
Includes  the  distribution  of  rights  and  responsibilities  among  different 
participants  in the  organisation and  spells  out the rules  and  procedures  for 
making decisions in corporate affairs.

101/1 Policies and Procedures Includes policies and procedures issued by the GoJ and those developed by 
the  organisation  which  directly/indirectly  influence  the  operation  of  the 
organisation.

101/2 Operational Standards and Guidelines Includes standards, and guidelines issued by the GoJ and those developed by 
the  organisation  and  developed  internationally  which  directly/indirectly 
influence the operation of the organisation.

101/2/1 Government Standards and 

101/2/2 Organisatinal Standards and Guidelin

101/2/3 International Standards and GuidelinIncludes ratification of treaties.

101/3 Statutory Requirements Includes Acts, Regulations, and Instructions directing the organisation.

101/4 Medium Term Strategic Priorities Includes  establishment of  priorities  in  tandem with National  Development 
Plan and medium term targets, general policy priorities for Government.
Includes the plans and  actions that needs to be put in place to work toward 
the vision of the future for the organisation.

102/1 Cabinet Submissions Includes  Cabinet  Submissions  and  Decisions  made  to  the  Parent 
Ministry/Cabinet  tand  the  files  are  organised  alphabetically  according  to 
subject area.

102/2 Board Management Includes  matters  relating  to  the  overarching  body  which  guides  the 
operations  of  Organisation.  Includes  charter,  framework  document, 
committees  (e.g.  Audit  Committee,  Procurement  Committee),  reports, 
approvals, business case, code of ethics, and special reports.

Includes  policy documents  that guide  the operations and  composition of the 
Board of Directors

Includes the orboarding and introduction of board members

Includes  resignation  and  termination  of  board  members.  

Includes documentations based on the GoJ's Policy for Board Appiontment

Board Evaluation Annual Board performance evaluation

Includes board meeting packages

Documentation  gathered  to  be  submitted  to  the  Board  sometimes  called 
Board Binders, Board Books or Board Folders. Also includes CEO's report.
Board Papers submitted for review (special document) 

Includes Board decision, by vote and typically by resolution which are 
communicated to Management to guide/inform a particular action.

Includes minutes confirmed and signed by the Chairperson

Includes a summation of Committee meetings and highlight actions, 
decisions, recommendations, and preliminary approvals from the respective 
meeting. These are submitted at Board meetings for the particular month.

Includes policies

Statements of all payments made to Board Members, P24

102/3 Note: Executive Agencies will utilise the term Special Committees Admin

Includes  the  provision  of  instructions,  guidance  and  advice  as  to  the 
execution and oversight of work to be undertaken.

103/1 Sensitisation on Strategic Issues Communicating the expectations  for  the organisation to employees  from the 
Head of Entity. 

103/2 Strategic Oversight Monitoring  the  implementation,  establishing  departmental/divisional 
directives, approving decisions
Includes  the  examination or  inspection  of various  books  of accounts  by an 
auditor  followed  by  physical  checking  of  inventory  to  make  sure  that  all 
departments are following documented system of recording transactions.

104/1 Internal Audits Includes  audit  plans  (annual  audit  plan  and  individual  audits,  risk 
assessments),  audit  programmes,  audit  working  papers  (evidential 
documents,  audit  test,  client  information),  auditee  meetings  (minutes, 
agendas),  audit  reports,   post  audit reviews,  and  implementation  status  of 
outstanding audit recommendations (ISOAR) reports.

104/1/1 Audit Planning

104/1/1/1 Emails  etc are  sent to  sensitise  staff about the upcoming audit and  identify 
areas for audit to focus on. 

104/1/1/2 Questionnaire shared with team to assessment what the needs are. 

104/1/1/3 Review  of  documents  and  reports  for  greater  insight  of  risk  level  for 
analysis.

104/1/1/4 Submitted to Head of Entity for comments and commented on and approved 
by Audit Committee. Includes timelines for audits to be undertaken. 

104/1/1/5 Agreed  Audit  Plan  which includes  timelines,  types  of  audit  and  Auditors 
assigned as well as risk ratings. 

