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FOREWORD

Objectives of this Manual

Subject files are records which document a B/D’s administrative and programme functions or
activities not specifically related to a particular case or project. Within these records, there are numerous
documents valuable for decision makers of today, and researchers of tomorrow.

It is the duty and responsibility of records management personnel to plan a management system
for these records so as to permit efficient retrieval and use of them.

Management of “Subject Files” is known to be the most critical and pervasive task for all records
and information managers. This manual was first published in 1994 to give an intensive treatment of this
management issue and provide some practical guidelines on developing a filing and classification plan
for this type of records.

The Government Records Service (GRS) is committed to regularly conduct reviews on the
government records management policies, guidelines and publications to ensure that they are
comprehensive and up-to-date. We take this opportunity to promulgate an updated version of this
publication for reference by B/Ds. Specifically, all terms and names used in this publication have been
aligned with those promulgated in GRS’ Records Management Publication No.4 - General
Administrative Records Disposal Schedules (GARDS). For ease of reference, a summary of the
primary terms of the Standard Classification Scheme for Administrative Records listed under the
Subject List of this manual is provided at Appendix 2. A Chinese translation of the subject terms of the
Standard Classification Scheme for Administrative Records is provided at Appendix 3.

Further Enquiries

Any enquiries and opinions relating to topics discussed in this publication should be addressed
to:

Records Management and Administration Office

4/F, Hong Kong Public Records Building

13 Tsui Ping Road, Kwun Tong

Kowloon

Tel: 21957791

Fax: 2463 5200

E-mail: RMAO/GRS/HKSARG (Lotus Notes) or rmao@ars.gov.hk (Internet)



mailto:admin_rcinfo@grs.gov.hk
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CHAPTER 1 SUBJECT FILING: AN OVERVIEW

WHAT ARE “SUBJECT FILES”?

1.1 Subject files are records which document a B/D’s administrative (housekeeping) and
programme (operational) activities not specifically related to a particular case, person or project.
These records contain information on policies, procedures, and general administrative matters
rather than information concerning a specific case, person or organisation.

1.2 Records of this type filed by subject content are known as “Correspondence files”,
“General correspondence files” or simply “Subject files”.

SUBJECT FILES AS DISTINCT FROM CASE FILES

1.3 It is a good records management practice to distinguish high-volume case files from
low-volume subiject files, and separate them for filing and keeping. Intermingling of these records
makes information retrieval difficult.

1.4 The distinction between subject files and case files given in GRS’ Records Management
Publication No. 2 - Managing Active Records: File Management is recapped here for easy reference.
Subject files contain records on a given subject, which may be policy or routine correspondence (e.g.
licensing policy, licence applications), rather than a particular case, person or organisation. They may
require relatively complicated classification schemes because they contain diverse information and
records users may request them by different filing features. Case files contain records on a specific
event, project, person, organisation, location or case. They are usually arranged by a single filing
feature. For example, personnel related files are arranged alphabetically by name, while project files are
normally arranged numerically by project number or alphabetically by project name.

WHAT IS FILING?

15 Filing is a process of placing records in the appropriate location and order within a filing
system. Detailed discussion on this process is provided in Chapter 4 of GRS’ Records Management
Publication No. 2 - Managing Active Records: File Management. Registry staff are advised to go
through this chapter before going on further.

1.6 One of the main purposes of any filing scheme (or file plan) is to facilitate organisation
of related papers/materials and continuous documentation of activities, as well as to make
information retrieval faster and easier. A good filing scheme or file plan can also facilitate
suitable distribution of files and segregation of management responsibility, access control,
protection of records of security classification and vital records and, last but not least, records
disposal.

1.7 Depending on the nature of records, filing schemes range from simple to complex. Some
records, such as case files, can be arranged by a single filing feature. Other records may require
relatively complicated filing schemes because they contain diverse information and records users may
request them by different filing features. Subject files fall into this category.



1.8 Subject filing is a process of arranging and filing records according to their content or
subject matters concerned. The purpose is to bring together all records on the same subject which
enhances file integrity and completeness, and facilitates information retrieval and use. Subject
filing is suitable for correspondence, reports, clippings, catalogues, research data, development
plans, etc. as long as a topical arrangement is considered a logical and necessary way to classify
information.

WHAT IS FILING BY SUBJECT?

SUBJECT FILING PROCESS

1.9 Normally, filing records received/generated by subject or information content involves the
following steps:

(@) Read and understand content of the item received/generated:;

(b) Translate the subject content of the item into subject term(s) or vocabulary reflecting
the subject matter of the item;

(c) Check the records inventory to determine if file of the subject concerned has or has
not been opened,

(d) If it is a new subject, open a new file;

(e) Name or assign a title to the new file according to the naming rules;

(f Allot a file reference to the new file according to the coding rules;

(9) Place the item into the file in reverse chronological order;

(h) Store the file systematically, with the storage sequence usually based on the file

reference, in a designated place; and

(1) Pass it on to action officer concerned if necessary.

PROBLEMS ENCOUNTERED IN SUBJECT FILING

1.10 Subject filing is always a challenge. To classify and file records correctly, registry staff
should have a good understanding of the subject matter of the documents concerned. Misreading of the
subject will jeopardise proper filing and subsequently affect information retrieval.

1.11 When it comes to translating the subject matter of documents into specific subject terms or
vocabulary, human preference or error may create problems. If information retrieval is to be achieved
efficiently and effectively, the terms used by records users must match those of registry staff who
classify documents and name files in the first place.



1.12 If someone asks for documents about medals or citations received by staff, and they are in a
file called “Awards and Honours”, unless people are aware of this term being used or are aided by
indexing and cross-indexing systems, there will be difficulties in retrieving the required records.

1.13 Because of personal preference over the choice of words or diverse approach in handling
synonyms, different registry staff may file the above documents differently. In the absence of a
well-documented, systematic and standardised records classification scheme, documents on closely
related subjects may be scattered in different files, thus increasing the cost of operation. (In many
modern records management systems, this problem has largely been solved by introducing the measure
of “controlled vocabulary” in the file naming or titling process.)

THE NEED TO IMPROVE EXISTING SUBJECT FILING SYSTEMS

1.14 Usually the need to revise and improve a B/D’s subject filing system is evident if the
following symptoms exist:

@) Illogical and obsolete subject categories in the file plan;
(b) Excessive misfilings;
(c) Scattering of records on closely related subjects in different files;

(d) High cost of files operations;

(e) Poor communication between those who file records (registry staff) and those who
use the records (records users); and

(f Inconsistent naming convention and use of technical jargon, non-standard
abbreviations, or ambiguous or meaningless terms in naming files.

THE NEED FOR A SUBJECT FILES CLASSIFICATION SCHEME

1.15 One of the solutions to the above problems is to develop and implement a “subject files
classification scheme”. In fact, the basic premise of this publication is that to achieve efficient and
effective retrieval of information, a standardised, properly developed and well-documented records
classification scheme is imperative.

1.16 The succeeding chapters discuss what a subject files classification scheme is about. We will
also suggest some guidelines for the development of such a scheme.



CHAPTER 2 DEVELOPING A SUBJECT FILES CLASSIFICATION
SCHEME

ADMINISTRATIVE AND PROGRAMME SUBJECT FILES CLASSIFICATION
SCHEMES

2.1 Before a subject files classification scheme is developed, records management personnel
should distinguish between administrative records and programme records.

What Are Administrative Records?

2.2 Administrative records are records of housekeeping nature relating to administration,
accommodation and facilities, procurement and supplies, finance and accounting, human resources, and
management of information, information services and information technology that are common to all
B/Ds. They are internally focused, mainly concerned with programmes or services to people who are
within each B/D.

What Are Programme Records?

2.3 Programme records are functional records created or received by a B/D whilst carrying out
the functions, activities or mission for which it was established. They are characterised by their unique
nature with regard to the programme activities of each B/D. In most cases, only one B/D will have a
mandate to perform a particular operational function.

Separate Schemes for the Two Types of Records

2.4 In planning and developing subject classification schemes, registry staff should separate
administrative records from programme records.

STANDARD CLASSIFICATION SCHEME FOR ADMINISTRATIVE RECORDS

2.5 Administrative records are similar throughout B/Ds. Classification scheme for this type of
records is therefore similar and could be shared for use.

2.6 To foster consistency in records classification, GRS has developed a Standard Classification
Scheme for Administrative Records (this Scheme) which describes different categories of government
housekeeping records and presents a records classification framework for easy addition and revision if
necessary. B/Ds are required to make use of this Scheme as adopting a common and standardised
approach in records classification will be beneficial to inter and intra departmental coordination,
information exchange and technical networking.

2.7 Full text of this Scheme is attached at Appendix 1. Details with regard to its organisation,
structure and use are given in Chapter 3 of this publication.



SUBJECT FILES CLASSIFICATION SCHEME FOR PROGRAMME
RECORDS

2.8 As programme records of a B/D are unique to B/D itself, rather than sharing a common
records classification system, each B/D should develop its own scheme according to its specific
requirements.
ADVANTAGES OF DEVELOPING A SUBJECT CLASSIFICATION SCHEME
2.9 The main benefits of having a subject files classification scheme are:

@ to facilitate accurate and complete documentation of policies, procedures and

decisions for the efficient carrying out of the B/D’s functions, activities and
transactions;

(b) to ensure that records in a B/D will be organised and maintained in a systematic,
logical, consistent and scalable way even in times of reorganisation and staff
changes;

(c) to readily provide a list of subject categories that a B/D can use as file titles or topics;

(d) to provide guidelines to help registry staff select file titles;

(e) to match the vocabulary of registry staff to that of the searchers by standardising
terminology for file titles; and

0 to control over the use of synonyms and spelling, and distinguish among
homographs.
2.10 Though developing a subject classification scheme is a painstaking task, the effort spent will

eventually pay off.

ESTABLISHMENT OF NEW RECORDS CLASSIFICATION SCHEMES

211 As stipulated under paragraph 8 of General Circular No. 2/2009 entitled “Mandatory Records
Management Requirements”, an effective records classification scheme is conducive to effective records
management. As a requirement to ensure quality, new classification schemes for a B/D such as those
necessitated by reorganisation should be approved by its Departmental Records Manager (DRM). The
DRM’s approval is also required for records classification schemes to be adopted for a new office,
irrespective of whether this is by way of creating new schemes or extending existing schemes.



2.12 A records classification scheme allows modifications such as addition of new records series to
cater for changing circumstances. To ensure that each scheme remains effective to cope with changes
over time and to identify scope for improvement, the DRM is required to review the records
classification schemes every two to three years as stipulated under paragraph 12 of General Circular
No. 2/2009.

REGULAR REVIEWS

2.13 The results of the review and any follow-up action taken should be documented. Some large
B/Ds may need to designate staff at regional/district level to conduct such reviews. In such cases, the
designated staff should not be below the rank of Senior Executive Officer or equivalent, and the DRM
will remain responsible for the overall coordination and effectiveness of the review.

PRINCIPLES IN ESTABLISHING / REVIEWING RECORDS
CLASSIFICATIONS SCHEMES

2.14 The DRM is required to have regard to the following in approving a new records classification
scheme or reviewing records classification schemes -

@ whether programme records are separated from administrative records;

(b) whether the scheme is systematic, logical, consistent and scalable to facilitate
accurate and complete documentation of policies, procedures and decisions for the
efficient carrying out of the B/D’s functions, activities and transactions;

(© whether the scheme can be used easily and the file titles are clear and unique (e.g.
avoid the use of “general” or “miscellaneous”) to facilitate accurate capturing and
ready retrieval of records; and

(d) whether the scheme facilitates segregation of vital records for protection and
establishment of disposal schedules to satisfy retention requirement stipulated by
legislation (e.g. Personal Data (Privacy) Ordinance) and to separate records which
need to be kept for a long period (e.g. those on policy) from those which need to be
kept briefly (e.g. routine correspondence).



CHAPTER 3 STANDARD CLASSIFICATION SCHEME FOR
ADMINISTRATIVE RECORDS

ADOPTION OF THE STANDARD CLASSIFICATION SCHEME FOR
ADMINISTRATIVE RECORDS

3.1 With the issue of General Circular No. 2/2009 entitled “Mandatory Records Management
Requirements” in April 2009, B/Ds were required to adopt the standard classification scheme for all
their administrative records not later than April 2012, except a few B/Ds which have yet to be covered by
GRS’ records management studies. Yet, they should comply with this requirement three years after

completion of the studies. By September 2015, all B/Ds have already adopted the standard classification
scheme for all their administrative records.

SCOPE OF THIS CLASSIFICATION SCHEME

3.2 This Scheme has been developed only for subject files of administrative nature common
to most B/Ds (concept and definition of this type of files are discussed in Chapter 2).

3.3 Full text of this Scheme is attached at Appendix 1.

COMPONENTS OF THIS SCHEME
3.4 This Scheme is made up of two parts:
@ The Subject List; and

(b) The Index.

THE SUBJECT LIST

3.5 The subject list contains a comprehensive listing of subject terms (or subject categories)
arranged in six different schedules. These terms represent major subject matters or activities of
administrative (housekeeping) nature in a B/D. Figure 1 shows a sample page from Schedule 4 of the
Subject List.



FIGURE 1:

Sample Page of Schedule 4: Finance and Accounting

4-10

4-15

FINANCE AND ACCOUNTING (previously known as FINANCE)

For records relating to policies, procedures and routine matters regarding finance and
accounting not covered by other subject groups in this Schedule.

ACCOUNTS AND ACCOUNTING

For records relating to policies, procedures and routine matters regarding the
administration of accounting systems, classification of accounts, accounting control
and analysis, summary and reporting of accounting transactions. This subject group
covers records on accrual accounting, including those on fixed assets, receipt of
deposits and bail money by government B/Ds, and any accounting matters not
covered by subject groups 4-15 to 4-30, 4-40, 4-50 and 4-60 to 4-85.

See also:

FEES AND CHARGES 4-60

EXPENDITURE (previously known as ACCOUNTS PAYABLE)

For records relating to policies, procedures and routine matters regarding
expenditure, including correspondence, originals and copies of payment transactions
and other supporting documentation in relation to departmental expenses, personal
emoluments, personnel related expenses and other financial charges of government
B/Ds not covered by subject groups 4-25, 4-30, 4-40, 4-50 and 4-60 to 4-85.
See also:

ADVANCES 4-25

ALLOWANCES 4-30

CLAIMS 4-50




3.6 In the standard classification scheme for administrative records, all subject terms are
carefully chosen and mutually exclusive. They are to be used as primary file captions (titles)
which define subject categories and group related records together. For example, if a file is to be
opened on the payment of electricity, gas, and water bills, the primary file caption according to the terms
provided in Schedule 4: Finance and Accounting will be:

EXPENDITURE
If there is, however, a need for a B/D to further describe or delineate this specific type of records, a

secondary term can be added at its discretion. In this example, a more detailed file title using both
primary and secondary terms may possibly be:

EXPENDITURE - Utilities
Primary Term: Secondary Term:
Provided and authorised Decided by B/D concerned.

by the scheme.

3.7 Instead of presenting a long and cumbersome subject list to cover every single subject matter
of administrative records, this Scheme provides standardised subject terms as file titles only at the
primary level.

3.8 Given that a primary term denotes a variety of records including policy and procedures,
general and routine files, and even case files, it is essential that records requiring different disposal

action or security protection are identified and separated out for classification with the use of
secondary and perhaps tertiary terms.

Separate Policy Records from Routine Records
3.9 Policy records are records which state a B/D’s policy or any of its jurisdiction. They should
not be used or mixed with working files which document policy implementation. It is thus
recommended that a category of policy files should be established under major primary terms for
the following reasons:

€)) Quick identification and retrieval

(b) Efficient records disposal

(c) Security protection

Using the example in paragraph 3.6, the policy file for the subject category Expenditure should be
entitled:

EXPENDITURE - Policy



Reference to GRS’ Records Management Publication No. 4: General
Administrative Records Disposal Schedules (GARDS)

3.10 Based on the standard classification scheme for administrative records, GRS has developed
the GRS’ Records Management Publication No. 4 - General Administrative Records Disposal

Schedules (GARDS), which are standard disposal schedules to regulate the retention and disposal of
administrative records common to B/Ds.

The Six Schedules in the Subject List

3.11 The subject list is further broken down into six schedules; each containing subject terms
which represents a major area of housekeeping activities in a B/D. The six schedules are as follows:

(@) Schedule 1:  Administration

(b) Schedule 2:  Accommodation and Facilities

(c) Schedule 3:  Procurement and Supplies (previously known as Equipment and
Supplies)

(d) Schedule 4 :  Finance and Accounting (previously known as Finance)

(e) Schedule 5:  Human Resources (previously known as Personnel)

() Schedule 6 :  Management of Information, Information Services and Information
Technology (previously known as Information Systems and
Services)

3.12 Each of these schedules has a foreword (scope notes) which defines and describes what is and

what is not covered by the schedule. Figure 2 shows a sample of the foreword for Schedule 5: Human
Resources.

3.13 Each subject term in the six schedules is defined by scope notes. A duplex-numeric code
(comprising the schedule number and a classification number) is assigned to each term for file
registration or numbering purpose. This will be discussed in more detail in paragraphs 3.39 - 3.49.
Figure 3 is a sample page of Schedule 5: Human Resources.



FIGURE 2: Sample Page of the “Foreword” to Schedule 5: Human Resources

SCHEDULE 5 - HUMAN RESOURCES
(previously known as PERSONNEL)

Schedule 5 is concerned with human resources records common to
government bureaux/departments (B/Ds), including records relating to appointments,
conduct and discipline, hours of work, human resources planning, leave,
occupational safety and health, promotion, staff performance and appraisal, staff
relations, training and development, personal case records, etc. A majority of these
records are related to employment-related personal data of civil servants, non-civil
service contract staff (NCSC staff) and other government employees.

This Schedule DOES NOT COVER:

(a) individual pay records which are dealt with in Schedule 4: FINANCE AND
ACCOUNTING; and

(b) records relating to hire of services for manpower (including supplying agency
workers) which are dealt with in the respective schedules. For example,
records relating to procurement of security guard services are dealt with in
Schedule 2: ACCOMMODATION AND FACILITIES and financial
records relating to payment of services are dealt with in Schedule 4:
FINANCE AND ACCOUNTING.




FIGURE 3:

Sample Page of Schedule 5: Human Resources

5-5

5-10

5-15

ACCIDENTS AND INJURIES
For records relating to policies, procedures and routine matters regarding accidents
and personal injuries caused to staff by accidents arising out of and in the course of
employment.
For financial arrangement/settlement relating to claims, use:

CLAIMS 4-50

See also:

ACCIDENTS 1-5

APPOINTMENTS AND POSTING
For records relating to policies, procedures and routine matters regarding
appointments of staff, including probation, acting, posting, loan, secondment,
attachment, redeployment and transfer. Records relating to terms of appointment
and conditions of service applicable to serving officers on in-service appointment
are included.
For honorary appointments, use:

AWARDS AND HONOURS 5-15

For recruitment and conditions of service, use:

RECRUITMENT 5-25

AWARDS AND HONOURS

For records relating to policies, procedures and routine matters regarding awards,
honours, decorations, citations, and commendations given to staff.

See also:

APPRECIATION AND CONDOLENCES 1-15




3.14 An alphabetical index of subjects and cross-references constitutes an important component of
this standard classification scheme for administrative records. The index gives the headings for different
types of subjects or terms concerning a B/D’s administrative (housekeeping) activities. It enables
registry staff unfamiliar with the structure of this classification scheme to immediately locate the
required primary terms and file codes.

THE INDEX

3.15 The index primarily serves as a Thesaurus - a vocabulary control list - for file titles. For
example, if you want to name a file which contains documents on the purchase of a film projector, and
you look up the term “projector” in the Index, you will note the following instruction:

PROJECTORS: Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT
AND SUPPLIES........ccooiiiisssssssnsse s 3-10

This means that the subject term “Projector” is not an authorised file title in this Scheme, “Audiovisual
and Photographic Equipment and Supplies” should be used instead. Figure 4 is a sample page of the
Index.

3.16 The above method of titling a file, known also as “Keyword(s)-out-of-context titling
method (KWOC)” is based on the use of authorised subject terms tabled in the Subject List. The
thesaurus, i.e. the Index, will instruct you as to which term(s) you could or could not use. By complying
with the instruction of the Index over the choice of subject terms and the appropriate schedule,
standardised file titling (at the primary subject level) will be enforced.

3.17 Further elaboration of the “KWOC” mechanism and use of this Scheme will be provided in
the following sections.

HOW TO USE THIS SCHEME

3.18 This section explains the necessary steps involved in classifying and arranging administrative
subject files with this Scheme. Figure 5 shows a graphic illustration of this process flow.

3.19 Classifying and filing a document using this Scheme or any other subject scheme of similar
nature normally involves the following steps:



FIGURE 4: Sample Page of “The Index”

PRIVATISATION: Use ORGANISATION ..ot s 1-145
PROBATION (APPOINTMENT):  Use APPOINTMENTS AND POSTING .......c.cccooiiiiiiiiiccccccesns 5-10
PROCEDURES::

- Analysis  Use MANAGEMENT SERVICES ..........ccooiiiiiiiiiiiiresre e 1-125

- Correspondence  Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT ...

- Management  Use MANAGEMENT SERVICES

- Office  Use MANAGEMENT SERVICES

- Organisation ~ Use MANAGEMENT SERVICES

PROCEEDINGS:

- Associations, Clubs ~ Use ASSOCIATIONS AND CLUBS
- Boards of Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS ...
- Charitable Organisations ~ Use ASSOCIATIONS AND CLUBS
- Commercial Firms and Companies ~ Use CORPORATIONS AND FIRMS ..
- Committees, Councils, Commissions ~ Use COMMITTEES, COUNCILS AND
COMMISSIONS
- Conferences, Seminars ~ Use CONFERENCES AND SEMINARS..
- Panels  Use COMMITTEES, COUNCILS AND COMMISSIONS.
- Political Groups ~ Use ASSOCIATIONS AND CLUBS.....
- Social Groups ~ Use ASSOCIATIONS AND CLUBS
- Task Forces  Use COMMITTEES, COUNCILS AND COMMISSIONS

PROCESS CHARTS: Use MANAGEMENT SERVICES .....c.citiiiiiiiiiiiiieisiss st 1-125
PROCUREMENT:
- Accommodation ~ Use ACCOMMODATION - ACQUISITION AND DISPOSAL.......ccosimiiiiiiiinennns 2-10
- Communication Systems ~ Use COMMUNICATION SYSTEMS - INSTALLATION
AND DISPOSAL ....ooviiititieteit ettt 2-40

- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or
specific equipment by type
- Library Material ~ Use LIBRARY SERVICES
- Utilities  Use UTILITIES AND BUILDING SERVICES FACILITIES -
INSTALLATION AND DISPOSAL .....ocviiiiitiiiiteiiieieeetse et 2-55

PROFESSIONAL:

- Development  Use TRAINING AND DEVELOPMENT ..
- Employment  Use RECRUITMENT
- Fees See Fees




FIGURE 5: How to Use the Standard Classification Scheme for Administrative Records
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3.20 When a record is received or created, it has to be read carefully to determine its subject matter.
It is important to note that the content of a record may not be fully understood by merely reading
its subject caption. Hence the record must be read and evaluated thoroughly.

Understand the Document

Translate Content into Subject Term(s)

3.21 The content of the record is then analysed and translated into a term(s) - keyword(s) which
summarises or represents its subject matter(s).

3.22 For example, “training”, “professional development”, “records management”, etc. are
possible terms used to summarise the content of a sample e-mail shown in Figure 6 inviting B/Ds’
nomination for their Senior Clerical Officers, Clerical Officers and Senior Confidential Assistants to
attend a records management course.

Look Up the Index

3.23 The next step is to look up the Index in Part Il of this Scheme to check whether any of the
terms (training, professional development, etc.) you have thought of is the authorised file title; if not,
follow the instruction of the Index.

3.24 For example, if you look up “Professional Development” in the index, you will be directed
to “Use TRAINING AND DEVELOPMENT ........ 5-95” (see Index at Appendix 1). This means that
the term “Professional Development” is not authorised for use in file titling, but “TRAINING AND
DEVELOPMENT?” of Schedule 5 with classification number 95 is.

3.25 If you try looking up “Training” in the Index, you will again be directed to use “TRAINING
AND DEVELOPMENT?” as an authorised term for file title.

Check Scope Notes

3.26 Having been provided with the Schedule number and the authorised primary subject term as
file title (in our example, it is “Schedule 5” and “TRAINING AND DEVELOPMENT?), registry staff
should turn to the subject list of the appropriate Schedule to locate the authorised term. At this point,
registry staff should also go through the scope notes of the term to ensure that the given Schedule and
authorised file title reflect correctly the content of the records to be classified. If discrepancy or
ambiguity exists, registry staff should check the index again with other related terms he or she could
think of. In cases that no suitable primary terms are available in this Scheme, B/Ds should approach
GRS instead of adding new primary terms by themselves.



Figure 6: Sample E-mail Inviting Nomination for a Records Management Course

From: RMAQ /GRS /HESARG

To: DEM - B/D=

Co:

Date: 19/07/2016 10:17

Sub ject: Nemination for GRS Records Management Training Courses—RSU-01--Records

Management for Registry Supervisors—Module I-Administrative Records

To: Departmental Records Manasers

(4ttn: EM course co—ordinators)

Dear All,

You are cordially invited to neminate officers to participate in the

following records management tralning course scheduled for September 2016 orwards —

Course Code Course Title Duration Flyer
RE50-01 Records Management for Registry Supervisors — 1 dav ml
Module I - Administrative Records

ES0-01_Flyer. pd
f

Nen—ecivil service contract staff of comparable ranks undertaking records management dutles
may be nominated having regard to operational needs and the length of their remaining

service after attending the course. Officers who have attended the course more than three

years ago may also apply the same course.

2 We should be grateful if you would forward the completed nomination form in
MS excel format as attached to us by e-mail at rossinfo@grs. gov. hk or RMAD/GRS/HESARG
on or before 16 August 2016. Fach nominee is required to submit the nominatien to his/her
EM course coordinator via email with a copy to his/her own supervisor. The Gowverrment
Records Service (GRS) assumes that all nominations submitted by the course coordinators
have obtained the agreement of the nominees’ supervisers. Furthermore, in case of

over—subscription, we may allocate the training places in the way GRS deems fit.

)
EE0-01_ Nemination Form xzlsz




3.27 Administrative files are titled according to their subject content. File titles have to be
created and assigned at the time when files are opened by registry staff.

Assign Title to the File

3.28 For proper records classification and convenient retrieval, it is essential to employ some
form of controlled vocabulary in titling subject files. (See Chapter 1, paragraphs 1.11 - 1.13 of this
manual.)

3.29 As discussed in paragraphs 3.14 - 3.17, the Index in this Scheme serves as a controlling
instrument defining which are or are not the authorised subject terms to be used as file titles. All primary
subject terms as controlled and designated by the standard classification scheme for administrative
records are tabled separately in the six schedules of the Subject List. B/Ds have the flexibility to create
subject terms at secondary, tertiary or lower levels.

3.30 Going back to the example we have been using: if a new file is to be opened for the e-mail on
training, according to the instruction and direction of the Index, the controlled keyword title (at the
primary level) will be:

“TRAINING AND DEVELOPMENT”

3.31 The registry staff should then decide if the subject matter covered by the title chosen is too
broad. It is important to note that a very broad file title may result in a file containing too many
documents which makes information retrieval a time-consuming effort.

Add Needed Secondary and Tertiary Terms

3.32 Depending on the information retrieval requirement of a B/D and the anticipated
growth of records on certain subjects, sometimes a further subject breakdown is necessary to
make file titles more specific in coverage. For example, to open a file containing documents
specifically relating to “training of staff in records management” but not all documents to staff
training as such, registry staff will have to supply a secondary subject term and if necessary a
tertiary subject term for more precise classification which are not provided in this Scheme.
However, it should be noted that over precise classification due to the addition of lower level subject
terms will lead to proliferation of files causing management problems.



3.33 The more specific titles for the above example could probably be:

"TRAINING AND DEVELOPMENT - Records Management"

Primary Term: Secondary Term:
Controlled term, authorised Uncontrolled term, supplied
by the scheme. by file titler.

"TRAINING AND DEVELOPMENT - Records Management - General Grades Staff"

AN

Primary Term: Secondary Term: Tertiary Term:

Controlled term, authorised Uncontrolled term, Uncontroiled term,

by the scheme. supplied by file titler. supplied by file titler.
3.34 The following are some examples of file titles with secondary and tertiary terms:

“TRAINING AND DEVELOPMENT - Policy”

“TRAINING AND DEVELOPMENT - Records Management - Clerical Officers”
“APPOINTMENTS AND POSTING - Acting - Policy”

“ALLOWANCES - Education - Local Officers”

“BUDGETS - Operational”

“EXPENDITURE - Utilities”

3.35 Remember, all subject terms at the primary level are controlled and designated by this
Scheme itself. When typing / printing the File Titles on the file covers, the primary level subject
terms are recommended to be shown in capital letters. All terms at the secondary and tertiary
levels, however, should be supplied by the registry staff (in consultation with the subject officer, if
in doubt) if they think that more circumscribed file titles are needed. There is always an operational
need to separate policy files from the more general or routine files with the use of additional subject
classifiers as discussed in paragraph 3.9.

3.36 In another example, a file entitled “Overtime Policy and Applications” covers both policy and
routine records relating to management of overtime. This file should be matched to the primary subject
term “HOURS OF WORK AND OVERTIME” with a secondary subject term “Overtime”. To separate
policy and routine records, two tertiary subject terms may be added as follows:

a HOURS OF WORK AND OVERTIME — Overtime — Policy
a HOURS OF WORK AND OVERTIME — Overtime — Applications

3.37 Furthermore, in accordance with paragraph 15 of Part | — Explanatory Notes of GRS’ Records



Management Publication No. 4 - General Administrative Records Disposal Schedules (GARDS),
administrative records of different retention and disposal requirements should be filed separately.
Taking records such as classification scheme and records disposal schedule as an example, though
classification scheme and records disposal schedule should be classified into the primary subject term
“INFORMATION MANAGEMENT AND RECORDS MANAGEMENT?™, their disposal remarks as
stipulated in GARDS are different -

Records Disposal Remarks GARDS Code
Classification Scheme SOP 6-60 Others (1)
Records Disposal Schedule  Retain permanently in your agency  6-60 Others (3)

As such, they should be filed separately having regard to their disposal requirements. Suggested file
titles are:
o INFORMATION MANAGEMENT AND RECORDS MANAGEMENT - Classification

Scheme
o INFORMATION MANAGEMENT AND RECORDS MANAGEMENT - Disposal
Schedule
3.38 A separator such as “—" should be used to separate subject terms at different levels as shown in

the examples under paragraphs 3.33 - 3.37.

Coding a File

3.39 File coding (registering) systems consist of numbers, letters or a combination of both are
used in identifying a particular file from other files and deciding its storage location. Using a
systematic coding system facilitates filing, retrieval and refiling of records. (The general methods and
purposes of coding, as well as the various coding systems are discussed in GRS’ Records Management
Publication No. 2 - Managing Active Records: File Management.)

3.40 A unique and logical file reference number should be assigned to each new file to help identify
the file amongst other files in the classification scheme. The file reference number comprises the
following components:
o Prefix
a Classification code
. Primary subject code
. Secondary/tertiary/other lower level subject codes
o Suffix

Prefix

341 To distinguish the groups of files from files managed by other B/Ds and/or offices/sections of
the same B/D, “B/D prefix” (e.g. “IRD” represents “Inland Revenue Department”) and “unit prefix” (e.g.
“GR” represents “General Registry”) should be added to the reference numbers of administrative files.
For the sake of consistency, a B/D should control the B/D and unit prefixes used.

Classification code

3.42 A classification code is made up of codes assigned to its subject terms. The standard
classification scheme assigns a classification code, based on a duplex numeric system consisting of a
schedule number and a classification number, to each primary subject term (e.g. “5-95” for “TRAINING
AND DEVELOPMENT?”). B/Ds should assign numerical serial codes to subject terms at secondary,




tertiary or lower levels. “0” should be reserved to indicate a policy file. For example,

/5-95/T1 \
Primary Secondary Tertiary
subject subject subject
code code code
3.43 Registry staff have the options of making use of these ready-made notations. For example, the

following files according to the arrangement of this Scheme are coded as:

“TRAINING AND DEVELOPMENT - Policy” 5-95/0
“TRAINING AND DEVELOPMENT - Computer” 5-95/1
“TRAINING AND DEVELOPMENT - Computer - Clerical Officers” 5-95/1/1
“TRAINING AND DEVELOPMENT - Computer - Executive Officers” 5-95/1/2

3.44 The first number (from the left) “5” is the Schedule number for Schedule 5: Human
Resources, “95” is the classification number for the primary subject category “TRAINING AND
DEVELOPMENT™, the last numbers “1”, «2”, “3”, etc. are simply serial numbers running
consecutively for files opened within the primary subject group: “TRAINING AND
DEVELOPMENT”.

3.45 Depending on the need and preference of each B/D, other coding systems can also be
employed. Registry staff are advised to refer to Chapter 4 of GRS’ Records Management Publication
No. 2 - Managing Active Records: File Management for evaluation of each type of file coding system.

Suffix
3.46 Suffix is used, where appropriate, for the following purposes:

o denote the relevant year (e.g. 09-10) for files created to group records relating to a
financial/calendar year
a denote security classification of the file:

Symbol Meaning

C Confidential

R Restricted

RA Restricted (Administration)
RAP Restricted (Appointment)
RC Restricted (Contract)

RM Restricted (Medical)

RS Restricted (Staff)

RT Restricted (Tender)

S Secret

TS Top Secret



o denote file part number (e.g. I, I1)
3.47 A separator “/” is recommended to be used to segregate prefixes and subject codes.
3.48 Two fictitious examples of coded files are appended below:

APPOINTMENTS AND POSTING — Acting Appointments — Policy

File reference no.
IRD GR/5-10/1/0 C

where “IRD” = B/D prefix

“GR” = unit prefix

“5-10” = primary subject code

“1” = secondary subject code

“0” = tertiary subject code to indicate a policy file

“C” = suffix to indicate security classification “Confidential”

a File title
EXPENDITURE CONTROL — Departmental Expenditure
[For illustrative purpose, the file only contains records concerning financial year 2009-10.]

File reference no.
IRD GR/4-55/1 (09-10)

where “IRD” = B/D prefix

“GR” = unit prefix
“4-55” = primary subject code
“1” = secondary subject code

“09-10” = suffix to indicate the concerned financial year

6-tier file code structure in the BCFMS
3.49 For B/Ds using the BCFMS, the file reference number should be filled in the system’s 6-tier
file code structure as illustrated below using the file reference number “IRD GR/4-45/1/3 (09-10) C II”:

1st tier 2nd tier 3rd tier 4th tier 5th tier 6th tier
B/D Primary Secondary | Tertiary Year suffix, | Part no.
Prefix, subject subject subject Security

Unit code code code classification

prefix suffix

e.g. IRD GR | 4-45 1 3 (09-10) C I

Prepare Finding Aids

3.50 If there is increasing use of secondary and tertiary terms in records classification, it simply



means more and more files are created under the primary subject categories provided in this Scheme. In
cases where records are coded as the example shown in paragraphs 3.43 and 3.44 i.e. by the schedule
number, the primary subject code and a running number, there may be difficulties in locating a required
file from a large group of files opened under a specific primary subject heading. Under such
circumstances, registry staff may require cross-referencing to aid accurate and prompt retrieval. The
cross-reference notations, regardless of their format, should list all the files within each primary heading
in alphabetical order and original file codes for easy identification. Details of how to prepare such
finding aids are not covered in this publication. Interested parties may contact GRS for information and
assistance.

Store a Coded File

3.51 A coded file should be stored in its designated storage space as indicated by its schedule and
classification number or passed onto subject officer(s) concerned for action.

USE AND MAINTENANCE OF THIS SCHEME

3.52 The Standard Classification Scheme for Administrative Records serves as a means from
which registry staff can select the appropriate primary terms and add the necessary secondary and
tertiary terms to classify all administrative records received or generated by their B/Ds. One of the
characteristics of a good records classification scheme is the scalability. The system presented here
should be flexible enough to be used by small file registries which most likely would require few
secondary and tertiary terms to open new files. However, in cases that no suitable primary terms are
available in this Scheme, B/Ds should approach GRS instead of adding new primary terms by
themselves.

3.53 To ensure that additions and changes made to this Scheme are standardised and well
documented, registry staff should obtain prior agreement from their respective DRM, or any
officer(s) designated by the B/D as appropriate, before creating new secondary subject terms and
tertiary terms.



CHAPTER 4 DEVELOPING A CLASSIFICATION SCHEME FOR
“PROGRAMME SUBJECT FILES”

CENTRALISATION VERSUS DECENTRALISATION

4.1 In planning a classification scheme for programme subject files, the primary consideration
is its scope: shall there be one comprehensive scheme for the entire B/D applicable to each branch,
division and office, or shall there be individual schemes developed separately for specific components of
the B/D?

4.2 Whichever approach one may take, the size of the B/D, complexity of its functions, diversity
of its programmes, and the level of autonomy of its divisions and offices must be considered carefully
first.

STEPS IN DEVELOPING THE SCHEME

4.3 Preparing the subject filing scheme for programme records may seem a formidable task, but a
good classification scheme will certainly pay dividends in helping to find the required information
faster.

4.4 The following sections discuss the guidelines on developing the subject filing scheme for
programme records. It is recommended that these guidelines should be followed in the order
presented.

STEP 1: UNDERSTAND THE ORGANISATION AND FUNCTIONS OF THE
DEPARTMENT

4.5 Records are created as a result of the functions and activities of a B/D, and are used in
relation to them. Thus records should be grouped and maintained according to the functions and
activities to which they relate. The subject terms or categories chosen for filing should reflect a B/D’s
purpose, missions, programmes, projects or operations.

4.6 The first step in developing a subject classification scheme for programme records is to gain a
thorough understanding of the organisational structure and the various functions and programmes of the
B/D and its branches, divisions and offices for which the scheme is developed.

4.7 The subject filing scheme developed in accordance with a B/D’s functions is usually known as
a structured-functional filing scheme.



4.8 Registry staff should start by listing all file titles (captions) currently being used in their B/D
as subject topics. To make the list more comprehensive, they should also work on the possible
additional topics which are related to the activities, functions, projects and tasks of the B/D.

STEP 2: ITEMISE RECORDS TO BE FILED BY SUBJECT

4.9 Registry staff should include in this preliminary subject list as many as they can all the subject
terms needed to cover the activities their B/D is responsible for. Checking through available
organisational and functional charts as well as the records of the B/D will help accomplish the task.

4.10 If “programme” and “housekeeping” files are mixed in the existing records system, they
should be listed separately.
Number and Scope of Subject Terms

411 There is always a direct relationship between the number of subject terms used and
their scope of coverage. The broader the terms, the fewer their number, and vice versa.

412 There is no fixed number of subject terms required in a subject list. The number is affected
by:

@) volume of records covered,;

(b) organisation level served; and

(c) required precision of selected subject terms.
4.13 If the quantity of records is small, the subject terms should be broad and few. As the quantity

of records increases, so does the need for more and precise terms.

Choosing the Best Terms

4.14 The selection of subject terms and headings is essential to filing and retrieving information.
Subject headings must be concise, technically correct and each of single interpretation.

