions With Notice

Questions Without Notice

Records

Regulations

SA

Statutory Rules

Subpoenas

TAS

VIC

WA

	
	CONTRACTING-OUT
	Address Lists

Advertising

Archives

Campaigns

Cleaning

Consultants

Context Analysis

Contracts

Defaults
	Economic Appraisal

Fees

Functional Analysis

Library Materials

Mail Services

Printing

Records

Service Agreements


	TECHNOLOGY & TELECOMMUNICATIONS
	CONTROL
	Archives

Barcoding

Catalogues

Classification

Computer Output Microform (COM)

Design

Electronic Data Interchange (EDI)

Finding Aids

Folio/Forms Management

Form Letters (design)
	Indexes 

Library Materials

Mail Management

Mail Services

Metadata Management

Records

Registers

Registration

Thesaurus



	
	CUSTOMER SERVICE
	Access

After Hours Support

Alternate Dispute Resolution (ADR)

Archives

Customer Profiles

Guarantees of Service (GOS)

Help/Information Desks
	Interpreters

Library Materials

Persons with Disabilities

Records

Surveys

User Education

Web Sites

	
	DATABASE MANAGEMENT
	Accuracy Monitors

Backups

Catalogues

Counter Disaster Plan

Data Dictionaries

Internet

Intranet

Journal Logs
	Management Information Systems (MIS)

Networks

Passwords (security)

Specifications

Systems Administration

Viruses

Web Sites




	TECHNOLOGY & TELECOMMUNICATIONS
	DISPOSAL
	Appliances

Archives

Auctions

Closure

Demolition

Electronic Mail (E-Mail)

Exchanges

Furnishings

Furniture

Hardware (computers)

Internet

Intranet

LAN

Land Titles

Library Materials
	Manuals 

Newscuttings

Newsletters

Real Estate

Records

Sales

Schedules

Semi-Active Records

Software

Transfers

Vehicles

Vital Records

Voice Mail

WAN



	
	EVALUATION
	Business Case

Economic Appraisal

Electronic Data Interchange (EDI)

Equal Employment Opportunity (EEO)

Ethnic Affairs

Feasibility Studies

Functional Analysis

Guarantee of Service (GOS)

Job Evaluation

LAN

Library Materials

Monitoring

Performance Indicators

Post Implementation Review
	Productivity

Progress Review

Projects

Proposals 

Quality

Questionnaires

Records

Resource Allocation

Software

Surveys

Systems Integration

User Education

WAN


	TECHNOLOGY & TELECOMMUNICATIONS
	IMPLEMENTATION
	Access and Equity

Accuracy Monitors

Anti-Discrimination

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Classification

Code of Conduct

Code of Ethics

Corporate Plan

Equal Employment Opportunity (EEO)
	Ethnic Affairs

Internet

Library Materials 

Monitoring

ODEOPE

Pilots

Projects

Strategic Plan

Systems Integration

Thesaurus

Waste Reduction

	
	INSPECTIONS
	Hazards

Records
	Workplace Inspection

	
	INSTALLATION
	Air Conditioning

Electricity

Heating

Internet

Intranet

LAN

Lighting
	Networks

Plumbing

Software

Soundproofing (premises)

Ventilation

Voice Mail

WAN

	
	INTELLECTUAL PROPERTY
	Copyright

Declarations

Library Materials

Patents
	Records

Royalties (payments)

Software

Trademarks

	
	LEASING
	Defaults

Fees

Land Titles

Leases

Licenses
	Permits 

Real Estate

Rental Payments

Tenancy Agreement

Vehicles

	
	LEASING-OUT
	Defaults

Fees

Land Titles

Leases

Licenses

Permits 
	Real Estate

Rental Payments

Subleasing

Tenancy Agreement

Vehicles


	TECHNOLOGY & TELECOMMUNICATIONS
	MAINTENANCE
	Air Conditioning

Amenities

Break-ins

Capital Works

Cleaning

Electricity

Facilities

Fire Escapes

Garages

Grounds

Hardware (computers)

Heating

Humidity Control

Internet

Intranet

LAN

Landscaping

Lighting
	Listservs

Loading Docks

Networks

Pest Control

Plumbing

Repair

Servicing

Software

Soundproofing (premises)

Storage (areas)

Vandalism

Vehicles

Ventilation

WAN

Warranties

Waste Removal

Water Supply

	
	MEETINGS
	Access and Equity

Agenda 

Annual Report

Archives

Attendance

Briefing Papers

Discussion Papers

Equal Employment Opportunity (EEO)