Letter  announcing  the  commencement  of  the  audit.  Would  indicate 
preliminary documents from teams, e.g. policies and procedures, workplan. 
Meeting  with  stakeholders  where  terms  of  reference,  audit  scope  and 
objectives  of  the  audit  will  be discussed.  Outlines  the  expectations  to  the 
Auditee via the Terms of Reference. 
Step by step details of all  the audit  tests to be conducted. Electronic folder. 
This is sent for approval by the Chief Internal Auditor (CIA). 

104/1/2/4 Conclusion reported  by auditor  based on audit. Saved  on drive as Working 

102/2/1 Board Member Management  

102/2/1/1 Board Charter 

102/2/1/2 Nominations

102/2/1/3 Appointments 

102/2/1/4 Board Orientation

102/2/1/5 Separation

102/2/1/6 Corporate Registers

102/2/1/7

102/2/2 Board Meetings

102/2/2/1 Attendance Register

102/2/2/2 Board Meeting Packages

102/2/2/3 Board Submissions

102/2/2/4 Board Decision

102/2/2/5 Meeting Recordings and Transcriptions

102/2/2/6 Board Minutes 

102/2/2/7 Board Committee Repor

102/2/3 Board Directors Payments

102/2/3/1 Board Director's Fees

102/2/3/2 Board Directors Annual

Board/Special Committees Administration

102/3/1 Audit Committee

102/3/1/1 Terms of Reference

102/3/1/2 Meeting Register

102/3/1/3 Agenda and Minutes of Meetings

102/3/1/4 Audit Reports

102/3/1/5 Submissions

102/3/2 Corporate Governance Committee

102/3/2/1 Terms of Reference

102/3/2/2 Agenda and Minutes of Meetings

102/3/2/3 Submissions

102/3/3 Finance Committee

102/2/3/1 Terms of Reference

102/2/3/2 Agenda and Minutes of Meetings

102/2/3/3 Submissions

102/3/4 Human Resource Management 

102/3/4/1 Terms of Reference

102/3/4/2 Agenda and Minutes of Meetings

102/3/4/3 Submissions

Audit Sensitisation

Risk Assessments

Audit Research and 
Assessment 
Draft Audit Plan

Final Audit Plan

104/1/2 Audit Execution

104/1/2/1 Announcement Letter

104/1/2/2 Stakeholder 
Engagement

104/1/2/3 Audit Programme

Audit Test Execution

Draft Audit Report

Exit Meeting

Final Audit Reports

Statistics 
Implementation

100 - GOVERNANCE Includes the mechanisms, processes and relations by which Organisation are controlled and directed through governance structures and principles that identify the distribution of 
rights and responsibilities among different participants in Organisation and includes the rules and procedures for making decisions in corporate affairs. Also includes the process of 
establishing strategic direction for the organisation, ensuring compliance with policies, standards and procedures and the management of organisational risks.

Function Analysis 

Records Series

Which Department/Division/Unit with Primary 
Responsibility for this Function?

Are there other areas where  similar records can 
be found? If yes, state name of Division, Section 
or Unit. How complex is the function relative to other 
functions in the organisation? (e.g. number of 
staff, units and sub-units, size of budget).
How significant is the impact of the function on  
the GoJ (the people of Jamaica)?

What is the degree of influence of the function 
on the rest of the institution?

What is the importance accorded to the function 
in the annual reports of the institution?

Total 

Record  
Value

Length of 
Time 
Required

Earliest point of 
Disposition 
without 
secondary 
consideration

Any 
Financial 
Value?

Any Legal 
Value?

Related Legislation/  
Regulation

Secondary 
Value

Any of the 
following 
information 
in the 
record?

Additonal 
Period for 
Secondary 
Value

Primary 
Purpose

101 Distribution of Rights & Responsibilities

102 Establishing Strategic Direction

103 Provision of Control and Direction 

104 Auditing 

Paper Folder. 
104/1/2/5 List  findings  based  on  audit  and  sent  to  CIA  for  review.  Sent  to  process 

owners  for  review  as  well  to  provide  feedback  in writing.  Scheduling of 
Exit Meeting. 