4.15 Care should be taken to ensure that all selected terms are mutually exclusive.
Overlapping subjects can perplex registry staff as to what subject terms should be assigned to file a
document. Moreover, they create several places to search when the document is requested.

4.16 Another factor to consider is the degree to which technical terms or in-house language should
be used in the subject files classification scheme. There is a decided filing advantage in using lay
terms over technical jargons as intensive training is usually required for registry staff to
understand technical terms and use them in classifying documents properly.



STEP 3: RECONCILE THE PRELIMINARY LIST WITH DEPARTMENTAL
RECORDS MANUAL

4.17 This step is only relevant to those B/Ds which already have some sort of filing manual.
4.18 Only after studying the subject topics currently being used, and adding to them subject terms
needed to cover all the functions the B/D performs, are registry staff ready to check the preliminary

subject list against their departmental filing manual.

4.19 Reconciliation of the preliminary subject list with the existing filing manual normally consists
of:

(@)  dropping or combining some subject terms from the existing file manual;
(b)  adding some subjects terms to improve deficiencies; and

(c)  adopting wording of the manual to the preliminary list.

STEP 4: DEFINE TOPIC COVERAGE

4.20 Registry staff can be more certain of filing the same type of records under the correct topics if
the B/D’s subject list includes definitions (scope notes) of the selected subject terms.

4.21 Defining the scope of the topics reveals how well the subject terms describe the records to be
filed and it allows consistent filing of the subject-related records together. Furthermore, definitions or
scope notes bring to light possible overlapping coverage between topics, which may not be discovered
without defining the topics.

4.22 Registry staff usually find that the time spent in defining coverage of subject terms can save
much more time later when applying the subject filing scheme.

STEP 5: PREPARE FINAL SUBJECT LIST
4.23 Review the final draft with records users and improve it with users’ suggestions.

4.24 Test the scheme to the extent necessary with at least one month’s records from old files, and as
many current documents as possible.

STEP 6: SELECT AND ASSIGN FILE CODES

4.25 Decide on the type of file codes (numbers, letters or combination of both) to be adopted. See
Chapter 4 of GRS’ Records Management Publication No. 2 - Managing Active Records: File
Management for discussion and guidance in choosing file codes.

4.26 Figure 7 is a sample page of the Programme Files Subject List of a particular department as
an example. The scheme comprises two parts: the Subject List and the Index (sample shown in



Figure 8). Subject terms in the Subject List represent all possible functions, programmes, and activities
of that particular department. The terms (authorised file titles) are arranged alphabetically and defined
by scope notes with regard to their subject coverage. A single classified number is assigned to each of
the terms for coding purpose.

STEP 7: PREPARE ALPHABETICAL INDEX

4.27 After the subject list is completed, preparation of the alphabetical, or relative index can get
underway. As discussed in Chapter 3, the index is to facilitate the use of the subject list.

4.28 The index lists in alphabetical order each of the topics contained in the subject list, with
synonyms as well as other terms under which information may be sought.

4.29 Figure 8 is a sample page of the Index to the Subject List for programme subject files of a
particular department as an example.

MAKING THE SCHEME WORK

4.30 A subject filing scheme may be good in theory but fails to work in practice. The following
sections offer some suggestions on how to make the scheme operate efficiently.



FIGURE 7: Sample Page of the “Programme Files Subject List” of a Particular Department

Classification Number Primary Subject Term

05

10

15

25

L~ Z

ARCHIVES AND RECORDS MANAGEMENT

For records relating to policies, procedures, plan, programme and routine
matters regarding archives or records management that cannot be classified
under specific subject of this subject list.

Scope Note

LEGISLATION

For records relating to proposal. drafting, revision, etc. of records and records
related legislation and regulations.

STATISTICS AND REPORTS

For records relating to general reports. studies. survey, progress reports and
reports of significant accomplishment regarding archives and records
management that cannot be classified under specific subject of this list.

ACCESSION

For records relating to policies. procedures and routine matters regarding
appraisal, transfer, arrangement, description, etc. of records.

AUTOMATED DATA PROCESSING

For records relating to policies. procedures and routine matters regarding
selection, requirement, specification. system development. operation,
maintenance of automated data processing system in the field of records and
information management.




FIGURE 8: Index to the Subject List of Programme Files of a Particular Department

A CLASSIFICATION
NUMBER

ACCESS:

- Library Materials Use REFERENCE SERVICES.........cccooiiiiniirieiee e 100

- Records Use REFERENCE SERVICES ..ottt 100
ACCESSION:

- Appraisal USE ACCESSION ...t 20

- Description USE ACCESSION ...ttt 20

APPLICATION: See Request

APPRAISAL: USE ACCESSION ..ot e e 20

ARCHIVES: See Archives Management

ARCHIVAL MANAGEMENT:

- General Use ARCHIVE AND RECORDS MANAGEMENT .....cc.cooviiiiieeceeee e 05
- Access Use REFERENCE SERVICES .......ccoo oottt 100
- Accession USE ACCESSION ....oviiitiiiiie ettt ettt sttt saa e sbe e ebaeeae e 20
- Conservation Use CONSERVATION ......cueiiiiictie ettt ettt 30
- Enquires Use REFERENCE SERVICES ........cooiiiiiiii ettt 100
- Reference Use REFERENCE SERVICES ...ttt 100
- Repository Use REPOSITORY & STORAGE MANAGEMENT ......ccccocvviviviiiiecie e, 105
- Security Use DOCUMENT & INFORMATION SECURITY ...oooviiiiiiiieieccee e, 55
- Storage Use REPOSITORY & STORAGE MANAGEMENT .....cocooiviiiiiiecie e 105
- Supplies Use EQUIPMENT, SUPPLIES AND SERVICES........c.ccccoviiiiieieve e 60

AUDIO RECORDS: See Audiovisual Records

AUDIOVISUAL RECORDS:

- Access Use REFERENCE SERVICES ........covi oottt 100
- Conservation Use CONSERVATION ...ttt 30




Assigning Responsibility

4.31 Whether a B/D has one comprehensive filing manual or a coordinated system using dozens of
manuals, there should be an organisational unit responsible for overseeing further development,
maintenance, and revision of the manual(s). Personnel should know where to go for interpretation of
principles or resolution of classification difficulties, and who has the authority to audit compliance,
make changes, and provide training.

Training Filing Registry Staff
4.32 Inadequate training is one of the main reasons for filing problems. Training sessions

should be conducted and repeated often enough to ensure that no registry staff will be put on the job
without the necessary knowledge and skills.

4.33 As far as subject filing is concerned, training should emphasise the following points:
(@) The principles and benefits of the filing scheme;
(b) Understanding of the subject terms or categories covered by the scheme. The subject

list of the scheme should be thoroughly reviewed. Registry staff should understand
the structure of the list and the proposed records coverage;

(©) Tec_hniques of applying the classification scheme to the records at each filing
registry;
(d) Procedures for developing and implementing the scheme;
(e) Procedures for classifying and filing papers (or records in different formats);
(f Daily maintenance procedures; and
(9) File cutoff and disposal procedures.
Auditing
4.34 Every filing registry where records are organised by subject should be inspected periodically

by its registry in-charge and overseen by the Records Manager appointed (by the DRM or the Assistant
DRM) to oversee records management activities in the respective offices/registries. Such inspection
may be carried out at timing considered appropriate by the Records Manager in order to help maintain
the updatedness and accuracy of the inventory® of records kept by the registry. When problems are
encountered, the “inspector” must decide whether the system is at fault or whether the registry staff need
more training. The inspector should look for:

! paragraph 6 of General Circular No. 2/2009 stipulates that it is incumbent upon all B/Ds to maintain an accurate inventory
of records and to regularly update it to cater for changes.



@) whether files are retrieved and used effectively;
(b) duplicate files;
(c) number of misfiles; and

(d) overloaded file folders (jackets).

4.35 Overloading of files is often the sign that documents are kept in active files longer than
necessary.
4.36 In short, the “inspector” should find out whether or not information requirements are being

satisfied by the filing registry, and the time taken to satisfy them.

4.37 A comprehensive records classification scheme, a proper procedural manual and
trained staff are some of the essential elements of a good records management system that
supports and improves office operation.



CHAPTER 5 SUMMARY AND CONCLUSION

5.1 The purpose of a subject files classification scheme or any other classification scheme is to
permit efficient records retrieval and use. It is also to ensure an ordered arrangement of a B/D’s records.

5.2 There should be some centralised control over the classification of records in each B/D. It will
provide for consistent and logical filing and coding of documentation which facilitates easy retrieval of
information as and when required. To this end, the standard classification scheme for administrative
records as developed by GRS and set out in this manual has provided consistency in handling
administrative records which are common by nature amongst B/Ds. Nevertheless, each B/D is required
to develop its own classification scheme for programme records which are unique to each B/D’s
operation according to its own requirements and the guidelines laid down in this manual.

5.3 By aligning the subject terms in this manual (see Appendix 2) with those in GRS’ Records
Management Publication No. 4 - General Administrative Records Disposal Schedules (GARDS), B/Ds
will be facilitated in adopting the same subject terms in the filing and the disposal of their administrative
records.



APPENDIX 1

Standard Classification Scheme for
Administrative Records



PART 1 : Subject List



SCHEDULE 1 - ADMINISTRATION

Schedule 1 is concerned with records relating to administrative activities common
to government B/Ds not specifically included in Schedule 2: ACCOMMODATION
AND FACILITIES, Schedule 3: PROCUREMENT AND SUPPLIES, Schedule 4:
FINANCE AND ACCOUNTING, Schedule 5: HUMAN RESOURCES, and Schedule 6:
MANAGEMENT OF INFORMATION, INFORMATION SERVICES AND
INFORMATION TECHNOLOGY.

This schedule covers a wide range of administrative activities relating to
associations and clubs, campaigns and canvassing, ceremonies and celebrations,
committees, legal matters, management and office services, security, transportation,
visits and tours, etc.



1-5

1-10

1-15

ACCIDENTS

For records relating to policies, procedures and routine matters regarding accidents
involving government personnel and properties. It includes records relating to claims
made against or by the Government, reports, investigations and settlements not covered
by other subject groups in these schedules (i.e. Schedules 2 to 6).

For records relating to damage to government premises, communication systems, utilities
and building services facilities, use:

ACCOMMODATION - DAMAGE 2-20

For financial arrangement/settlement regarding claims, use:
CLAIMS 4-50

For records relating to injuries sustained by government employees, use:
ACCIDENTS AND INJURIES 5-5

See also:

LEGAL MATTERS 1-115

LEGISLATION (previously known as ACTS AND LEGISLATION)

For records relating to policies, procedures and routine matters regarding the preparation,
studies, drafting, amendments, etc. of drafting instructions, bills, statutory orders and
notices, regulations, etc. This subject group also covers records relating to general
information on legislation.

For requests for copies of ordinances, etc., use:

INFORMATION SERVICES — BOOKS AND PUBLICATIONS 6-35

APPRECIATION AND CONDOLENCES

For records relating to policies, procedures and routine matters regarding appreciation,
greetings, congratulations, condolences, funerals, etc.

See also:

AWARDS AND HONOURS 5-15
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1-25

1-30

ASSOCIATIONS AND CLUBS
For records relating to policies, procedures and routine matters including
correspondence, proceedings, minutes, annual reports, membership, etc. of associations,
clubs and societies.
For companies, firms and corporations, use:

CORPORATIONS AND FIRMS 1-80
See also:

COMMITTEES, COUNCILS AND COMMISSIONS 1-55

CONFERENCES AND SEMINARS 1-75

BADGES, EMBLEMS AND FLAGS (previously known as BADGES,
EMBLEMS, FLAGS)

For records relating to policies, procedures and routine matters regarding the use and

wearing of badges and emblems, display of flags and emblems, flying of flags, etc. and
design of logos and symbols.

CAFETERIAS AND EATING FACILITIES
For records relating to policies, procedures and routine matters regarding the
establishment, management and use of canteens, pantries, cafeterias and other eating
places in government premises and office accommaodation.
For fitting out matters, use:

ACCOMMODATION - FITTING OUT AND REPAIRS 2-25

For the procurement, management and use of equipment and supplies, use:

CANTEEN AND PANTRY EQUIPMENT AND SUPPLIES 3-15
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1-40

1-45

CAMPAIGNS AND CANVASSING

For records relating to policies, procedures and routine matters regarding political, social
and community campaigns, drives and related activities not covered by other subject
groups in these schedules (i.e. Schedules 2 to 6).

For solicitation activities from commercial firms or organisations, use:

CORPORATIONS AND FIRMS 1-80

For routine correspondence, proceedings, minutes, annual reports, membership, etc. of
associations, clubs and societies, use:

ASSOCIATIONS AND CLUBS 1-20

For charitable campaigns, drives and related activities, use:
CHARITY 1-45

For community health and safety, use:

COMMUNITY HEALTH AND SAFETY 1-60

For environmental protection and control issues, functions and activities, use:

ENVIRONMENTAL MANAGEMENT 1-95

CEREMONIES AND CELEBRATIONS

For records relating to policies, procedures and routine matters regarding celebrations of
special events, inaugurations, laying of cornerstones, dedications, Remembrance Days
ceremonies, etc.

For protocol arrangement on occasions of ceremony and celebration, use:

PROTOCOL 1-155

CHARITY

For records relating to policies, procedures and routine matters regarding charitable
campaigns, drives and related activities.



1-50

1-55

1-60

For records relating to routine correspondence, proceedings, minutes, annual reports,
membership, etc. of charitable organisations, use:

ASSOCIATIONS AND CLUBS 1-20

CIRCULARS AND DIRECTIVES

For records relating to policies, procedures and routine matters regarding preparation and
issue of circulars, orders, directives, instructions, etc.

This subject group also covers circulars, orders, directives, etc. received from other B/Ds
not covered by other subject groups in these schedules (i.e. Schedules 2 to 6).

COMMITTEES, COUNCILS AND COMMISSIONS (previously known as
COMMITTEES, COUNCILS, COMMISSIONS)

For records relating to policies, procedures and routine matters regarding the
establishment, organisation, functions and activities of commissions, panels, councils,
committees, sub-committees, task forces, boards of inquiry, etc. Records include
correspondence, agenda, notices, reports, minutes of meetings, proceedings, etc. of

commissions, panels, councils, committees, sub-committees, task forces, boards of
inquiry, etc.

See also:
ASSOCIATIONS AND CLUBS 1-20

CONFERENCES AND SEMINARS 1-75

COMMUNITY HEALTH AND SAFETY

For records relating to policies, procedures and routine matters regarding the provision of
services and organisation of programmes relating to health and safety of the community.
Records include correspondence and promotional materials relating to blood and organ
donations, prevention of avian influenza, ambulance services, etc.

See also:

HEALTH AND SAFETY 5-35



1-65

1-70

1-75

COMMUNITY SERVICES

For records relating to policies, procedures and routine matters regarding the
participation in and organisation of community services such as voluntary services, e.g.
tree planting and visits to orphanages.

For charitable activities and services, use:

CHARITY 1-45

COMPLAINTS

For records relating to policies, procedures and routine matters regarding complaints of a
general nature not covered by other subject groups in these schedules (i.e. Schedules
210 6).

Material or letters of complaints on a specific subject should be filed under the
appropriate subject.

See also:
LEGAL MATTERS 1-115
CONDUCT AND DISCIPLINE 5-20

STAFF RELATIONS - APPEALS AND GRIEVANCES 5-75

CONFERENCES AND SEMINARS
For records relating to policies, procedures and routine matters regarding planning and
organisation of conferences, seminars, forums, symposia, etc. and participation in those
activities and functions. It includes records relating to agenda, minutes of meetings,
proceedings, reports, programme run-downs, speeches, etc.
For allowances, use:

ALLOWANCES 4-30

For claims for travelling expenses, use:

CLAIMS 4-50



1-80

1-85

For security, use:

LICENCES, PASSES AND PERMITS  1-120; and
SECURITY  1-190

For vehicle booking, use:
TRANSPORTATION 1-195
See also:
COMMITTEES, COUNCILS AND COMMISSIONS 1-55

VISITS AND TOURS 1-200

CORPORATIONS AND FIRMS

For records relating to policies, procedures and routine matters including general
correspondence, sponsorship activities, offer of services, and solicitations, etc. in relation
to companies, firms and corporations.

If necessary, records on a specific subject should be filed under the appropriate subject
provided in these schedules.

For products advertising pamphlets, brochures, etc. received from companies and firms,
use:

CATALOGUES, MANUALS AND PRICE LISTS 3-20

ELECTIONS

For records relating to policies, procedures and routine matters regarding promotion,
conduct and activities of elections, voters’ registration, poll results, etc.

For election activities of associations and clubs, use:

ASSOCIATIONS AND CLUBS 1-20



1-90

1-95

1-100

EMERGENCY PLANNING

For records relating to policies, procedures and routine matters regarding the planning,
establishment and management of emergency co-ordination centres or an establishment
of similar nature; and providing responses to emergency situations in the event of fires,
floods, typhoons, other natural disasters, civil disturbances, riots, demonstrations,
industrial accidents, etc. This subject group also covers records relating to preventive
measures such as fire drills, course of actions taken, investigations and reports compiled
to deal with emergencies and disasters.

For vital records protection programme, use:

INFORMATION MANAGEMENT AND RECORDS MANAGEMENT
6-60

See also:
ACCIDENTS 1-5
ACCOMMODATION - DAMAGE 2-20

ACCOMMODATION - SECURITY 2-30

ENVIRONMENTAL MANAGEMENT

For records relating to policies, procedures and routine matters regarding environmental
protection and control issues, functions and activities.

For building management of office accommodation and quarters, use:

ACCOMMODATION - BUILDING MANAGEMENT 2-15

GIFTS AND DONATIONS

For records relating to policies, procedures and routine matters regarding the receipt and
giving of gifts and donations.

For gifts and donations to charitable organisations, use:

CHARITY 1-45
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For records relating to blood and organs donations, use:
COMMUNITY HEALTH AND SAFETY 1-60
See also:
MONUMENTS 1-130

GRANTS AND FUNDS 4-65

HISTORICAL MATTERS

For records relating to the history, including the establishment, growth, merging and
disbandment of B/Ds and activities of significance to B/Ds and the Government as a
whole.

See also:

MONUMENTS 1-130

ARCHIVES 6-10

INTELLECTUAL PROPERTY (previously known as INVENTIONS, PATENTS
AND COPYRIGHT)

For records relating to policies, procedures and routine matters regarding applications,
permissions and infringements to use and/or reproduce materials subject to intellectual
property rights including copyright, patents, trade marks and registered designs, etc.

For financial arrangement/settlement regarding claims, use:

CLAIMS 4-50
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1-120

1-125
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LEGAL MATTERS

For records relating to policies, procedures and routine matters regarding legal matters,
including legal actions, requests for legal advice and assistance, receipts of subpoenas to
appear in court, claims of public interest immunity, etc.

For proposals/discussions/comments of new legislation and amendments to existing
legislation, use:

LEGISLATION 1-10
For records relating to legal assistance and advice given to staff, use:
STAFF RELATIONS 5-70
See also:
ACCIDENTS 1-5
COMPLAINTS 1-70
CLAIMS 4-50

ACCIDENTS AND INJURIES 5-5

LICENCES, PASSES AND PERMITS

For records relating to policies, procedures and routine matters regarding the issuance,
withdrawal, losses, destruction, etc. of licences, permits, passes, staff identification cards,
etc. to/from or by a B/D.

See also:

TRANSPORTATION 1-195

ACCOMMODATION - SECURITY 2-30

MANAGEMENT SERVICES

For records relating to policies, procedures and routine matters regarding office
procedural manuals, process and flow charts, business process re-engineering, office
surveys, etc.
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1-135

1-140
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See also:
OFFICE SERVICES 1-135

PLANS AND PROGRAMMES 1-150

MONUMENTS
For records relating to policies, procedures and routine matters regarding the
identification, regulation and preservation of buildings, columns, statues, objects of
special historical interest, etc. not covered by other subject groups in these schedules
(i.e. Schedules 2 to 6).
See also:

HISTORICAL MATTERS 1-105

ARCHIVES 6-10

OFFICE SERVICES

For records relating to policies, procedures and routine matters regarding internal office
administration services such as photocopying and reproduction, secretarial support, word
processing and typing, translation, simultaneous interpretation services, sign language
interpretation services, postal and courier, and paper recycling services, etc.

For printing services, use:

PRINTING 3-50

OFFICIAL LANGUAGES

For records relating to policies, procedures and routine matters regarding the
administration of official languages used in the Government.

For requests for translation service, use:

OFFICE SERVICES 1-135



1-145

1-150
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See also:
PROMOTIONS AND EXAMINATIONS 5-60

TRAINING AND DEVELOPMENT 5-95

ORGANISATION (previously known as ORGANIZATION)

For records relating to organisational structure, functions and responsibilities and
distribution of business of a B/D or an organisation/agency/office. This subject group
also covers development of organisational vision, mission, objectives and strategies,
re-organisation proposals, organisation charts, transfer of functions, etc.

For duties and responsibilities distribution regarding personnel, use:

ESTABLISHMENT 5-30

PLANS AND PROGRAMMES

For records relating to programme planning, development, and implementation not
covered by other subject groups in these schedules (i.e. Schedules 2 to 6). This subject
group also covers records relating to reviews and evaluation of programmes and plans.

If necessary, plans and programmes of a specific subject could be filed under the
appropriate subject provided in these schedules.

For budget planning, use:
BUDGETS 4-45
See also:

MANAGEMENT SERVICES 1-125
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1-160

1-165

1-170
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PROTOCOL

For records relating to policies, procedures and routine matters regarding system of rules,
code of behaviour, and priority order given to people in formal or ceremonial occasions.
This subject group also covers wreaths, acceptance and wearing of medals and
decorations, etc.

REPORTS AND STATISTICS

For records relating to reports and statistics regarding administrative (housekeeping)
activities of a general nature not covered by other subject groups in these schedules
(i.e. Schedules 2 to 6). It also covers drafts and supporting documentation, etc.

For reports of committees, associations, conferences and symposia, etc., see specific
subjects in these schedules.

REPORTS AND STATISTICS - ANNUAL

For records relating to annual reports and statistics regarding administrative
(housekeeping) activities not covered by other subject groups in these schedules (i.e.
Schedules 2 to 6). It also covers drafts and supporting documentation, etc.

For reports of committees, associations, conferences and symposia, etc., see specific
subjects in these schedules.

REPORTS AND STATISTICS - DAILY

For records relating to daily reports and statistics regarding administrative
(housekeeping) activities not covered by other subject groups in these schedules (i.e.
Schedules 2 to 6). It also covers drafts and supporting documentation, etc.

For reports of committees, associations, conferences and symposia, etc., see specific
subjects in these schedules.
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1-185

1-190
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REPORTS AND STATISTICS - MONTHLY

For records relating to monthly reports and statistics regarding administrative
(housekeeping) activities not covered by other subject groups in these schedules (i.e.
Schedules 2 to 6). It also covers drafts and supporting documentation, etc.

For reports of committees, associations, conferences and symposia, etc., see specific
subjects in these schedules.

REPORTS AND STATISTICS - QUARTERLY

For records relating to quarterly reports and statistics regarding administrative
(housekeeping) activities not covered by other subject groups in these schedules (i.e.
Schedules 2 to 6). It also covers drafts and supporting documentation, etc.

For reports of committees, associations, conferences and symposia, etc., see specific
subjects in these schedules.

REPORTS AND STATISTICS - WEEKLY

For records relating to weekly reports and statistics regarding administrative
(housekeeping) activities not covered by other subject groups in these schedules (i.e.
Schedules 2 to 6). It also covers drafts and supporting documentation, etc.

For reports of committees, associations, conferences and symposia, etc., see specific
subjects in these schedules.

SECURITY

For records relating to policies, procedures and routine matters regarding security or

secrecy matters not covered by other subject groups in these schedules (i.e.

Schedules 2 to 6).

For security of buildings, office accommodation and quarters, use:
ACCOMMODATION - SECURITY 2-30

For security clearance of staff, use:

STAFF SECURITY / INTEGRITY CHECK 5-85
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For security of records and information, use:

INFORMATION MANAGEMENT AND RECORDS MANAGEMENT
6-60

See also:

ACCOMMODATION - DAMAGE 2-20

TRANSPORTATION

For records relating to policies, procedures, and routine matters regarding booking, use,
hiring of transportation services, transportation requests and arrangements in general.

For travel arrangements of conferences and seminars, use:
CONFERENCES AND SEMINARS 1-75
For travel arrangements of visits and tours, use:
VISITS AND TOURS 1-200
For claims for travelling expenses, use:
CLAIMS 4-50
See also:

VEHICLES 3-75

VISITS AND TOURS

For records relating to policies, procedures and routine matters regarding the
arrangements, preparation and conduct of travels and official visits of personnel to and
from other cities, countries, regions, bureaux, departments, and organisations, etc.

This subject group also covers itineraries, preparation of addresses and speeches, reports
and other relevant records.

For attending conferences and seminars, etc., use:

CONFERENCES AND SEMINARS 1-75
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For vehicle booking, use:
TRANSPORTATION 1-195
For allowances, use:
ALLOWANCES 4-30
For claims for travelling expenses, use:

CLAIMS 4-50



-18-

SCHEDULE 2 - ACCOMMODATION AND FACILITIES

Schedule 2 is concerned with records relating to the acquisition, construction,

allocation, fitting-out, use, management, renovation, maintenance, repairs and disposal
of accommodation, including -

(a)
(b)

(©)

office accommodation;

specialist and departmental accommaodation, including free-standing specialist and
departmental buildings such as fire stations, libraries and law courts, and specialist
and departmental accommodation that forms part of a building; and

quarters such as general quarters, non-departmental quarters and disciplined
services quarters.

Records relating to the procurement, installation, use, management, maintenance,

repairs and disposal of communication systems and major building services facilities and
utilities such as air-conditioning, heating, lighting, fire prevention and fighting devices,
water, sewage, etc. are also included in this Schedule.

(@)

(b)

This Schedule DOES NOT COVER:

Records relating to -

Q) quarters in the form of hotel accommodation,

(i) housing benefits in the form of allowances, loans and subsidies, etc., and

(iii)  financial and accounting matters relating to the respective subject groups,
such as payment records arising from the procurement of communication
systems and building services facilities

are dealt with in Schedule 4: FINANCE AND ACCOUNTING; and

Records relating to procurement, installation, use, management, maintenance,
repairs and disposal of goods and services (other than those communication
systems, utilities, building services facilities, building management services
(including cleaning and pest control services) and security services specified in
Schedule 2) should be dealt with in Schedule 3: PROCUREMENT AND
SUPPLIES.
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2-10

2-15
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ACCOMMODATION

For records relating to policies, procedures and routine matters regarding
accommodation, quarters and other matters relating to building services facilities and
utilities not covered by other subject groups in this Schedule. This subject group also
covers reports and statistics relating to accommodation, utilities and building services
facilities not covered by other subject groups in this Schedule.

ACCOMMODATION - ACQUISITION AND DISPOSAL

For records relating to policies, procedures and routine matters regarding
forecast/estimate of accommodation requirements, planning and construction of new
government-owned buildings and quarters.

This subject group also covers records relating to acquisition, lease, termination of lease,
rental, transfer, disposal, etc. of buildings, properties, quarters and office
accommodation; and the associated proposals, settlement, contracts, agreements, leases
or related legal documents in relation to accommodation.

ACCOMMODATION - BUILDING MANAGEMENT
For records relating to policies, procedures and routine matters regarding general
management of buildings, office accommodation and quarters not covered by subject
groups 2-20 to 2-30 in this Schedule.
This subject group also covers records relating to cleaning, pest control, hire of indoor
plants, janitorial services, garbage disposal, car park management, green management,
energy conservation management, records relating to building management committee,
etc.
For building maintenance and repairs, use:

ACCOMMODATION - FITTING OUT AND REPAIRS 2-25
For security guard services, use:

ACCOMMODATION - SECURITY 2-30

For maintenance and repairs of communication systems, use:

COMMUNICATION SYSTEMS — MAINTENANCE AND REPAIRS
2-45



2-20

2-25
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For maintenance and repairs of utilities and building services facilities, use:

UTILITIES AND BUILDING SERVICES FACILITIES -
MAINTENANCE AND REPAIRS 2-60

For procurement and maintenance of equipment and supplies etc., use:

EQUIPMENT, SUPPLIES AND SERVICES 3-5

ACCOMMODATION - DAMAGE
For records relating to policies, procedures and routine matters regarding damage (other
than normal wear and tear) to buildings, premises, office accommodation and quarters,
including investigations and reports. This subject group also covers damage to
communication systems, utilities and building services facilities.
For claims in relation to damages, use:

CLAIMS 4-50

See also:

ACCOMMODATION - FITTING OUT AND REPAIRS 2-25

ACCOMMODATION - FITTING OUT AND REPAIRS (previously known as
ACCOMMODATION - FITTING OUT)

For records relating to policies, procedures and routine matters regarding fitting out,
refurbishment, renovation, alteration, repair works, etc. of buildings, premises, office
accommodation and quarters.

For installation of communication facilities such as telephone, fax, and other utilities,
use:

COMMUNICATION SYSTEMS - INSTALLATION AND
DISPOSAL 2-40

UTILITIES AND BUILDING SERVICES FACILITIES -
INSTALLATION AND DISPOSAL 2-55
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For repair works regarding communication facilities such as telephone, fax, and other
utilities, use:

COMMUNICATION SYSTEMS -
MAINTENANCE AND REPAIRS 2-45

UTILITIES AND BUILDING SERVICES FACILITIES -
MAINTENANCE AND REPAIRS 2-60

For procurement and maintenance of furniture and furnishings, use:
FURNITURE AND FURNISHINGS 3-35

See also:
ACCOMMODATION - BUILDING MANAGEMENT 2-15

ACCOMMODATION - DAMAGE 2-20

ACCOMMODATION - SECURITY

For records relating to policies, procedures and routine matters regarding control and
administration of physical security such as security check rosters and reports,
arrangement of security guard services, access and security codes of security systems for
buildings, office accommodation and quarters.

For contingency/disaster plan and preventive measures covering fires, floods, typhoons,
etc., use:

EMERGENCY PLANNING 1-90
For issue and control of security passes and user IDs etc., use:
LICENCES, PASSES AND PERMITS 1-120
See also:
SECURITY 1-190
SECURITY EQUIPMENT AND SUPPLIES 3-60

STAFF SECURITY / INTEGRITY CHECK 5-85
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COMMUNICATION SYSTEMS

For records relating to policies, procedures and routine matters regarding the
management and use of telephone systems and lines, fax lines, radio communication
systems and other communication systems not covered by subject groups 2-40 and
2-45 in this Schedule. This subject group also covers records relating to agreements,

contracts, legal documents, leases, etc. of communication systems not covered by
subject groups 2-40 and 2-45 in this Schedule.

COMMUNICATION SYSTEMS - INSTALLATION AND DISPOSAL

For records relating to policies, procedures and routine matters regarding the

procurement, construction, installation and disposal of telephone systems and lines, fax

lines, radio communication systems and other communication systems.

For installation and disposal of electronic mail systems and related supplies, use:
COMPUTER EQUIPMENT AND SUPPLIES 3-30

See also:

EQUIPMENT, SUPPLIES AND SERVICES 3-5

COMMUNICATION SYSTEMS — MAINTENANCE AND REPAIRS (previously
known as COMMUNICATION SYSTEMS - MAINTENANCE)

For records relating to servicing, maintenance and repairs of telephone systems and lines,
fax lines, radio communication systems and other communication systems.

For maintenance of communications equipment, supplies and services, use:

EQUIPMENT, SUPPLIES AND SERVICES 3-5
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UTILITIES AND BUILDING SERVICES FACILITIES (previously known as
UTILITIES)

For records relating to policies, procedures and routine matters regarding the
management and use of utilities and building services facilities such as air-conditioning
and ventilation systems, lighting, heating and electrical systems, lifts and escalators,
fire-fighting systems, water and plumbing systems, etc. not covered by subject groups
2-55 and 2-60 in this Schedule. This subject group also covers records relating to
agreements, contracts, legal documents, leases, etc. of utilities and building services
facilities not covered by subject groups 2-55 and 2-60 in this Schedule.

UTILITIES AND BUILDING SERVICES FACILITIES - INSTALLATION AND
DISPOSAL (previously known as UTILITIES - INSTALLATION AND
DISPOSAL)

For records relating to policies, procedures and routine matters regarding the
procurement, installation, construction and disposal of utilities and building services

facilities such as air-conditioning and ventilation systems, lighting, heating and electrical
systems, lifts and escalators, fire-fighting systems, water and plumbing systems, etc.

For procurement and disposal of equipment, supplies and services, use:

EQUIPMENT, SUPPLIES AND SERVICES 3-5

UTILITIES AND BUILDING SERVICES FACILITIES — MAINTENANCE AND
REPAIRS (previously known as UTILITIES — MAINTENANCE)

For records relating to the servicing, maintenance and repairs of utilities and building
services facilities such as air-conditioning and ventilation systems, lighting, heating and
electrical systems, lifts and escalators, fire-fighting systems, water and plumbing
systems, etc.

For maintenance and servicing of equipment, supplies and services, use:

EQUIPMENT, SUPPLIES AND SERVICES 3-5
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SCHEDULE 3 - PROCUREMENT AND SUPPLIES
(previously known as EQUIPMENT AND SUPPLIES)

Schedule 3 is concerned with records relating to procurement and supplies to

document the acquisition of goods and services, control of stocks, maintenance of
equipment and facilities, loan, transfer, write-off, disposal and other related management
matters of day-to-day procurement and supplies operations.

(@)

(b)

(©)

This schedule DOES NOT COVER:

Records relating to procurement, installation, management, maintenance and
disposal of communication systems and utilities as well as procurement of building
management services, cleaning services, pest control services and security services
that are dealt with in Schedule 2: ACCOMMODATION AND FACILITIES.
However, this Schedule does cover records on procurement and supplies of
computer systems, including electronic mail systems and telecommunications
equipment;

Financial records of payments arising from the procurement of equipment,
supplies and services that are dealt with in Schedule 4: FINANCE AND
ACCOUNTING,; and

Records relating to the provision of internal library or related reference services,
and the administration of departmental library including acquisition, collection
development, classification and cataloguing, procurement and disposal of library
materials and supplies that are dealt with in Schedule 6: INFORMATION
SYSTEMS AND SERVICES. However, according to paragraph 406(a) of the
Records Management Manual, “library and museum materials acquired solely for
reference or exhibition purposes” are non-records and fall outside the scope of all
schedules.
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EQUIPMENT, SUPPLIES AND SERVICES (previously known as
EQUIPMENT AND SUPPLIES)

For records relating to policies, procedures and routine matters regarding the
procurement, issue, general management and use, loan, maintenance and servicing, stock
taking, write-off, transfer and disposal, etc. of equipment, supplies and services, where
applicable, if such records are not covered by other subject groups in this Schedule.

See also:

Individual types of equipment and supplies below.

AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND SUPPLIES
For records relating to policies, procedures and routine matters regarding the
procurement, issue, general management and use, loan, maintenance and servicing, stock
taking, write-off, transfer and disposal, etc. of audiovisual and photographic equipment
and supplies such as projectors, tape recorders, video cassette recorders, video cameras,
television sets, films, microfilms, tapes, etc. and related services where applicable.
See also:

COMPUTER EQUIPMENT AND SUPPLIES 3-30

OFFICE MACHINES AND EQUIPMENT 3-45

INFORMATION SERVICES - AUDIOVISUAL AIDS 6-30

CANTEEN AND PANTRY EQUIPMENT AND SUPPLIES

For records relating to policies, procedures and routine matters regarding the
procurement, issue, general management and use, loan, maintenance and servicing, stock
taking, write-off, transfer and disposal, etc. of equipment and supplies for canteens,
pantries and cafeterias and related services where applicable.

For the establishment, management and use of eating places, use:

CAFETERIAS AND EATING FACILITIES 1-30

For the management and use of utilities such as air conditioning, heating and water
supply systems, etc., use:

UTILITIES AND BUILDING SERVICES FACILITIES 2-50
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CATALOGUES, MANUALS AND PRICE LISTS

For records relating to policies, procedures and routine matters regarding the
procurement, collection, disposal, etc. of technical data, equipment and supplies
catalogues, manuals, price lists, etc.

If necessary, this type of records may be filed under specific types of equipment and
supplies in this schedule.

CLOTHING
For records relating to policies, procedures and routine matters regarding the

procurement, issue and return, use, loan, stock taking, write-off, transfer and disposal,
cleaning services and general management of clothing, uniforms, smocks, outfits, etc.

COMPUTER EQUIPMENT AND SUPPLIES

For records relating to policies, procedures and routine matters regarding the
procurement, issue, general management and use, loan, maintenance and servicing, stock
taking, write-off, transfer and disposal, etc. of computer equipment, including electronic
mail systems, and related supplies and services where applicable.

Includes also evaluation, selection, user specifications and requirements, feasibility
studies and reports, etc.

See also:

INFORMATION TECHNOLOGY AND COMPUTER SYSTEMS 6-15

FURNITURE AND FURNISHINGS

For records relating to policies, procedures and routine matters regarding the
procurement, issue, general management and use, loan, maintenance and servicing, stock
taking, write-off, transfer and disposal, etc. of furniture and furnishings, clocks, chairs,
desks, records storage equipment, etc. of office accommodation and staff quarters where
applicable.

See also:

SECURITY EQUIPMENT AND SUPPLIES 3-60
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MEDICAL EQUIPMENT AND SUPPLIES
For records relating to policies, procedures and routine matters regarding the
procurement, issue, general management and use, loan, maintenance and servicing, stock

taking, write-off, transfer and disposal, etc. of medical equipment, such as cardiac
defibrillator, drugs, and related supplies and services where applicable.

OFFICE MACHINES AND EQUIPMENT

For records relating to policies, procedures and routine matters regarding the
procurement, issue, general management and use, loan, maintenance and servicing, stock
taking, write-off, transfer and disposal, etc. of office machines and equipment such as
photocopiers, typewriters, calculating machines, paper shredders, telecommunications
equipment (e.g. mobile phones, fax machines, pagers, telephone handsets and hand-held
radios) and related supplies and services where applicable.

See also:

AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND
SUPPLIES  3-10

COMPUTER EQUIPMENT AND SUPPLIES 3-30

SECURITY EQUIPMENT AND SUPPLIES 3-60

PRINTING

For records relating to policies, procedures and routine matters regarding printing
requests for documentation, departmental forms, stationery, manuals, books, posters, etc.

For distribution of books and publications, use:

INFORMATION SERVICES - BOOKS AND PUBLICATIONS
6-35

For distribution of procedural manuals, use:
MANAGEMENT SERVICES 1-125
See also:

OFFICE SERVICES 1-135



3-55

3-60

3-65

3-70

-28-

RECREATIONAL EQUIPMENT AND SUPPLIES

For records relating to policies, procedures and routine matters regarding the
procurement, issue, general management and use, loan, maintenance and servicing, stock
taking, write-off, transfer and disposal, etc. of recreational equipment, and related
supplies and services where applicable.

SECURITY EQUIPMENT AND SUPPLIES

For records relating to policies, procedures and routine matters regarding the
procurement, issue, general management and use, loan, maintenance and servicing, stock
taking, write-off, transfer and disposal, etc. of security equipment and supplies such as
access control system, alarm systems, CCTV, locks, safes, etc. and services where
applicable.

See also:
ACCOMMODATION - SECURITY 2-30

OFFICE MACHINES AND EQUIPMENT 3-45

STATIONERY

For records relating to policies, procedures and routine matters regarding the
procurement, issue, general management and use, loan, stock taking, write-off, transfer
and disposal, etc. of stationery items.