Ethnic Affairs
	Library Materials

Minutes

Protocol

Records

Schedules

Unions

Volunteers

Worker Participation



	
	MODELLING
	Monitoring
	

	
	OPERATIONS
	Accuracy Monitors

After Hours Support

Fault Reports

Hardware (computers)

Help/Information Desks

LAN
	Listservs

Networks

Software

Systems Integration

Voice Mail

WAN

	TECHNOLOGY & TELECOMMUNICATIONS
	PLANNING
	Access and Equity

Accuracy Monitors

Advertising

Affirmative Action

Archives

Business Case

Business Plan

Business Process Re-Engineering (BPR)

Campaigns

Contracts

Corporate Plan

Cost Benefit Analysis

Counter Disaster Plan

Decentralisation

Disability Plans

Disabled Access

Economic Appraisal

Energy

Equal Employment Opportunity (EEO)

Essential Services Contingency Plan

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Functional Analysis

Investments

Job Design

LAN
	Library Materials

Loans

Management Information Systems (MIS)

Mission Statement

Objectives

Performance Targets

Persons with Disabilities

Productivity

Progress Review

Projects

Quality

Reasonable Adjustment

Records

Resource Allocation

Schedules

Securities

Senior Executive Service (SES)

Service Agreements

Staffing Levels

Strategic Plan

Systems Integration

Vital Records

Volunteers

WAN

Waste Reduction

Workforce (planning)

Workplace Design

	TECHNOLOGY & TELECOMMUNICATIONS
	POLICY
	Access and Equity

Advertising

Affirmative Action

Alternative Dispute Resolution (ADR)

Anti-Discrimination

Arbitration

Archives

Business Case

Campaigns

Code of Conduct

Code of Ethics

Consultants

Corporatisation

Discrimination

Disposal Schedules

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

Freedom of Information (FOI)
	Guarantee of Service (GOS)

Guidelines

Library Materials 

Master Copies

ODEOPE

Persons with Disabilities

Premier’s Memorandum

Private Vehicles

Privatisation

Property 

Punishments

Quality

Reasonable Adjustment

Records

Signatories

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

Work to Rules (labour)

Worker Participation

	
	PRIVACY
	Access

Applications

Confidentiality Agreements

Data Protection
	Electronic Mail (E-Mail)

Library Materials

Ministerial Certificates

Records

	TECHNOLOGY & TELECOMMUNICATIONS
	PROCEDURES
	Access and Equity

Accident Report Forms

Affirmative Action

Anti-Discrimination

Arbitration

Archives

Corporatisation

Electronic Mail (E-Mail)

Emergency (procedures)

Energy

Equal Employment Opportunity (EEO)

Ethnic Affairs

Evacuations

Fire Drill

First Aid

Freedom of Information (FOI)

Functional Analysis

Funerals
	Guidelines

Library Materials 

Log Books

Mail Services

ODEOPE

Premier’s Memorandum

Punishments

Quality

Reasonable Adjustment

Records

Registers

Teleconferencing

Viruses

Vital Records

Volunteers

Waste Reduction

Web Sites

Work Experience (students)

	
	REPORTING
	Affirmative Action

Annual Report

Archives

Briefing Papers

Business Plan

Cost Benefit Analysis

Discussion Papers

Economic Appraisal

Energy

Equal Employment Opportunity (EEO) 

Estimates

Ethnic Affairs

Feasibility Studies

Flexible Hours

Freedom of Information (FOI)

Impact Statement

Independent Commission Against Corruption (ICAC)

Investments

Job Evaluation

Library Materials

Log Books

Ministerial Briefings
	Misappropriations 

ODEOPE

Position Papers

Post Implementation Review

Premier’s Annual Portfolio Reviews

Progress Review

Proposals

Public Moneys

Quality

Questionnaires

Questions With Notice

Questions Without Notice

Reasonable Adjustment

Records

Returns

Running Sheets

Staffing Levels

Statistics

Surveys

User Education

Volunteers

Waste Reduction

Workplace Inspection


	TECHNOLOGY & TELECOMMUNICATIONS
	RESEARCH
	Brochures

Business Case

Equal Employment Opportunity (EEO)

Ethnic Affairs

Functional Analysis

Literary Contributions
	Newsletters

Oral History

Projects

Publications

Questionnaires

Surveys

	
	RESTRUCTURING
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