104/1/2/6 Discussion of findings and agreement reached. 

104/1/2/7 Audit  Report prepared  and  sent  to  the  process  owner  and  CEO  and Audit 
Committee. The report is tabled at the next available Audit Meeting. 

104/1/2/8 Provide statristics of implementation levels. 

104/1/2/9 Monitor items from Audit required for implementation. 

104/1/2/10 Requests for auditors to undertake ad hoc audits.

104/2 External Audits Includes audit reports from Auditor General’s Department and private firms.

 Report Implementation Status 

Adhoc Assignments

Note  -  not  to  be 
mixed with HR separation in 402/5.

You may include other Board related or special committee here if not listed. 



Includes  hardware  and  software,  computer-based 
technologies  such as  word  processing,  databases, 
desktop  publishing,  graphics,  digital 
communication technologies such as local area and 
wide  area  networks,   internet  communication, 
enterprise  content  management, 
telecommunications,  audio-visual  systems,  cloud 
computing,  email  management,  information 
sharing, software development, hardware/software 
procurement,  maintenance,  monitoring,  and  ICT 
security.

901/1 ICT Planning and Strategy Development
Includes  ICT  strategy,  policies  (user  policies, 
software development, networking, software (open 
source etc) and procedures, and guidelines.

901/1/1 Strategy Includes strategy plan for short term period,matrix, 
key performance indicators, 

901/1/2 Policies

901/1/3 Procedures

901/1/4 Guidelines
901/2 Networking Includes plans  (network,  network designs,  change 

records, configuration documentation and reports.
901/3 Hardware Procurement Includes  servers,  cables,  pc,  needs  assessment, 

comparative analysis, networking and justification.
901/3/1 Server 

901/3/2 Networking

901/3/3 Endpoint Devices and Accessories Includes  printers,  computers,  smart  phones, 
scanners,  laptops,  tablets,  headsets,  mouse, 
keyboards etc.

901/4 Software Development Includes  user  requirements,  functional 
requirements, and software testing, threat modeling 
reports,  quality  assurance  and  source  code 
(Internal development)

901/4/1 Internal Software Development

901/4/2 External Software Development Includes cloud and software as a service (SaaS)
901/5 Maintenance Includes schedules (network/software  upgrading – 

patches,  replacing  obsolete  hardware),  migration 
(data,  software,  hardware),  and  implementation 
testing.

901/5/1 Service Level Agreements Excludes SLAs in 800
901/5/2 Change Records

901/5/3 Configuration Documentation Application configuration
901/5/4 Back Up and Recovery Includes  network  back  up  and  recovery-daily, 

monthly  incremental  back  up,  different  from 
disaster recovery, this is more granular

901/6 Monitoring Includes  network  availability,  software 
availability  server  availability,  fail-over, 
hardware  monitoring,  network  performance, 
incidents and error detection. 

901/6/1 Reporting 

901/7 ICT Security Includes  risk  assessment,  network  security, 
authentication,  confidentiality  (speak  to  how  the 
user  access  information),  security  access,  ICT 
auditing, and reporting.

901/7/1 Vulnerability Management Documentation  includes  Scan  Reports, 
vulnerability  assessment  and  penetration  testing. 
May  trigger  risk  exceptions  and  risk  acceptance 
document. 

901/7/1/1 Change Records 

901/7/1/2 Configuration 

901/7/2 Patch Management May  generate  reports,  and  change  records 
(generated  to  indicate  that  a  change  was  made  in 
the environment). 

901/7/2/1 Change Records 

901/7/2/2 Configuration 

901/7/3 Threat Management Change records generated and sometimes actioned. 
Diagrams  or  other  configuration  documentation 
may be generated to support deployment. 

901/7/3/1 Change Records 

901/7/3/2 Configuration 

901/7/3/3 Threat Modeling 

901/8 Desktop and User Support

901/8/1 Service Requests 

901/8/2 Log Books

901/8/3 Incident Reports

Includes RAM planning and strategy development, 
records  creation, registration and capture,  records 
distribution and  use, storage and maintenance, and 
retention and disposition.