For printing requests, use:

PRINTING 3-50

TECHNICAL EQUIPMENT AND SUPPLIES

For records relating to policies, procedures and routine matters regarding the
procurement, issue, general management and use, loan, maintenance and servicing, stock
taking, write-off, transfer and disposal, etc. of technical equipment including specialist
equipment such as fire fighting equipment, and related supplies and services, where
applicable, if such records are not covered in subject groups 3-10 to 3-65 and 3-75 in
this Schedule.
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3-75 VEHICLES
For records relating to policies, procedures and routine matters regarding the
procurement, issue, general management and use, loan, maintenance and servicing, stock
taking, write-off, transfer and disposal, etc. of vehicles. The scope of this subject group
also covers aircrafts and vessels.
See also:

TRANSPORTATION 1-195
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SCHEDULE 4 — FINANCE AND ACCOUNTING
(previously known as FINANCE)

Schedule 4 is concerned with financial and accounting records common to
government bureaux and departments (B/Ds), including records relating to expenditure,
revenue, fixed assets, allotments, appropriations and disbursements, audits, claims, debts
to and of the Government, estimates, funds, grants, banking operations, salary and wage
matters and various types of financial transactions. It also covers records of various
activities performed by B/Ds relating to receipt, control, management, use and audit of
public funds.

This Schedule DOES NOT COVER records relating to procurement and supplies
matters, which are dealt with in Schedule 3: PROCUREMENT AND SUPPLIES.
However, it does cover records relating to payments arising from procurement and
supplies.



4-5

4-10

4-15

-31-

FINANCE AND ACCOUNTING (previously known as FINANCE)

For records relating to policies, procedures and routine matters regarding finance and
accounting not covered by other subject groups in this Schedule.

ACCOUNTS AND ACCOUNTING

For records relating to policies, procedures and routine matters regarding the
administration of accounting systems, classification of accounts, accounting control and
analysis, summary and reporting of accounting transactions. This subject group covers
records on accrual accounting, including those on fixed assets, receipt of deposits and
bail money by government B/Ds, and any accounting matters not covered by subject
groups 4-15 to 4-30, 4-40, 4-50 and 4-60 to 4-85.

See also:

FEES AND CHARGES 4-60

EXPENDITURE (previously known as ACCOUNTS PAYABLE)
For records relating to policies, procedures and routine matters regarding expenditure,
including correspondence, originals and copies of payment transactions and other
supporting documentation in relation to departmental expenses, personal emoluments,
personnel related expenses and other financial charges of government B/Ds not covered
by subject groups 4-25, 4-30, 4-40, 4-50 and 4-60 to 4-85.
See also:

ADVANCES 4-25

ALLOWANCES 4-30

CLAIMS 4-50



4-20

4-25

4-30

-32-

REVENUE (previously known as ACCOUNTS RECEIVABLE)
For records relating to policies, procedures and routine matters regarding revenue,
including revenue generated through sales, services, fines, contract penalties and sources

other than taxation not covered by subject groups 4-25, 4-40, 4-50, 4-60 to 4-70, 4-80
and 4-85.

ADVANCES

For records relating to policies, procedures and routine matters regarding cash, salary and
other advances.

See also:
EXPENDITURE 4-15
ALLOWANCES 4-30

SALARIES 4-85

ALLOWANCES
For records relating to policies, procedures and routine matters regarding the
administration of allowances such as housing, travelling, subsistence, overseas, hardship,
extraneous duties, shift duty, overtime, and honoraria paid under CSR 679, etc.
For time-off allowance, use:

HOURS OF WORK AND OVERTIME 5-40
See also:

EXPENDITURE 4-15

ADVANCES 4-25

CLAIMS 4-50

SALARIES 4-85



4-35

4-40

4-45

4-50
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AUDITS

For records relating to policies, procedures and routine matters regarding the
administration of audits, which includes examination of financial records, audit queries,
reviews of agreements/contracts, internal control and computer systems.

For administrative audits, use:

MANAGEMENT SERVICES 1-125

BANKS AND BANKING
For records relating to policies, procedures and routine matters regarding the

establishment, maintenance and closing of accounts with banks and other financial
institutions.

BUDGETS

For records relating to policies, procedures and routine matters regarding budgetary
practices, controls, programmes, forecasts, estimates, etc. These include records relating
to the preparation of Budgets.

If necessary, forecasts and estimates of a specific subject may be filed under the
appropriate subject provided in these schedules.

CLAIMS

For records relating to policies, procedures and routine matters regarding the financial
arrangement and settlement of various claims made to or by government B/Ds.

See also:
EXPENDITURE 4-15
ADVANCES 4-25

ALLOWANCES 4-30



4-55

4-60

4-65

-34-

EXPENDITURE CONTROL

For records relating to policies, procedures and routine matters regarding the expenditure
guidelines, and the administration and control of expenditure.

See also:
AUDITS 4-35

BUDGETS 4-45

FEES AND CHARGES

For records relating to policies, procedures and routine matters regarding the calculation
of fees and charges for services rendered and received, and for facilities and equipment
provided and used, etc.

For financial transactions, use:

EXPENDITURE 4-15

REVENUE 4-20

GRANTS AND FUNDS

For records relating to policies, procedures and routine matters regarding the award of
grants or funds to, from and within the Government to carry out specific projects and
assignments, etc.

See also:

GIFTS AND DONATIONS 1-100

RECREATION AND WELFARE 5-65



4-70

4-75

4-80

4-85
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INSURANCE
For records relating to policies, procedures and routine matters regarding insurance such
as fire, liability, theft for properties and vehicles, death gratuity, ex-gratia payment,

Surviving Spouses’ and Children’s Pensions Scheme, Widows and Orphans Pension
Scheme, etc.

PENSION

For records relating to policies, procedures and routine matters regarding the
administration of staff pension, annual allowance, short service gratuity, provident fund,
pension gratuity, long service payment and severance payment, etc.

For Surviving Spouses' and Children's Pensions Scheme, Widows and Orphans Pension
Scheme, use:

INSURANCE 4-70
See also:

TERMINATION OF SERVICE 5-90

RETURNS AND STATEMENTS

For records relating to policies, procedures and routine matters regarding returns and
statements of financial transactions.

SALARIES
For records relating to policies, procedures and routine matters regarding the
administration and payment of employee salaries, wages and contract gratuity. Includes
records relating to the calculation of pay, deductions from and adjustments to pay.
See also:

ADVANCES 4-25

ALLOWANCES 4-30

HOURS OF WORK AND OVERTIME 5-40
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SCHEDULE 5 - HUMAN RESOURCES
(previously known as PERSONNEL)

Schedule 5 is concerned with human resources records common to government
bureaux/departments (B/Ds), including records relating to appointments, conduct and
discipline, hours of work, human resources planning, leave, occupational safety and
health, promotion, staff performance and appraisal, staff relations, training and
development, personal case records, etc. A majority of these records are related to
employment-related personal data of civil servants, non-civil service contract staff (NCSC
staff) and other government employees.

This Schedule DOES NOT COVER:

(@ individual pay records which are dealt with in Schedule 4: FINANCE AND
ACCOUNTING,; and

(b) records relating to hire of services for manpower (including supplying agency
workers) which are dealt with in the respective schedules. For example, records
relating to procurement of security guard services are dealt with in Schedule 2:
ACCOMMODATION AND FACILITIES and financial records relating to
payment of services are dealt with in Schedule 4: FINANCE AND
ACCOUNTING.



5-5

5-10

5-15

-37-

ACCIDENTS AND INJURIES
For records relating to policies, procedures and routine matters regarding accidents and
personal injuries caused to staff by accidents arising out of and in the course of
employment.
For financial arrangement/settlement relating to claims, use:

CLAIMS 4-50

See also:

ACCIDENTS 1-5

APPOINTMENTS AND POSTING
For records relating to policies, procedures and routine matters regarding appointments
of staff, including probation, acting, posting, loan, secondment, attachment,
redeployment and transfer. Records relating to terms of appointment and conditions of
service applicable to serving officers on in-service appointment are included.
For honorary appointments, use:

AWARDS AND HONOURS 5-15

For recruitment and conditions of service, use:

RECRUITMENT 5-25

AWARDS AND HONOURS

For records relating to policies, procedures and routine matters regarding awards,
honours, decorations, citations, and commendations given to staff.

See also:

APPRECIATION AND CONDOLENCES 1-15



5-20

5-25

5-28

-38-

CONDUCT AND DISCIPLINE

For records relating to policies, procedures and routine matters regarding staff conduct,
code of behaviour in office and disciplinary matters.

See also:
COMPLAINTS 1-70
STAFF RELATIONS - APPEALS AND GRIEVANCES 5-75

TERMINATION OF SERVICE 5-90

RECRUITMENT (previously known as EMPLOYMENT AND RECRUITMENT)

For records relating to policies, procedures and routine matters regarding application,
advertising, interview, offer or rejection of positions, terms and conditions of service, etc.

EQUAL EMPLOYMENT OPPORTUNITY (term added to align with GARDS)
For records relating to policies, procedures, arrangements, complaints and investigations
concerning equal employment opportunities irrespective of age, disability, family status,
marital status, pregnancy, sex, race, etc. in recruitment, promotion, terms and conditions
of employment, transfer, training, etc.

See also:

RECRUITMENT 5-25

STAFF RELATIONS - APPEALS AND GRIEVANCES 5-75



5-30

5-35

5-40

-30-

ESTABLISHMENT

For records relating to policies, procedures and routine matters regarding establishment
and strength, guidance in evaluating positions and responsibilities, grade reviews, post
auditing and position analyses, duty and job lists, etc.

See also:

ORGANISATION 1-145

HUMAN RESOURCES PLANNING 5-45

HEALTH AND SAFETY
For records relating to policies, procedures and routine matters regarding health and
safety, including medical and dental health, first aid, occupational or industrial health and
safety, accident prevention, non-smoking in workplace, etc.
For office or building safety programmes, use:

ACCOMMODATION - SECURITY 2-30
See also:

COMMUNITY HEALTH AND SAFETY 1-60

STAFF RELATIONS - APPEALS AND GRIEVANCES 5-75

HOURS OF WORK AND OVERTIME
For records relating to policies, procedures and routine matters regarding the
management of working hours, overtime, attendance and punctuality, time off for special
events, early closing, flexible hours, duty rosters, outside work, etc.
For overtime allowance, use:

ALLOWANCES 4-30

For time sheets/logs and attendance books and diaries, etc., use:

SALARIES 4-85



5-45

5-50

5-55

-40-

See also:

LEAVE AND AUTHORISED ABSENCE 5-50

HUMAN RESOURCES PLANNING
For records relating to policies, procedures and routine matters regarding the planning for
staff requirements, allocation, control, etc. including planning for career management,
staff succession plans, etc.
See also:

APPOINTMENTS AND POSTING 5-10

RECRUITMENT 5-25

ESTABLISHMENT 5-30

LEAVE AND AUTHORISED ABSENCE (previously known as LEAVE)

For records relating to policies, procedures and routine matters regarding the
management of various types of leave (such as vacation leave, sick leave and maternity
leave), leave rosters, authorised absence not counting as leave, etc.

For time off, use:

HOURS OF WORK AND OVERTIME 5-40

PERFORMANCE AND APPRAISAL (previously known as PERFORMANCE
APPRAISAL)

For records relating to policies, procedures and routine matters regarding staff
performance and appraisals, including performance standards, reports and statistics, etc.



5-60

5-65

5-70

5-75

5-80
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PROMOTIONS AND EXAMINATIONS

For records relating to policies, procedures and routine matters regarding examinations to
test skills, knowledge and competency of staff and promotions.

RECREATION AND WELFARE
For records relating to policies, procedures and routine matters regarding the

administration of staff's recreational and welfare activities and programmes, including
Staff Welfare Fund and emergency relief funds, etc.

STAFF RELATIONS

For records relating to policies, procedures and routine matters regarding staff relations
and services which are not covered in subject groups 5-75 and 5-80 in this Schedule.

STAFF RELATIONS - APPEALS AND GRIEVANCES

For records relating to policies, procedures and routine matters regarding the handling of
staff complaints, grievances, appeals, etc.

See also:
COMPLAINTS 1-70

CONDUCT AND DISCIPLINE 5-20

STAFF RELATIONS - UNION

For records relating to policies, procedures and routine matters regarding relationships
between management and staff unions, groups or associations, etc. Also includes records
of collective agreements or contracts, negotiations, adjudication, arbitration, etc.



5-85

5-90

5-95

-42-
STAFF SECURITY / INTEGRITY CHECK (previously known as STAFF

SECURITY)

For records relating to policies, procedures and routine matters regarding vetting and
security clearance of staff.

See also:

SECURITY 1-190

TERMINATION OF SERVICE

For records relating to policies, procedures and routine matters regarding retirement,
resignation, dismissal, etc.

See also:
PENSION 4-75

CONDUCT AND DISCIPLINE 5-20

TRAINING AND DEVELOPMENT

For records relating to policies, procedures and routine matters regarding the preparation
and administration of staff training programmes and activities including in-house and
outside courses and programmes, types and content of courses, applications, nominations
and placements, brochures, attendance records, programme reviews, etc.

See also:

APPOINTMENTS AND POSTING 5-10
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SCHEDULE 6 —= MANAGEMENT OF INFORMATION,

INFORMATION SERVICES AND INFORMATION TECHNOLOGY
(previously known as INFORMATION SYSTEMS AND SERVICES)

(@)

(b)

(©)

(@)

(b)

Schedule 6 is concerned with records relating to -

management of information and records including creation, collection,
classification, organisation, storage, retrieval and access, use, retention and
disposal, and preservation of information and records;

various information services common to government bureaux and departments
(B/Ds), including handling requests for access to information and personal data,
internal library services, activities and projects of public and media relations, and
development of government publications; and

application and use of information technology including development of computer
systems to support business operations, delivery of public services, management of
information, etc.

This schedule DOES NOT COVER;:

records relating to procurement and supplies matters (other than those relating to
library materials and supplies specified in Schedule 6) including procurement and
maintenance of computer systems and equipment which are dealt with in Schedule
3: PROCUREMENT AND SUPPLIES; and

financial records arising from the purchase of equipment and supplies including
procurement and maintenance of computer systems and equipment which are dealt
with in Schedule 4: FINANCE AND ACCOUNTING.



6-10

6-15

-44-

ACCESS

For records relating to policies, procedures and routine matters including enquiries and
correspondence regarding access to information or records.

ARCHIVES

For records relating to policies, procedures and routine matters regarding archival
preservation of government information and records.

For archival shelving, use:
FURNITURE AND FURNISHINGS 3-35
For access to archives, use:
ACCESS 6-5
See also:
HISTORICAL MATTERS 1-105
MONUMENTS 1-130

INFORMATION MANAGEMENT AND RECORDS MANAGEMENT
6-60

INFORMATION TECHNOLOGY AND COMPUTER SYSTEMS (previously
known as ELECTRONIC DATA PROCESSING MANAGEMENT)

For records relating to policies, procedures and routine matters regarding the use and
application of information technology (IT), including IT standards, practices,
infrastructure, networking, IT security, departmental websites, etc. that are not covered
by other subject groups in this Schedule.

This subject group also covers records relating to the design, development,
implementation, governance and system administration of computer systems that are not
covered by other subject groups in this Schedule.

For management of electronic data/information, use:

INFORMATION MANAGEMENT AND RECORDS MANAGEMENT
6-60



6-20

6-25

6-30

-45-

See also:
EMERGENCY PLANNING 1-90

COMPUTER EQUIPMENT AND SUPPLIES 3-30

INFORMATION SERVICES
For records relating to policies, procedures and routine matters regarding administration

of public relations, public affairs, media relations, customer relationship, publicity, etc.
not covered by subject groups 6-25 to 6-50 in this Schedule.

INFORMATION SERVICES - ADVERTISING

For records relating to policies, procedures and routine matters regarding advertising or
promoting the image of a government B/D through mass media and social media
including newspapers, magazines, radio, television, and websites. This subject group
also covers records relating to corporate branding.

See also:

INFORMATION SERVICES - PRESS CLIPPINGS 6-45

INFORMATION SERVICES - AUDIOVISUAL AIDS

For records relating to policies, procedures and routine matters regarding administration
and production of photographs, video recordings, motion pictures, slide shows,
miscellaneous audiovisual aids, etc.

For purchase of audiovisual supplies, use:

AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND
SUPPLIES 3-10



6-35

6-40

6-45

6-50

-46-

INFORMATION SERVICES - BOOKS AND PUBLICATIONS
For records relating to policies, procedures and routine matters regarding the preparation,
administration, promotion, sale, distribution, etc. of all books, brochures, pamphlets and
publications produced by government B/Ds not covered by other subject groups in
these schedules.
For administrative bulletins, use:

CIRCULARS AND DIRECTIVES 1-50
For office manuals, use:

MANAGEMENT SERVICES 1-125

See also:

PRINTING 3-50

INFORMATION SERVICES - EXHIBITIONS

For records relating to policies, procedures and routine matters of organising exhibitions,
roving shows, displays and shows.

INFORMATION SERVICES - PRESS CLIPPINGS

For records relating to policies, procedures and routine matters regarding the
administration of press cuttings of government B/Ds.

Press clippings files could be subdivided by specific subjects if necessary.

INFORMATION SERVICES - PRESS CONFERENCES AND
RELEASES

For records relating to policies, procedures and routine matters regarding the preparation,
organisation, administration, etc. of press conferences and releases.



6-55

6-60

47-

LIBRARY SERVICES

For records relating to policies, procedures and routine matters regarding the provision of
internal library or related reference services.

This subject group also covers records relating to policies, procedures and routine matters
regarding the administration of departmental library including acquisition, collection
development, classification and cataloguing, procurement and disposal of library
materials and supplies.

INFORMATION MANAGEMENT AND RECORDS MANAGEMENT (previously
known as RECORDS MANAGEMENT)

For records relating to policies, procedures and routine matters regarding information
management, records management and knowledge management practised by government
B/Ds including creation, classification, organisation, retrieval, access, tracking, storage,
retention and disposal of information and records, vital records protection, etc.
This subject group also covers records relating to records management reviews/audits,
security classification of information and records, data privacy and protection,
management and design of departmental forms, etc.
For records shelving, use:

FURNITURE AND FURNISHINGS 3-35
See also:

ACCESS 6-5

ARCHIVES 6-10
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A Schedule and
Classification Number

ABSENCE: Use LEAVE AND AUTHORISED ABSENCE .........cccooiiiiiint s s e, 5-50

ABUSE: See Harassment

ACCESS:

- Accommodation

- Issue of Passes  Use LICENCES, PASSES AND PERMITS .. ..cccccoet vvvvivennn e 1-120

- Security  Use ACCOMMODATION - SECURITY ..cccooiiiiiiie ceiiiiies cevieiienies veneas 2-30
- Information and Records  USe ACCESS .. ....ccccoes ot nis ctveiteaiees servesreesres eeneeas 6-5

ACCIDENTS:

- General

- Incidents of  Use ACCIDENTS ... oot ettt et creenveere s cereeans 1-5

-Reports  Use ACCIDENTS ...t it vttt anie siteessieeas sesieessieees sesnines 1-5

- Settlements  Use ACCIDENTS..... oot e evve e s crrenreerees cereens 1-5
- Accommodation  Use ACCOMMODATION - DAMAGE.......cccccccoet viiiiiiies e e, 2-20
- Claims (Finance)  USe CLAIMS. ..ot ot ettt eeienieeeie coreesienes e 4-50
- Emergency Planning  Use EMERGENCY PLANNING........c.ccoceiiiiit vivviieiiee cevveieees v 1-90
-Insurance  USe INSURANCE ... ..oooiiiiies st ettt siee s aesieessieees eesineesiees sreess 4-70
- Prevention

- Community  Use COMMUNITY HEALTH AND SAFETY .. .ot e e 1-60

- Disasters ~ See Disasters

-Job-related  Use HEALTH AND SAFETY ..o ceteseeies crevvesvenies aeneas 5-35
- Staff

-General  Use ACCIDENTS AND INJURIES ......ccoooiiiiiiiiiies ceeeeeies cerieninnees ceveens 5-5

- Claims

-General Use ACCIDENTS AND INJURIES ......cccccoiiiiiit viviiiiees evieiieiiees cvvenes 5-5
- Financial Arrangement/Settlement  Use CLAIMS .......cccoct oviiiniies coviienien e 4-50
- Injuries  Use ACCIDENTS AND INJURIES ......ccooviiieiiiiries cevvireiens seereesienees aereens 5-5
ACCOMMODATION:

-General  Use ACCOMMODATION .....cc. coiiiiiie ettt veeveanrens cereesteeines eanns 2-5
- Acquisition  Use ACCOMMODATION - ACQUISITION AND DISPOSAL. ....ccccceuer e 2-10
- Allocation  Use ACCOMMODATION - ACQUISITION AND DISPOSAL... ccccccvvver cenee. 2-10
- Alteration  Use ACCOMMODATION - FITTING OUT AND REPAIRS....... ccccocvvever veee. 2-25
- Building Management  Use ACCOMMODATION - BUILDING MANAGEMENT .... ...... 2-15

- Meetings  Use ACCOMMODATION - BUILDING MANAGEMENT .......ccccev veue. 2-15
- Cleaning Use ACCOMMODATION - BUILDING MANAGEMENT .....cccovs covvvvinns cee 2-15

- Communication Systems Installation ~ Use COMMUNICATION SYSTEMS -
INSTALLATION AND DISPOSAL ......... ...... 2-40



ACCOMMODATION (CONTD.):

- Construction of New Buildings  Use

ACCOMMODATION - ACQUISITION AND

DISPOSAL.....ociiiiiiins eirieieies e enen, 2-10
- Damage
-General Use ACCOMMODATION - DAMAGE .......cccooviiiinr et eenreieiens e, 2-20
-Claims  USE CLAIMS ... it et ettt ceresbeeese craeresnenees seees 4-50
- Incidents of Use ACCOMMODATION - DAMAGE.......cccce. veviiiins ceereeiis e, 2-20
-Reports  Use ACCOMMODATION - DAMAGE ..ot et eerieieies e, 2-20
- Decoration  Use FURNITURE AND FURNISHINGS .......ccccoeiiiiiiies v e e 3-35
- Disposal Use ACCOMMODATION - ACQUISITION AND DISPOSAL ... cccccvvver v 2-10
- Environment  Use ACCOMMODATION - BUILDING MANAGEMENT ..... .ccoovies veee. 2-15
- Fitting Out  Use ACCOMMODATION - FITTING OUT AND REPAIRS ..... ccccocvvvr eeeee. 2-25
- Government Owned Building Specifications and Layouts
Use ACCOMMODATION —FITTING OUT AND REPAIRS..... .cccvviee v 2-25
- Hygiene  Use ACCOMMODATION - BUILDING MANAGEMENT .....cccccvt covvrivninns e 2-15
- Inspection Reports  Use ACCOMMODATION - BUILDING MANAGEMENT .......... ...... 2-15
- Janitorial Services Use ACCOMMODATION - BUILDING MANAGEMENT .......... ...... 2-15
- Leases
- General Use ACCOMMODATION - ACQUISITION AND DISPOSAL ......... ...... 2-10
- Termination Use ACCOMMODATION - ACQUISITION AND
DISPOSAL ...cooi ceiirieiisieerrieeis eenieiees eesneiees oo 2-10
- Management  Use ACCOMMODATION - BUILDING MANAGEMENT ..... .cccoovves v 2-15
- Modification Use ACCOMMODATION - FITTING OUT AND REPAIRS .. ......cccceet e 2-25
- Pest Control  Use ACCOMMODATION - BUILDING MANAGEMENT ...... ccccocvviver veeee 2-15
-Planning  Use ACCOMMODATION. ... cociiiiiies et sts cteesteaieas servesreesies eeieeas 2-5
- Protection ~ Use ACCOMMODATION - SECURITY ..cooiiiiiiiiiiiiiies e e e 2-30
- Purchase  Use ACCOMMODATION - ACQUISITION AND DISPOSAL ..... cccveevvver eeeee. 2-10
- Redecoration  Use FURNITURE AND FURNISHINGS.........cccociviiet voveieies cevvvieniees e 3-35
- Refurbishment  Use ACCOMMODATION - FITTING OUT AND REPAIRS ............. ...... 2-25
-Removal Use ACCOMMODATION - ACQUISITION AND DISPOSAL ..... ccccovveer e 2-10
- Expenditure  Use EXPENDITURE........cccc. oot et cveieniennes e 4-15
- Renovation  Use ACCOMMODATION - FITTING OUT AND REPAIRS..... ...cccceevr ceeee. 2-25
-Rentals  Use EXPENDITURE ... .cooiit it ettt et sreieesienes seenes 4-15
-Renting Use ACCOMMODATION - ACQUISITION AND DISPOSAL....... cccovvvier e 2-10
- Repairs  Use ACCOMMODATION - FITTING OUT AND REPAIRS.......cc. covcvviviiner v 2-25
- Requirements  Use ACCOMMODATION.......cccois woiriiiiinieinenieinis eesiesiees crreeerennes sennens 2-5
-Sale  Use ACCOMMODATION - ACQUISITION AND DISPOSAL......ccccees covriririenes e 2-10
- Security  Use ACCOMMODATION - SECURITY ...coiiiiiniiiiininiies vereininies sevieinieies e 2-30
- Equipment  Use SECURITY EQUIPMENT AND SUPPLIES .....c.cccet vovvvvivnns v 3-60
- Security Guard/ Watchman Service  Use ACCOMMODATION - SECURITY ....cccccouet eee 2-30
- Transfer  Use ACCOMMODATION - ACQUISITION AND DISPOSAL ...... ccccvvrier e 2-10
- Vacation Use ACCOMMODATION - ACQUISITION AND DISPOSAL ..... .ccccovver v 2-10
-Vetting  Use ACCOMMODATION .....ccct coiieieiies crterteseseeeesiesiessess seessnseees sessessesens sreeses 2-5

ACCOUNT(S)/(ING):

- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or
specific equIPMENt DY LYPE......c. coiiiiiiiieee et e e e 3-5
-Finance  Use ACCOUNTS AND ACCOUNTING ....ccccoeoirirriininiies sereriniries seeieienieies seenes 4-10



ACCOUNT(S)/(ING) (CONTD.):

- Inventories  See Inventories

ACCOUNTING SYSTEMS:  Use ACCOUNTS AND ACCOUNTING ......... cocviiiis i s 4-10
ACCOUNTS PAYABLE (EXPENDITURES): Use EXPENDITURE .......cccccet viiiinies e e, 4-15
ACCOUNTS RECEIVABLE (REVENUES):  Use REVENUE...........cccoiiiit v s e, 4-20
ACCREDITATION:
- Public  Use APPRECIATION AND CONDOLENCES ........ccccooiiiiie vvriiniees s e 1-15
-Staff  Use AWARDS AND HONOURS .. ....ccooiiis i e crneiennennes e 5-15

ACCUSATION:  See Complaints

ACHIEVEMENTS:  Use AWARDS AND HONOURS...... c.ccooiiiiiieiieieins et e v, 5-15
ACKNOWLEDGEMENT:
- General  Use APPRECIATION AND CONDOLENCES. ........cccoceiiit et coveinienies e 1-15
-Cards  USe STATIONERY ...ocit it it ettt sreieenneies sresetnnenes srenes 3-65
ACQUISITION:
- Accommodation  Use ACCOMMODATION - ACQUISITION AND DISPOSAL ....... ...... 2-10
- Books and Publications  Use LIBRARY SERVICES ..........cccooiiiint eiviiies ceeinienies e 6-55
- Buildings Use ACCOMMODATION - ACQUISITION AND DISPOSAL.... cccocvvreer e 2-10
- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or
specific equUIPMENt DY LYPE......c. woiiiiiiiieee et et e e 3-5
- Library Material ~ Use LIBRARY SERVICES ....... oot e cveinienies e 6-55
- Offices Use ACCOMMODATION - ACQUISITION AND DISPOSAL........ coceovvvrier veene 2-10
- Properties  Use ACCOMMODATION - ACQUISITION AND DISPOSAL ... ..ccovvuer e 2-10
- Quarters Use ACCOMMODATION - ACQUISITION AND DISPOSAL...... cccooveeer e 2-10
- Stationery  Use STATIONERY .. oot et ettt ceieniensne conesessennes seees 3-65
- Supplies  Use EQUIPMENT, SUPPLIES AND SERVICES or
specific equUIPMENt DY LYPE......c. woiiiiiiiieee et et e e 3-5

=VEhICIES  USE VEHICLES .......... oo e ettt rre e s iaees obreeesirees soares 3-75



ACTING:
- Allowances  Use ALLOWANGCES.......cc. coiiiiiiiits ettt eitee et sesteesitines seesrieesens 1eeas 4-30
- Appointments  Use APPOINTMENTS AND POSTING.......ccccoviiis evviiriies cvveviiines cvens 5-10
ACTS:
-Legal  Use LEGISLATION ..ot coiiiiiits oiitiities seteisinstesissestesassasns sesessesases sosesssenses senns 1-10
ADDRESSES:
- Associations  Use ASSOCIATIONS AND CLUBS.......cooooi i e e s 1-20
- Office  Use CIRCULARS AND DIRECTIVES..... ccoiiiiiicieeiie et cevtie et eestieesiaes veeas 1-50
- Staff USe ESTABLISHMENT ... oottt it ettt tree e e e s eiis rerreeeeeas aaees 5-30

ADDRESSES (SPEECHES):

- Ceremonies Use CEREMONIES AND CELEBRATIONS .......cccoviiit voveieiees evievieniens e 1-40
- Conferences, Seminars, Symposia Use CONFERENCES AND SEMINARS.. ............. ...... 1-75
- Exhibitions  Use INFORMATION SERVICES - EXHIBITIONS....... ccccocvrivies ovivirien v 6-40
- Press Conferences Use INFORMATION SERVICES - PRESS CONFERENCES
AND RELEASES.......cccoooit vvrrieees erierieniene e 6-50
-Visits  Use VISITS AND TOURS......cooot ot ettt eetesteestes sesresienens sees 1-200
ADJUDICATION:

- Staff See Human Resources

ADVANCES:
-Leave Use LEAVE AND AUTHORISED ABSENCE .......cccocviiiiiint voveieiees evienieneens oo 5-50
-Payment  Use ADVANGCES ... oot i et stesbesieees e e 4-25
-Salaries  USe ADVANCES......... o« et ettt ns sbesbeeieanes esbestearens saens 4-25
ADVANTAGES:
- Acceptance of  Use CONDUCT AND DISCIPLINE........ccccoiiiiiiint v evieiieniens e 5-20
ADVERTISING:
- Commercial Use CATALOGUES, MANUALS AND PRICE LISTS....cccccevvs cevvvviines cee 3-20
-Employment  Use RECRUITMENT .....cc. cooiieiiies cverieseeeeeeiesiesiens stesresseenes esvessessens seens 5-25
- Information Services  Use INFORMATION SERVICES - ADVERTISING... ......cccce.. ... 6-25

- Newspapers  Use INFORMATION SERVICES - ADVERTISING ... ..cccocviis iviiiiinn e 6-25



ADVERTISING (CONTD.):

- Public Relations  Use INFORMATION SERVICES ........ccccoiveiiiiiiis e eevveeiveenns v 6-20
ADVICE:
- Legal
-General  Use LEGAL MATTERS . ..ot ettt et cteeveaniees o 1-115
-Staff  Use STAFF RELATIONS ... cicciiiiiet ettt veeiteeiteens svesnnesnees senas 5-70
AGENDA:
- Associations, Clubs  Use ASSOCIATIONS AND CLUBS .......ccccceet oot e e 1-20
- Boards of Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS ............. ...... 1-55
- Charitable Organisations  Use ASSOCIATIONS AND CLUBS ........ ccoceivies covvvieiiens e 1-20
- Commercial Firms and Companies  Use CORPORATIONS AND FIRMS...... .....ccccco. oo 1-80
- Committees, Councils, Commissions  Use COMMITTEES, COUNCILS AND
COMMISSIONS. ..ot cieiiiies e e, 1-55
- Conferences, Seminars  Use CONFERENCES AND SEMINARS..... .coccivie evvieeiies e 1-75
- Panels Use COMMITTEES, COUNCILS AND COMMISSIONS.... .c.coocevviet vevieeieenns e, 1-55
- Political Groups  Use ASSOCIATIONS AND CLUBS
- Social Groups  Use ASSOCIATIONS AND CLUBS ........cccoiiiiiint vt e i, 1-20
- Task Forces Use COMMITTEES, COUNCILS AND COMMISSIONS......... cccoovevvees e 1-55
AGREEMENTS:
- Collective  Use STAFF RELATIONS - UNION.... ..cocciiiiiiiieiieiees ceeiteeirees ceiveeveenns veas 5-80
- Leases Use Leases
- Tenancy Use ACCOMMODATION - ACQUISITION AND DISPOSAL...... ccccevvens e 2-10
AID(S):

- Audiovisual
- Information Services  Use INFORMATION SERVICES - AUDIOVISUAL

AIDS oot e e e s 6-30
- Training  See Training
-Civil  Use EMERGENCY PLANNING ... ..ccccciiiits ettt ctveitee it eeeveeveenns aveans 1-90
- Diseases  Use COMMUNITY HEALTH AND SAFETY ...ccoviiiiiinis eivieines cvveinienies seenes 1-60
-Financial  USe ADVANCES....... ..ot e ettt s stesbe et esrenteniens saeans 4-25
- First Aid  See First Aid
-Legal  See Legal
AlR:

- Conditioning  Use UTILITIES AND BUILDING SERVICES FACILITIES... ....cccccoet wuune. 2-50

- Allowance  Use ALLOWANCGES. ......ooooiit et cttiee st sirveeessiaes saaens 4-30



AIR (CONTD.):

- Contamination ~ Use ENVIRONMENTAL MANAGEMENT ......cccoct oviviiniies oviienien e 1-95

- Mail  See Mail

- Passage Allowance  Use ALLOWANCES.........ccci ottt et coveiesiennes e 4-30

- Transportation ~ Use TRANSPORTATION ....cccccce toviiieeieiese et ctveveeseees evresiesnees oo 1-195
AIRCRAFT:

- Accidents  USe ACCIDENTS ... oot et ottt sieseans sestsressenes taressesesses sessens 1-5

Prevention  Use EMERGENCY PLANNING .......ccccoceiiiiint v evienieniees e 1-90

- Booking  See Booking

- Flying Services  Use TRANSPORTATION.......ccc. oiieiieiecie e siee s svvevesiens servesieennes oo 1-195
ALARMS:

-Clocks  Use FURNITURE AND FURNISHINGS. .......ccccoiiiiiiiiiinis oivieines cvveenienies seenns 3-35

- Equipment  Use SECURITY EQUIPMENT AND SUPPLIES........... covecivieis cevvieiens e, 3-60

-Fire  Use TECHNICAL EQUIPMENT AND SUPPLIES........cccccoiiit v e e, 3-70

- Security  Use ACCOMMODATION - SECURITY ...ooviiiiiiiiniiiiinis covnieinies crveesiennes seees 2-30
ALCOHOLICS:

-Community  Use COMMUNITY HEALTH AND SAFETY ...ccooiiiis eiviiees cvveesienies e 1-60

-Staff  Use HEALTH AND SAFETY ..ot ot ettt es et stee e eeiveeveenns aeeans 5-35

ALLEGATIONS: See Complaints

ALLOCATIONS:
- Accommodation Use ACCOMMODATION - ACQUISITION AND DISPOSAL....... ...... 2-10
- Budgets Use BUDGETS or SpecCific SUDJECES ........ vovevieiriiiiiriiiciiis i cveienieies e 4-45
- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or
specific equUIPMENt DY LYPE......c. coiiiiiiiieeee et et e e 3-5
-Funds  See Funds
- Manpower  Use HUMAN RESOURCES PLANNING........ccccooiieiiinis verrieiies ceviveieees e 5-45

ALLOTMENTS: See Allocations

ALLOWANCES:

-Financial =~ Use ALLOWANCES. .....ooooiis ittt et eeree et stee et sesbeesibeees seesrieesens sreens 4-30
-Time Use HOURS OF WORK AND OVERTIME ..ot eeeree i eeeeeeeeins e, 5-40



ALTERATION:
- Accommodation ~ Use ACCOMMODATION - FITTING OUT AND REPAIRS........... ...... 2-25
- Management Information Systems (MIS)  Use INFORMATION TECHNOLOGY AND
COMPUTER SYSTEMS. ..... .o e 6-15
- Records System  Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT .....ooiiiiiieiiies coeeiireenn creveeiennee e 6-60
AMBULANCE SERVICES:
-General  Use COMMUNITY HEALTH AND SAFETY ..ot e s e 1-60
-Staff  Use HEALTH AND SAFETY ..ot ot i e cneiesnennes e 5-35
AMENDMENTS (LAWS):  Use LEGISLATION. ..coccciiiis it nieen et enneesnens canens 1-10
AMUSEMENTS:  Use RECREATION AND WELFARE.. ... s e e, 5-65
ANALYSIS:
- Accounts  Use ACCOUNTS AND ACCOUNTING ......ccociiiieriiiiiins v e e 4-10
-Job  Use ESTABLISHMENT ... oot e ot seiennenanes srnesesnennes srees 5-30
- Office Operation  Use MANAGEMENT SERVICES..........cccooiiiiiis vt cvieviieiien e 1-125
- Posts and Responsibilitiess  Use ESTABLISHMENT .......ccoooviiiiiiiins e cevvenienies e 5-30
- Procedural  Use MANAGEMENT SERVICES ..... ..coiiiiiiiiiiiiies et ceeienienees e 1-125
ANNOUNCEMENTS:
- Departmental  Use CIRCULARS AND DIRECTIVES ..ot e i e 1-50
-Public  Use INFORMATION SERVICES .......cccct ottt et cveieniennes e 6-20
ANNUAL:
-Leave  Use LEAVE AND AUTHORISED ABSENCE .........cccocooiiins e ceveinienies e 5-50
- Reports  See Reports
ANTI-DISCRIMINATION:  See Discrimination
APPEALS:
- Lawsuits  Use LEGAL MATTERS .....ccce oot ettt cerenrenanes ceeiennenees e 1-115
- Staff Use STAFF RELATIONS - APPEALS AND GRIEVANCES. ..ot v v 5-75

APPLIANCES:  See Equipment



APPOINTMENTS:
-Acting  Use APPOINTMENTS AND POSTING... ..cccoiiviiiiiieieiiens ctvsveeieees evvesiesnens aeens 5-10
-Honorary  Use AWARDS AND HONOURS. ......... oo v e e 5-15
- Medical  Use HEALTH AND SAFETY ... oo ot sienn stestesneenes cesvessessens seens 5-35
-Permanent  Use ESTABLISHMENT ... ciiiiiiiit it cenieeniiiee eenineesines reens 5-30
-Posting  Use APPOINTMENTS AND POSTING.. ....coooviiiieieieiins cesreeeees evvesiennens areens 5-10

APPRAISALS: See Evaluation

APPRECIATION:  Use APPRECIATION AND CONDOLENCES.........c..cce. oiiiiiis v s 1-15

ARBITRATION:

- Staff  See Human Resources

ARCHIVES:
-General  USe ARCHIVES . ... e s et cre e s iees soeeesaaes saaes 6-10
- Shelving  Use FURNITURE AND FURNISHINGS.......ccocoiiiiiiiint v evienieiiens e 3-35

ARMORIAL BEARINGS:  See Badges

ARMS:

- Coats of  See Badges

ASSESSMENTS:  See Evaluation

ASSISTANCE:

- Financial

- Advance of Salary  Use ADVANCES ........ oo e e e 4-25
- Legal
-General  Use LEGAL MATTERS . ..ot et ettt ceeienieees e 1-115
-Staff  USe STAFF RELATIONS ... .ot s ettt v seens 5-70
ASSOCIATIONS:  Use ASSOCIATIONS AND CLUBS. ... ....cocciiiiiiiieieins et e e, 1-20
ATTACHMENT:
-Duty  Use APPOINTMENTS AND POSTING ..... cccooiiiiieeiniieinns e cereiennennes e 5-10

- Training  Use TRAINING AND DEVELOPMENT ......cccoiiiiiiiiinis et crveiniennes s 5-95



ATTENDANCE:
-Staff  Use HOURS OF WORK AND OVERTIME ..o e cereennennes oo 5-40
-Training  Use TRAINING AND DEVELOPMENT ......ccooiiiiniiiinis e crveiniennes e 5-95
AUDIOVISUALS:

- Equipment  Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND

SUPPLIES......cocit i et seienisneses esesnsnees eaens 3-10
- Information Services  Use INFORMATION SERVICES - AUDIOVISUAL AIDS. ...... ...... 6-30
- Training  See Training

AUDIT(S)(ING):
-Financial  USE AUDITS. ..ot it ettt ettt se et aas srresteestees sesteebeanes eesns 4-35
- Office Operation Use MANAGEMENT SERVICES...........cccoiiiiiiis vveieiiens cvvevieeiie e 1-125

AUTHORISED ACCESS:  See Access

AUTHORISED SIGNATURES:  See Signing Authority

AUTOMATED DATA PROCESSING:  See Electronic Data Processing (EDP)

AUTOMATION:  See Electronic Data Processing (EDP)

AUTOMOBILES: See Vehicles

AUTOPAY:  Use BANKS AND BANKING ........ cooiiiiiies et terenieaiesie srennesnennes ceneas 4-40

AWARDS:  Use AWARDS AND HONOURS ... cccoiiiiiis i ciriiiesiies e e 5-15
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B Schedule and
Classification Number

BADGES:

-General Use BADGES, EMBLEMS AND FLAGS ......ccccooiiieiiiint cvstveeees evvesieniens aeens 1-25

- Procurement  Use EQUIPMENT, SUPPLIES AND SERVICES or

Specific equIPMENT DY TYPe....cce o e e e, 3-5

BAGGAGE ALLOWANCES:  Use ALLOWANCES......... cocoiitiieieieieseies ceteseeies svesiesnesnes seees 4-30
BANK(S)(ING):

- Financial  Use BANKS AND BANKING .....ccccces ittt et niees cenveeveenns aveas 4-40

- Organisation Use CORPORATIONS AND FIRMS........cccooiiiniiiinis e ceveinienees e 1-80

BANNERS: See Badges

BARCODING: See Electronic Data Processing (EDP)

BARGAINING (STAFF):  Use STAFF RELATIONS - UNION .....cccccoiniiiiies coevirieiens e e 5-80

BEHAVIOUR (STAFF):

-General Use CONDUCT AND DISCIPLINE ....... cccoviiiiiiiicicieiens cteeteeeees evveiieaiees aveans 5-20
- Ceremonies  Use CEREMONIES AND CELEBRATIONS ......cccoovit voviiiieis evvvieniees e 1-40
- Diplomatic  USe PROTOCOL ... cociiiiiiit et ettt eevenieeates ceerenienees e 1-155
- Protocol  USe PROTOCOL......cc. ciiiiiiiiit ettt ceiteeiteeite e see e sns sveesvesstens sereesseesees e 1-155

BENEFITS: See Allowances

BEQUESTS: Use GIFTS AND DONATIONS ... ccoiiiiiet ettt cresieieiens seeresieneene oens 1-100
BILLS:
- Expenditure  Use EXPENDITURE .......cc. oot e ettt ceesesnennes seenes 4-15
- Legislation  USe LEGISLATION ...occiiiiit i ettt s stesiesieenes eeseesieseens saeans 1-10
-Revenue  Use REVENUE........... oot i s et e e 4-20

BLINDS: Use FURNITURE AND FURNISHINGS .......... oot i e e 3-35
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BLOOD DONATIONS Use COMMUNITY HEALTH AND SAFETY ....cccccs coiiiiiiint s e, 1-60
BLOOD DONOR CLINICS:  Use COMMUNITY HEALTH AND SAFETY ..ot v 1-60
BOARDS:
- Committees  Use COMMITTEES, COUNCILS AND COMMISSIONS......... ccccooviies e 1-55
- Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS .. ...cccoover vveriniees e 1-55
BOMB SCARES: Use EMERGENCY PLANNING .......... cooiiiiiiiiiiieieniinies cereneeies e e 1-90
BOOKING:

- Transport

-General  Use TRANSPORTATION .....ccccci it cevvereeies svesiesseanes oens 1-195
- Conference  Use CONFERENCES AND SEMINARS ........c.. cocviievieet v e 1-75
-Seminars Use CONFERENCES AND SEMINARS........c.ccoot veviiiviens e e 1-75
- Visitsand Tours  Use VISITS AND TOURS ......cccooiiiiiiiieies evieiieies cvveieeiens o 1-200

-Venues  See Specific subjects

BOOKS:

- Information Services  Use INFORMATION SERVICES - BOOKS AND

PUBLICATIONS. ....c.. oottt ettt et canens 6-35
- Library  Use LIBRARY SERVICES........ ccccoiiit ottt et seeiennieies seenes 6-55
-Printing  Use PRINTING ..ot ciiiiiiiet ettt ettt stre st steeseeieans sreesteestees sesveeseanes eens 3-50
-Vehicle Log  USe VEHICLES .... ..ot ot ottt eeienieneie cvesesiennes seenes 3-75

BOUNDARIES:
- Functions and Responsibilities
- Agencies or Departments Use ORGANISATION ....cccoiiiiies s e e 1-145
-Staff  Use ESTABLISHMENT ..... oot i et v aeenes 5-30

BOYCOTT:

- Public  See Civil Disturbances
- Staff USE STAFF RELATIONS oo e e nnnnnnnnnnnn nennnnnnnnnn nnnes 5-70
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BREACHES:
- Copyright  Use INTELLECTUAL PROPERTY ... cooiiiiiiiiirieinieies cetenieenies ceeienienees e 1-110
- Regulations
-Staff  Use CONDUCT AND DISCIPLINE ....ccccooviiiiiiiiiiis eivieviees cvveisienies svenns 5-20
- Security
-General  USe SECURITY oot v cevteseeee e sse e stestes setesseeseens sressessenses sens 1-190
- Accommodation  Use ACCOMMODATION - SECURITY ... cccoiiiiiens v e 2-30
BRIBERY: Use CONDUCT AND DISCIPLINE.. ....ccccoiet totriiiirieiinesie s cesiesieens seeesresiene cenees 5-20
BROADCASTS:
- Advertising  Use INFORMATION SERVICES - ADVERTISING.... .ccccovviis covvieiins e, 6-25
- Promotion  Use INFORMATION SERVICES - ADVERTISING...... cccooceviiet v e, 6-25
BROCHURES:
- General  Use INFORMATION SERVICES - BOOKS AND PUBLICATIONS............ ...... 6-35
- Commercial  Use CATALOGUES, MANUALS AND PRICE LISTS....cccocvevs vovvviries v 3-20
- Training  Use TRAINING AND DEVELOPMENT ....ccccvoiiiiiiiiiiiins cveieeieees eneeniennens aeeans 5-95
BUDGETS: Use BUDGETS 0r SPecifiC SUDJECES.. ...ocivviies et e cevveeveenes veas 4-45

BUILDINGS: See Accommodation

BULLETINS:
- General Use INFORMATION SERVICES - BOOKS AND PUBLICATIONS............ ...... 6-35
- Administrative =~ Use CIRCULARS AND DIRECTIVES ......cooccoiiiiies cieeeiies e eeies e 1-50
- Commercial Use CATALOGUES, MANUALS AND PRICE LISTS......ccoovet evviievies e 3-20
-Training  Use TRAINING AND DEVELOPMENT .....ccccoiiiiiiiriiinis oiniiines cvverenienies aeenes 5-95
BURGLARY:
- Boards of Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS ............. ... 1-55
- INCIAENtS Of  USE SECURITY ..ot oot oottt e ettt e et e e s et e e e eeeraiaeees eeesaireees e 1-190
- Security Measures  Use ACCOMMODATION - SECURITY ...cocoiiis oiviiies ceeviienies e 2-30

BURSARIES: See Funds



BUSINESS:

- Corporations  See Corporations
-Firms  See Corporations

-13-



-14-

C Schedule and
Classification Number

CABINETS:

- Filing  See Furniture

CAFE: See Cafeterias

CAFETERIAS:

- Equipment and Supplies  Use CANTEEN AND PANTRY EQUIPMENT AND

SUPPLIES ...t ettt ceivieeitiees aeesrieesees e 3-15

- Management  Use CANTEEN AND PANTRY EQUIPMENT AND
SUPPLIES .« oo ettt e aerieeesiees oaees 3-15

- Procurement  Use CANTEEN AND PANTRY EQUIPMENT AND
SUPPLIES . oot ettt e eitie et e siraeaane sves 3-15
- Establishment  Use CAFETERIAS AND EATING FACILITIES...... coovevviies v e 1-30
- Management  Use CAFETERIAS AND EATING FACILITIES........ ccocvivis covvieiene e, 1-30
CALCULATORS: Use OFFICE MACHINES AND EQUIPMENT ......cocooiiit v eevieeiiees i 3-45
CAMERAS: Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND SUPPLIES ..... 3-10

CAMPAIGNS:

-Charitable USE CHARITY oot oo ettt ettt e e e te e crteesitees soreessaees sares 1-45
-Commercial Use CORPORATIONS AND FIRMS ...t e e e 1-80
- Community  Use CAMPAIGNS AND CANVASSING ......ccccocoiiiiiint cvetieiees evveiieniees e, 1-35
- Political Use CAMPAIGNS AND CANVASSING ........oocoiiiiieiiieet ettt eeeviee s e 1-35
-Social Use CAMPAIGNS AND CANVASSING . ....ooooeiieiciee i e aeeeeeeees e 1-35

CANTEENS: See Cafeterias

CANVASSING:  See Campaigns

CAPITAL BUDGET:  Use BUDGETS ... ..ot i e et cnennennenne eens 4-45
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CAR PARKS:

- Fees
- Calculation  Use FEES AND CHARGES... ..ot e e e 4-60
- Expenditure  Use EXPENDITURE.........ccc. oot et e e 4-15
- Management  Use ACCOMMODATION - BUILDING MANAGEMENT ..... .cccooviies v 2-15
- Permit Tickets ~ Use LICENCES, PASSES AND PERMITS ......cccis v coeriineenes e 1-120
CARE TAKING: Use ACCOMMODATION - BUILDING MANAGEMENT ........ccce vovvivnins e 2-15
CAREER MANAGEMENT: Use HUMAN RESOURCES PLANNING ....... coccociviies s e 5-45

CARNIVALS: See Celebrations

CARS: See Vehicles

CASH:
- Accounting  Use ACCOUNTS AND ACCOUNTING ....ccooviririiinis e ceveisiennes e 4-10
- Boxes, Safes  Use SECURITY EQUIPMENT AND SUPPLIES........ ccccocvvies coeininies e 3-60
- Charges  See Charges
- Control Records  Use ACCOUNTS AND ACCOUNTING.......ccceviet vvviiiiiis evieiienies e 4-10
-Custody  USE SECURITY oot ittt ettt ettt et eabesteeates sesresiennes e 1-190
-Petty  USE ADVANCES ...t i e ottt et e e e 4-25
- Sheets  Use ACCOUNTS AND ACCOUNTING .. ...cocciiiiriiiniicinns e crveennennes e 4-10
- Summaries  Use ACCOUNTS AND ACCOUNTING .......cccccvmiriiinns e crveiniennes e 4-10
CASUAL:
-Employment  Use RECRUITMENT .....cc. oot o et cveseniennes seenes 5-25
-Leave Use LEAVE AND AUTHORISED ABSENCE ........cccocooiiint e ceeiienien e 5-50

CASUALTIES  See Accidents

CATALOGUES: Use CATALOGUES, MANUALS AND PRICE LISTS..... cocoviiie i e 3-20
CATALOGUING:
- Equipment  Use FURNITURE AND FURNISHINGS ........cccoociiiiinis e coveinienies e 3-35

- Library Material ~ Use LIBRARY SERVICES ....... oot vvvveeeees evveniennens aneens 6-55
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CATERING: See CAFETERIAS

CELEBRATIONS:
- General Use CEREMONIES AND CELEBRATIONS........cccoctiiiiiis e crveinienies e 1-40
- Protocol Arrangement  Use PROTOGCOL. ...c.cocevves coiviiiieeieieesiesesiees ctveveeseees esreseesnees oo 1-155
CENSORSHIP:
- Information and Records — USe ACCESS .. .....cocoiis coiiiieeieeeie et stesiesieanes esiesiesaens sreeneas 6-5

CEREMONIES: See Celebrations

CERTIFICATION:  See Specific subjects

CESSATION:

- Appointment  Use TERMINATION OF SERVICE ........cccccoiiiiiiiiiint cveieiees evevieiiees e 5-90
CHAIRS: Use FURNITURE AND FURNISHINGS ........c.. oottt cevtie et ceeivieesees e 3-35
CHARGES:

- Calculation  Use FEES AND CHARGES ........oooit oot ettt eeeitie s e 4-60

- Fines USe EXPENDITURE ... oot s s et e s 4-15

- Lawsuits  USe LEGAL MATTERS ......ooct oot ettt e e e riaee e reeessiaenes e 1-115

- Personal Use STAFF RELATIONS - APPEALS AND GRIEVANCES......... cccoocveveies e 5-75
CHARITABLE ORGANISATIONS: Use ASSOCIATIONS AND CLUBS .. ..ccoocevees e e 1-20
CHARITY:

SGENEral  USE CHARITY ot e e ettt e e e sitees sbreessnaes soares 1-45

-Campaigns  USe CHARITY Lo it e ettt s sbesbeeieanes esbenbesnens saeans 1-45

“DFIVES  USE CHARITY oot oot et eeee s ot e e et e e s et eesatees oateesirees soreeesaees seeres 1-45

- Gifts and Donations to Charities

-General  USE CHARITY .« oo et et e e e s itees sirbeeeaaaes saees 1-45
-Blood Use COMMUNITY HEALTH AND SAFETY ..oooiiiiet et e e 1-60
-Organs Use COMMUNITY HEALTH AND SAFETY ..ocoiiviis cierieieee cevveeiee e 1-60

- Organisations  Use ASSOCIATIONS AND CLUBS........cccoieiiiiiint vvetreeees evveniennens aeeens 1-20
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CHARTS:
-Flow  Use MANAGEMENT SERVICES ......ccccoct ot e cenenneiees oo 1-125
- Organisation  Use ORGANISATION ...... ooiiiiiiiis ot et ceeienienees e 1-145
- Procedural  Use MANAGEMENT SERVICES ..... ..cooiiiiiiiiiiiies e ceeienienees e 1-125
CHINESE NEW YEAR ADVANCES:  Use ADVANCES. .......ccociiiniiiinis e coveenienies aeenes 4-25
CHINESE TRANSLATION:  Use OFFICE SERVICES..... ..ccccooiiiiiiiiinies e e oo 1-135

CIRCULARS: See Directives

CIRCULATION:
- Information  Use INFORMATION SERVICES ... c..oooiiiiiiiiciieeieet ettt ceevtiee s e 6-20
- Library Material ~ Use LIBRARY SERVICES ....... oot et e e 6-55
- Circulars and Directives  Use CIRCULARS AND DIRECTIVES ..... .ccocovviie v e 1-50
CITATIONS: Use AWARDS AND HONOURS. .. ..ot ettt et e e e e 5-15
CIVIL:
- Aid to Civil Power Use EMERGENCY PLANNING ........cocoociiiiiies e ceieee s e 1-90
- Defence Use EMERGENCY PLANNING .......cooci toviiiiiiecie et cevrie et eeeitieesiees veeas 1-90

CIVIL DISTURBANCES:

- Boards of Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS ............. ...... 1-55
- Damage to Accommodation

-General Use ACCOMMODATION - DAMAGE .....cccoocvviiiies veveieies cvvinsennees veees 2-20

-Claims  USE CLAIMS ... oot it ettt —aesteeiteas e saeaee seanes 4-50
-Drills  Use EMERGENCY PLANNING .. ..cooiiii ottt et cenveniesiens aaeans 1-90
- Incidents of  Use EMERGENCY PLANNING ...... cccooviiiiiiiiiiieieiens sveiveeees eveeseessens seens 1-90
- Injuries (Staff)

-General  Use ACCIDENTS AND INJURIES .......ccooiiiiiiiiies criieiies e e 5-5

-Claims  Use ACCIDENTS AND INJURIES ......ccooooiiiiiiiies s e e 5-5

- Financial Arrangement/Settlement  Use CLAIMS .......cocooiiiit oiviniies covinienies e 4-50
-Insurance  USe INSURANCE ... oot et e ene e sieesrees eenteeneeanes eenes 4-70
- Precaution  Use EMERGENCY PLANNING ........ oot e cevveeveenes v 1-90
- Prevention  Use EMERGENCY PLANNING ........ oot e cevveeveees veas 1-90
- Regulations  Use EMERGENCY PLANNING ...... cccooiiiiiiiiiiininis e crveenienies e 1-90
-Reports  Use EMERGENCY PLANNING........cccc. cioviiiirierienieines cvesieesines ceseeeeeanes seees 1-90

- Subversive Activities  USe SECURITY ... oot ettt et eee st e 1-190
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CLAIMS:
- Accidents  USe ACCIDENTS ... oot et et sreesnesenes srenesnerenns senens 1-5
- Financial Arrangement/Settlement  Use CLAIMS . ...t e s e 4-50
- Injuries (Staff)  Use ACCIDENTS AND INJURIES .......cccooiiiiiiiiins e ceenieienes ceens 5-5
CLASSIFICATION:
- Accounts  Use ACCOUNTS AND ACCOUNTING.......ccecvrireininiies e s arenes 4-10
- Library Material ~ Use LIBRARY SERVICES ....... oot vt evvevieinens aneans 6-55
-Records  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
-Staff  Use ESTABLISHMENT ... ..ot e et siene stesteeneenes esreseessens sreens 5-30

CLASSIFIED RECORDS:  Use INFORMATION MANAGEMENT AND

RECORDS MANAGEMENT .....ccoiiiiint v evienieniens e 6-60
CLEANING:
- Accommodation  Use ACCOMMODATION - BUILDING MANAGEMENT ............. ...... 2-15
-Clothing  USe CLOTHING .......c. coiiiiiiit et ettt s sbesbesieenes sesresbessens seeans 3-25
CLIPPINGS:  Use INFORMATION SERVICES - PRESS CLIPPINGS. ......... ccceiiiiiet e e 6-45
CLOCKS  Use FURNITURE AND FURNISHINGS. .......... s evieeiieeen cveeneeseenns eenes 3-35
CLOTHING:
-General  USe CLOTHING .....coict coiiiiit et ettt sbesbesieeies esbenbesiens saeans 3-25
- Cleaning Services  Use CLOTHING ........ cooooiiiiies et e siee e cesveeaeanes eeans 3-25
- Disposal  USe CLOTHING ......... vt et ettt eeienieneie cneseaiennes seees 3-25
-Purchase  USe CLOTHING .....c.. oot ettt ettt ettt eas ctvesteesbees senveeveenns eeans 3-25
CLUBS: Use ASSOCIATIONS AND CLUBS. ... ccocoeiis ceriesteseeie e niesieses esresseeens sreessessnsns seenes 1-20
COATS OF ARMS:  Use BADGES, EMBLEMS AND FLAGS .....ccooiiiiiit e e e 1-25

CODE ON ACCESS TO INFORMATION REQUESTS Use ACCESS........... vt i e, 6-5
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CODE(S)(ING):
- Behaviour  See Behaviour (Staff)

- Files  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT .... ...... 6-60
-Records  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60

COLLECTION DEVELOPMENT:

- Archives  USe ARCHIVES ......... s et et srereesnenes srereennenes srens 6-10

- Historical Objects ~ Use MONUMENTS... ..ccciiiiies o siees ctveveeseenes esresresnees oo 1-130

- Library Material ~ Use LIBRARY SERVICES ....... oo et e e 6-55
COLLECTIVE:

- Agreement  Use STAFF RELATIONS - UNION .. ...ocoiiiiiiiiiiiiiinn v e e 5-80

- Bargaining  Use STAFF RELATIONS - UNION .. ...ccooiiiiiiiiiiniies e e e 5-80

COLLISIONS: See Accidents

COMMENDATION:
- General  Use APPRECIATION AND CONDOLENCES.........ccccecit et crveiniennes aeens 1-15
-Staff  Use AWARDS AND HONOURS .. ..ot i et crneiennennes e 5-15

COMMERCIAL FIRMS:  See Corporations

COMMISERATION:  Use APPRECIATION AND CONDOLENCES........... cocveeiiien e e 1-15
COMMISSIONS:
-General Use COMMITTEES, COUNCILS AND COMMISSIONS.. .....cocovies v e 1-55
- Finance
- Expenditure  Use EXPENDITURE........cccc. o et creeieniennes e 4-15
-ReVENUE  USE REVENUE ......ooviiit eiiiiiiiiiis evvvvivireeissesssrssesrees errrsesseses sersesesesens srenes 4-20

- Investigation ~ Use COMMITTEES, COUNCILS AND COMMISSIONS ....... .cccooovnes v 1-55
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COMMITTEES:
- General Use COMMITTEES, COUNCILS AND COMMISSIONS . ...cocover vvvrinieies e 1-55
- Departmental Consultative Committee Use STAFF RELATIONS - UNION.... ....cccccoet e 5-80
COMMON LAW:  USE LEGISLATION .. oiiiiiiiet et e snnenesennnns sonesesennans soeens 1-10

COMMUNICATION SYSTEMS:

-General  Use COMMUNICATION SYSTEMS ... .o i s e 2-35
- Disposal Use COMMUNICATION SYSTEMS - INSTALLATION AND
DISPOSAL . .ot it s s s s 2-40
- Installation ~ Use COMMUNICATION SYSTEMS - INSTALLATION AND
DISPOSAL ...ttt it et teresieeies e sreares e 2-40

- Maintenance  Use COMMUNICATION SYSTEMS - MAINTENANCE AND REPAIRS.. 2-45
- Purchase  Use COMMUNICATION SYSTEMS - INSTALLATION AND

DISPOSAL ... it ettt et eeaeesbes e irae e s 2-40

COMMUNITY:
- Campaigns  Use CAMPAIGNS AND CANVASSING.......ccccoiivririint voveiieiees cerienieniens aeeens 1-35

- Chest

- Charitable Activities  USe CHARITY ..ocviit o et e e e aoanes 1-45
- Organisation  Use ASSOCIATIONS AND CLUBS ........ccccccvt veevieiies v e 1-20
-Drives  Use CAMPAIGNS AND CANVASSING. .....oooviiceiiciiecieeet eeetieeitieen eeetieesees veeas 1-35
- Health and Safety  Use COMMUNITY HEALTH AND SAFETY ... coeoiieis cevrieniees e 1-60
- Services  Use COMMUNITY SERVICES.......ccooot oottt eeetieeitines aeeitieesees veeas 1-65
COMMUNITY HEALTH: Use COMMUNITY HEALTH AND SAFETY ... ccoociiiiie e e 1-60
COMMUNITY SERVICES: Use COMMUNITY SERVICES ......coooiiiiiieeet et eeeieeiees e 1-65

COMPANIES: See Corporations

COMPENSATION:  See Claims

COMPENSATORY LEAVE: Use HOURS OF WORK AND OVERTIME .. ...cccccvie o e 5-40
COMPETITIONS:
- Promotion  Use PROMOTIONS AND EXAMINATIONS ..ot et e e 5-60

- Recreation  Use RECREATION AND WELFARE .........ccooooiiiiiiis e s e 5-65



-21-

COMPILATION:
- Administrative Bulletins ~ Use CIRCULARS AND DIRECTIVES..... oo v v 1-50
-Books  Use INFORMATION SERVICES - BOOKS AND PUBLICATIONS ............. ...... 6-35
- Brochures  Use INFORMATION SERVICES - BOOKS AND PUBLICATIONS. ........ ..... 6-35
- Circulars  Use CIRCULARS AND DIRECTIVES ..ot e e e 1-50
- Directives  Use CIRCULARS AND DIRECTIVES........ccccoiiiiniiies weienierees cevenneiees oo 1-50
- Office Manuals ~ Use MANAGEMENT SERVICES..........c.cccooiiiiiis v s o 1-125
- Pamphlets ~ Use INFORMATION SERVICES - BOOKS AND PUBLICATIONS........ ..... 6-35
- Publications  Use INFORMATION SERVICES - BOOKS AND PUBLICATIONS..... ...... 6-35

- Reports and Statistics ~ See Reports

COMPLAINTS:
-General  Use COMPLAINTS ... oo e et et crreesitees soreeesaees seres 1-70
- Staff Use STAFF RELATIONS - APPEALS AND GRIEVANCES. ......ooooces e e 5-75

COMPULSORY RETIREMENT: See Retirement

COMPUTERS:  See Electronic Data Processing (EDP)

CONDITIONS:
-Employment  Use RECRUITMENT .....cc. oot o et cveseniennes seenes 5-25
-Working  Use HEALTH AND SAFETY . .ot i et aveieniennes svenes 5-35
CONDOLENCES:  Use APPRECIATION AND CONDOLENCES .......cccccot woviviniies cevveiieies e 1-15
CONDUCT (STAFF):  Use CONDUCT AND DISCIPLINE.......cccoiimiiiis eiriiiees coreeniennes e 5-20
CONFERENCES:
-Agenda Use CONFERENCES AND SEMINARS ..ot e ceveeniennes e 1-75
- Minutes  Use CONFERENCES AND SEMINARS ........cccooiiiiiiinis e coveinienien e 1-75
- Participation ~ Use CONFERENCES AND SEMINARS........ccccoiiit et i e 1-75
- Preparation of Speeches  Use CONFERENCES AND SEMINARS... ....cccoooiis oniiiniins v 1-75
- Proceedings Use CONFERENCES AND SEMINARS........cccociiiint et crveinienies e 1-75
-Reports  Use CONFERENCES AND SEMINARS ..ottt e coveinienies e 1-75
- Travel Allowances — Use ALLOWANCES .........cc.. oo e s e 4-30
- Travel Arrangements  Use CONFERENCES AND SEMINARS ....... cccooiiiis ceniiinens e 1-75
- Travel Expense Claims — USe CLAIMS ..... oot et ettt cveneniennes e 4-50

- Travel Insurance  USe INSURANCE ....... cooooiiiit ettt cevteeeitin s eeesrieesees aeens 4-70
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CONFIDENTIAL RECORDS:  See Records

CONFIRMATION (EMPLOYMENT):  Use RECRUITMENT ....ccccoiviiriiiiiis eivieriees cvvevsienies cvens 5-25
CONFISCATED GOODS:  Use EQUIPMENT, SUPPLIES AND SERVICES or
specific equIPMENt DY YPe.....coviiiiiiicis e s e 3-5
CONGRATULATIONS:  Use APPRECIATION AND CONDOLENCES ..... ccccocvvies woviviirien e 1-15
CONGRESSES:  See Conferences
CONNECTION:
- Communication Systems  Use COMMUNICATION SYSTEMS -
INSTALLATION AND DISPOSAL ...ccoceevvs cveeviieeies e 2-40
- Tele-communication Systems  Use COMMUNICATION SYSTEMS -
INSTALLATION AND DISPOSAL ...... cccoovvvrier e 2-40
- Utilities  Use UTILITIES AND BUILDING SERVICES FACILITIES -
INSTALLATION AND DISPOSAL ....cooviiiiieiiieit cevieeiiee eevieenies e 2-55
CONSERVATION:
-Energy Use ACCOMMODATION - BUILDING MANAGEMENT .....cccooves o e 2-15
- Environment  Use ENVIRONMENTAL MANAGEMENT ....cccocoivs oivirines ceveinienies e 1-95
- Historical Objects  Use MONUMENTS... ..ot et teevesiens cvreenieenee 1o 1-130
- Records
- General Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT ......ccviiiiies civivieieet ceeieiesies e 6-60
- Historical =~ Use ARCHIVES .......... oot e et et e 6-10
CONSOLATION:  Use APPRECIATION AND CONDOLENCES .......cccccvt oviviriees coveinienies avens 1-15
CONSTRUCTION:
- Accommodation  Use ACCOMMODATION ........ coiiiiiiiiiiiieie et et ceniesiesiens seeeeeas 2-5
- Communication Systems  Use COMMUNICATION SYSTEMS -
INSTALLATION AND DISPOSAL ...ccoovevvvs vveeiiieeens e, 2-40
- Telecommunication Systems ~ Use COMMUNICATION SYSTEMS -
INSTALLATION AND DISPOSAL ....... covvevree e, 2-40
- Utilities  Use UTILITIES AND BUILDING SERVICES FACILITIES -
INSTALLATION AND DISPOSAL ....c.ocvieiiirieiint et evieenienes v 2-55
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CONSULTANTS:

-Employment  Use RECRUITMENT ...c.cc. oot e siees sreenvenesns esressennes

-Fees  See Fees

CONTINGENCY PLANNING:  Use EMERGENCY PLANNING.........cccocot vivviviiiies s

CONTRACTED SERVICES:  See Specific subjects

CONTRACTS:  See Specific subjects

CONTRIBUTIONS: See Gifts

COPYING CHARGES:  See Fees

COPYRIGHT:
- Infringements  Use INTELLECTUAL PROPERTY .....ccoviiiiiiiniiinis e e
- Permission  Use INTELLECTUAL PROPERTY .. .o e e
CORNERSTONES:
- Laying of Use CEREMONIES AND CELEBRATIONS.......ccccoceiiis toinieiins v,
CORPORATIONS:
-General Use CORPORATIONS AND FIRMS ..... oot et e,
- Advertising Brochures and Pamphlets Use CATALOGUES, MANUALS AND
PRICE LISTS....oooiiiiiet s e,
- Canvassing  Use CORPORATIONS AND FIRMS .....oooiiiiiiiiiiiint e e
- Sponsorship  Use CORPORATIONS AND FIRMS ...t e e

CORRESPONDENCE MANAGEMENT:  Use INFORMATION MANAGEMENT AND

RECORDS MANAGEMENT ...t i e,

CORRUPTION:

- Campaigns  Use CAMPAIGNS AND CANVASSING.......ccccvivrivriner crverierienes cevreereans
-Staff  Use CONDUCT AND DISCIPLINE .......cccs ot cevevieieies coveenienns
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COUNCILS: Use COMMITTEES, COUNCILS AND COMMISSIONS. ....... oo v 1-55

COURIER SERVICES:  Use OFFICE SERVICES ..........c.. o i s 1-135

COURSES:  See Training

COURTS OF INQUIRY:

- General Use COMMITTEES, COUNCILS AND COMMISSIONS.. .....ccccoet v e 1-55

- Discipline Use CONDUCT AND DISCIPLINE ... ...cooiiiiiiiiiiinis e e e 5-20
CRIME:

- Campaigns  Use CAMPAIGNS AND CANVASSING........ccccviriiins e coreenennes e 1-35

-Staff  Use CONDUCT AND DISCIPLINE .......ccc. ot e e e 5-20

CUPBOARDS: See Furniture

CURTAILMENT (EMPLOYMENT):  Use TERMINATION OF SERVICE.. ...c.cccccet vovvivrrens e 5-90
CURTAIN: Use FURNITURE AND FURNISHINGS. ....... coooooie et e eveeviaeees e 3-35
CUSTODY:
SCASN  USE SECURITY .. oot et ettt e e et e et e e st e e e ereriiaeees eeessiaeees aes 1-190
-Records Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
-Valuables  USE SECURITY oot et et ettt e e et e e eeeeiaaees e 1-190

CUSTOMER SERVICE: Use MANAGEMENT SERVICES .........ccccooiiiiiis vt i s 1-125
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D Schedule and
Classification Number

DAMAGE:

- Accommodation

-Claims  USE CLAIMS ... it et ettt ceresbeeese craeresnenees seees 4-50
- Incidents of  Use ACCOMMODATION - DAMAGE ........c.cct covvvieviins veiiiiies e 2-20
- Investigations  Use ACCOMMODATION - DAMAGE ......... coccocvviees vvviiiiies v 2-20
- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or
specific equIPMENt DY LYPE...cc.c. coeieie et e e e 3-5

DATA PROCESSING:  See Electronic Data Processing (EDP)

DEATH BENEFIT:

-Insurance USE INSURANCE ... .ot it s e e rrre e e e e e haes 4-70
DECORATIONS:

- Accommodation  Use FURNITURE AND FURNISHINGS .......ccocces coiiiiiies e e 3-35

-Awards  Use AWARDS AND HONOURS ........ooot ettt cte e iiees aeieeesines senes 5-15

-Honours  Use AWARDS AND HONOURS .......... oo et e e e e 5-15

- Office  Use FURNITURE AND FURNISHINGS.. ..o i e i 3-35

- Supplies  Use FURNITURE AND FURNISHINGS .......ccooiiiiiiiint v evivnieniens e 3-35
DEDICATIONS: Use CEREMONIES AND CELEBRATIONS .......ooooiiiiiiit ceiiiieeiie ceviiieeeis e 1-40

DELEGATION OF AUTHORITY:

- Organisation  Use ORGANISATION ...... oot ot et ceeienienees e 1-145

-Staff  Use ESTABLISHMENT ... c.ccoiiiit it it eeienieneies cvesesnennes seenes 5-30
DELINQUENCY:

-PUDliC  USE SECURITY ..ot ottt ceieiiniiiens ettt sttt stesesssbenes srestasesenns soes 1-190

-Staff  Use CONDUCT AND DISCIPLINE .......cccct touiiiiiiinirieienininies serieeninies seeieenieees seene 5-20

DELIVERY SERVICES (MAIL):  Use OFFICE SERVICES..........ccccoitiiiiiies covniieiens e e 1-135
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DEMONSTRATIONS:
- Exhibitions  Use INFORMATION SERVICES - EXHIBITIONS...... .ccoccevviet e e 6-40
- Protests
- Public  See Civil Disturbances
-Staff  Use STAFF RELATIONS ... oot ettt cestieeitie s seesateesiees aeeas 5-70
-Training  Use TRAINING AND DEVELOPMENT ......cccciviiiiiieiiiens vvsrveeees evvesiesnens seeens 5-95
DEMOTION:  Use CONDUCT AND DISCIPLINE .....ccoet et crteesiee s certeesneees eeinns 5-20
DENTAL SERVICES (STAFF):  Use HEALTH AND SAFETY ...ccoiiiiiiiiieies it crevveienies eenes 5-35

DEPARTMENTAL FORMS:  See Forms

DEPARTMENTAL QUARTERS:  See Accommodation

DEPOSITS (BANKS):  Use BANKS AND BANKING....... cocciiiiiieiiieieneies cevieeeies seesieseesees ceneas 4-40
DEPLOYMENT (STAFF):  Use APPOINTMENTS AND POSTING.......cccces vovvviveiens vvvienienie e 5-10
DESKS:  Use FURNITURE AND FURNISHINGS ........ccce oot ceierieeies sveniesiesie e 3-35
DESIGNS:
- Accommodation Use ACCOMMODATION - FITTING OUT AND REPAIRS........... ...... 2-25
- Computer Systems  Use INFORMATION TECHNOLOGY AND
COMPUTER SYSTEMS ..ot criieeies e e 6-15
-Forms  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT .. ...... 6-60
-Logos Use BADGES, EMBLEMS AND FLAGS. ..ot vt evienieneens aneans 1-25
DESPATCH SERVICES:  Use OFFICE SERVICES.......... coooiiiiiiiieieneies ceieeieeies seesienienies o 1-135

DESTRUCTION:  See Disposal

DEVELOPMENT:

-Training  Use TRAINING AND DEVELOPMENT ......cocoooiiiiiiiinis et i e 5-95

DEVICES: See Equipment
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DIALECTIC ALLOWANCES:  Use ALLOWANCES....... coooiiirieinineniis it cresieienenes e 4-30
DICTAPHONES: Use OFFICE MACHINES AND EQUIPMENT ......ccccoiiis woiniriiniies ceevieieninis e 3-45
DICTATING MACHINES:  Use OFFICE MACHINES AND EQUIPMENT .....cccccoos vvivivieens e 3-45
DIGNITARIES:
- Lists  USE PROTOGCOL ..c.coiiiiiis ceieiiiiiens ettt ceiesesistetsesieesisbe e stesesssbenes sressssesenss soes 1-155
- Priority Order in Ceremonies ~ Use PROTOCOL.... ..cocciiiiiiiiiiiiis oo v e 1-155
-Visits  Use VISITS AND TOURS......ccocet ettt ettt seeisieiesens cotnesessenes sees 1-200

DINING ROOMS:  See Cafeterias

DIPLOMACY:  USE PROTOGCOL ...occiiiit ctieitieiies ceiieiiienies eesieesieaeeseesseesteess sbeeaessees sesseeseesse sees 1-155
DIRECTIVES:

-General  Use CIRCULARS AND DIRECTIVES .. ...oooi it vt eviesiesnens aeeans 1-50

- Management  Use INFORMATION MANAGEMENT AND

RECORDS MANAGEMENT .....cccooiiinis e coeriririnis e 6-60

DIRECTORIES:

- Organisations ~ Use ASSOCIATIONS AND CLUBS........cocooiiiiiinis e e e 1-20

-Staff  Use ESTABLISHMENT ... ..ot e e ie e stene stestesneenes esressessens sreens 5-30

- Telephone
- Departmental  Use INFORMATION SERVICES - BOOKS AND

PUBLICATIONS... .ot e cenieeieenes e 6-35
DISASTERS:
- Boards of Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS ............. ...... 1-55
- Damage to Accommodation
-General Use ACCOMMODATION - DAMAGE ......ccccoovoiiint et eerieieies e, 2-20
-ClaiMS  USE CLAIMS ... it et ettt ettt ceeresaennes saees 4-50

- Demonstrations ~ See Civil Disturbances

- Disturbances  See Civil Disturbances

- Fires  See Fires

- Floods  See Floods

- Incidents of  Use EMERGENCY PLANNING ...... cccooiiiiiiiieieievins vveineeees evvesiesnens seens 1-90
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DISASTERS (CONTD.):

- Injuries (Staff)

-General  Use ACCIDENTS AND INJURIES.......cccoooiiiiiniiiiis eririeiiens ceeniennies ceeeens 5-5
-Claims  Use ACCIDENTS AND INJURIES ......c.cccooviiiiiniiiiiis cevieieiiens ceeniennies cneeens 5-5
- Financial Arrangement/Settlement  Use CLAIMS.........cccocceies voiiiiiiiens vvvevnnien e 4-50
-Insurance  Use INSURANCE ... ..o s e e e cenneeneans eenes 4-70
- Investigations  Use EMERGENCY PLANNING ... ...ccccciiiiiiniiiinis et e e 1-90
- Precaution  Use EMERGENCY PLANNING ........ cocoooiiiiiiiiiieieient et cevvenieneens e 1-90
- Prevention  Use EMERGENCY PLANNING......... ocooiiiiirniiiiiinis e crvereniennes e 1-90