902/1 RAM Planning and Strategy Development

Includes  policies,  procedures,  records 
classification scheme, records  appraisal, retention 
and  disposition  schedule,  records 
survey/inventory, and indexes.

902/1/1 RIM Committee 
Including  Sub  Committees  and  working  groups, 
Terms of Reference, minutes of meetings, agendas, 
invitation letters, action plans

902/1/2 RAM Policies

902/1/3 RAM Procedures

902/1/4 RAM Standards

902/2 Records Creation, Registration and Capture

902/2/1 Records Inventory/Survey

902/2/2 Records Classification 

902/2/2/1 Classification Schemes

902/2/2/2 File Plans

902/2/2/3 Reclassification 

902/2/3 Indexing 

902/2/3/1 File Index

902/2/4 Metadata Management

902/3 Mail Management
Includes incoming mail  book,  outgoing mail  book, 
bearer books, 

902/4 Records Distribution and Use

902/4/1 Records Loans
Includes  loan  charge-out  books,  logs,  cards,  and 
reports

902/4/2
Access to Information (ATI) 
Requests and Responses

902/4/3
Data Protection Requests and 
Responses

902/5 Storage and Maintenance
Includes records transfer and security access. 
Includes shelf plan, suppliers listing, procuring 
records, preservation, and conservation.

902/5/1 Shelf Planning

902/5/2 Acquisition of Storage 

902/5/3 Maintenance of Storage Area Includes scheduled cleaning, pest control treatment

902/5/4 Preservation 

902/6 Retention and Disposition

902/6/1 Records Appraisal

902/6/1/1 Appraisal Assessments 
Includes  assessment  of  retention  schedule  for 
changes

What is the degree of influence of the function 
on the rest of the institution?
What is the importance accorded to the function 
in the annual reports of the institution?

Long-term 
(11+ years)

15 years 3 months after 
15 years 

No Yes Archives Acts; GOJ RIM 
Policy and Procedures, 
JDIC Policy and 
Procedures 

Information Strategic 
Decisions

15 years 

5 5

5 4

Total 

Record  
Value

Length of 
Time 
Required

Earliest point 
of 
Disposition 
without 
secondary 
consideratio
n

Any 
Financial 
Value?

Any Legal 
Value?

Related Legislation/  
Regulation

Secondary 
Value

Any of the 
following 
information 
in the 
record?

Additonal 
Period for 
Secondary 
Value

Record  
Value

Length of 
Time 
Required

Earliest point 
of 
Disposition 
without 
secondary 
consideratio
n

Any 
Financial 
Value?

Any Legal 
Value?

Related Legislation/  
Regulation

Secondary 
Value

Any of the 
following 
information 
in the 
record?

Additonal 
Period for 
Secondary 
Value

14

Records Series

Records Series

16

Primary 
Purpose

Primary 
Purpose

901
Information & Communication Technology (ICT) 
Management

902 Records and Archives Managment (RAM)

902/6/1/2 Appraisal Reports

902/6/2
Retention and Disposition 
Scheduling

902/6/3 Records Transfer
Includes documents  transferred  to JARD,  external 
storage or between offices, and decongestion

902/6/4 Records Destruction

Business & 
Accountability



Includes  library  planning  and  strategy 
development,  collection  development  and 
management,  information  organisation  and 
retrieval,  information  and  user  services,  and 
collection weeding.

903/1 Library Planning and Strategy Development
Includes procedures, library manuals/polices,  risk 
register, and weeding policy.

903/1/1 Library Policies 
Would  also  include  collection  development 
policy. 

903/1/2 Procedures Manual

903/2 Collection Development and Management
Includes  acquisitions,  subscriptions,  database 
management, donations, and quotations.

903/2/1 Selection

903/2/2 Acquisitions

903/2/2/1 Purchase

903/2/2/2 Gifts

903/2/2/3 Donations

903/2/2/4 Exchange Exchange of materials between special libraries.

903/2/3 Subscriptions Subscriptions to Journals, Newspapers etc. 