- Rainstorms  See Typhoons
- Rebellion  See Civil Disturbances

- Records  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
- Regulations  Use EMERGENCY PLANNING ...... .ccoooiiiiiiiicinns e e oo 1-90
-Reports  Use EMERGENCY PLANNING........cco. i s s e 1-90

- Riots  See Civil Disturbances
- Typhoons  See Typhoons

DISBURSEMENT: Use ACCOUNTS AND ACCOUNTING ......cooovvvtiiiiiiies et vvviiiieeees i 4-10
DISCRIMINATION:
- Public USE COMPLAINTS oot et et e rres eeessiibaee teeeesaiaree seees 1-70
- Staff
-General  Use CONDUCT AND DISCIPLINE ......cooooiieiiiiiiis et ceeevee i e 5-20
- Appeals Use STAFF RELATIONS - APPEALS AND GRIEVANCES ............ ...... 5-75
- Complaints Use STAFF RELATIONS - APPEALS AND GRIEVANCES....... ...... 5-75
- Grievances Use STAFF RELATIONS - APPEALS AND GRIEVANCES ....... ...... 5-75
DISCIPLINE:
-Staff Use CONDUCT AND DISCIPLINE ....cooocis ittt ie e see s eesieeiieens eeans 5-20

DISCS:  See Electronic Data Processing (EDP)

DISEASES:
-General  Use COMMUNITY HEALTH AND SAFETY ..ot e e e 1-60
-Job-related  Use HEALTH AND SAFETY ..ot it ettt cveneniennes e 5-35

DISKETTES: See Electronic Data Processing (EDP)

DISKS:  See Electronic Data Processing (EDP)
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DISMISSALS:  Use TERMINATION OF SERVICE ......... oot e cveniesiesies ceneas 5-90
DISOBEDIENCE: Use CONDUCT AND DISCIPLINE ... ..ccoootiiiiiiieieiiies ceieiieies ceeniesiesies ceneas 5-20
DISPLACEMENT (STAFF):  Use APPOINTMENTS AND POSTING ......cc. covveiviiiet veeeieniee e 5-10
DISPLAYS: Use INFORMATION SERVICES - EXHIBITIONS......ccccoiiies vt e e 6-40
DISPOSAL:
- Accommodation  Use ACCOMMODATION - ACQUISITION AND DISPOSAL ....... ...... 2-10
- Communication Systems  Use COMMUNICATION SYSTEMS -
INSTALLATION AND DISPOSAL ....cccovvvs evvririnas e, 2-40
- Equipment and Supplies  Use EQUIPMENT, SUPPLIES AND SERVICES or
specific equipment bY tYpe ......ccccveet covevieies e e 3-5
- Files  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT .... ...... 6-60
- Personal  Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT ......coviiiiies crivivieiint ceeeeieniens e 6-60
- Garbage Use ACCOMMODATION - BUILDING MANAGEMENT .....ccccos vovvrviivnien v 2-15
- Hazardous Waste ~ Use ENVIRONMENTAL MANAGEMENT ........ coocvvivis covvieniens e, 1-95
- Library Material ~ Use LIBRARY SERVICES ....... oot et s e 6-55
- Paper Recycling/Shredding  Use OFFICE SERVICES .........cccccciiiis vveiicient cvievieeiien e 1-135
-Records  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
- Stationery  Use STATIONERY .. ..ciiiiiit it it ceienieneies cvesesiennes saenes 3-65
- Utilities  Use UTILITIES AND BUILDING SERVICES FACILITIES -
INSTALLATION AND DISPOSAL ....cooviiiiiiiiiis eivieiiees crvvenienies seenes 2-55
-Vehicles  Use VEHICLES.......... oot i ettt s ste st eesreniesiens saeans 3-75
DISPUTES:
- Lawsuits  Use LEGAL MATTERS ...t oo et niee seeeneenennes esteseennens oees 1-115
- Staff Use STAFF RELATIONS - APPEALS AND GRIEVANCES. ....ccccceevs cevvvviees e, 5-75
-Union  Use STAFF RELATIONS - UNION ..ot toiiriiiieisiisinis cevvsieinies crvesessennes seees 5-80
DISSEMINATION (INFORMATION):  Use INFORMATION SERVICES... ....ccccceiv vovvivvvie e 6-20

DISTURBANCES: See Civil Disturbances

DOCUMENTS: Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60

DOMESTIC APPLIANCES:  Use FURNITURE AND FURNISHINGS ........ oot v e 3-35
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DONATIONS:  See Gifts

DOWNPAYMENT LOAN:  Use ALLOWANCES..........c.. oot e e e 4-30

DRAINAGE PIPES:  Use UTILITIES AND BUILDING SERVICES FACILITIES

O SPECITIC SUDJECTS ... tviiiiiiiies s et e e 2-50
DRAPES:  Use FURNITURE AND FURNISHINGS ......... coooiiiiiiirerieienies cevienieiees seeesieniene ennes 3-35
DRESSES: See Clothing
DRIVES: See Campaigns
DRUG ADDICTION:
-Community  Use COMMUNITY HEALTH AND SAFETY ...ccooiiiis e ceveenienees seens 1-60
-Staff  Use HEALTH AND SAFETY ..ot ot et cesesiesnnes sosesessenees seees 5-35
DRUGS: Use MEDICAL EQUIPMENT AND SUPPLIES ......ccoooiiiiiiiiiiies crenieiieins ceeveeieniee eeies 3-40
DUES:  See Fees
DUPLICATION(ING):
- Equipment  Use OFFICE MACHINES AND EQUIPMENT .....ccccovt oiviriies cvveinienies e 3-45
- Services
-General  Use OFFICE SERVICES ......ccocet coiiiiciceceeteeie et cveeie s e 1-135

- Charges  See Charges
- Vital Records  Use INFORMATION MANAGEMENT AND

RECORDS MANAGEMENT ......cooiiiiis it e e 6-60
DUTIES:

- Agencies or Departments  Use ORGANISATION. .....ccoiiiiiiiiniins oo crevienieiees e 1-145
- Transfers  Use ORGANISATION. ...occiiiies ottt et ceerenieees e 1-145

- Staff
- Delegation and Distribution ~ Use ESTABLISHMENT .........c.. ooiiiiiins v e 5-30
- Inventories  Use ESTABLISHMENT .....cc. oot et cveeieniennes e 5-30
-Lists  Use ESTABLISHMENT ... oo vt eenesnees eennenees oo 5-30
- Rosters  Use HOURS OF WORK AND OVERTIME........cccct eoiiiniies o e 5-40

-Visits  USe VISITS AND TOURS......cccoct ot ottt eatennenanes ceerenrenees ans 1-200
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E-MAIL (ELECTRONIC MAIL):  See Electronic Mail (E-Mail)

EARTHQUAKES:

- Preventive Measures  Use EMERGENCY PLANNING.......cccccoviiiies i e e 1-90

EATING FACILITIES: See Cafeterias

EATING PLACES: See Cafeterias

EDP (ELECTRONIC DATA PROCESSING):  See Electronic Data Processing (EDP)

EDUCATION:

- Allowances

-Local  Use ALLOWANCES ......... oot ottt teeiteeiteans svesnnesaees aens 4-30
-0verseas  Use ALLOWANCGES.... ..ot ot eeieenieene seeaneeseees eeneas 4-30

- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or
Specific eqUIPMENE DY LYPE......c. voieiece s et cvee et eeeeas 3-5

- Training  See Training

EFFICIENCY:
- Office Procedures  Use MANAGEMENT SERVICES........coooiiiiies e e e 1-125
- Staff Use PERFORMANCE AND APPRAISAL.. c..oooiiiicie et et et s e 5-55
ELECTIONS:
- Associations, Clubs  Use ASSOCIATIONS AND CLUBS .......cocooeies s e e 1-20
- Commercial Firms and Companies  Use CORPORATIONS AND FIRMS...... .ccccocviet e 1-80
- Committees, Councils, Commissions Use COMMITTEES, COUNCILS AND
COMMISSIONS......ociet s e i 1-55
- Polls Results  USe ELECTIONS. ..ot i ettt rteeesitiees arrresenrees e 1-85
- Registration  Use ELECTIONS .. ....ooiiit it ettt eeieniennies coeesesiennes seenes 1-85

ELECTRIC FANS:  Use UTILITIES AND BUILDING SERVICES FACILITIES
OF SPECITIC SUDJECES ... it e et s e 2-50

ELECTRIC TYPEWRITERS:  Use OFFICE MACHINES AND EQUIPMENT .....c.c. voiiiiiiies v 3-45
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ELECTRICAL WORKS:  Use UTILITIES AND BUILDING SERVICES FACILITIES

OF SPECITIC SUDJECES .vveiiet it et e e nnees e 2-50
ELECTRICITY:
- Expenditure  Use EXPENDITURE .....c.cc. cooiieieie v siens stesresseenes sesvessessens sreens 4-15
- Installation ~ Use UTILITIES AND BUILDING SERVICES FACILITIES -
INSTALLATION AND DISPOSAL .....coovviiiis veieiieiaes ceviereeienes venens 2-55

ELECTRONIC DATA PROCESSING (EDP):

- Equipment and Supplies

- General Use COMPUTER EQUIPMENT AND SUPPLIES .. .....cocccvs oiiiinnes v 3-30
- Disposal ~ Use COMPUTER EQUIPMENT AND SUPPLIES. .......cccce. coviviiiins e, 3-30
- Evaluation ~ Use COMPUTER EQUIPMENT AND SUPPLIES ........... cocoeiiis e, 3-30
- Installation ~ Use COMPUTER EQUIPMENT AND SUPPLIES........... cocccviies v 3-30
- Procurement  Use COMPUTER EQUIPMENT AND SUPPLIES ........ ..cccoiiis v 3-30

- Management  Use INFORMATION TECHNOLOGY AND COMPUTER SYSTEMS ...... 6-15
- System Evaluation ~ Use INFORMATION TECHNOLOGY AND

COMPUTER SYSTEMS ..ottt et enieesienes ceen, 6-15
- System Selection  Use INFORMATION TECHNOLOGY AND COMPUTER SYSTEMS. 6-15
- Training  See Training
- User Requirements  Use INFORMATION TECHNOLOGY AND

COMPUTER SYSTEMS ..ottt et enieeaienes e, 6-15
- User Specifications  Use INFORMATION TECHNOLOGY AND
COMPUTER SYSTEMS. ..ot vt ceneesiesiens aeeens 6-15
ELECTRONIC MAIL (E-MAIL):
- Equipment
- Disposal  Use COMPUTER EQUIPMENT AND SUPPLIES. .....ccccc0s vovivviirier v 3-30
- Installation ~ Use COMPUTER EQUIPMENT AND SUPPLIES........... coccovcvrer v 3-30
- Management
- Data/Information ~ Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT ......ccoiiiiiies criviivieiiet cveeeiesies e 6-60

-System  Use INFORMATION TECHNOLOGY AND COMPUTER SYSTEMS..... 6-15

ELEVATORS:  See Lifts

EMBLEMS: See Badges

EMERGENCIES:  See Emergency Planning
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EMERGENCY PLANNING:

-General  Use EMERGENCY PLANNING ......cccoot toiiiiiiiietscieiies et ceversareines aveans 1-90
- Medical Service
-Public  Use COMMUNITY HEALTH AND SAFETY ...ccocoies vt e e 1-60
-Staff  Use HEALTH AND SAFETY ...oociis ot ettt ceveavaveines aveans 5-35

EMOLUMENTS: See Salaries

EMPLOYEES: See Human Resources

EMPLOYMENT:  Use RECRUITMENT ....ccooiiit toiiiiiiis i i e e 5-25
ENERGY:
- Conservation  Use ACCOMMODATION - BUILDING MANAGEMENT ... .ccccoones v 2-15
- Management Use ACCOMMODATION - BUILDING MANAGEMENT ..... ..ot e 2-15

ENQUIRIES:  See Inquiry

ENTERTAINMENT:
- Allowances  Use ALLOWANCGES ........... oot et cte e s itees aeeeesaaes oo 4-30
- Celebrations Use CEREMONIES AND CELEBRATIONS ......ocooiies oo e e 1-40
- Conferences and Seminars  Use CONFERENCES AND SEMINARS........ccc.. vovieviiies v 1-75
- Equipment  Use RECREATIONAL EQUIPMENT AND SUPPLIES .........c... ooveivens e 3-55
-Staff Use RECREATION AND WELFARE ......... oo e aetieeeeeines e 5-65
-Visitsand Tours  Use VISITS AND TOURS ......... oot e eeessnenes e 1-200

ENVIRONMENT(AL):
- Accommodation Use ACCOMMODATION - BUILDING MANAGEMENT .......cccu.. ... 2-15
-Control Use ENVIRONMENTAL MANAGEMENT .....ooiiiiiiieiiiies e cvieee e oo 1-95
- Management  Use ENVIRONMENTAL MANAGEMENT ......cccocet voviiiiiiis e e 1-95
- Protection  Use ENVIRONMENTAL MANAGEMENT .....oooiiiiiiies ceeeeeees e eenes e 1-95
-Staff  Use HEALTH AND SAFETY oo s ettt e sitiies atieessiiees seanes 5-35

EQUAL EMPLOYMENT OPPORTUNITY:

- Job applicants Use RECRUITMENT ... oot it ceiesieeeens svesiesiesies ceneas 5-25
- Staff complaints Use STAFF RELATIONS — APPEALS AND GRIEVANCES............ ...... 5-75
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EQUIPMENT:

- General  Use EQUIPMENT, SUPPLIES AND SERVICES or

Specific equIPMENT DY TYPe....cce o e e e, 3-5
- Accidents  USe ACCIDENTS ... cooiiiiiis et ettt es seestesreases estestesaens sreeneas 1-5
- Accounting and Inventories  Use EQUIPMENT, SUPPLIES AND SERVICES or
specific equipment by type......ccc. covviveiies cvveveies e 3-5
- Address Cards  Use STATIONERY ...ccccct ciiiiiiiies ottt siene stestesieenes eeseessessens seeans 3-65
- Alarm Systems ~ Use SECURITY EQUIPMENT AND SUPPLIES.... ..c.ccocvivs voeviiiies e 3-60
- Audiovisual  Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND
SUPPLIES . .ot it ettt en eereste s eseesesienes cenens 3-10
- Automation  Use COMPUTER EQUIPMENT AND SUPPLIES. ....... ccccocvvivies veiiiiiies e 3-30
- Automobiles  Use VEHICLES ... ..ot e vt see stesieeieenes esreseesnens srens 3-75
-Beds Use FURNITURE AND FURNISHINGS.... ...cccccviiiiiiiiiiinis et cvveesienies seenes 3-35
- Cabinets  Use FURNITURE AND FURNISHINGS .......ccccoiiiiiiiiiinis e ceveniees e 3-35
- Cafeterias  Use CANTEEN AND PANTRY EQUIPMENT AND SUPPLIES. ............. ...... 3-15
- Calculators  Use OFFICE MACHINES AND EQUIPMENT ......cocoit vieiviiieet e e 3-45
-Cameras Use AUDIOVISUAL AND PHOTOGRAPHIC SUPPLIES..........c.. coveovvvrene e 3-10
- Canteens  Use CANTEEN AND PANTRY EQUIPMENT AND SUPPLIES.. .......cccet e 3-15
- Catalogues  Use CATALOGUES, MANUALS AND PRICE LISTS. ..cccooviis cevvieiene e 3-20
-Chairs  Use FURNITURE AND FURNISHINGS.. ......ccccooiiiiiieiies e et v 3-35
-Clocks  Use FURNITURE AND FURNISHINGS. .......ccccoiiiiiiiiinis oivieiines cvveenenees seenns 3-35
-Clothing  USe CLOTHING .......c. coiiiiiiis et ottt eses eesesiesanes soaesessenses srees 3-25

- Communication Systems  See Communication Systems
- Computers  See Electronic Data Processing (EDP)

- Destruction  See Disposal

- Disposal ~ See Disposal

- Domestic Appliances  Use FURNITURE AND FURNISHINGS....... ccccociviis oviiiinien v 3-35
-Drugs Use MEDICAL EQUIPMENT AND SUPPLIES........ccccooviint v e e 3-40
- Duplicating  Use OFFICE MACHINES AND EQUIPMENT .......cccce vovininiies o e 3-45

- Educational ~ See Specific equipment by type
- Electronic Data Processing  See Electronic Data Processing (EDP)

- Entertainment  Use RECREATIONAL EQUIPMENT AND SUPPLIES......... ccccocvvvnes v 3-55
- Filing Cabinets  Use FURNITURE AND FURNISHINGS ........ccccces viviiiniies v e 3-35
-Film  Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND
SUPPLIES ..ot it ettt ottt setenae e eneiesrennes e 3-10

-Forms  Use STATIONERY ..ottt e ottt sbesresieeiee esrennennens e 3-65
- Furniture/Furnishings  Use FURNITURE AND FURNISHINGS ...... oot ciiiiiiis e 3-35
- Hand Punches  Use STATIONERY ......cc. oot ot ettt e seens 3-65
- Inventories  Use EQUIPMENT, SUPPLIES AND SERVICES or

Specific equIPMENt DY LYPE....cc.. o e s e, 3-5
-Issue  Use EQUIPMENT, SUPPLIES AND SERVICES or

specific eqUIPMENt DY LYPE. ..o coiiiii it et e e 3-5
-Loans Use EQUIPMENT, SUPPLIES AND SERVICES or

Specific equIPMENt DY LYPE....cc.. o e s e, 3-5
- Lockers  Use FURNITURE AND FURNISHINGS .........cccoiiiiniiiies v v e 3-35

-Locks Use SECURITY EQUIPMENT AND SUPPLIES ........cccccovt et e e 3-60



EQUIPMENT (CONTD

- Maintenance
- General

-35-

D)

Use EQUIPMENT, SUPPLIES AND SERVICES or
specific equIPMENt DY TYPE.. .ot e e e 3-5

- Communication Systems ~ See Communication Systems

- Utilities

See Utilities

-Manuals  Use CATALOGUES, MANUALS AND PRICE LISTS..... ccccociiiies o e 3-20
- Medical Use MEDICAL EQUIPMENT AND SUPPLIES........ccccccot ot coviienies e 3-40
- Micrographic ~ Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND
SUPPLIES ...t it ettt cestesesienes ceresseeeses aea 3-10
- Office Equipment  Use OFFICE MACHINES AND EQUIPMENT ... ..cocvvies o e 3-45
-Pantry  Use CANTEEN AND PANTRY EQUIPMENT AND SUPPLIES ...... ...cccccveet e 3-15
-Paper  Use STATIONERY ..o s cieiiiiiis ciee sttt as sesteessinees seessneesnes sreens 3-65
- Photocopying  Use OFFICE MACHINES AND EQUIPMENT ......... coovvcvivies covviiienien e 3-45
- Photographic ~ Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND
SUPPLIES ..ot it et vesieesies eesteeneeans seees 3-10
- Price Lists  Use CATALOGUES, MANUALS AND PRICE LISTS ....cccocvevs voviviinien v 3-20
- Procurement  Use EQUIPMENT, SUPPLIES AND SERVICES or
Specific equIPMENT DY LYPe. ..ot e e s e, 3-5
- Projectors  Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND
SUPPLIES ... oot et et sastesieneans setenestenns cerens 3-10
- Recreation Use RECREATIONAL EQUIPMENT AND SUPPLIES.... ..ccccoovies vovviirien e 3-55
- Repairs  Use EQUIPMENT, SUPPLIES AND SERVICES or
SpecCific equUIPMENT DY LYPE ..ot i e e e 3-5
- Requisitions  Use EQUIPMENT, SUPPLIES AND SERVICES or
Specific eqUIPMENE DY LYPE......c. voieiece s et cvee et eeeeas 3-5
-Safes  Use SECURITY EQUIPMENT AND SUPPLIES.......ccccoiiiiint v evvrieniees e 3-60
-Sale  Use EQUIPMENT, SUPPLIES AND SERVICES or
specific equIPMENt DY TYPE ... cviiiicies s e e e 3-5
- Security  Use SECURITY EQUIPMENT AND SUPPLIES .......cccccot oviviiiies ceviienies e 3-60
- Shelving  Use FURNITURE AND FURNISHINGS.......ccooiiiiiiiint v evenieniens e 3-35
- Shredders
- Paper  Use OFFICE MACHINES AND EQUIPMENT .....cccoct oviviriiins cvvviniinies e 3-45
-Sports  Use RECREATIONAL EQUIPMENT AND SUPPLIES. ....... ccccocvrvies voviiiien e 3-55
- Stationery  Use STATIONERY .. ..ciiiiiit it ettt ceienieneies conesesiennes saees 3-65
- Surplus  See Disposal
- Tape Recorders  Use AUDIOVISUAL AND PHOTOGRAPHIC SUPPLIES.. .......c...c. ... 3-10
- Technical Use TECHNICAL EQUIPMENT AND SUPPLIES ......... coovvcvvvies ceviiiries v 3-70
- Training  See Training
- Typewriters ~ Use OFFICE MACHINES AND EQUIPMENT ......ccccct oviviinies coviiienien e 3-45
-Uniforms  Use CLOTHING ....... oot e et tesiesieees eeseesbesaens seeans 3-25
- Utilities ~ See Utilities
-Vehicles  USe VEHICLES.......... cocoiiiiiis e cvtestisie et sie e saens sressesseenes essessessens seens 3-75
- Video Cassettes  Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND
SUPPLIES ... oot et cetenieiene areeressenees seees 3-10
- Write-offs ~ See Disposal
ERGONOMICS:  See Accommodation
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ESSENTIAL RECORDS  See Records

ESTABLISHMENT (STAFF)  Use ESTABLISHMENT ... oot cevienieies e e 5-30

ESTATES: See Accommodation

ESTIMATES: Use BUDGETS 0r SPECIfiC SUDJECES .....cvivs ovieieciieieieieviesie cetveieeiens cveviesnesnes ceneas 4-45

EVALUATION:

- Computer (Software/Hardware)  See Electronic Data Processing (EDP)

- Equipment
- General  Use EQUIPMENT, SUPPLIES AND SERVICES or
Specific eqUIPMENT DY tYPE.. cvveveiicececceees e e e 3-5
- Communication Systems  Use COMMUNICATION SYSTEMS -
INSTALLATION AND DISPOSAL .. ..ccccvvveer e 2-40

- Electronic Data Processing  See Electronic Data Processing (EDP)
- Records Management  Use INFORMATION MANAGEMENT AND

RECORDS MANAGEMENT ... oot i e, 6-60

- Utilities  Use UTILITIES AND BUILDING SERVICES FACILITIES -
INSTALLATION AND DISPOSAL ...coocit i e e, 2-55
- Office Operation  Use MANAGEMENT SERVICES..........cccooiiiiiis viveiiiient cveevieeiie e 1-125
- Office Systems ~ Use MANAGEMENT SERVICES ..........cccociiiiiins o creeeneiees e 1-125
- Programmes (Operational) ~ Use PLANS AND PROGRAMMES....... c.cccooiies vovvieies oo 1-150
- Records  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
-Staff  Use PERFORMANCE AND APPRAISAL .. ..ot e e e 5-55

EXAMINATIONS:
- Medical

- Employment  Use RECRUITMENT .....cccot ottt et ceeieniennes aeenes 5-25
- Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS..... .ccooovrier e 1-55
- Promotion  Use PROMOTIONS AND EXAMINATIONS ..ot o e e 5-60

EXHIBIT(S)(IONS):  Use INFORMATION SERVICES - EXHIBITIONS.... .ccoooiiiet v e, 6-40
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EXPENDITURE:

- Policy and Procedures ~ Use EXPENDITURE CONTROL .....cccccovvint vvviveiees evverieniens aeeas 4-55
-General  Use EXPENDITURE ... oot it ettt ens ctvesteestees sesveeveanes eeans 4-15
-Accounts  Use EXPENDITURE. ..ot vt ettt aestneesinees eessveesnes reens 4-15
-Advances  Use ADVANCES...... cocciiis e crtestirie st iee e sestens stessasseenes esrestessens seens 4-25
- Allowances  Use ALLOWANCES........... ccceiiies coevtireseeieeniesesiens stesresseeses essessessens seens 4-30
-Bills  See Fees

ClAIMS  USE CLAIMS.. oot et ettt eete et e st s e rte s sreesteestees sesteesreanes eesns 4-50
-Control  Use EXPENDITURE CONTROL.....ccccce. coviiiiiieieeiieiesiens stesresieees esvessessens seens 4-55
-Fees  See Fees

- Purchase  Use EXPENDITURE . ......cocot coiiiiiies ettt eas ctvesteestees senveeneanes seeans 4-15
-Refunds  Use EXPENDITURE .. ...coccoiiiit cieiiicies ettt ens ctvesteeitees sesveeveenns seeans 4-15
- Salaries  USe SALARIES ...t et it et e e —enre e e 4-85
- Special Advances  Use ADVANCES ...« et as crvesieestees sesveeaeanes eens 4-25
-Travel Claims  USe CLAIMS ... ot et ettt eas ctre e e ite e —esbeeaeanes reans 4-50
- Utilities  Use EXPENDITURE ... c.ccoiiiiit et ettt ens cvvesteestees sesveeveenns seesns 4-15
-Wages  USe SALARIES ... s it ettt et as sesteesnbeee eestreenaes reens 4-85

EXPENDITURES: See Expenditure

EXPENSE CLAIMS:

SFINANCe  USE CLAIMS ot e e et e e e sibees sbbeeseaees soaaes 4-50
EXPLOSION:

- General USE ACCIDENTS ..ot oo et e ceviibbrrees —eoiirrrees cesiaan 1-5

- Prevention Use EMERGENCY PLANNING........ oot ettt rvvreee e e 1-90
EXTENSION OF SERVICE: Use APPOINTMENTS AND POSTING .....cc.. coooiieiiiir ceviiieeeer e 5-10

EXTRANEOUS DUTIES ALLOWANCES:  Use ALLOWANCES .........ccoces ot e e 4-30
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FACSIMILES:

- Disposal  Use COMMUNICATION SYSTEMS - INSTALLATION AND

DISPOSAL ... ittt ot crreieesnete e srereeananes sresenesnenes srens 2-40

- Expenditure  Use EXPENDITURE .......c.. oot e et cneiennennes e 4-15
- Installation ~ Use COMMUNICATION SYSTEMS - INSTALLATION AND

DISPOSAL . oot ettt et sesenraseens eesrenees oo 2-40

- Maintenance  Use COMMUNICATION SYSTEMS - MAINTENANCE AND REPAIRS.. 2-45

-Service  Use OFFICE SERVICES............ oo it et ceeienienees e 1-135

FANS: Use UTILITIES AND BUILDING SERVICES FACILITIES or
SPECITIC SUDJECTS .viiiiiies it et et eere st nrene erberente e ceeens 2-50

FAX: See Facsimiles

FAX-MODEM (MODULATOR/DEMODULATOR):  See Electronic Data Processing (EDP)

FEDERATIONS:  Use ASSOCIATIONS AND CLUBS ... ..o ceveeieeiens ceeseeseesees cenees 1-20
FEES:
- Calculation  Use FEES AND CHARGES ......ccccos ottt et enienieniens e 4-60
- Expenditure  Use EXPENDITURE .......... cooiiiiiies e ctvesiee e sesveeveanes eeans 4-15
- Fuel and Parking  Use VEHICLES..........cc. oot it it cveiesiennes seenes 3-75
-Revenue  USe REVENUE........... oot it ettt cerieeeniee e ceesineesines reen 4-20
FELLOWSHIPS: Use AWARDS AND HONOURS.......... coooiiiiiieieeresiesies cetveieeiens seeseesnesees oo 5-15
FESTIVALS: Use CEREMONIES AND CELEBRATIONS .......ccoooiiiiiiiiiis et e e 1-40
FESTIVITY: Use CEREMONIES AND CELEBRATIONS .......cociiiiiiiiiiis erieiieniens ceeieienes e 1-40
FETE (CEREMONIES): Use CEREMONIES AND CELEBRATIONS ........ ccoiveiens vvvrvireien venes 1-40

FETE (FUND RAISING):

-Charitable USE CHARITY oot e e ettt reeeesiatees sbbeessarens seaees 1-45
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FILES: See Records

FILMS:

- Equipment  Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND

SUPPLIES......cocit i et seienisneses esesnsnees eaens 3-10
- Information Services  Use INFORMATION SERVICES - AUDIOVISUAL AIDS....... ...... 6-30
- Training  See Training

FINANCE(IAL):
-General  Use FINANCE AND ACCOUNTING ... c.cccoiiiiiiiiiiicieiens vtvetesreenes esvesiesnens sreeneas 4-5
- Accounts
- Accounts Payable  Use EXPENDITURE.... ...cccccviiiiiiiiinis et ceveinienies e 4-15
- Accounts Receivable  Use REVENUE ....... ccccooviiiiiiiineninies ceerieeies seerieseenies e 4-20
- Advances  USe ADVANCES...... .ot it e e e s sreesteestees sesteenseaes eens 4-25
- Allowances  Use ALLOWANCES. ...« et se e s stvesieestees sesveeseanes eees 4-30
- Analysis  Use ACCOUNTS AND ACCOUNTING......cccotriiriiiinis eirieinies crveieniennes e 4-10
- Audits USE AUDITS .. oo s e iits crtee e e e e e e see et sesteeesteees eestreesees sreens 4-35
-Banks  Use BANKS AND BANKING..... c.cccciiiies ot sies steevesieenes esvesiessens seeens 4-40
-Budgets  USe BUDGETS........ccct ciiiiiiiiit vt eeiesteesteesteeste e e ans sreesseessees sesseessesnes seees 4-45
- Charges  See Charges
SClAIMS  USE CLAIMS. L.t et ettt ettt eas steesteestees —esbeenbeanes eeans 4-50
- Control
-General Use ACCOUNTS AND ACCOUNTING.......cccceievier vovvrieies crevvesrenies venea 4-10
- Expenditure  Use EXPENDITURE CONTROL .....cccccvviiiiinis et coveenienies e 4-55
-Estimates  USE BUDGETS .....cc.. oot ettt ettt ste et ens stvesteestees senbeereanns eeans 4-45
- Accounts Payable  Use EXPENDITURE. .....ccccces it e cenveeieenes veas 4-15
- Fees  See Fees
- Financial Institutions  Use BANKS AND BANKING .........cccccoiiiiiiiis civeiieiies et e, 4-40
-Forecasts  USe BUDGETS.......... coiiiiiiies ceeiiiieiits cteeeitieestee et e stee s sesteeasteees seessveesees sreens 4-45
-Funds  See Funds
- Imprest Accounts  Use ADVANCES ... oot et cevieesiiiee eesineesees reens 4-25
-Insurance  USe INSURANCE ... oo cieiiiiiis ettt et e ntee et eesteeestnees eessveesees reens 4-70
- Multi-Year Plans ~ See Multi-Year Plans
-Pension  USE PENSION......ccoiiis it vttt ettt se e te s sreesteestees sesveeaeanes eees 4-75
- Petty Cash  USe ADVANCES ... ..ot i ettt s stesbeeieenes esbestesnens saeans 4-25
- Reporting  Use ACCOUNTS AND ACCOUNTING .....ccceriiririiinis ceirieinies crveenienies e 4-10
-Returns  Use RETURNS AND STATEMENTS ... oot cevtieeitieen ceeviveesnes veens 4-80
-Revenues  Use REVENUE ......... oo it ittt niee et aesieessinees seessneesnes sreens 4-20
- Statements  Use RETURNS AND STATEMENTS .......coooiiiiiiiiiiiet et evveeieniees v 4-80
- Summaries  Use ACCOUNTS AND ACCOUNTING ......cceievieririns vveiveeees eveeneeseens aeeens 4-10
FINES: Use EXPENDITURE .. ....cociiiiis ittt ettt ettt ete e et ste st stes aeveeseeseens srestessesses seses 4-15

FIRE ARMS:  USe SECURITY oot it i et tenesieaies srennesresnes oens 1-190
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FIRES:

- Boards of Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS ............. ... 1-55
- Damage to Accommodation

-General Use ACCOMMODATION - DAMAGE .....cccoooiiiiiies toiiiiies cerienienies e 2-20

-Claims  USE CLAIMS ... it et ettt ceresteeene creeresrennes seees 4-50
-Drills  Use EMERGENCY PLANNING .. ....ccoviiiis ottt ceienieisies coeesessenees seees 1-90
- Fire-fighting Equipment  Use TECHNICAL EQUIPMENT AND SUPPLIES ............ ...... 3-70
- Incidents of  Use EMERGENCY PLANNING ...... cccooiiiiiiiiiiiieient et evienieniens e 1-90
- Injuries (Staff)

-General  Use ACCIDENTS AND INJURIES.......cccooiiiiiinirinis evirieriees coenieenien ceeneens 5-5

-Claims  Use ACCIDENTS AND INJURIES .......ccooiiiiiiiiiiiis et ceeieienes e 5-5

- Financial Arrangement/Settlement  Use CLAIMS........ccooviiit oiriiiies o e 4-50
-Insurance  Use INSURANCE ... ..o s e e cenneeneans eenes 4-70
- Investigations  Use EMERGENCY PLANNING... ...c.ccooiiiiieiiieiies e cevveeieaes e 1-90
- Precaution  Use EMERGENCY PLANNING ........ cccooiiiiiiiieieie s cveieeieees esieniesiens aeeens 1-90
- Prevention  Use EMERGENCY PLANNING........ cccoooiiiiiiiieieienene v esveniesnens seeans 1-90
- Regulations  Use EMERGENCY PLANNING ...... cccooviiiiiiiiiiiinis coevieines crveresienees e 1-90
-Reports  Use EMERGENCY PLANNING.......ccot toiriririiiniserieinis ceenieninnes coveressenees seees 1-90

FIRMS:  See Corporations

FIRST AID:
-Community  Use COMMUNITY HEALTH AND SAFETY ...ccooiiit et e e 1-60
-Job-related  Use HEALTH AND SAFETY ...t ot ettt cveienienes e 5-35
FITTING OUT Use ACCOMMODATION - FITTING OUT AND REPAIRS ........ccet v 2-25

FLAGS: See Badges

FLEXIBLE HOURS:  Use HOURS OF WORK AND OVERTIME........cccccces it v e 5-40
FLOODS:
- Boards of Inquiry Use COMMITTEES, COUNCILS AND COMMISSIONS ............. ...... 1-55
- Damage to Accommodation
-General Use ACCOMMODATION - DAMAGE ......cccoooiiiiit et ceeinienies e 2-20
-ClaiMS  USE CLAIMS ... it et ettt ettt ceeresaennes saees 4-50
- Drills  Use EMERGENCY PLANNING .. ...coiiiit ottt et seeieesieies seene 1-90

- Incidents of  Use EMERGENCY PLANNING ...... ..coooiiiiniiiiiinis e e e 1-90
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FLOODS (CONTD.):

- Injuries (Staff)

-General  Use ACCIDENTS AND INJURIES ......cccooiiiiiiiiies cririeiies e ceveens 5-5
-Claims  Use ACCIDENTS AND INJURIES .......cccoiiiiiiiiiiiis ceeieiene e e 5-5
- Financial Arrangement/Settlement  Use CLAIMS.........cccocceies voiiiiiiiens vvvevnnien e 4-50
-Insurance  Use INSURANCE ... ..o s e e e cenneeneans eenes 4-70
- Investigations  Use EMERGENCY PLANNING ... ...ccccciiiiiiniiiinis et e e 1-90
- Precaution  Use EMERGENCY PLANNING ........ cocoooiiiiiiiiiieieient et cevvenieneens e 1-90
- Prevention  Use EMERGENCY PLANNING......... ocooiiiiirniiiiiinis e crvereniennes e 1-90
- Regulations  Use EMERGENCY PLANNING ...... ccooviiiiiiniininis i crvereniennes seenes 1-90
-Reports  Use EMERGENCY PLANNING.......ccccces toiiiiiiiieieeie et et cesveniesiens aeeens 1-90
FLOW CHARTS:  Use MANAGEMENT SERVICES ....... .ot ceiienieens seerenieniens e 1-125
FLYING SERVICES:  Use TRANSPORTATION ....ccccocet soorieiriinieise e cresiesienens seeresseniens oons 1-195
FORECASTS:
- Financial ~ Use BUDGETS or Specific SUDJECES ...... occvviiiiieiieiieiiis ceevieviees cevveeieees e 4-45
- Staff  Use HUMAN RESOURCES PLANNING ... ..cocoiiiiicccieees e et e 5-45
FORMS:
- Design  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT. ...... 6-60
- Management Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT . 6-60
-Printing  USe PRINTING........ccct ciiiiiiiet et ettt seeste e ans savesteestees sesteeseanes eens 3-50

FRINGE BENEFITS: See Allowances

FUNCTIONS:
- Management  Use MANAGEMENT SERVICES.. ..ottt et v e 1-125
- Organisation  Use ORGANISATION ...... oot et cetenieeeies ceerenienees e 1-145
FUNDS:
- Projects  Use GRANTS AND FUNDS..... oot et et cvesesnennes seenes 4-65
- Provident FUND  USe PENSION.. .ciiiiiit ittt e et v e 4-75
- Scholarships  Use AWARDS AND HONOURS..... ...oooiiiiiiiiieicries et enienieniens e 5-15
- Staff Welfare Fund  Use RECREATION AND WELFARE ........ccccoct o coviieies e 5-65

FUNERALS: Use APPRECIATION AND CONDOLENCES..........ccccociiiiies o i e 1-15



FURNISHINGS:

FURNITURE:

- General
- Allowances

See Furniture
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Use FURNITURE AND FURNISHINGS ..........cocoiiiiiiiiinn s s e,

Use ALLOWANCES



-43-

G Schedule and
Classification Number

GARBAGE DISPOSAL: Use ACCOMMODATION - BUILDING MANAGEMENT ........cce. .. 2-15
GAS:

- Expenditure  Use EXPENDITURE .......c.. oot it et cveiesnennes seenes 4-15

- Utilities  Use UTILITIES AND BUILDING SERVICES FACILITIES or

SPECITIC SUDJECTS. ..cvit cereieieis eriere et cereseeees sreseesreeres seres 2-50

GAZETTES NOTICES:  Use INFORMATION SERVICES ........ccoociiiiiiiiint e eeviiienines e 6-20

GENERAL FORMS (GF) *:

- GF 3 & 3A —Printing Orders  Use PRINTING...... coccoiiiiiieiieiieieis ceeveevees cenveeieanes eeas 3-50
- GF 39 — Accession Registers ~ Use LIBRARY SERVICES........cccccot o e e 6-55
- GF 100 — Vehicle Log Books ~ Use VEHICLES..... ..ot et cvveinienies e 3-75
- GF 115 — Records of Service ~ Use TERMINATION OF SERVICE... .....ccccocvs vovrvvvres v 5-90
- GF 203 — Uniform Record Card ~ Use CLOTHING .....cccooiiiiiiiiiiins i evienieniens e 3-25
- GF 292 — Counter Record of Issues / Returns of Uniform Use CLOTHING....... ..ccccovevr e 3-25
- GF 377 — Surprise Inspection Book Use ACCOUNTS AND ACCOUNTING ... .....cceevr e 4-10

* Note: The above list of General Forms is by no means comprehensive. For other General
Forms, please refer to the respective subject groups for details.

GIFTS:
-General  Use GIFTS AND DONATIONS .....ooiii ot ree crvereeneenes eseeneennees oo 1-100
- Blood Donations  Use COMMUNITY HEALTH AND SAFETY ... coovvivivies oviienies e 1-60
- Organs Donations  Use COMMUNITY HEALTH AND SAFETY ... ccccoiivie vevveieees e, 1-60
- To Charitable Organisations ~ USe CHARITY ...cccc. oot e e e 1-45
GRADE REVIEW:  Use ESTABLISHMENT ....... coooiiiiiiis ottt cetesieseeses arvesensenees seees 5-30

GRADING (RECORDS):  Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT .....coiiiiiiiies s i e 6-60

GRANTS: See Funds

GRATUITY:  USE PENSION. ... .ciiiiiiis s et coreeeienre st nns serennenanes soreesrennes srenns 4-75
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GREETINGS: Use APPRECIATION AND CONDOLENCES .........oocoiiiiiies i e s 1-15
GRIEVANCES:
- General USE COMPLAINTS L.t oot s e cee s seeeniaarre seeeas 1-70
- Staff Use STAFF RELATIONS - APPEALS AND GRIEVANCES. ......ocooces e e 5-75

GUARDS: Use ACCOMMODATION -SECURITY ...cccc. ciiiiiiiiiiiiiis s s e 2-30
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H Schedule and
Classification Number

HAND OVER: See Transfers

HAND PUNCHES:  Use STATIONERY ....cccoiiit v i s e e 3-65
HARASSMENT:
-Public Use  COMPLAINTS ..ot ottt ettt ettt seienseneies toneseanennes seens 1-70
- Staff
-General  Use CONDUCT AND DISCIPLINE........cccciiiriiinns e e oo 5-20
- Complaints  Use STAFF RELATIONS - APPEALS AND GRIEVANCES....... ...... 5-75
HARDSHIP ALLOWANCES:  Use ALLOWANCES........ .o s i e 4-30

HARDWARE (COMPUTER):  See Electronic Data Processing (EDP)

HAZARDOUS WASTE:  Use ENVIRONMENTAL MANAGEMENT ......c. ooviiiiiens v e 1-95
HEALTH:
- Community  Use COMMUNITY HEALTH AND SAFETY ...ccooiiiit et ceveenienies e 1-60
- Job-related Use HEALTH AND SAFETY ..ot i s e e 5-35

HEATING:  Use UTILITIES AND BUILDING SERVICES FACILITIES or

SPECITIC SUDJECES ...ecvt ceeeiicies e et eereste s eereesees aaeas 2-50
HEPATITIS:
- Prevention Programme  Use COMMUNITY HEALTH AND SAFETY ...ccooiis iviiiiins e 1-60
HISTORY(ICAL):
- Agencies or Departments  Use HISTORICAL MATTERS ......ccccociis oiiiiiiies crvevieiees e 1-105
-Buildings  Use MONUMENTS .. ..ot e et cetesieestes ceerenienees e 1-130
-Columns  Use MONUMENTS ... ..ot it ettt e seesieeieees eesbeneeanees e 1-130
-Objects  Use MONUMENTS ... oot et ottt caresreeanes ceerenrennes ares 1-130
-Records  USe ARCHIVES .......... oot et ettt ceieniensne toeesesnennes seees 6-10

-Statues Use MONUMENTS ... oot et e e e e eae e eeeaiaeees e 1-130
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HOLDING POSITIONS:  Use ESTABLISHMENT ......cccoct it e e e 5-30
HOLIDAYS:

- General  Use LEAVE AND AUTHORISED ABSENCE .......cccocoiiie veiiienies e e 5-50

- Celebrations  Use CEREMONIES AND CELEBRATIONS ......ccccoce veivriniies sreerenieies e 1-40
HOME FINANCE SCHEME:  Use ALLOWANCES ......... .o s e e 4-30
HOME PURCHASE SCHEME:  Use ALLOWANCES...... ..ot i e e 4-30
HONORARY APPOINTMENTS: Use AWARDS AND HONOURS...........co. o e e 5-15
HONOURS:  Use AWARDS AND HONOURS ... ..ot i s i s 5-15

HOTEL RESERVATIONS:

- Conferences and Seminars  Use CONFERENCES AND SEMINARS.......cccc. voviivvveer v 1-75
- Visits and Tours Use VISITS AND TOURS ...t oot et eeeveiiiiens e 1-200
HOUSING ALLOWANCES: USE ALLOWANNCES ... oo eees e es aveeeeaeaeaes e 4-30

HUMAN RESOURCES:

- Accidents

-General  Use ACCIDENTS AND INJURIES .......cccooiiiiiiiies ceeieeies creviesveaies aeveenns 5-5

-Claims  Use ACCIDENTS AND INJURIES .......ccccoiiiiiiiiiie ceeieeies et aeveens 5-5

- Financial Arrangement/Settlement  Use CLAIMS .......cccoct oviiiniies coviienien e 4-50

- Accreditation  Use AWARDS AND HONOURS .. ....ccoooviieieieievine cvviveeees eveeseeseens aeeens 5-15

- Adjudication  Use STAFF RELATIONS - APPEALS AND GRIEVANCES.. .......c.ccc. ... 5-75

- Advances  USe ADVANCES...... .ot it ettt as sresteestees —enteeae e rens 4-25
- Allowances

-Financial  Use ALLOWANCES ... ...cooiiiit ottt veeiteeite et e see e aenes 4-30

-Time Use HOURS OF WORK AND OVERTIME ......ccccccoees voiiiiiiies et e 5-40

- Anti-discrimination ~ Use STAFF RELATIONS - APPEALS AND GRIEVANCES ..... ...... 5-75

- Appeals Use STAFF RELATIONS - APPEALS AND GRIEVANCES.......... coocvevviver v, 5-75

- Appointments  See Appointments
- Attachments

-Duty  Use APPOINTMENTS AND POSTING ......cccoiiiiiiiis ceiiiiies i e 5-10
- Training  Use TRAINING AND DEVELOPMENT ......cccccovit oiririies s e 5-95
- Attendance  Use HOURS OF WORK AND OVERTIME ......cccoviiies veirinnies s e 5-40
-Awards  Use AWARDS AND HONOURS.........c.. woiriiiiiieineieienis et crveiesnennes seenes 5-15

- Career Development Use HUMAN RESOURCES PLANNING...... .cccoociiiies i e 5-45
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HUMAN RESOURCES (CONTD.):

- Classification ~ Use ESTABLISHMENT .. .ccciiie o vies stvsvesieenes esveseessens seeens 5-30
- Clearance  Use STAFF SECURITY /INTEGRITY CHECK ......ccccet voviiniiiis cevvieniens e 5-85
- Collective Agreements ~ Use STAFF RELATIONS - UNION ......cccoct wooiviiiies o e 5-80
- Collective Bargaining  Use STAFF RELATIONS - UNION ......cccocoet vovvveiees evivvieiiens ceees 5-80
- Competitions  Use PROMOTIONS AND EXAMINATIONS.......cccet vovvveieeies cevierieniens ceeas 5-60
-Conduct Use CONDUCT AND DISCIPLINE ...... cocoioiiiiiiiicieeciees e eenveeveees v 5-20
- Demotion  Use CONDUCT AND DISCIPLINE.... c.cccioiiiieiieieeiees e cevveeieees v 5-20
- Deployment  Use APPOINTMENTS AND POSTING......ccccccoiiiiiiiint vvvteeeees evvevieniees aeeans 5-10
- Development  Use TRAINING AND DEVELOPMENT......ccccciiiiiint vvsiieiees evverieniens aeeans 5-95
- Discipline Use CONDUCT AND DISCIPLINE ... ...ccooiiiiiiiiiiieiint e evienieniens e 5-20
- Dismissals  Use TERMINATION OF SERVICE... .....cocoiiiiieiieiies et eevveeveenes e 5-90
-Employment  Use RECRUITMENT ........ oot e ins ctvesieesines senveeneanes eenns 5-25
-Selection  Use RECRUITMENT ... cocoiiiiiiit coeriiere et cveteeieens svesnnesnnes senns 5-25
- Entertainment  Use RECREATION AND WELFARE ........ccoccoiiiiiiit vt e e, 5-65
- Establishment  Use ESTABLISHMENT .. ....ccciiiis iiicccccieeiees et ceve e v 5-30
- Evaluation  Use PERFORMANCE AND APPRAISAL ......ccoceiiieiiiis ceeieeiiee ceviveiieaes veas 5-55
- Examinations  Use PROMOTIONS AND EXAMINATIONS .........c. coviivvie e e 5-60
- Forecasts Use HUMAN RESOURCES PLANNING........cccoeiiiiiiins v e e 5-45
-Funds  See Funds
- Grievances Use STAFF RELATIONS - APPEALS AND GRIEVANCES..... ....cccceeut e 5-75
- Harassment  See Harassment
- Health and Safety ~ Use HEALTH AND SAFETY . .o vene vvnieeeees esvesiennens aeeans 5-35
- Holidays  Use LEAVE AND AUTHORISED ABSENCE.........ccccocovt voveieiieis ceverrirniens aeee 5-50
-Honours  Use AWARDS AND HONOURS .......... oot e cenveeie s e 5-15
- Hours of Work  Use HOURS OF WORK AND OVERTIME .........c. vocvviiviees e e, 5-40
-Incentive  Use STAFF RELATIONS ....... oot ettt s e stee st eeiveere e e 5-70
- Incentive Awards  Use AWARDS AND HONOURS..........ccocciiieiies vt et e, 5-15
- Industrial Actions  Use STAFF RELATIONS — UNION......ccccooviiiiis vivvieiies e e 5-80
- Injuries  Use ACCIDENTS AND INJURIES. ......... cocooiieieee e rieiis cteeiieeieen cevvesieenies eeineas 5-5
-Insurance  USe INSURANCE ... oo et ettt stee e e e stee et eesteeaiteees eessveesees reens 4-70
- Inventories  Use ESTABLISHMENT ...... coooiiiiiiis et et eeveeve e e 5-30
-Leave Use LEAVE AND AUTHORISED ABSENCE ........cccccoceiiiiit vieiieiees ceviveieees e 5-50
-Loans  Use APPOINTMENTS AND POSTING..... cicciiiiiiieiieiieiees e cevveeieanes veas 5-10
- Manpower Planning  Use HUMAN RESOURCES PLANNING ....... ccccociiies v e 5-45
- Medical Use HEALTH AND SAFETY ... oot ettt es ctvesteeitees eenveeveenns sveans 5-35
-Morale  Use STAFF RELATIONS........cc. coii et et es ctvesteestees sesveeveanns eeans 5-70
- Nominal Rolls  Use ESTABLISHMENT . ....cccooiis i e siee e cesveeveenns seeans 5-30
- Outside Work  Use HOURS OF WORK AND OVERTIME ......cccocvt voveviieis evivviniiens aeee 5-40
-Overtime  Use HOURS OF WORK AND OVERTIME .......ccccooeviiiit viveiieieen et v, 5-40
-Pension  USE PENSION......cccicit ciciiiiit ittt ettt e e te s sreesteestees sesveeaeanes eens 4-75
- Performance Appraisal Use PERFORMANCE AND APPRAISAL.. .ccccoovis oviiiiins e 5-55
- Personal Harassment ~ See Harassment
-Planning  Use HUMAN RESOURCES PLANNING.......ccccoceiiiiiriint vvvrveeees cevreviesenns aeeens 5-45
- Postings  Use APPOINTMENTS AND POSTING .....ccocoiiiiiiiiiiiint e evienienies e 5-10
- Precedence, Table of  USe PROTOCOL... ccicciiie ettt veeveeiiens cereesreeiee 1o 1-155
- Promotions  Use PROMOTIONS AND EXAMINATIONS ........ccocoet viviiiiieet e v, 5-60
- Punctuality  Use HOURS OF WORK AND OVERTIME ......ccccocvviint vovsieiiees evievieniens aeeens 5-40

- Recreation  Use RECREATION AND WELFARE ..ot e e e 5-65
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HUMAN RESOURCES (CONTD.):

- Recruitment  Use RECRUITMENT ......cc. coiiiiiiie i siens stvsressennes sesvessessens seeens 5-25
- Redeployment  Use APPOINTMENTS AND POSTING .....ccccoiiviint v evienieniees e 5-10
- Relations  Use STAFF RELATIONS or SPecCific SUDJECES........ccevveires weiriiiiiis e e 5-70
- Releases  Use APPOINTMENTS AND POSTING ....cccovviiiiiiieiiient cvereeieees evvesiensens aeeans 5-10
- Resignation  See Retirement
- Retirement  See Retirement
-Salaries USe SALARIES ...t et et s e e e 4-85
- Scholarships  Use AWARDS AND HONOURS..... ...ccoiiiiiiieicieies ctesteeeees evvesiesnens aeens 5-15
- Secondments  Use APPOINTMENTS AND POSTING .......cocooiviiiiiint vvviveeees evverieniens aeeens 5-10
- Security  Use STAFF SECURITY /INTEGRITY CHECK .....cccccoiiiit v evieiieiiees e 5-85
- Separation  Use TERMINATION OF SERVICE ... ...cccciiiiiiiiiiinis et e e 5-90
- Sexual Harassment ~ See Harassment
-Sports  Use RECREATION AND WELFARE ...... oot vt evvenieniees aaeans 5-65
- Staff Identification Cards  Use LICENCES, PASSES AND PERMITS .....c.cco. covvvviviines oo 1-120
- Staff Relations  Use STAFF RELATIONS ......cocis oot et eenveeve e v 5-70
-Staffing  Use RECRUITMENT .. c.oiiiiiiiis et cvtesieste st iee e siestens stesvesseeses sesvessessens seeens 5-25
- Statistics  Use HUMAN RESOURCES PLANNING .......ccccoceviiiiiint vveieeiees evvevieniees aeeens 5-45
- Training  Use TRAINING AND DEVELOPMENT ....ccccvoiiiiiiiiiiiins cveieeieees eneeniennens aeeans 5-95
- Transfers  Use APPOINTMENTS AND POSTING ......ccccociiiiieiiis e e v 5-10
- Union Relations  Use STAFF RELATIONS - UNION ........ccccoiviiiiis viviiiiies e e 5-80
-Wages  USe SALARIES ...t s it iis et et sesieessbeee eesree s reens 4-85
- Welfare Fund  Use RECREATION AND WELFARE.........ccccoiiiiiit v cevteeieees e 5-65
HYDRO POWER: Use UTILITIES AND BUILDING SERVICES FACILITIES
OF SPECITIC SUDJECES ...t et et et s e 2-50
HYGIENE:

- Accommodation Use ACCOMMODATION - BUILDING MANAGEMENT ............. ...... 2-15
- Cafeterias  Use CAFETERIAS AND EATING FACILITIES ....cccooet voviiiiieis cevvieiiees e, 1-30
- Canteens Use CAFETERIAS AND EATING FACILITIES ......cccccoet voviveiees evievieiiees v, 1-30
- Community  Use COMMUNITY HEALTH AND SAFETY ..ot v evvvieniees e 1-60
- Environment  Use ENVIRONMENTAL MANAGEMENT .....cccccoceit vieiiieiees e v, 1-95
- Office Use ACCOMMODATION - BUILDING MANAGEMENT.. ....cccoceivs eveiieeiees e, 2-15
- Pantries  Use CAFETERIAS AND EATING FACILITIES.......cccoiiet v evecieiees e, 1-30
- Quarters Use ACCOMMODATION - BUILDING MANAGEMENT .......c.ce. covviieiiies e 2-15
-Staff  Use HEALTH AND SAFETY ..oiit ot ettt eas ctvesteestees senveeveenns eeans 5-35
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I Schedule and
Classification Number
IDENTIFICATION:
- Historical Buildings, Columns, Statues Use MONUMENTS .........cco. voveveiiies cevvvieiees oo 1-130
- Issue of Staff Identification Cards  Use LICENCES, PASSES AND PERMITS............ .... 1-120
- Records
- Historical  Use ARCHIVES .........c. o et e soieeesaaes saaes 6-10

-Vital Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT. 6-60
- Security

- General USE SECURITY oottt i ettt btiie e e e e sbrieeeeees e 1-190
- Accommodation Use ACCOMMODATION - SECURITY ... cooovivviies ceeeeeeies e 2-30
- Issue of Passes ~ Use LICENCES, PASSES AND PERMITS .. ..ccccoeveet eviiiieiees e, 1-120
IDENTITY CARDS:
- General USE SECURITY Lot i ettt ettt iiirrrees ceviiiiraees sesvnarrees aes 1-190
- Accommodation Use ACCOMMODATION - SECURITY ..ovvviiiiiies s cvieeeviees e 2-30
- Issue of Use LICENCES, PASSES AND PERMITS ...t et i o 1-120
IMMUNISATION:
- Community  Use COMMUNITY HEALTH AND SAFETY ..ot v s e, 1-60
- Job-related  Use HEALTH AND SAFETY ..ot ittt eeetie et aeesiieesees e 5-35
IMPREST ACCOUNTS:
-AdVaNCeS  USE ADVANCES ... oo s ettt e e e e e e s iees e e e o 4-25
INAUGURATIONS: Use CEREMONIES AND CELEBRATIONS .......coceet toiiieiiies e e 1-40
INCENTIVE: Use STAFF RELATIONS .....oooiiis it ettt ste e see et sestesesteees eesveesees eeea 5-70

INCENTIVE AWARD PROGRAMMES:

- Long Service  Use AWARDS AND HONOURS... ..ot e evieienies e 5-15
- Merit  Use AWARDS AND HONOURS . .....cccooit ot et cvenesiennes e 5-15
INCOME:  USE SALARIES ...... oot it ittt ettt ettt erasearenn tarens 4-85

INDEX CARDS:  Use STATIONERY ... .ot i it st e seeans 3-65
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INDEXING (RECORDS):  Use INFORMATION MANAGEMENT AND

RECORDS MANAGEMENT ..ottt vt evieenienes e, 6-60
INDUSTRIAL SAFETY:  Use HEALTH AND SAFETY .. oot veiesieiens envesnsienns serens 5-35
INFORMATION:
-General  Use INFORMATION SERVICES........c.. oiriiiiiiiiniininis et coverennennes e 6-20
ACCESS  USE ACCESS .. ..ot it e e e e eanea 6-5
-Censorship  USE ACCESS ...t vt ettt ettt ettt sbees taresreieanes seaeens 6-5
- Code on Access to Information  Use ACCESS ...... .ot v erieniesiens sreeneas 6-5
- Management  Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT .....coocitiiiiirieiines ceviesieiens seeeeiesiens eenes 6-60
- Management Information Systems (MIS)  See Electronic Data Processing (EDP)
= Personal  USE ACCESS ...t it ettt ettt e enre e seresraeites eeiaeas 6-5
- Security  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT...... 6-60
-Services  Use INFORMATION SERVICES .......... ocooviiiiniieininis cevnieises covesessenees seees 6-20
INFORMATION TECHNOLOGY
- Equipment and Supplies
- General Use COMPUTER EQUIPMENT AND SUPPLIES .. ...c..ccoeet voviieiien e, 3-30
- Disposal  Use COMPUTER EQUIPMENT AND SUPPLIES. .....ccccc0s vovivvivnien v 3-30
- Evaluation  Use COMPUTER EQUIPMENT AND SUPPLIES ........... cocoovvevries v 3-30
- Installation  Use COMPUTER EQUIPMENT AND SUPPLIES........... cccovveeen . 3-30
- Procurement  Use COMPUTER EQUIPMENT AND SUPPLIES ........ ccccooevie e 3-30
- Management  Use INFORMATION TECHNOLOGY AND COMPUTER SYSTEMS ...... 6-15
- System Evaluation ~ Use INFORMATION TECHNOLOGY AND
COMPUTER SYSTEMS.......ooiiiiei it certieeiiee eeviieenines veeas 6-15

- System Selection  Use INFORMATION TECHNOLOGY AND COMPUTER SYSTEMS. 6-15
- Training  See Training
- User Requirements  Use INFORMATION TECHNOLOGY AND

COMPUTER SYSTEMS.......ooiiiiei it certieeiiee eeviieenines veeas 6-15
- User Specifications  Use INFORMATION TECHNOLOGY AND
COMPUTER SYSTEMS......coiiiieiiiieiieis cvvieieiiins ceveveiesians v 6-15
INFRINGEMENTS:
- Copyright  Use INTELLECTUAL PROPERTY ... oottt cveesvitees cevseverenns ans 1-110
-Laws  Use LEGAL MATTERS .. ..o it ettt ceteesteeen aeeitneannee oes 1-115
- Regulations  Use CONDUCT AND DISCIPLINE. ......ccoctiiiririiinis e coveeniennes e 5-20

- Security  USE SECURITY oot coiiiiiis et ettt st ns seesiessesnes tesbessesnees aees 1-190
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INJURIES:
- General USE ACCIDENTS .ot s ittt e caviirrrrees cesinibrrees ceninan 1-5
-Claims  See Claims
-Staff  Use ACCIDENTS AND INJURIES ......oooois ittt ee ettt eeveeeiin e eeeiaeas 5-5
INJUSTICE:
-Complaints  Use COMPLAINTS ..ot oo cvtertiireies certesiesiens sresreseeses esressessens seens 1-70

- Staff  See Discrimination

INNOVATIONS:  Use INTELLECTUAL PROPERTY ... coooiiviiiiiienieenies evieeeienes seresieseenes oons 1-110
INQUIRY:
- Boards of Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS ............ ... 1-55
- Government Departments  See Specific Subjects
-Public  Use INFORMATION SERVICES ........ccce. iiiiiiiiiiececieeriees ctveitee e eenveeveenes aveans 6-20
INSIGNIAS: Use BADGES, EMBLEMS AND FLAGS.... .oioiiiiiiiciiciiien cvvieiiiees vevveesnes e 1-25
INSPECTIONS:
-Accommodation  Use ACCOMMODATION - BUILDING MANAGEMENT ......ccccc.. ... 2-15
- Office Operation  Use MANAGEMENT SERVICES..........cccooiiiiiis viveiiiient cvievieeiien e 1-125
-Security  USE SECURITY oot it ettt ceteeste st este st st ses satessesestes sesressenens sees 1-190
INSTALLATION:

- Communication Systems  Use COMMUNICATION SYSTEMS -

INSTALLATION AND DISPOSAL ...cccocevvet v e 2-40
- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or
specific equUIPMENt DY LYPE......c. coiiiiiiiieeee et et e e 3-5
- Utilities  Use UTILITIES AND BUILDING SERVICES FACILITIES -
INSTALLATION AND DISPOSAL ....coooviiriiiiinis ceivieiieies crveeniennes e 2-55
INSTITUTES:  Use ASSOCIATIONS AND CLUBS ......... oottt et eeeienienes cenns 1-20
INSURANCE:  Use INSURANCE ......ccc. ciiiiiiis st sttt sesiees sesesnsbesens esesnesees enens 4-70

INTELLECTUAL PROPERTY: Use INTELLECTUAL PROPERTY ....ccccoet v e e 1-110



INTERNATIONAL RELATIONS:

INTERVIEW:

- Appointments
- Complaints
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Use PROTOCOL ....... oo i e o 1-155

Use APPOINTMENTS AND POSTING .....cccoooiiiiies s i s 5-10

See Complaints

- Discipline Use CONDUCT AND DISCIPLINE ... ...cocoiiiiiiiiiiinis e e e 5-20

-Employment  Use RECRUITMENT .....cc. oot it et cveiesiennes oo 5-25

- Posting  Use APPOINTMENTS AND POSTING.. ...coooiiirieiriniies e e seenes 5-10

- Publicity ~ Use INFORMATION SERVICES ......... oot e sreenennenes seenes 6-20
INVENTIONS:

- Infringements  Use INTELLECTUAL PROPERTY .....ccooiiiiiiiiininis oo coeeienieiees e 1-110

- Permission  Use INTELLECTUAL PROPERTY .. .ot e ceeienieiees e 1-110

INVENTORIES:

- Equipment

Use EQUIPMENT, SUPPLIES AND SERVICES or

Specific eqUIPMENT DY TYPE......c. voeeece s v cveeree e eeeeas 3-5
- Manpower  Use ESTABLISHMENT ....... oo s et cenrennennens seeans 5-30
- Property  Use ACCOMMODATION .....c. oo ot srenn svesresieeies enrennesnens seeeneas 2-5
- Records  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60

INVESTIGATIONS:

- Accidents

-General  USe ACCIDENTS.....cccit coieieiieies et eetesreaneene seeseessesses cereenes 1-5
- Staff  Use ACCIDENTS AND INJURIES.. ..o e eevienienees cereens 5-5
- Accommodation (Damage) Use ACCOMMODATION - DAMAGE .....c..ccce. ovvevveins e, 2-20
- Burglaries, Thefts, Vandalism  Use SECURITY ... cccocooiiiiiiiiiiiiiieis cveieiiens cvvvevieeiee e 1-190
- Complaints  See Complaints
- Disasters  Use EMERGENCY PLANNING .....cccc. voiviiiieieiieienie s sevsreereees eseeseessens seeens 1-90
-Staff  Use CONDUCT AND DISCIPLINE ......cccc. voiriiiiiieinerininis ceesieines cveeressenies seees 5-20
INVESTMENT:
-Personal  Use CONDUCT AND DISCIPLINE ...... cccooviiiirieiiiieines ceesieines ceeeresenees seees 5-20

INVESTITURES: Use AWARDS AND HONOURS......... oo s s e 5-15
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INVITATIONS:
- Associations, Clubs  Use ASSOCIATIONS AND CLUBS ........ccociet ot e e 1-20
-Cards  USE STATIONERY ..o s ettt eeee et e e eee et e e etee et eesttessteees eesaeesiens eeas 3-65
- Conferences and Seminars  Use CONFERENCES AND SEMINARS........cc..  ivvvies v 1-75
- Exhibitions  Use INFORMATION SERVICES - EXHIBITIONS...... cccoccevviet e e 6-40
- Lectures  See Addresses (Speeches)
- Press Conferences  Use INFORMATION SERVICES - PRESS CONFERENCES
AND RELEASES ......... oottt e eie et eree s e aevans 6-50
- Visitsand Tours  Use VISITS AND TOURS......... cooiiiiie et et itiees eeviree e e 1-200
ITINERARIES:
- Conferences and Seminars  Use CONFERENCES AND SEMINARS........ccc. voviiviiies v 1-75
- Visits and Tours Use VISITS AND TOURS ........t oot vttt cevveiiiiens e 1-200
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J Schedule and
Classification Number

JANITORIAL SERVICES: Use ACCOMMODATION - BUILDING MANAGEMENT ......... ...... 2-15

JOBS:
- Advertising of Opening  Use RECRUITMENT ... ..ooiiiiiiiiiiiiinis e cveiinienies e 5-25
- Analysis  Use ESTABLISHMENT ...t i e sreieennenes srerenennenes srenes 5-30
- Attachment  Use APPOINTMENTS AND POSTING ......ccociviiiiiies v sreerenienes srenes 5-10
- Description  Use ESTABLISHMENT ...... oot it et cveiesiennes seenes 5-30
- Health and Safety ~ Use HEALTH AND SAFETY . .iiiiiiieieiiierine vt esvesiennens seeens 5-35
-Lists  Use ESTABLISHMENT ... ...coiiiiit it et seeieennenes srereennenes seenes 5-30
- Performance  Use PERFORMANCE AND APPRAISAL ......cccoviie veiiiiniees e e 5-55

- Training  Use TRAINING AND DEVELOPMENT ......ccooiiiiiiiiinis e ceveinienies e 5-95
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K Schedule and
Classification Number

KEYS: Use SECURITY EQUIPMENT AND SUPPLIES . ...ooiuieeieeieeeeeeees eeeeeeeees eveeesene e 3-60

KIT:  USE CLOTHING ..oieieees eeeteeeeeeee eeeeeeeseee oeeeeeeeeeees 2eeesesseeeeeseeeeseeeasens ereeeeeeseee eveeeeeesies ornes 3-25

KITCHEN: See Cafeterias
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L Schedule and
Classification Number
LABOUR:
-Relations  Use STAFF RELATIONS ....... oo ociiiit ittt cesveesitiees seessieessees eeeas 5-70
- Resources  See Human Resources
-Unions  Use STAFF RELATIONS = UNION .....cc. i et cvieeeenines e 5-80

LAN (LOCAL AREA NETWORK):  See Electronic Data Processing (EDP)

LANGUAGES:

- Training  Use TRAINING AND DEVELOPMENT ......ccccoiiiiiiiiiins i ceveiniennes e 5-95

- Official  Use OFFICIAL LANGUAGES.. .....ccccooit ottt ettt ceeienienees e 1-140
LAUNDERING: = USe CLOTHING .....cce. ot sttt ettt saresiesneane rennesnesnes ceneas 3-25
LAWS:  Use LEGISLATION ... .ot it st i seresinsienns rennesneanes sares 1-10
LAWSUITS:  Use LEGAL MATTERS ... ..ot s e st e o 1-115
LAY-OFFS:  Use TERMINATION OF SERVICE ......cccccos ot ceenieeees e e 5-90
LEAGUES: Use ASSOCIATIONS AND CLUBS ......ccciit et cetenieeiieie renrennennes e 1-20
LEAKAGE:

- Gas, Electricity, Water
- Maintenance  Use UTILITIES AND BUILDING SERVICES FACILITIES -

MAINTENANCE AND REPAIRS........ cooviiiies e e 2-60
- Prevention  Use EMERGENCY PLANNING .......cooooiiiiiiies et eeiiee veeeeesines v 1-90
- INformation  USE SECURITY ...ttt oot ettt e et e e s et e e e eeersiaeees eeesaireees e 1-190
- Nuclear Power Use EMERGENCY PLANNING . ....cooooiiiiceeeciees e e i 1-90
LEASES:
- Accommodation  Use ACCOMMODATION - ACQUISITION AND DISPOSAL........ ...... 2-10
- Communication Systems  Use COMMUNICATION SYSTEMS - INSTALLATION
AND DISPOSAL .. oot e e s 2-40

- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or
specific equIPMENt DY LYPE......c. woiiiiiiieeee et e e e 3-5
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LEASES (CONTD.):

- Office  Use ACCOMMODATION - ACQUISITION AND DISPOSAL ......... coecvrvies v 2-10
-Plants  Use FURNITURE AND FURNISHINGS .. ....cccoiiiiiiiiiiis i e e 3-35
- Quarters  Use ACCOMMODATION - ACQUISITION AND DISPOSAL...... cccocvvnen e 2-10
- Utilities  Use UTILITIES AND BUILDING SERVICES FACILITIES........... eovviiies v 2-50
LEAVE:
- General  Use LEAVE AND AUTHORISED ABSENCE .......cccocoiiie veiiienies e e 5-50
- Compensatory Leave ~ Use HOURS OF WORK AND OVERTIME .. .....cccccvt iviiiiiinn v 5-40
- Time-off Use HOURS OF WORK AND OVERTIME ........ccoooiiiins et e e 5-40

LECTURES: See Addresses (Speeches)

LEDGERS:

- Expenditure  Use EXPENDITURE ........c. oot et et cveiennennes seenes 4-15

-Revenue  Use REVENUE........... oo s e e e cenneeneanns eenes 4-20
LEGAL:

-Actions Use LEGAL MATTERS .....oooiit i ottt sienn sttt tesieniesiees oo 1-115

-Advice  Use LEGAL MATTERS .......cciit oo ettt nene veneeneenes esseseesnens oees 1-115

- Aid and Assistance

-Staff  Use STAFF RELATIONS ... oot ittt cetenieeiies sreieseenies ceieas 5-70

- Documents  See Specific subjects

- Litigation  Use LEGAL MATTERS ......... oo e niene ceveseenennes esresiennees oees 1-115

-Opinion  Use LEGAL MATTERS .....coiit it ittt cetenieeeie ceeienienees e 1-115
LEGISLATION:  USe LEGISLATION. ... coiiiiiiit ciiteieies eriesie e sieeteeeenie e eetessesseene seeseessesses serees 1-10
LIBRARY SERVICES:  Use LIBRARY SERVICES ......... oot ceerieieeie e ceneas 6-55
LICENCES:

-General  Use LICENCES, PASSES AND PERMITS .....cccoiiiiiinint cveeeenes eveenennnees oo 1-120

- Cafeteria  Use CAFETERIAS AND EATING FACILITIES .....coovviiet voveieeees evvviesiees e 1-30
LIFE:

-Insurance  USe INSURANCE ... oo st et siee e siee s sesteeasinees seessneesnes sreens 4-70

- Saving Equipment  Use TECHNICAL EQUIPMENT AND SUPPLIES.......... ccccocvivnes v 3-70
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LIFTS:

- Services and Maintenance  Use ACCOMMODATION - BUILDING

MANAGEMENT ..ot e e ceieas 2-15
LIGHT(ING):
- General  Use UTILITIES AND BUILDING SERVICES FACILITIES ....cccc.. covcvivieinn e 2-50
- Expenditure  Use EXPENDITURE .......c.. oot it et cveiesnennes seenes 4-15
- Installation ~ Use UTILITIES AND BUILDING SERVICES FACILITIES -
INSTALLATION AND DISPOSAL ....ccoeiiiiiint i evienieniees e 2-55
- Maintenance  Use UTILITIES AND BUILDING SERVICES FACILITIES -
MAINTENANCE AND REPAIRS ......cocoiiiiies oo cevievienie e 2-60
LISTS:
-Duties  Use ESTABLISHMENT .....ccciit ciiieiiie vt siens stesresseenes esressessens seeens 5-30
- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or
Specific eqUIPMENT DY TYPE......c. woeeece s vt cree e e e eeeeas 3-5
-Jobs  Use ESTABLISHMENT ... ..c.oooiiiiis e vt stene stesresseenes esreseessens sreens 5-30
- Nominal Rolls  Use ESTABLISHMENT .. ....cooiiiis it et ceveeve e v 5-30
- Precedence  USE PROTOCOL .... cccocciiiiis et ettt st s seesieeseenes sessesiesnees soes 1-155
-Price Use CATALOGUES, MANUALS AND PRICE LISTS ....cccoet vt e e 3-20
- Prominent Persons  Use PROTOCOL ... cioieiiiie et iesiesesiene seveneeneenes sessessessens oees 1-155
-Records  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
LITIGATION:  Use LEGAL MATTERS ....cccioiiit st et ree e ntes setesseaneens seeseessesses oens 1-115
LOANS:
-Banking  Use BANKS AND BANKING . .....coiiii ot vt eseeniensens aneens 4-40
- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or
Specific eqUIPMENE DY TYPE......c. voeeece s e cvee e ire eeeea 3-5
- Library Material ~ Use LIBRARY SERVICES ....... oot e e e 6-55
- Human Resources  Use APPOINTMENTS AND POSTING ....ccccvit vovvieiiies cvveirees e 5-10
- Records  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
-Salary  USe ADVANCES ...t it it ettt s sbe sttt esrenre s saeans 4-25
LOBBYING: Use CAMPAIGNS AND CANVASSING.... .cccoociiiiiiieiiieies crerieeiieie e sienies ceneas 1-35
LOBBYING GROUPS:  Use ASSOCIATIONS AND CLUBS ......cocoeiieieies cevvveiens ceeviesennees cenees 1-20

LOCAL AREA NETWORK (LAN):  See Electronic Data Processing (EDP)
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LOCALISATION:  Use RECRUITMENT ...ccccoiiit vt et cireninsine sennesnennes ceneas 5-25
LOCKERS  Use FURNITURE AND FURNISHINGS........ ..o s s i, 3-35
LOCKS:
- Equipment  Use SECURITY EQUIPMENT AND SUPPLIES........... oot v e 3-60
- Security  Use ACCOMMODATION - SECURITY ..o e e e 2-30

LOG BOOKS:

SVEhICIES  USE VEHICLES ...t oot e ettt reeesibtees obrresaibaes soares 3-75
LOGO DESIGNS: Use BADGES, EMBLEMS AND FLAGS........ccociiiiiiie e ceeeiieene v 1-25
LOITERING:

-Public  Use ACCOMMODATION - SECURITY .. cooiiiiiiiii it cevrieeitiees eeeirieesiees veeas 2-30

-Staff Use CONDUCT AND DISCIPLINE ......c..coot et e siiees avvieeessiees aenes 5-20

LONG SERVICES:

-Awards  Use AWARDS AND HONOURS........cc. toiiiiiiiiinieiinis ettt crveieniennes e 5-15

LUNCHROOMS: See Cafeterias
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M Schedule and

Classification Number

MACHINES:  See Specific subjects

MAGNETIC DISKETTES:  See Electronic Data Processing (EDP)

MAGNETIC TAPES:  See Electronic Data Processing (EDP)

MAIL:
- Electronic  See Electronic Mail (E-Mail)
- Management  Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT ....oooiiiiieciciiient e eevieennes e 6-60
- Registered Mail ~ Use OFFICE SERVICES ............ coooieiieie i ies cvveiesiens svtvesieeines e 1-135
-Services  Use OFFICE SERVICES .......... cooviiiieies ottt cevesieesnes seeresienees sees 1-135
MAINTENANCE:
- Accommodation  Use ACCOMMODATION - BUILDING MANAGEMENT ............. ...... 2-15
- Communication Systems  Use COMMUNICATION SYSTEMS — MAINTENANCE
AND REPAIRS ... oottt ettt crteiestesies steseeestesaeestesteestes srestesseens saeseesessens sesves 2-45
- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or
Specific equIPMENT DY LYPe. ..ot e e e e, 3-5
- Files  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT .... ...... 6-60
- Lifts Use ACCOMMODATION - BUILDING MANAGEMENT .... ccccocvivies veviierien e 2-15
- Monuments  Use MONUMENTS ...t oot e e cereenieenees oo 1-130
- Office, Quarters  Use ACCOMMODATION - FITTING OUT AND REPAIRS ........... ...... 2-25
-Records Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
- Utilities  Use UTILITIES AND BUILDING SERVICES FACILITIES -
MAINTENANCE AND REPAIRS........ccooiiriiiiint e e e, 2-60
-Vehicles  USe VEHICLES.......... cooociiiis e ettt se e siene stestesneanes estessessens sreens 3-75
MANAGEMENT:
-General  Use MANAGEMENT SERVICES .......... cocoiciiiieiieiie et cteeveeiees cevveiveeines e 1-125
- Archives  Use ARCHIVES......... oot it ettt es e stee e —esteeae s eeans 6-10
- Building Use ACCOMMODATION - BUILDING MANAGEMENT .......cc.. vevvviviies v 2-15
- Circulars and Directives ~ Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT ......ccco. viiiiiiiies e e, 6-60
- Correspondence  Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT ..ot eeierieiees everesienes aeeen, 6-60
-Data Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT..... ...... 6-60

- Electronic Data Processing (EDP)  See Electronic Data Processing (EDP)
- Employee Relationship  Use STAFF RELATIONS.......ccooiiiiiiiiiint et enienieniens e 5-70
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MANAGEMENT (CONTD.):

- Environmental  Use ENVIRONMENTAL MANAGEMENT .....ccccces v e v 1-95
- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or

Specific equIPMENT DY TYPe....cce o e e e, 3-5
-Finance  See Finance(ial)
-Forms Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ... ...... 6-60

- Human Resources ~ See Human Resources
- Information  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT 6-60
- Information Systems (MIS)  See Electronic Data Processing (EDP)

- Library  Use LIBRARY SERVICES........ cccciiiiits vttt sivisieieiens aensnesnnnes eeees 6-55
-Mail  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT..... ...... 6-60
- Office Operation ~ Use MANAGEMENT SERVICES...........cccooiiiins ot ceviieies e 1-125

- Records  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60

MANAGEMENT INFORMATION SYSTEMS (MIS):  See Electronic Data Processing (EDP)