903/2/3/1 Journals

903/2/3/2
Newspape
rs

903/2/4 Library Procurement 
903/3 Information Organisation and Retrieval Includes  resource  description,  access  standards, 

classification,  cataloguing  (accessioning  etc), 
abstracts,  indexes,  and  Machine  Readable 
Cataloguing (MARC) standards

903/3/1 Classificat
ion
903/3/1/1 Library Classification 

Scheme 
Includes the library classifiacation scheme used by 
the entity

903/3/1/2 Thesaurus

903/3/2 Cataloging

903/3/2/1 Catalogue 
Card

903/3/3 Indexing 

903/3/3/1 Card Index

903/3/3/2 Numerical 
Index

903/3/3/3 Subject 
Index

903/3/4

903/3/5

903/4 Information and User

903 Library Management 

 Services Includes  circulation  (requisition,  check-in  and 
check-out),  reference  services,  virtual  reference 
services,  associations  and  networks,  interlibrary 
loans,  current  awareness,  library  extension 
programmes, and exhibitions.

903/4/1 Circulation 

903/4/1/1
Circulation 
Log 

903/4/2 Interlibrary Loans

903/4/3 Exhibitions

903/4/4 Associations and Networks Includes JAMLIN, LIAJA etc.

903/4/5 User Awareness
Includes  interactions/programs  with  both  internal 
and external stakeholders.

903/4/5/1 Internal

903/4/5/2 External Includes outreach.

903/4/6

903/5 Collection Assessment and Weeding Includes weeding list and disposal.

903/5/1
Collection 
Audits

903/5/2 Weeding List

903/5/3 Disposal

For some entities this may be in the HR Manual.

Database Management 

Metadata 

Reference Services

903/4/6/1 Selective 



Includes policies, directives,  guidelines, and legal 
practice  handbooks  issued  by  the  Attorney 
General ’ s  Chambers  to  ensure timely delivery of 
legal  services  to the Ministry.  This   also  includes 
matters  arising from  the  Legal  Unit ’ s  interaction 
with  the  Attorney  General ’ s  Chambers  or  other 
external counsel management.

1101/1 Develop Policies, Procedures and Standards

1101/1/1 Policies

1101/1/2 Procedures

1101/1/3 Standards
Includes  the  giving  of  a  professional  or  formal 
opinion  regarding  the  substance  or  procedure  of 
the law in relation to a particular factual situation.

1102/1 Internal Stakeholders

1102/2 External Stakeholders
Includes the monitoring, instructing, and supporting 
the  representation  of  the  organisaton  at  hearing, 
inquiries, Court, Tribunals or other proceedings.

1103/1 Legal Negotiations and Settlements Includes  meetings  to  negotiate  and  settle  matters, 
undertaking  research,  and  preparing  legal 
documents on behalf of the organisation.

1103/2 Litigation Includes  representing  or  supporting  the 
representation  of  the  organisation  in  Court 
(supporting/instructing Attorney General Chambers 
(AGC),  Director of Public  Prosecutions  (DPP)  or 
other external counsel).

1103/3 Proceedings Includes  representing  or  supporting  the 
representation  of  the  organisation  at  hearings, 
Tribunals, inquiries or similar forums.

1103/4 Alternate Dispute Resolution Includes mediation and arbitration.
Includes the processes of a myriad of drafting legal 
agreements  which  includes  Memorandum  of 
Understanding,  contracts,  orders,  and  other  legal 
documents  for  the  Units/Divisions  within  the 
Ministry or for the Ministry.

1104/1 Agreements Includes letters of intent, SLA, Confidentiality and 
Non-disclosure agreements, Acceptable Use 
Agreement etc.

1104/2 Contracts Employment  contracts,  contracts  for  goods, 
services, works and consultancy 

1104/3 Memorandum of Understanding

1104/4 Leases/Licences

Includes initiating and monitoring the development 
of  legislation  through  stakeholder  consultations, 
attending  meetings,  researching  best  practices, 
making  recommendations,  drafting  instructions, 
revision  of  draft  instrument,  clause-by-

1100 - PROVISION OF LEGAL SERVICES Includes the execution of research and the provision of services consisting of professional legal counselling, representation or defence of the organisation in 
court, during pre-trial procedure or elsewhere, the preparation of documents for the organisation and ensuring the maximum legal protection of the 
organisation.