MANAGERS:

- Assistant Departmental Records Managers  Use INFORMATION MANAGEMENT AND

RECORDS MANAGEMENT .......... ...... 6-60
- Departmental Records Managers  Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT .......cc.. coviiieeee e, 6-60
- Energy Managers Use ACCOMMODATION - BUILDING MANAGEMENT. ............ ..... 2-15
- Green Managers  Use ENVIRONMENTAL MANAGEMENT ........c. o v e 1-95
MANDATE:  Use ORGANISATION ... cociiiiiiies ciiiiiiiiint seerisiesieise e e sies stestessasens seeressessene ons 1-145
MANPOWER PLANNING: Use HUMAN RESOURCES PLANNING ........ cocccoceiiies vieveiieeees e, 5-45
MANUALS:
- Equipment  Use CATALOGUES, MANUALS AND PRICE LISTS. ..o voviiiiien e 3-20
- Office Procedures
- Distribution  Use MANAGEMENT SERVICES.........cccccoiviiies ciivieiieiis ceeieeies e, 1-125
- Preparation  Use MANAGEMENT SERVICES........ccocooiiiis evirieiiies crvievieees e 1-125
-Printing  USe PRINTING . ...ooiiiiiit s et cetesieeiees seenieseesies ceneas 3-50
MAP CABINETS: Use FURNITURE AND FURNISHINGS..........ccccoiiiiiiies e ceeeviveeins e 3-35
MARRIAGE ADVANCES:  Use ADVANCES ... ..ot et e eiteesies ctveesieeanns aareas 4-25

MASS MEDIA RELATIONS:  Use INFORMATION SERVICES .......c.ccccoies iiniiiiiis v e 6-20
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MATERNITY LEAVE: Use LEAVE AND AUTHORISED ABSENCE ....... c.ccccvviit v e 5-50

MEASUREMENT:  See Evaluation

MEDALS: Use AWARDS AND HONOURS ...... cccocciiiiit i sreen eeiesieniene eneesesienes ceeens 5-15
MEDIA RELATIONS:  Use INFORMATION SERVICES .......ccccoviiiiiiiiiint e evieinienes e, 6-20
MEDICAL.:
- Allowances  Use ALLOWANCES........... oo ottt srenn stestesieenes sesresiessens e 4-30
- Ambulance Services  See Ambulance Services
- Appointments  Use HEALTH AND SAFETY ...ooi ot et cveiensennes e 5-35
- Blood Donations  Use COMMUNITY HEALTH AND SAFETY ..c.cc. covviivvies ovinienies e 1-60
- Community Use COMMUNITY HEALTH AND SAFETY ...ccoiiiis eiviiies ceveiienies e 1-60
- Emergency Services  See Emergency Planning
- Equipment  Use MEDICAL EQUIPMENT AND SUPPLIES .......ccce. vovevieiieiis cevvvieiiens e 3-40
- Examinations
-Employment  Use RECRUITMENT ......ccc. voiiiiicieececieres vevieeieens cvesinesine aenas 5-25
- Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS..... .cccvevver veneee 1-55
-Insurance  USe INSURANCE ... oo cieiiiiiis ettt stee et e e riee et eesteeesteees eessveesees reens 4-70
-Job-related  Use HEALTH AND SAFETY ..ot o et cvesesiennes seees 5-35
- Organs Donations Use COMMUNITY HEALTH AND SAFETY ..... cocoiivies e e, 1-60
- Supplies Use MEDICAL EQUIPMENT AND SUPPLIES.........cccces voveiieiies ceeeviieees e 3-40
- Treatment
- Community Use COMMUNITY HEALTH AND SAFETY ... ccccoiviies oiiviies e 1-60
-Job-related  Use HEALTH AND SAFETY ..o et cvveinienies e 5-35
MEMBERSHIP:
- Associations, Clubs ~ Use ASSOCIATIONS AND CLUBS ......ccccoiiiit voveieiees evvvieieees e 1-20
- Boards of Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS ............. ...... 1-55
- Charitable Organisations  Use ASSOCIATIONS AND CLUBS ........ cccooiiiiis eviiiiiens e 1-20
- Commercial Firms and Companies  Use CORPORATIONS AND FIRMS...... ..cccocveir e 1-80
- Committees, Councils, Commissions  Use COMMITTEES, COUNCILS AND
COMMISSIONS.......oooott et e e 1-55
-Panels Use COMMITTEES, COUNCILS AND COMMISSIONS.... ..c.ccocvivs vovviiries e 1-55
- Political Groups ~ Use ASSOCIATIONS AND CLUBS ........cccocviiiiiis evviiines ceveinienies e 1-20
- Social Groups  Use ASSOCIATIONS AND CLUBS ...ttt e ceveenienies e 1-20
- Task Forces Use COMMITTEES, COUNCILS AND COMMISSIONS......... cccooveveees e 1-55

MERIT:  Use AWARDS AND HONOURS .......... oottt ettt ceresiesieans rennesnennes cenees 5-15
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MESSENGER SERVICE:  Use OFFICE SERVICES......... .o s i e, 1-135

MESSES:  See Cafeterias

MICROFILM(ING):

- Equipment  Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND

SUPPLIES .. o i s i e 3-10
-Records  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
- Storage Cabinets  Use FURNITURE AND FURNISHINGS...........c.. v v e 3-35

MICROGRAPHICS:

- General  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
- Equipment  Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND

SUPPLIES .. et et et eeeeette e eeeeetaeees s 3-10
MINUTES:

- Associations, Clubs  Use ASSOCIATIONS AND CLUBS ..ot v v e 1-20
- Boards of Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS ............. ...... 1-55
- Charitable Organisations  Use ASSOCIATIONS AND CLUBS ........ ccoceieiis covvrieiiens e 1-20
- Commercial Firms and Companies  Use CORPORATIONS AND FIRMS...... .ccccoovnes v 1-80

- Committees, Councils, Commissions  Use COMMITTEES, COUNCILS AND
COMMISSIONS ..ot e evevieeiees e, 1-55
- Conferences, Seminars  Use CONFERENCES AND SEMINARS..... .c..occoivet vovveiieens e, 1-75
- Panels Use COMMITTEES, COUNCILS AND COMMISSIONS.... .c.ccoceoviet v e, 1-55
- Political Groups  Use ASSOCIATIONS AND CLUBS .......cccccceiiiiint vt evvevieiiees e, 1-20
- Social Groups  Use ASSOCIATIONS AND CLUBS .......coooiiiiiiint vt evveiieniees v, 1-20
- Task Forces Use COMMITTEES, COUNCILS AND COMMISSIONS......... ccccovevieee e 1-55

MIS (MANAGEMENT INFORMATION SYSTEM):  See Electronic Data Processing (EDP)

MISCONDUCT:  Use CONDUCT AND DISCIPLINE ...... oot et e e 5-20

MOBILE SHELVES: Use FURNITURE AND FURNISHINGS.........cccccoiiiiies oiiiiiis e e 3-35

MODEM (MODULATOR/DEMODULATOR):  See Electronic Data Processing (EDP)

MODIFICATIONS:

- Accommodation ~ Use ACCOMMODATION - FITTING OUT AND REPAIRS........... ...... 2-25
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MODULATOR/DEMODULATOR (MODEM):  See Electronic Data Processing (EDP)

MONEY: See Cash

MORALE:  Use STAFF RELATIONS ... ..ot s i s e e 5-70

MORTGAGE LOAN:  Use ADVANCES ...t i s e e 4-25

MOTION PICTURES:

- Equipment  Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND

SUPPLIES .. oot ettt ettt s stestesseanes esaessessens sreens 3-10
- Production  Use INFORMATION SERVICES - AUDIOVISUAL AIDS ........ cccocvvinnr venee. 6-30
- Supplies  Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND
SUPPLIES ...t it it ettt eeniesiesiees cvesreneenns eenes 3-10
MOTIVATION:  Use STAFF RELATIONS ......... oot et ettt sieeie reeesnenies ceieas 5-70
MOTOR:
- Despatch Service  Use OFFICE SERVICES.......... oo ctveiesiens cvtvevieeiee e 1-135
- Transport  Use TRANSPORTATION ... ciicieiiiies ot e enrenneniees oo 1-195
-Vehicles  USe VEHICLES.......... cooociiiis e et stene stesteaneanes esressessens sreens 3-75
MOVEMENT:
- Tracking
-Records  Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT ....ocviiiieiereres ceieeieeiens seeneeseenees veneas 6-60
MOVING:
- Office  Use ACCOMMODATION - ACQUISITION AND DISPOSAL ....cco. covvrvrnnr wee 2-10
MULTI-YEAR PLANS:
- Administration ~ Use PLANS AND PROGRAMMES ........cccociiiiint v evienienies e 1-150

SFInance  USE BUDGETS ......oooiit it e ettt e ettt e e s st e rtressiatees sbbeessarees seares 4-45
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NAME CARDS:  Use STATIONERY ..... oot vt et teresieeiens sresnesnesnes caneas 3-65

NATURAL DISASTERS: See Disasters

NEGOTIATION (UNION):  Use STAFF RELATIONS - UNION ....cccccoviinis o v e 5-80

NETWORKING:  See Electronic Data Processing (EDP)

NEWS:
- Advertising  Use INFORMATION SERVICES - ADVERTISING.... ..cccoovees v e 6-25
- Clippings  Use INFORMATION SERVICES - PRESS CLIPPINGS. .........ccc. coviiiines v 6-45
- Letters  Use INFORMATION SERVICES - BOOKS AND PUBLICATIONS ............. ...... 6-35
-Papers  Use LIBRARY SERVICES ......... coooiiiiis i e enrennesnens seeans 6-55
- Release  Use INFORMATION SERVICES - PRESS CONFERENCES AND
RELEASES ...t o et ottt nns eetennenase trneiesnennes e 6-50
NOMENCLATURE:  Use INFORMATION SERVICES ... ....ccooiiiiiiiireiiies cevinneias sreeeiennene e 6-20
NOMINAL ROLLS (STAFF):  Use ESTABLISHMENT ... c.oocoiiiiiiiiiiiiiies et et e 5-30
NOMINATIONS:

- Assistant Departmental Records Managers  Use INFORMATION MANAGEMENT AND

RECORDS MANAGEMENT .......... ..... 6-60

- Departmental Records Managers  Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT .......coot vovivieees e, 6-60
- Energy Managers  Use ACCOMMODATION - BUILDING MANAGEMENT............. ..... 2-15
- Green Managers  Use ENVIRONMENTAL MANAGEMENT ........c. v e e 1-95
- Security Officers  Use SECURITY ..ciit o ot cetenieesies ceeienienees e 1-190
- Training  Use TRAINING AND DEVELOPMENT ....ccccvcoiiiirieiiiins vvvineeenes cvveseeneens seens 5-95

NOTICES:

- Associations, Clubs ~ Use ASSOCIATIONS AND CLUBS .......cccoiiiit v e e 1-20
-Boards Use FURNITURE AND FURNISHINGS. ......ccccoiiiiiiiiinis eiviiines cvveisienies svens 3-35
- Boards of Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS ............. ...... 1-55
- Charitable Organisations  Use ASSOCIATIONS AND CLUBS ........ ccocveiieies covvviriiens ceee, 1-20

- Commercial Firms and Companies  Use CORPORATIONS AND FIRMS...... ..cccocveir e 1-80
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NOTICES (CONTD.):

- Committees, Councils, Commissions Use COMMITTEES, COUNCILS AND

COMMISSIONS......ccocoet it et e, 1-55

- Conferences, Seminars  Use CONFERENCES AND SEMINARS..... .ccocciviies eevieeiies e 1-75

- Gazettes  Use INFORMATION SERVICES........c. oo e avieeeeinees ooaees 6-20

-Panels Use COMMITTEES, COUNCILS AND COMMISSIONS.... ..coccovviiet e e 1-55

- Political Groups  Use ASSOCIATIONS AND CLUBS .......cocooiiiiint i evieiieiiees e 1-20

- Social Groups  Use ASSOCIATIONS AND CLUBS ........cccooiiiiinis et crveisienies e 1-20

- Task Forces Use COMMITTEES, COUNCILS AND COMMISSIONS......... cocoovevees e 1-55

NOISE CONTROL: Use ENVIRONMENTAL MANAGEMENT .......cooiviiis crieeieeir cereeiteees e 1-95
NUCLEAR:

-Blasts Use EMERGENCY PLANNING . ....oocoiies e et avieeesvees i 1-90

-Power  Use EMERGENCY PLANNING. .....ccocos i s s e 1-90
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O Schedule and
Classification Number

OATHS:  USE SECURITY oo oeeeeeeees eeeeeeeeees oeeeeeteseee oeeees s et es s et eseeeeses eeeeeseeess oeoseeeenes oo 1-190
OBNOXIOUS JOB ALLOWANCES:  USe ALLOWANCES .....ooiveeeeeeeees eeeeeeeeees eeeeereeenes aeens 4-30
OBSERVATION ACCOUNTS:  Use EXPENDITURE ...... coeeoeeeeeeeeeeeesees eeeeeeeees aeeeeseeenes aeens 4-15
OCCUPATIONAL:

-Safety  Use HEALTH AND SAFETY ... coooiiiiees coeeeeeeeeeeeeeeeeeseeees oeeeseseteses eveeseeneens oo 5-35

-Therapy ~ Use HEALTH AND SAFETY .. cooioiiiies coeeeeeieeeeeseesseesies oveeseesnis eoveessssees oeves 5-35
OFFICE:

- Accommodation  See Accommodation

- Equipment  Use OFFICE MACHINES AND EQUIPMENT .....cccccvt oviviriees crvvenienies veens 3-45
- Furniture and Furnishings  Use FURNITURE AND FURNISHINGS ............. oo e 3-35
- Maintenance  Use ACCOMMODATION - FITTING OUT AND REPAIRS... .....ccccoet ... 2-25
- Manuals Use MANAGEMENT SERVICES.......... coooioiiiiieiieie et et cevveiteeines e 1-125
- Procedural Analysis (Studies)  Use MANAGEMENT SERVICES .... ....ccccccet voiivieien o 1-125
- Procedural Manuals Use MANAGEMENT SERVICES.........ccccocviiit voviviniiis e e 1-125
-Removal Use ACCOMMODATION - ACQUISITION AND DISPOSAL ..... cccvecviner ceeee. 2-10
- Expenditure  Use EXPENDITURE........ccc. oot et cveieniennes e 4-15
-Services  Use OFFICE SERVICES .......... cooiiiiiies ottt cetesieestes sesiesienees aees 1-135
- Staff
- Behaviour Use CONDUCT AND DISCIPLINE.........cccccciiiiis eevieiies cvveeieeees e 5-20
- Health and Safety ~ Use HEALTH AND SAFETY ..o ceveeeies cvrieseenies e 5-35
-Surveys  Use MANAGEMENT SERVICES.......... oot cetevieienies creeienienees e 1-125
OFFICIAL LANGUAGES: Use OFFICIAL LANGUAGES .......cccoo et e ceviveeniee s 1-140
OPERATION:
-Plans  Use PLANS AND PROGRAMMES ........c.. oooiiiiiiineieienienis cetesieieates sreeresienees sees 1-150
- Procedural Analysis (Studies)  Use MANAGEMENT SERVICES .... ...ccoooois coviiiiees oo 1-125
- Procedural Manuals Use MANAGEMENT SERVICES........cccccocviiet vovvveienes cevvviniees oo 1-125

OPTICAL DISCS:  See Electronic Data Processing (EDP)
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ORDERS:
- Administration ~ Use CIRCULARS AND DIRECTIVES.......ccooiviiiit eevieeiiies eevieesies e 1-50
-In Council  USe LEGISLATION ..ot e ettt ttreesitties sbreessiaees soaees 1-10
- Statutory  Use LEGISLATION .. ..ot i ot v esrennennens seeens 1-10
ORDINANCES:  USe LEGISLATION ... cooiiciiiiies eetieitieits cteeite et s sreeste s sastessteases aestaestees sreeas 1-10
ORGANISATION:
- Associations  Use ASSOCIATIONS AND CLUBS..........ooooiiiiiiiiiet et eevtieeiies e 1-20
- Committees, Councils, Commissions Use COMMITTEES, COUNCILS AND
COMMISSIONS ...t i e e 1-55
- Corporations and Firms ~ Use CORPORATIONS AND FIRMS ......... cocviiiies e e 1-80
- Departmental Structure and Functions ~ Use ORGANISATION......cc.. vovevivrvenes cevvvviees oo 1-145
ORGANS DONATIONS: Use COMMUNITY HEALTH AND SAFETY ... vt e s 1-60
ORPHANS:  See Widows and Orphans Pension Scheme
OUTFITS:  See Clothing
OUTSIDE WORK: Use HOURS OF WORK AND OVERTIME.......coiiiiiit et e i 5-40
OUTSTANDING ACHIEVEMENTS: Use AWARDS AND HONOURS ..... ..ot ceeeiiiie e, 5-15
OVERSEAS:
- Allowances:  USe ALLOWANCES. .......... oot e eee et eteeviiees aoveeesanes saones 4-30
- Recruitment  Use RECRUITMENT .....ooot it ettt vteeesitiies abieesssees seanes 5-25
OVERTIME:
- General Use HOURS OF WORK AND OVERTIME ..ot e e e 5-40
- Allowances  Use ALLOWANGCES ........cot oot et eeeeviiees aieeeranes aaones 4-30
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P Schedule and
Classification Number
PAINT(ING):
- Accommodation Use ACCOMMODATION - FITTING OUT AND REPAIRS.......... ...... 2-25
- Furniture  Use FURNITURE AND FURNISHINGS ........ccooiiiiiiiiiit ettt eeirieesiees e 3-35
PAMPHLETS:
- General Use INFORMATION SERVICES - BOOKS AND PUBLICATIONS............ ..... 6-35
- Associations and Clubs  Use ASSOCIATIONS AND CLUBS........... cocoevieet e e 1-20
- Committees, Councils and Commissions  Use COMMITTEES, COUNCILS AND
COMMISSIONS...... oot et e, 1-55
- Conferences, Seminars Use CONFERENCES AND SEMINARS..... cccccvviiies veieeeiies v 1-75
- Corporations and Firms ~ Use CORPORATIONS AND FIRMS ......... oo e e 1-80
- Office Operation  Use MANAGEMENT SERVICES...........cccoooiiiiis vveiiiiient cvvevieeiies e 1-125
- Products and Service  Use CATALOGUES, MANUALS AND PRICE LISTS.......ccoe. .. 3-20
- Training Use TRAINING AND DEVELOPMENT ...oovvviiiiiiiiiiiieees ettt cviiiviieees i 5-95
- Visits and Tours Use VISITS AND TOURS ........o oot vt eeeveiiiiens o 1-200
PANELS: Use COMMITTEES, COUNCILS AND COMMISSIONS .........cet viviiiiiiees eviiieiees s 1-55
PANTRIES: See Cafeterias
PAPERS:
-Recycling  Use OFFICE SERVICES ....... oot ottt et ceeienieees e 1-135
- Shredders Use OFFICE MACHINES AND EQUIPMENT ......ccooiiiit v eeviieeiies v 3-45
- Supplies  Use STATIONERY ... oot it ettt ste e ans stvesieestees sesveeseanes eens 3-65
PARADE: Use CEREMONIES AND CELEBRATIONS .. ..oooiiiiieiiiee et et vtreee e e e 1-40

PARKING: See Car Parks

PARTITIONING (ACCOMMODATION): Use ACCOMMODATION - FITTING OUT

AND REPAIRS....... ...... 2-25

PASSAGE:
- Allowances  Use ALLOWANCES ........... coiiiiiiiis ettt eitee et sesteesibeees seesrieesees sreens 4-30
-Leave Use LEAVE AND AUTHORISED ABSENCE .......coocooiiiiiiet e eeeeeeeeees e, 5-50

- Transport  Use TRANSPORTATION ...... oo ettt e eiiens cebeesieenees oo 1-195
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PASSES:
- Issue of  Use LICENCES, PASSES AND PERMITS .....cccoiiiiiiiiint i s e 1-120
- Parking Permit Tickets ~ Use LICENCES, PASSES AND PERMITS. ....ccocois viviviiieen oo 1-120
- Systems  USE SECURITY it it it ettt et teesresinens aabeesieenees oea 1-190
- Transportation ~ Use TRANSPORTATION ..o toviiiieieiese et cvvsteeneees esreseesnees oo 1-195

PASSWORDS:  See Security

PATENTS:
- Infringements  Use INTELLECTUAL PROPERTY ....cccciiiiiiiiiiiiieies cveieiiens cvvvesieeiees oo 1-110
- Permission  Use INTELLECTUAL PROPERTY .. ..coooiiiiiiiiiiiiiiiens et evienienies oo 1-110

PATRONAGE: See Sponsorship

PAYMENTS:  See Expenditure

PENALTY (STAFF):  Use CONDUCT AND DISCIPLINE........ccccceiiiiiiiiies corviriiiint eeveeienies e 5-20
PENSIONS:  USe PENSION ... .cciiiiiiiiis ittt i e saresiesiies e ceres 4-75
PERFORMANCE:

- Appraisals  See Evaluation
- Reviews  See Reviews

PERIODICALS:  Use LIBRARY SERVICES....... .ot et cevesieeiee sreniesnenies ceneas 6-55
PERMANENT APPOINTMENTS:  Use ESTABLISHMENT......c.cccooiiiiiiiies et i e 5-30
PERMITS:  Use LICENCES, PASSES AND PERMITS ... oo s s e 1-120

PERSONAL DATA ACCESS  USE ACCESS ........ coiciiiiis ettt catesieaieene srennesnennes sereenes 6-5
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PERSONNEL:

- Accidents

-General  Use ACCIDENTS AND INJURIES.......cccoooiiiiiniiiiis eririeiiens ceeniennies ceeeens 5-5

-Claims  Use ACCIDENTS AND INJURIES ......c.cccooviiiiiniiiiiis cevieieiiens ceeniennies cneeens 5-5

- Financial Arrangement/Settlement  Use CLAIMS .........c... vovevveiiiies cevvvieiees v, 4-50

- Accreditation  Use AWARDS AND HONOURS .. ..ot cvsteeeees evveniennees aneans 5-15

- Adjudication  Use STAFF RELATIONS - APPEALS AND GRIEVANCES.. .......c.cc. ... 5-75

-Advances  USe ADVANCES...... .ot it ettt se et aas stresteestees sesteenre e rens 4-25
- Allowances

-Financial ~ Use ALLOWANCES ... ...cocoiiiiis e sesies cetesteasaens svesressenses seees 4-30

-Time Use HOURS OF WORK AND OVERTIME ......cccccoovut oviviriins cvveiiinien e 5-40

- Anti-discrimination ~ Use STAFF RELATIONS - APPEALS AND GRIEVANCES ..... ...... 5-75

- Appeals Use STAFF RELATIONS - APPEALS AND GRIEVANCES.......... ccocvcviiver o, 5-75

- Appointments  See Appointments
- Attachments

-Duty  Use APPOINTMENTS AND POSTING ....cccoeiiiriiiiiies cevrieeies seeviesienies cenees 5-10

- Training  Use TRAINING AND DEVELOPMENT .....c.ccoviis vieviieiies cvevieiiees eenes 5-95
- Attendance  Use HOURS OF WORK AND OVERTIME .......ccocooiiit vivviiiiie v e 5-40
-Awards  Use AWARDS AND HONOURS.......ccco vt ctesieeieenes esiesiesnens seeens 5-15
- Career Development Use HUMAN RESOURCES PLANNING...... ccccociviies o e 5-45
- Classification ~ Use ESTABLISHMENT .. ..ccooiiiis i eieis civesieesiees cenveeieanes eenns 5-30
- Clearance  Use STAFF SECURITY /INTEGRITY CHECK ......cccccct voviiivviee v e 5-85
- Collective Agreements ~ Use STAFF RELATIONS - UNION ......cccot voiviiiies v e 5-80
- Collective Bargaining  Use STAFF RELATIONS - UNION ......ccccot woiviniiies e e 5-80
- Competitions  Use PROMOTIONS AND EXAMINATIONS.........cc. vovvieviee e e, 5-60
-Conduct  Use CONDUCT AND DISCIPLINE ...... cocoiiiiiieiieieeees cveveeniees cevveeieees veas 5-20
- Demotion  Use CONDUCT AND DISCIPLINE.... ..cocoiiieiiieieieiene vt eveeneeneens aeeens 5-20
- Deployment  Use APPOINTMENTS AND POSTING......cccccviiiiinis et coveinienies e 5-10
- Development  Use TRAINING AND DEVELOPMENT ......cccccoeiiiiit voivviieiiees cevieeieees e 5-95
- Discipline  Use CONDUCT AND DISCIPLINE ... ..cccocoiiieiieiieiis ceeveeiees cevveeieees e 5-20
- Dismissals  Use TERMINATION OF SERVICE... ......cocoiiiiiiiieiies e eeeveeieens e, 5-90
-Employment  Use RECRUITMENT .....cc. oot o et cveseniennes seenes 5-25

- Selection  Use RECRUITMENT ... c.ocoiiiiit ot vveieenieens svesnnesnnes aenns 5-25
- Entertainment  Use RECREATION AND WELFARE ........cccccoiviviiiit v e v 5-65
- Establishment  Use ESTABLISHMENT .. ....cociiiis oot et ceveeve e v 5-30
- Evaluation  Use PERFORMANCE AND APPRAISAL ...ccocoeiiiiiint v evveniesiens aeeens 5-55
- Examinations Use PROMOTIONS AND EXAMINATIONS .........c. coviiiiiie e e, 5-60
- Forecasts Use HUMAN RESOURCES PLANNING..........ccocciiiiiiiis v cevieeieees v 5-45
-Funds  See Funds
- Grievances  Use STAFF RELATIONS - APPEALS AND GRIEVANCES..... ...c.cccoevt e 5-75
- Harassment  See Harassment
- Health and Safety ~ Use HEALTH AND SAFETY . .ot e evienieniens e 5-35
- Holidays  Use LEAVE AND AUTHORISED ABSENCE.........ccccocoet voveieieeis ceverienenns weeen 5-50
-Honours  Use AWARDS AND HONOURS .......c.. cooiiiie et ceviveeitiees eeviveesines veens 5-15
- Hours of Work  Use HOURS OF WORK AND OVERTIME ..........c. vocvviiiiies e e, 5-40
- Incentive  Use STAFF RELATIONS ....... oot e e siee e eenveeaeanes eeans 5-70
- Incentive Awards  Use AWARDS AND HONOURS..........ccoceiiieiiiet cveeieeiiees eeereeveenes e 5-15
- Industrial Actions  Use STAFF RELATIONS — UNION......cccccoiiviint vovrrieiees cevverieniens aeeans 5-80
- Injuries  Use ACCIDENTS AND INJURIES......... cocooiiiiiiiiiiiie et et cenieniesiens seeeneas 5-5

-Insurance  USE INSURANCE ... oot it et et e s e e e e 4-70
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PERSONNEL (CONTD.):

- Inventories  Use ESTABLISHMENT ...... oo e niens ctvsteeieenes esveseesnens sreens 5-30
-Leave Use LEAVE AND AUTHORISED ABSENCE ........ccoooiiiiiint v evievieniens e 5-50
-Loans  Use APPOINTMENTS AND POSTING..... ..ot e evienieniens e 5-10
- Manpower Planning  Use HUMAN RESOURCES PLANNING ....... ccoceiveies covvviniens v, 5-45
-Medical Use HEALTH AND SAFETY ... cocoiiiies o eeeieesiesie st stessesseeses esvessessens seens 5-35
-Morale  Use STAFF RELATIONS........c. coiiiiiies ettt eis ctvesieestees sesveereanes eeans 5-70
-Nominal Rolls  Use ESTABLISHMENT . ....ccciiiis i ctve et eenveeveenns aeeas 5-30
- Outside Work  Use HOURS OF WORK AND OVERTIME ......cccccet voviveieeis evevieiiees aeee, 5-40
-Overtime  Use HOURS OF WORK AND OVERTIME ......coccociiiiiint v evievinsiens aeeas 5-40
-Pension  USE PENSION......cccicit ciiiiiiit ittt ettt se e te s sreesteestees sesveereanes eeans 4-75
- Performance Appraisal  Use PERFORMANCE AND APPRAISAL.. ...cccocvves oviiiien e 5-55
- Personal Harassment ~ See Harassment

- Postings  Use APPOINTMENTS AND POSTING ......cooooiiiiiieiieiiis ceeveeiees cevieeieanes veas 5-10
- Precedence, Table of  Use PROTOCOL ... cocociiiiis ettt cetee et en eeeitaeennees 1o 1-155
- Promotions  Use PROMOTIONS AND EXAMINATIONS ........ccocoit viiiiiiiieet e e, 5-60
- Punctuality  Use HOURS OF WORK AND OVERTIME .......ccccoooviit v v e 5-40
- Recreation  Use RECREATION AND WELFARE .......ccccooeiiieiiieiiis e cevieeieaes veas 5-65
- Recruitment  Use RECRUITMENT ....cccc. coiiiiiiies ettt ens ctvesteeitees eenveeveenns seeans 5-25
- Redeployment  Use APPOINTMENTS AND POSTING .....cccccoiiviint vovriieiees evieniesiens e 5-10
- Relations  Use STAFF RELATIONS or Specific SUDJECES........ccovevvis vovvviiiiees ceviveieees e 5-70
- Releases  Use APPOINTMENTS AND POSTING ......cccccoiiieiiieiiis ceeveeiees cevieeieanes vens 5-10

- Resignation  See Retirement
- Retirement  See Retirement

- Salaries  USe SALARIES ...t e it et e e e 4-85
- Scholarships  Use AWARDS AND HONOURS..... ..ot e cevveeveenes veas 5-15
- Secondments  Use APPOINTMENTS AND POSTING .......ccoccovieiiis vt et e, 5-10
- Security  Use STAFF SECURITY /INTEGRITY CHECK ......ccccovoiit voveieiees evevienieee e 5-85
- Separation  Use TERMINATION OF SERVICE... ....ccccocoiiiiiiiiiiiet vt evveiiesieas e, 5-90
- Sexual Harassment ~ See Harassment
-Sports  Use RECREATION AND WELFARE ...... cocoooiiiiieeerine vt cevieneeniens aneans 5-65
- Staff Identification Cards  Use LICENCES, PASSES AND PERMITS ........... cooevveenes o 1-120
- Staff Relations  Use STAFF RELATIONS .......cccos oo civeviee e cenveeveanes eeans 5-70
-Staffing  Use RECRUITMENT .. c.oooiiiiiis et ettt sres stesresseenes sesvesteasens saeens 5-25
- Statistics  Use HUMAN RESOURCES PLANNING .......ccccooiiiieiies e et e, 5-45
-Training  Use TRAINING AND DEVELOPMENT ....cccoveiiiiiirieierins sverveeees eneeneeseens seens 5-95
- Transfers  Use APPOINTMENTS AND POSTING ......ccccovoiiiiiiiiiint et evreeieniees e 5-10
- Union Relations  Use STAFF RELATIONS - UNION ........ccccciiiiiiiis vt e v 5-80
-Wages  USE SALARIES ... s et ottt e e e 4-85
- Welfare Fund  Use RECREATION AND WELFARE.........ccccoiviiiiiit civeiieieen et e, 5-65
PEST CONTROL: Use ACCOMMODATION - BUILDING MANAGEMENT ......... cocoveevvens e, 2-15
PETITIONS:

- Public  See Complaints
-Staff  Use STAFF RELATIONS - APPEALS AND GRIEVANCES. .....c.cccoe. cvvvvvieieies e, 5-75
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PETS KEEPING: Use ACCOMMODATION - BUILDING MANAGEMENT ........cc. vovvviiiiieen e 2-15
PETTY CASH:  Use ADVANCES .......... oot eecteiies ettt sits sbeesteeits cebeeibeees eeaans 4-25
PHOTOCOPYING:

- Equipment  Use OFFICE MACHINES AND EQUIPMENT ......ccccoet voviiiiiiis eveieniees e 3-45

-Fees  See Fees

-Services  Use OFFICE SERVICES .......... v ioiiiiis ettt cetesstee s eesitesasnens 1o 1-135
PHOTOGRAPH(S)(Y):

- Advertising  Use INFORMATION SERVICES - ADVERTISING.... .ccccovviis covviiiins e, 6-25

- Equipment  Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND

SUPPLIES ... oo et ettt certtte e s iee eevibeeeaas eeens 3-10

- Historical Objects  Use MONUMENTS... ....cociiies et vveveeiens cvreesieenee e 1-130

- Library  Use LIBRARY SERVICES........ ccoioiieie ot siene stestesieenes esreseessens seeens 6-55
PLACEMENT:

- Recruitment  USe RECRUITIMENT ...oooii oot ettt ctveeesiaees airveessasnes sanes 5-25

- Training  Use TRAINING AND DEVELOPMENT ......ccccieiiieiiieiies ceevieeiees cevieeieanes veas 5-95
PLAN(S)(NING):

- Accommodation  Use ACCOMMODATION ........ oottt e cvveesiiees aiaveeas 2-5

-Budgets = USe BUDGETS.......ccot ittt et ettt seiesiensies tnesessennes seenes 4-45

-Emergency  Use EMERGENCY PLANNING ....... oot e e e 1-90

-Estimates  USE BUDGETS .....coct oot it ettt st rveessibtees obreessarees soaaes 4-45

- Evaluations  Use PLANS AND PROGRAMMES . ...t e e e 1-150

- Human Resources  Use HUMAN RESOURCES PLANNING........... cocceevviiees v e, 5-45

- Manpower  Use HUMAN RESOURCES PLANNING.......c.cccooiviiiiiint voveieeees ervereeneens aeeens 5-45

- Operation  Use PLANS AND PROGRAMMES ... ...cooiiiiiiiiieiet e enienienies e 1-150

- Programmes  Use PLANS AND PROGRAMMES ...t it e e 1-150

- Reviews  Use PLANS AND PROGRAMMES ...... ccooiiiiicie et cereeetieen eeeivee e e 1-150
PLUMBING: Use UTILITIES AND BUILDING SERVICES FACILITIES . ..ccoooieet eeviieeeee e 2-50
POLITICAL:

- Activities  Use CAMPAIGNS AND CANVASSING .......ccocivviiicieiet cevteeeitiees eevrieesees e 1-35

- Campaigns  Use CAMPAIGNS AND CANVASSING......c.cccovviiiriint vvnrveeees cevesieneens aeens 1-35

-Elections  Use ELECTIONS........ oot e ettt et rtreesiatees sbaeesssrees seaees 1-85

-Groups  Use ASSOCIATIONS AND CLUBS ....... oo s e e 1-20
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POLLUTION: Use ENVIRONMENTAL MANAGEMENT .....cccoiiiiiiiiiit et cevveeieanes e, 1-95
POOL TRANSPORT:

-General  Use TRANSPORTATION ....cccis it ettt stee et cetesstee s eeeibeesnrens sees 1-195

-Warrant  Use TRANSPORTATION ...ccvet it ettt cetessbee s eeeibesanees ses 1-195
POSITION ANALYSIS:  Use ESTABLISHMENT ....ooooiiis ittt crveesiieeins cenvessneees eeenns 5-30
POST:

-Audits  USse ESTABLISHMENT ..ooviiiiis it ettt eitee et itee et sesveesibeees seessiessees beens 5-30

- Isolated Allowances  Use ALLOWANCES ........c.. oot eevtieeitiees eeitieesines veeas 4-30
POSTAGE ACCOUNTS:  Use EXPENDITURE.. ....cccccocis it et ins cvtesiaee s aeaans 4-15
POSTAL SERVICES: Use OFFICE SERVICES . ......oooiiis ettt steeeitineite sevieesnees e 1-135
POSTERS:

- Advertising  Use INFORMATION SERVICES - ADVERTISING.... .c.cccooeivs evviiies e, 6-25

- Design Use INFORMATION SERVICES - ADVERTISING ....cccccot coiiiiiie ceeeieeiiee e, 6-25

- Library  Use LIBRARY SERVICES........ oo o sene stvstesneenes eseeseessens sreens 6-55

-Printing  USe PRINTING........ccct ciiiiiiiet et ettt seeste e ans savesteestees sesteeseanes eens 3-50
POSTING: Use APPOINTMENTS AND POSTING ......cct oot ctiiiieees cviiiaieeees e 5-10
PRECEDENCE : [0TSR = (O 1 1O L O ] 1-155

PREJUDICE: See Discrimination

PRESENTATIONS:
-Awards  Use AWARDS AND HONOURS. ........c... iiviiiieciecrecieecees et eeiveeiveenes aveans 5-15
- Ceremonies  Use CEREMONIES AND CELEBRATIONS .....c..ccccoet voviieieet e e, 1-40
- Conferences and Seminars  Use CONFERENCES AND SEMINARS.........c... cocvvevveins e, 1-75
-Honours  Use AWARDS AND HONOURS ......cc.. oo ceresieinnes sveesessennes seees 5-15
- Lectures  See Addresses (Speeches)
- Mass Media  Use INFORMATION SERVICES - ADVERTISING... ..ccccocvies voviiiien e 6-25

-Seminars  Use CONFERENCES AND SEMINARS .......ccooiiiiiiinis e e e 1-75



-75-

PRESENTATIONS (CONTD.):

- Speeches  See Addresses (Speeches)
-Visitsand Tours ~ Use VISITS AND TOURS......... oot e evieniesies oo 1-200

PRESENTS:  See Gifts

PRESERVATION:
- Historical Buildings, Columns, Statues Use MONUMENTS.........ccoce oviriiiies oviieies e 1-130
- Records
- General Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT ...ttt it v iiiees e 6-60
- Historical =~ Use ARCHIVES .......... oo et crte e s iiees sieeesaaes saaes 6-10
PRESS:
- Clippings Use INFORMATION SERVICES - PRESS CLIPPINGS. ......cc.oet v s 6-45
- Conferences  Use INFORMATION SERVICES - PRESS CONFERENCES AND
RELEASES. ... et ettt steesteeies setessaee s eeaans 6-50
- Relations  Use INFORMATION SERVICES ........ oo it avie e v 6-20
- Releases Use INFORMATION SERVICES - PRESS CONFERENCES AND
RELEASES...... oo et ettt steesteeiee sebeesrae s aeaans 6-50
PRESSURE GROUPS:  Use ASSOCIATIONS AND CLUBS ......ccccooieiiiiiit e e e 1-20
PREVENTION:
- Disasters  Use EMERGENCY PLANNING ......ccc. toiiiiiiicie ettt et eitines ceestieesees veeas 1-90
- Diseases
- Community  Use COMMUNITY HEALTH AND SAFETY .. .coooiies e e 1-60
- Job-related Use HEALTH AND SAFETY oot ettt vvveeee e e e 5-35
-Fire  Use EMERGENCY PLANNING..... .o oot ettt eeetieeitines eeeerieesees e 1-90
-Flood Use EMERGENCY PLANNING.. ....oooiiit ettt eevteeeitiees eeesiieesees e 1-90
- Measures Use EMERGENCY PLANNING .......c.. cooiiicetiitie e eeeiie ceeeeeiiiiee ceeesvaiiiee veees 1-90
PRINTING:  USE PRINTING.... .ot ettt et eies ettt e st e s teesats steesteesae sabessiaeess seeans 3-50
PRIVACY:
- Information and Records  USe ACCESS .. ...t ot ete ceteeaetee et sesreesirae e eeeireas 6-5