Function Analysis 

Records Series

Which Department/Division/Unit with Primary 
Responsibility for this Function?

Are there other areas where  similar records can be 
found? If yes, state name of Division, Section or Unit. 
How complex is the function relative to other functions 
in the organisation? (e.g. number of staff, units and 
sub-units, size of budget).
How significant is the impact of the function on the 
people of Jamaica?

What is the degree of influence of the function on the 
rest of the institution?

What is the importance accorded to the function in the 
annual reports of the institution?

Total 

Record  Length of Earliest point Any Any Legal Related Legislation/  Secondary Any of the Additonal Primary 

1101 Oversight of Legal Services 

1102 Legal Advisory Services

1103 Dispute Management

1104 Agreement Preparation and Review

1105 Legislative Programme Management 

clause 
review  of  bills,  vetting  cabinet  submissions, 
attendance  at  Parliament  and  gazetting  of  passed 
legislation. Filed by subject matter.

1105/1 Development of Legislative Framework Includes  stakeholder  consultation,  policy 
development, drafting instructions

1105/2 Stakeholder Consultation

1105/3 Drafting Instructions Includes  the  entity support  in  the  drafting  and/or 
review  of bills, policies,  drafting instructions  and 
cabinet submissions et al 

1105/4 Development of Legislation 

1105/5 Orders 



Includes  the  planning and  coordination of  events, 
the  assignment of  responsibilities and stakeholder 
management.

1301/1 Procedures/Guidelines Includes Standard Operating Procedures 
1301/2 Events Planning Includes  determining  objectives  and  resource 

requirements,  produce  collateral,  Planning 
Committee,  event  plans  (budget,  delegation  of 
responsibilities,   venue  selection  and 
confirmations,   risk  management)  (excludes  risk 
management  at  103),   logistics  management, 
production  and  procurement  of  collateral 
materials.

1301/2/1 Staff Events These  are  case  files  and  every  thing  about  the 
event goes on one file. 

1301/2/2 Fairs Large  event  with  public  vendors  to  share 
products/services  with staff. These  are  case  files 
and  every thing about  the  event  goes on one  file. 
Also includes symposiums and expositions

1301/2/3 Lunch Hour Sessions External  stakeholders  coming  in  to  share 
products/services  or  do staff  motivation sessions. 
These  are  case  files  and  every  thing  about  the 
event goes

1300 - EVENTS MANAGEMENT Includes the process of planning, co-ordinating and executing events, budgeting and scheduling the events, site selection, acquisition of requisite permits, 
coordination of transportation and parking, arranging for speakers or entertainment, arranging decor, organising security for the event, making catering 
arrangements, arranging media coverage and publicity, issuing invitations  and putting in place emergency/contingency plans.

Function Analysis 

Records Series

Which Department/Division/Unit with Primary 
Are there other areas where  similar records can 
How complex is the function relative to other 
How significant is the impact of the function on 
What is the degree of influence of the function 
What is the importance accorded to the function 
Total 

Record  
Value

Length of 
Time 
Required

Earliest point 
of 
Disposition 
without 
secondary 
consideratio
n

Any 
Financial 
Value?

Any Legal 
Value?

Related Legislation/  
Regulation

Secondary 
Value

Any of the 
following 
information 
in the 
record?

Additonal 
Period for 
Secondary 
Value

Primary 
Purpose

1301  Coordinating/Hosting of Events 

1302 Participating in Events

 on one file. 
1301/2/4 Meetings

1301/2/5 Trainings

1301/2/6 Special Events Includes launches, road shows
Includes  coordination  of  events  in  which  the 
organisation has been invited to participate. 

1302/1 Coordination of Events
Includes isolated  planning at  a minimal  level  (not 
related to 1301/2)

1302/2 Attending Events
Includes the execution plans and obtaining relevant 
feedback during the event.

1302/3 Evaluation of Event Participation 
Includes  assessing  the  effectiveness  of  the  plans 
executed  at  the  event and  analysing and  reporting 
on the findings. 

 