-Staff  Use STAFF RELATIONS ..ot i e sreseennenes srereennenes srenes 5-70
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PRIVATISATION:  Use ORGANISATION ...cccct coiiiiiiis ettt cetesieeiens seesaessesees oens 1-145
PROBATION (APPOINTMENT):  Use APPOINTMENTS AND POSTING. .....ccccoeiv vvviiiie e 5-10
PROCEDURES:
- Analysis  Use MANAGEMENT SERVICES......... oot e evieniesies oo 1-125
- Correspondence  Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT ...t cevierieiens seeveeienies e 6-60
- Management  Use MANAGEMENT SERVICES.. .......cccooiiiiiiiins s v e 1-125
- Office  Use MANAGEMENT SERVICES .......ccco. tooiiiiieieeere et v eviesieanens aees 1-125
- Organisation  Use MANAGEMENT SERVICES .. .....ccccooiiiiiiieiieiis cveiveient cvvvevieenne e 1-125
PROCEEDINGS:
- Associations, Clubs ~ Use ASSOCIATIONS AND CLUBS .......cccociet v evcvienies e 1-20
- Boards of Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS ............. ...... 1-55
- Charitable Organisations  Use ASSOCIATIONS AND CLUBS ........ ccoceivies covviieniens e, 1-20
- Commercial Firms and Companies  Use CORPORATIONS AND FIRMS...... .....cccce. ... 1-80
- Committees, Councils, Commissions  Use COMMITTEES, COUNCILS AND
COMMISSIONS ..ot v eierienies e 1-55
- Conferences, Seminars  Use CONFERENCES AND SEMINARS..... ccocoiiiis covvivneee e, 1-75
-Panels Use COMMITTEES, COUNCILS AND COMMISSIONS.... ..ccccocvies vovviiiies v 1-55
- Political Groups ~ Use ASSOCIATIONS AND CLUBS .......ccccocviiiiiis evriiies cvveisienies e 1-20
- Social Groups  Use ASSOCIATIONS AND CLUBS ..ot e ceveinienies e 1-20
- Task Forces Use COMMITTEES, COUNCILS AND COMMISSIONS......... ccooveveees e 1-55
PROCESS CHARTS:  Use MANAGEMENT SERVICES. .....ccooiiireierries ceeeeeies ceeviesinneen o 1-125
PROCUREMENT:
- Accommodation Use ACCOMMODATION - ACQUISITION AND DISPOSAL....... ...... 2-10
- Communication Systems  Use COMMUNICATION SYSTEMS - INSTALLATION
AND DISPOSAL. ...oooiiiiiciiiieiiis eevierines cvveenienies e 2-40
- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or
Specific equIPMENt DY LYPE....cc.. o e s e, 3-5
- Library Material ~ Use LIBRARY SERVICES ....... oot i e e 6-55
- Utilities  Use UTILITIES AND BUILDING SERVICES FACILITIES -
INSTALLATION AND DISPOSAL ....ooovieieiiiiinnt cveiveiees eveeseesnens aeens 2-55
PROFESSIONAL:
- Development  Use TRAINING AND DEVELOPMENT .......ccocviiiins weiriiiines coveeniennes e 5-95
- Employment  Use RECRUITMENT ....ccc. oo et ries siesiesieees eesvesiesnens aaeans 5-25

-Fees  See Fees
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PROGRAMMES:
-General  Use PLANS AND PROGRAMMES ....... oot et creeienienees e 1-150
- Broadcasts  Use INFORMATION SERVICES - ADVERTISING ..... ccoocoiiiis cevviiiins e 6-25
- Career Use HUMAN RESOURCES PLANNING .....ccciiiiiiiiiiiiint i evienieniens e 5-45
-Employment  Use RECRUITMENT .....cc. ciiiiiiiie ot siens stestesseenes esvessessens sreens 5-25
-Forecasts  Use BUDGETS.......... oot i e nis sreesieesnees cenneenenns eenes 4-45
- Health and Safety
- Community  Use COMMUNITY HEALTH AND SAFETY .. .ot v e 1-60
-Staff  Use HEALTH AND SAFETY oot ot et crvesesiennes oo 5-35
-Incentive  Use STAFF RELATIONS ....... cooiiiiis et ceienieinnes covesessennes seees 5-70
- Operation  Use PLANS AND PROGRAMMES ... ..ot e evvenienies oo 1-150

PROJECTORS: Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND

SUPPLIES ..ot i et ettt e srtesieesiees tesbeebeenne eenes 3-10

PROMINENT PERSONS LIST:  USe PROTOCOL......cccoit et creenieienes cenesneienes oo 1-155
PROMOTIONS:

- Public Relations  Use INFORMATION SERVICES or specific SUbJects........ cocccvvvren v 6-20

- Staff  Use PROMOTIONS AND EXAMINATIONS ....cooiiiiiiiiint v evienieneens e 5-60

PROPAGANDA: Use INFORMATION SERVICES or specific SUDJECES....... cocceverint vvveviries e, 6-20

PROPERTY (ACCOMMODATION):  See Accommodation

PROTECTION:
- Accommodation  Use ACCOMMODATION - SECURITY ..ccoviiiiins voveieieis evivrieniees e 2-30
- Environmental ~ See Environment(al)
- Fires, Floods  Use EMERGENCY PLANNING ... ..ot ceevieines crverenienies seenes 1-90

PROTESTS: See Complaints

PROTOCOL:  USE PROTOCOL ....cciiiiiis ittt ceieiieiriis estesiesie s sne e tabesieaneens aresresseanes oens 1-155

PROVIDENT FUND:  USe PENSION..... .occiiiiiiit ciiiiiiiis i cerisieeies e ceeeas 4-75
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PUBLIC:
- Announcements  Use INFORMATION SERVICES..........c.cociiiiiis v e e 6-20
- Inquiries  Use INFORMATION SERVICES or specific SUDJECS ....... ccvvervies covviiiiien e 6-20
-Records  Use ARCHIVES .......... oot e et see stestesreenes esresiesnens saeans 6-10
- Relations  Use INFORMATION SERVICES or specific SUBJeCtS ...... coovveveeins covvviviinns vee, 6-20

PUBLICATIONS: See Books

PUBLICITY:
-General  Use INFORMATION SERVICES........... oo e v e 6-20
- Materials  Use INFORMATION SERVICES - ADVERTISING ....... ccccocvviies o e 6-25
PUBLISHING: Use INFORMATION SERVICES - BOOKS AND PUBLICATIONS ............. ...... 6-35
PUNCTUALITY: Use HOURS OF WORK AND OVERTIME .......ccccoiiiiiies oiiiiies e e 5-40
PUNISHMENT:  Use CONDUCT AND DISCIPLINE....... cocciitiiiiiiieiiniies corinieies sreniesnenies e 5-20

PURCHASES: See Procurement
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Q Schedule and
Classification Number

QUALITY CONTROL:  See Evaluation

QUARTERS: See Accommodation
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R Schedule and
Classification Number

RACIAL DISCRIMINATION:  See Discrimination

RADAR: See Communication Systems

RADIO:
- Advertising  Use INFORMATION SERVICES - ADVERTISING.... ccccoiiiis cevvieiies e 6-25
- Broadcasts Use INFORMATION SERVICES...... oo it vt eenes e 6-20
- Installation  Use COMMUNICATION SYSTEMS - INSTALLATION AND

DISPOSAL . ..ottt i e e e e 2-40
- Maintenance  Use COMMUNICATION SYSTEMS - MAINTENANCE AND REPAIRS.. 2-45

RAILWAY:
- Accidents  USe ACCIDENTS ... coiiiiiiiis cerieieiies crienieseseeee e saestens stesresseanes esressessens seeses 1-5
- Transportation ~ Use TRANSPORTATION .....c.cccces oo s nes svvevesniens sereesieennes oo 1-195

RAINSTORMS:  See Typhoons

RANKING AND COMPLEMENTS:  Use ESTABLISHMENT ......ccccoiiiiiiies o e e 5-30
RATINGS:
-Staff Use PERFORMANCE AND APPRAISAL .. ...cooooiiiiiiiiiinis et e e 5-55

REBELLION: See Civil Disturbances

RECEIPT CARDS:  Use STATIONERY ..o it ettt ctveeeiveeins ceveesteees eeeens 3-65
RECEIPTS AND DESPATCHES SERVICES: Use OFFICE SERVICES ..... cccccooiveit ceiveiieen e 1-135
RECORDS:
SACCESS USE ACCESS. .. .t e e e e e 6-5
- Censorship  USE ACCESS ......cc. vt et ettt sestabesbenes tabererentes sessens 6-5

-Centres  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
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RECORDS (CONTD.):

- Classification  Use INFORMATION MANAGEMENT AND

RECORDS MANAGEMENT ..ot et cresieienines e 6-60
- Creation  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ..... 6-60
- Disaster Planning  Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT ..ottt vt evieenienes e, 6-60
- Disposal  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ..... 6-60
- Equipment  Use FURNITURE AND FURNISHINGS .........cccoiiiiies vrieiiniies creienieies e 3-35
- Grading Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
- Historical ~— USe ARCHIVES ....... oot et it cesestenane sovesessenees seees 6-10
- Management  Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT ....oooiiiiiecic it v eevieennes e 6-60
- Schedules  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ... 6-60
-Storage  Use FURNITURE AND FURNISHINGS .......cccooviiiiiniiiinis e covvenienies e 3-35
- Supplies (Consumable)  Use STATIONERY .....ccc. ot e e e 3-65
- Systems  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
- Tracking  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT..... 6-60
- Transfers  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT .... 6-60
-Vital  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT .... ...... 6-60
RECOVERABLE ACCOUNTS:  USe REVENUE ........cccc. coviiiiiiieiiienie e cesiesieees seeesieniens ennes 4-20
RECREATION:
- Activities
-Public  Use ASSOCIATIONS AND CLUBS ......cccoiiiireiins eerieieiens eerieeeies enen. 1-20
-Staff Use RECREATION AND WELFARE .......ccocviiiiiiinis et cvveinienies e 5-65
- Equipment  Use RECREATIONAL EQUIPMENT AND SUPPLIES .......cccco. ovvvviviien v 3-55
-Funds Use RECREATION AND WELFARE ....... cccooiiiiieieeiesene cveieeieenes eneeneennens aeeens 5-65
RECRUITMENT:  Use RECRUITMENT ....ccooiiiis tiiiiiiiies cievieisie et sieresies srestesiesens saeessessens sesees 5-25
RECYCLING:
-Paper  Use OFFICE SERVICES. ......cciit oot ottt it esrenieniees oo 1-135
REDECORATING:  Use FURNITURE AND FURNISHINGS.........ccccviiiiiies crvriiieiiet ceieiesies e 3-35
REDEPLOYMENT (STAFF):  Use APPOINTMENTS AND POSTING........ cocccvvvriet veveeienies e 5-10

REEMPLOYMENT:  Use RECRUITMENT ......c.. oot s cesnenneenn sreeerennens ennes 5-25
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REFERENCE SERVICE:  See Inquiry

REFORMS:  See Specific subjects

REFRIGERATION:  Use UTILITIES AND BUILDING SERVICES FACILITIES

OF SPECITIC SUDJECES ... oot e e e

REFRIGERATOR:

- Purchase Use CANTEEN AND PANTRY EQUIPMENT AND SUPPLIES .. ............

REFUNDS:

- Expenditure  Use EXPENDITURE .......... cooiiiiiies e ine cteevieeniees cenvenneenns
-Revenue  Use REVENUE........... oot s sttt ais svneanieeans aesseesnins

REFURBISHMENT: Use ACCOMMODATION - FITTING OUT AND REPAIRS... ............

REGISTERED MAIL SERVICES:  Use OFFICE SERVICES........cccocoiiiiiies ceveiieien v,

REGISTRATION:

- Conferences, Seminars Use CONFERENCES AND SEMINARS..... cc.ccccoeiies vvieeenee,
- Exhibitions  Use INFORMATION SERVICES - EXHIBITIONS...... ccccoevviet vevieenee.
-Mail  Use OFFICE SERVICES .. ..o et ettt eee e v areee s

- Membership ~ See Membership
- Press Conferences  Use INFORMATION SERVICES - PRESS CONFERENCES

AND RELEASES .......... oo e e,
- Training Programmes ~ Use TRAINING AND DEVELOPMENT ...... ccccocvves covvinienn
-Vehicles  Use VEHICLES .......... oot et e et crnenesnenns
-Voters  Use ELECTIONS .. ...t it ettt ettt te steesbeeneees cenresneenes

REGULATIONS:

- Administration ~ Use CIRCULARS AND DIRECTIVES........cccocviiit eviviriies e

- Breaches  See Breaches

- Compliance  Use CONDUCT AND DISCIPLINE ....ccccovveiiiirnniees crveierienes cvveeeneans
- Statutory  USe LEGISLATION .. ..oiiiiiiit et et seeesieeneees cenrenseenes

REIMBURSEMENTS:  See Refunds
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REINSTATEMENT:
- Accommodation  Use ACCOMMODATION - ACQUISITION AND DISPOSAL ....... ...... 2-10
-Staff  Use APPOINTMENTS AND POSTING...... cocooviiiiieiiieieines cevnieiinies sevesessnnnes svens 5-10
RELATIONS:
- Public  Use INFORMATION SERVICES or Specific SUDJECES........... coovviriies v e 6-20
- Staff Use STAFF RELATIONS or Specific SUDJECES ......cccviiveiieiiiins vvsireeees evievieiiens ceeas 5-70
- Union
-Staff  Use STAFF RELATIONS - UNION. ..o ceiviiiees cvvenvsinnnes svens 5-80
-Trade Use ASSOCIATIONS AND CLUBS .....cccooiiiiieiiiies cetvreeies seevieseenees veneas 1-20
RELEASES:

-Press  Use INFORMATION SERVICES - PRESS CONFERENCES AND

RELEASES ..ottt it crieiiieiies stenieeste st este st estes srestessesens sresesressens sesses 6-50
- Staff  Use APPOINTMENTS AND POSTING...... cocoooiiiiieieieieviene cvsieeieenes eveeniennens aeeans 5-10
RELIGIOUS ORGANISATIONS:  Use ASSOCIATIONS AND CLUBS ...... cccccviiiet vvvivenies e 1-20
RELOCATION:
- Accommodation Use ACCOMMODATION - ACQUISITION AND DISPOSAL....... ...... 2-10
- Communication Systems  Use COMMUNICATION SYSTEMS - INSTALLATION
AND DISPOSAL. ...oveiiiiiiiiiieiiiis ceeiieinies cvveenienies e 2-40
- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or
Specific equIPMENT DY LYPe. ..ot e e e e, 3-5
- Expenditure  Use EXPENDITURE .......cc. oot ittt et cveiesiennes seenes 4-15
-Records  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
- Utilities  Use UTILITIES AND BUILDING SERVICES FACILITIES -
INSTALLATION AND DISPOSAL ......coiieiiieiiieet cevieeiiees eevieeaines e 2-55
REMEMBRANCE DAYS: Use CEREMONIES AND CELEBRATIONS ... ..ccccocviiet vevieiies e, 1-40

REMOVAL: See Relocation

REMUNERATION:  USe SALARIES ... ..ot s ettt tetesieaiiens arennesnenies ceneas 4-85
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RENEWAL:

- Leases  See Leases
- Membership ~ See Membership

- Staff Identification Cards ~ Use LICENCES, PASSES AND PERMITS ........c.. coeiviies oo 1-120
RENOVATION:

- Accommodation  Use ACCOMMODATION - FITTING OUT AND REPAIRS........... e 2-25
RENT(S)(ING):

- Accommodation  Use ACCOMMODATION - ACQUISITION AND DISPOSAL........ ...... 2-10

- Expenditure  Use EXPENDITURE .......... oot et et aveiesnennes seenes 4-15

-Revenue  Use REVENUE........... oo i s e e e 4-20

REORGANISATION:  See Organisation

REPAIRS: See Maintenance

REPAYMENTS: See Refunds

REPRIMAND:  Use CONDUCT AND DISCIPLINE ......... ooiiiiiiiiiieieniies cevinieeies sreniesnenies e 5-20
REPROGRAPHY:  Use OFFICE SERVICES ....... cccoiiiiit e cevesieeies e o 1-135
REPORTS:

- Accidents
-General  USe ACCIDENTS. ... i ettt eebae e e siats sesbieeeaes aesiaens 1-5
- Employees Use ACCIDENTS AND INJURIES.......ccccooiiiiiiies ot e e 5-5
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REPORTS (CONTD.):

- Administrative

- Policies and Procedures  Use REPORTS AND STATISTICS. ....ccccoev vvvvieennn e 1-160
-General  Use REPORTS AND STATISTICS .....ccoiiiiiiiiies e e e 1-160
- Annual
- Hong Kong Government  Use INFORMATION SERVICES -
BOOKS AND PUBLICATIONS............. ...... 6-35
- Internal  Use REPORTS AND STATISTICS - ANNUAL......... cooovviienn oo 1-165
- Daily  Use REPORTS AND STATISTICS - DAILY ..oocooiiiis e ceveievieieee e 1-170
- Hong Kong Government  Use INFORMATION SERVICES - BOOKS
AND PUBLICATIONS ...... oot e e 6-35
- Monthly ~ Use REPORTS AND STATISTICS - MONTHLY .. cccooiiet v e 1-175
- Quarterly  Use REPORTS AND STATISTICS - QUARTERLY .......cc. vovvveiies e 1-180
-Weekly Use REPORTS AND STATISTICS - WEEKLY ...... ocovviiies vveiieiee e 1-185
- Associations, Clubs ~ Use ASSOCIATIONS AND CLUBS .......cccvciet v evvvieniens e 1-20
- Attachment ~ See Attachment
- Boards of Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS ............. ... 1-55
- Charitable Organisations  Use ASSOCIATIONS AND CLUBS ........ ccciiivier e e 1-20
- Civil Disturbances  Use EMERGENCY PLANNING ......ccccocoiiiiiiiint vovniieieees evievieniens aeeen 1-90
- Commercial Firms and Companies  Use CORPORATIONS AND FIRMS...... ..cccoovvet v 1-80
- Committees, Councils, Commissions  Use COMMITTEES, COUNCILS AND
COMMISSIONS. .....cooiiiis eiriiiees cervenieiees e 1-55
- Conferences, Seminars, Symposia  Use CONFERENCES AND SEMINARS. ............. ...... 1-75
- Damaged Buildings  Use ACCOMMODATION - DAMAGE ......cccce oo o e 2-20
- Disasters ~ Use EMERGENCY PLANNING .......c.. tocorviiiiininiininis ceenienines creesesiennes seees 1-90
- Financial Use RETURNS AND STATEMENTS.. ...cooiiiiiiiiiiiinis ceevieinies crvereniennes e 4-80
- Hong Kong Government Annual Reports ~ Use INFORMATION SERVICES -
BOOKS AND PUBLICATIONS.......... ...... 6-35
- Office Operation  Use MANAGEMENT SERVICES..........cccooiiiiiis viveiiiient cvievieeiien e 1-125
-Panels Use COMMITTEES, COUNCILS AND COMMISSIONS.... ..cccovivs vovvviirien v 1-55
- Plans and Programmes ~ Use PLANS AND PROGRAMMES............. cocveiiies coveneies e 1-150
- Political Groups ~ Use ASSOCIATIONS AND CLUBS ........cccociiiinit et e e 1-20
- Social Groups  Use ASSOCIATIONS AND CLUBS .......ccccooviiriiiinis oivieines cvveenienies e 1-20
-Staff  Use PERFORMANCE AND APPRAISAL .. ..cooooiiiiiiiiieiiis eivieinies crvesesiennes e 5-55
- Task Forces Use COMMITTEES, COUNCILS AND COMMISSIONS......... ccooveviees e 1-55
- Time Studies  Use MANAGEMENT SERVICES.. ......ccccooiiiiiiiiiieits et cetveiveeines e 1-125
- Training Programme ~ Use TRAINING AND DEVELOPMENT ........ ccocoiiiis eviieies e 5-95
- Work Measurement  Use MANAGEMENT SERVICES.........cccooiit vveiiiient v e 1-125
-Visitsand Tours ~ Use VISITS AND TOURS......... coovoiiiieieerenenes ceveneeneees evresensnens oo 1-200

REPOSITORY MANAGEMENT (RECORDS):  Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT ........cc... ... 6-60

REQUESTS:
- Access See Access

-Printing  USE PRINTING . ....coooiit ittt ettt ettt s sbesbesieenes sesbestessens saeans 3-50
- Transportation ~ Use TRANSPORTATION .....cccocis tiiiiiiiiieeee et et eenvenienies e 1-195
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REQUISITIONS:

- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or

Specific equIPMENT DY TYPe....cce o e e e, 3-5
- Library  Use LIBRARY SERVICES........ oot ittt et crveiesiennes e 6-55
- Records

- Internal  Use INFORMATION MANAGEMENT AND

RECORDS MANAGEMENT ..ottt e e e 6-60

PUBIIC  USE ACCESS ...... oot it ettt eatesreaseene sbestesaeste cereenes 6-5

- Reproduction  Use OFFICE SERVICES.. .....ccccoces toviiieeieieie et ctveieeseees esreseesnees o 1-135

- Stationery  Use STATIONERY .. c.oooiiiiis et vttt stens stestesseeses esvessessens sreens 3-65

- Transport  Use TRANSPORTATION ...... coociiiiies ot e enrennenies oo 1-195

RESERVATION: See Booking

RESIGNATION: See Retirement

RESOURCES ALLOCATION (FINANCE):  Use BUDGETS........ccccociiiiiies it e e 4-45

RESPONSIBILITIES:  See Duties

RESTAURANTS: See Cafeterias

RESTORATION:
- Accommodation Use ACCOMMODATION - FITTING OUT AND REPAIRS........... ...... 2-25
-Records Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60

RESTRICTED RECORDS: See Records

RETIREMENT:
-General Use TERMINATION OF SERVICE ....... coooooieiee e e eeiees veeeesanes e 5-90
- Gifts  Use GIFTS AND DONATIONS ... oot ettt eeteesitie s eeeireeaiees oees 1-100
-Leave Use LEAVE AND AUTHORISED ABSENCE ........cooooiiiiiiet ceveieiiees eeeiieesies e 5-50
-PENSION  USE PENSION......eviiiiit et ettt es e e et e e e et e e s s e e orteesiaees sereessares seeres 4-75
- Provident FUND  USE PENSION.. ..ooiciiiie e e eeeee e eee e s ie e cveeeseaees aoreessanes seones 4-75
RETURNS:
- Financial Use RETURNS AND STATEMENTS.. ..oooiiiiiii et ceetieeitiees eeeviieesees e 4-80

-Staff  USe ESTABLISHMENT ... ..ot s et et cneiesnennes seees 5-30
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REVENUE:

-General  Use REVENUE ........ccc. vt et vt senesseeanes soeesessennes seees 4-20
- Fees and Charges  See Fees

REVENUES: See Revenue

REVIEWS:
- Grade Structure  Use ESTABLISHMENT .....cocoois tiiiiiiiieieieie e et ceseesieniens aeeans 5-30
- Office Operation ~ Use MANAGEMENT SERVICES...........cccooiiiins ot ceviieies e 1-125
- Operational Programmes  Use PLANS AND PROGRAMMIES ......... ccccooveviet vviviieiien e 1-150
- Posts and Responsibilities  Use ESTABLISHMENT .......ccocooieiiiiiiis v cevieeieees e 5-30
-Records Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
- Staff Performance Use PERFORMANCE AND APPRAISAL .....c... vovevivieies covvieiiees e, 5-55
-Training  Use TRAINING AND DEVELOPMENT ......ccocoiiiiiiiiiinis ovrieines crveeniennes seenes 5-95

RIOTS: See Civil Disturbances

RISK ALLOWANCES:  Use ALLOWANCES ..... ..ot it cerinieeies srennesnennes e 4-30
RITES: Use CEREMONIES AND CELEBRATIONS....... oot i e e 1-40
RITUALS: Use CEREMONIES AND CELEBRATIONS . .....ccooiiiiiiiiiiiies s e s 1-40
ROSTERS: Use HOURS OF WORK AND OVERTIME .. ...coooiiiiiiiiiiiiies e e e 5-40
ROTATIONAL TRAINING:  Use TRAINING AND DEVELOPMENT ........ ococviiies i e 5-95

ROYAL ARMS:  See Badges

RUBBISH DISPOSAL: Use ACCOMMODATION - BUILDING MANAGEMENT . ......ccoces v 2-15

RULES:

- Breaches  See Breaches

- Ceremonies and Celebrations Use CEREMONIES AND CELEBRATIONS.. .......cee v 1-40
- Legislation  Use LEGISLATION ....cccciis ceeieiiiies crtertesieeteeieesiesiesiens stessesseenes sessessessens seens 1-10
- Office Use CONDUCT AND DISCIPLINE .....ccet oottt ee e vee s aeeieeereains e 5-20

- Protocol USE PROTOCOL. ..ttt ceeeiiiiiis ittt riias sereessaians sreeeessnians o 1-155
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S Schedule and
Classification Number

SABOTAGE:  USE SECURITY oo ettt ettt tite etee st esete e st esetee st saereesiteess esireessees oees 1-190
SAFE (EQUIPMENT): Use SECURITY EQUIPMENT AND SUPPLIES..... c.cccccevier covvvvieies e 3-60
SAFE CUSTODY:

- Account  Use BANKS AND BANKING . .....cccociis ittt ee et eeeteeie s aveans 4-40

-Money  USe SECURITY ..o it i ittt et earenreanees s 1-190

-Records Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60

-Valuables  USE SECURITY cooiiir it et ettt teeeeiteee e rreeaiaeees o 1-190
SAFETY:

- Accommodation Use ACCOMMODATION - SECURITY ..ccoviviiier e eeiieeiies e 2-30

- Community  Use COMMUNITY HEALTH AND SAFETY ..ot v evivvieniens e 1-60

-Staff  Use HEALTH AND SAFETY oot it ettt itie et sestiesitiees aeessiessiens beeas 5-35
SALARIES:

- General USE SALARIES ...t s s s e e e 4-85

-AdVaNCeS  USE ADVANCES ... oo s et et eeriees e e e e o 4-25
SALES:

- Accommodation Use ACCOMMODATION - ACQUISITION AND DISPOSAL....... ...... 2-10

- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or

Specific eqUIPMENE DY TYPE......c. voeeece s e cvee e ire eeeea 3-5

- Publications  Use INFORMATION SERVICES - BOOKS AND PUBLICATIONS6-35

SALUTATION: Use APPRECIATION AND CONDOLENCES ......ccccoociiiie teeteeiees eeveeiieeen e 1-15
SANITATION:
- Accommodation Use ACCOMMODATION - BUILDING MANAGEMENT .......cccve. ... 2-15
- Cafeterias Use CAFETERIAS AND EATING FACILITIES ....oovvviis v e v 1-30
- Environment  Use ENVIRONMENTAL MANAGEMENT ....cooiiiiies e e e 1-95
- Garbage Disposal Use ACCOMMODATION - BUILDING MANAGEMENT ..... ...... 2-15

- Installation ~ Use UTILITIES AND BUILDING SERVICES FACILITIES -
INSTALLATION AND DISPOSAL......coviivies covirineiens ceeeiennene e 2-55
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SCHEDULES:

- Records Disposal ~ Use INFORMATION MANAGEMENT AND

RECORDS MANAGEMENT .....cooiiiiiiit i e e 6-60
- Training  Use TRAINING AND DEVELOPMENT ....cccooiiiiiiiiiiiins et evienieniens e 5-95
-Work  Use MANAGEMENT SERVICES ......ccccoos ot et cevienienees e 1-125
SCHOLARSHIPS:  Use AWARDS AND HONOURS ....... oot e eenieeniees e 5-15
SCIENTIFIC:
- Equipment ~ Use TECHNICAL EQUIPMENT AND SUPPLIES....... ccccoiiiis eviiiiins e 3-70
SEASONAL EMPLOYEES:
-Employment  Use RECRUITMENT ........ oot e crvesieesiees senveeneanes eenns 5-25
SECONDMENTS:  Use APPOINTMENTS AND POSTING......cccciiiiiiiiiienis e coienienienes eens 5-10
SECRECY:  USE SECURITY ... it critiiiiie cerieeieeis eesieesieesteanteaeeaneens oateesteesees eeseeseesne sees 1-190

SECRET RECORDS: See Records

SECRETARIAL AND STENOGRAPHIC:

- Equipment  Use OFFICE MACHINES AND EQUIPMENT ......ccccoet voviiniies evvvieniees e 3-45
-Service  Use OFFICE SERVICES............ cooiiiiiies et cevesieestes seetesnenees e 1-135
-Training  Use TRAINING AND DEVELOPMENT ......cccoiiiiiiiniiinis ovnierines cvverenienies seenes 5-95
SECURITY:

-General  USE SECURITY .oiiiiiiies coiiiiiies cevieieiies cvtestesseeseeseessessessess sressessesses sessessesens sres 1-190
- Accommodation  Use ACCOMMODATION - SECURITY ..ccoviiiviint vvvieiees cevvvinsiens ceees 2-30
- Custody Account  Use BANKS AND BANKING . ..ot i evienieniens e 4-40
-Guards Use ACCOMMODATION - SECURITY . .oiiiiiiriiiieinis eviieines crveesnenees seees 2-30
- Issue of Identity Cards, Passes ~ Use LICENCES, PASSES AND PERMITS ... ...c.ccoeva .. 1-120
- Job-related Use STAFF SECURITY /INTEGRITY CHECK .....c..... coeeviiiiien e e, 5-85
- Office  Use ACCOMMODATION - SECURITY .. cooiiiiiieiiiininis cevvieinies cveeensenees seees 2-30
-Officer  USE SECURITY Liiiiiiiiis ciiiiiiiiiis eiitiiieies ceteestesieestesteeste e satesseeates srestessesens sees 1-190
- Records Grading  Use INFORMATION MANAGEMENT AND

RECORDS MANAGEMENT ..ot cerievieiees veeeeienies e 6-60
- Staff Quarters  Use ACCOMMODATION - SECURITY ..cvcoviiriiinis eiviirines cvvevnienies seenes 2-30

-Vetting Use STAFF SECURITY /INTEGRITY CHECK .......cccccovit et s e 5-85
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SELECTION:
- Communication Systems  Use COMMUNICATION SYSTEMS...... cccovieies cevvvniens v, 2-35
-Employment  Use RECRUITMENT .....cc. oottt e et cveiennennes oo 5-25
- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or
specific equIPMENt DY LYPE...cc.c. coeieie et e e e 3-5
- Management Information Systems (MIS):  See Electronic Data Processing (EDP)
- Utilities  Use UTILITIES AND BUILDING SERVICES FACILITIES........... coeovevees v 2-50
SEMINARS:  See Conferences
SEPARATION:
-Service  Use TERMINATION OF SERVICE ........ cccoooiiiiiiiieieieiene cveiesieees eniesiesnens aeeens 5-90
SERVICES:
- Account
-Fees  See Fees
- Buildings Use ACCOMMODATION - BUILDING MANAGEMENT .......c.. oevvvivries v 2-15
- Cleaning  See Cleaning
- Courier  Use OFFICE SERVICES ......ccc. cooieiiie coreiieeeie e siene sreeneesennes esseseensens ores 1-135
- Customer  Use MANAGEMENT SERVICES ....... oot et ceeienieiees e 1-125
- Duplication ~ Use OFFICE SERVICES.... ..ccccoociiis it cetenieienie seeiesienees e 1-135
- Information  Use INFORMATION SERVICES ... ..ot v cevivnieniens e 6-20
- Janitorial  Use ACCOMMODATION - BUILDING MANAGEMENT ........c.. covivviviiner veee 2-15
-Library  Use LIBRARY SERVICES........ coccociiiis ot ceiesiessnes covesesiennes seees 6-55
-Mail  Use OFFICE SERVICES .. .....cccoit oriiiiieies ottt eetesseestes sesressesees sees 1-135
- Management  Use MANAGEMENT SERVICES.. ...t et cvieevieenies e 1-125
- Medical
- Community  Use COMMUNITY HEALTH AND SAFETY .. oo coviriiiies e 1-60
-Staff  Use HEALTH AND SAFETY oot o ettt crvesesiennes oo 5-35
-Office  Use OFFICE SERVICES .....cccvit et ettt nteee sreeneenennes essessessens ones 1-135
-Pantry  Use CAFETERIAS AND EATING FACILITIES ..ot e e e 1-30
- Paper Recycling  Use OFFICE SERVICES ........... oot s evienienies e 1-135
- Pest Control  Use ACCOMMODATION - BUILDING MANAGEMENT ...... ccccovivves v 2-15
-Printing  USe PRINTING.....ccoiit ittt ettt et ceresienenes toresesnennes seenes 3-50
-Postal  Use OFFICE SERVICES .......cccct cioieieie cveetisieeiesiesee e stens srvsseeseenes essessessens sees 1-135
- Receipt and Despatch ~ Use OFFICE SERVICES. ... ..ot v s e 1-135
- Reproduction  Use OFFICE SERVICES.. .....cccoces toiiiiiiieeiee et et esvenienies e 1-135
- Secretarial  Use OFFICE SERVICES....... oot ot cetenieesies ceeienienees e 1-135
- Stenographic  Use OFFICE SERVICES... ....ccooiiis ot et ceeienienees e 1-135
- Transcribing ~ Use OFFICE SERVICES ... ..o ot et envenienies e 1-135
- Translation ~ Use OFFICE SERVICES ..... ..o e e evienienies e 1-135
- Transportation ~ Use TRANSPORTATION .....cccccois ot ettt ceeienieees e 1-195
-Typing  Use OFFICE SERVICES ......ccccct ot ettt cevesieentes ceeienienees e 1-135
- Security Guard/Watchman ~ Use ACCOMMODATION - SECURITY ...cccovieis ovviiiins e 2-30
- Word Processing  Use OFFICE SERVICES .......... oot e evienienies e 1-135
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SETTLEMENT (FINANCE):

- Accidents

-General  USe ACCIDENTS.....ooit it ettt eesesieniees carenresennes ceennens 1-5

- Claims (Financial Arrangement) Use CLAIMS ..ot s s e 4-50

-Staff  Use ACCIDENTS AND INJURIES.. ....coiiiiiiriiiies i evreeiennes e 5-5
- Claims

- Financial Arrangement  Use CLAIMS........ oo e e e 4-50

SEWAGE: Use UTILITIES AND BUILDING SERVICES FACILITIES
OF SPECITIC SUDJECES ...t it ettt s et et e 2-50

SEXUAL:

- Discrimination ~ See Discrimination
- Harassment ~ See Harassment

SHELVES: Use FURNITURE AND FURNISHINGS ....... ..ccooiiiiiiiieiiiis i e e 3-35
SHREDDERS:

- Paper  Use OFFICE MACHINES AND EQUIPMENT .....ccooiiiiiiint s s e 3-45
SICK LEAVE: Use LEAVE AND AUTHORISED ABSENCE.........cccociiiit v e e 5-50
SIGNING AUTHORITY:

- Correspondence  Use INFORMATION MANAGEMENT AND

RECORDS MANAGEMENT .....oooiiiiiieiies ceeeeeieees eeveeseeis e 6-60
- Financial Use FINANCE AND ACCOUNTING .. .ooooeeeeee e s nnnenes 4-5
SINKING BALANCE: Use LEAVE AND AUTHORISED ABSENCE.......... ccovvciiees ceeeeeiieeen e 5-50
SITES:
- Accommodation
- Acquisition Use ACCOMMODATION - ACQUISITION AND DISPOSAL ... ...... 2-10
- Inspection  Use ACCOMMODATION - BUILDING MANAGEMENT. ............ ...... 2-15

- Historical =~ Use MONUMENTS.. .. it et et e e e e e ee e e e 1-130
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SLIDES:
- General  Use INFORMATION SERVICES - AUDIOVISUAL AIDS........cccc. vvivrniien v 6-30
- Information Services  Use INFORMATION SERVICES - AUDIOVISUAL AIDS ...... ...... 6-30
- Library  Use LIBRARY SERVICES........ oot ittt et crveiesiennes e 6-55
- Supplies  Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND

SUPPLIES ... oot et et srnsnesennans srrsnesennans coeens 3-10
- Training  See Training

SMOCKS: See Clothing

SMOKING: See Health

SOCIETIES:  Use ASSOCIATIONS AND CLUBS. ...ttt et e e 1-20

SOFTWARE (COMPUTER):  See Electronic Data Processing (EDP)

SOLICITATIONS:
- Charitable  USe CHARITY .ot it et ittt seiesieseae tneseaiennes seees 1-45
- Commercial  Use CORPORATIONS AND FIRMS ......cccooiiiiiiinis e e e 1-80
-Community  Use CAMPAIGNS AND CANVASSING .....ccccviriiiinns e e e 1-35
- Political ~ Use CAMPAIGNS AND CANVASSING ..ottt e crveinienies e 1-35
-Social  Use CAMPAIGNS AND CANVASSING . ...oooiiiiiiiicinis et cveenienes e 1-35
SPACE REQUIREMENTS:  Use ACCOMMODATION ... ..ot et crienveennes cennens 2-5
SPECIFICATIONS:
- Accommodation  Use ACCOMMODATION ....cc.. o et coieierennes ceenens 2-5
- Communication Systems  Use COMMUNICATION SYSTEMS....... ccooiiiis ceviiiiins e 2-35
- Electronic Data Processing ~ Use INFORMATION TECHNOLOGY AND
COMPUTER SYSTEMS.....coiiiiits it e e 6-15
- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or
specific eqUIPMENt DY LYPE. ..o coiiiii it et e e 3-5
- Tender  See Specific subjects
- Utilities  Use UTILITIES AND BUILDING SERVICES FACILITIES........... coeovvvren v 2-50

SPEECHES:  See Addresses (Speeches)
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SPONSORSHIP:
- Associations  Use ASSOCIATIONS AND CLUBS..........oooci it et ceeiriee s e 1-20
- Business Use CORPORATIONS AND FIRMS ... oot eeeieeiiees eeevieesees e 1-80
-Charitable  USE CHARITY oot e it ettt treesitees sebreessnrees soaees 1-45
-Clubs  Use ASSOCIATIONS AND CLUBS.......... coeiiiii ettt eevrie et eeeirieesees aeeas 1-20
- Political Use CAMPAIGNS AND CANVASSING .......cooviiiiiiiieit cevrieeitiees ceevrieesiees veeas 1-35
- Recreational Use RECREATION AND WELFARE ........oooooiiiiiies s e e 5-65
SPORTS:
- Activities Use RECREATION AND WELFARE . ..o it ceeiiiieees i 5-65
- Equipment  Use RECREATIONAL EQUIPMENT AND SUPPLIES .......cccc.. covvvviviees cene, 3-55
-Funds Use RECREATION AND WELFARE ....... oot ettt et s e 5-65
SPOT CHECKS:
- Accommodation Use ACCOMMODATION - BUILDING MANAGEMENT .......ccove. ... 2-15
SFINANCE  USE AUDITS. oot e et e e et e e s s rte e tteesitees sorveessaees soees 4-35
- Office Operation  Use MANAGEMENT SERVICES...........cccoociiiiis viveiiiient cvvevieeiie e 1-125
-Security  USE SECURITY oot coiiiiiits cevieiieiies cvtestestesaeseesee e ste s stessaeseenes estessessens sees 1-190
SPRINKLERS: Use TECHNICAL EQUIPMENT AND SUPPLIES........ccccct voviveiiiier v e 3-70

STAFF: See Human Resources

STAFF IDENTIFICATION CARDS:  Use LICENCES, PASSES AND PERMITS ..... ..o e 1-120

STAFF NEWSLETTERS: Use INFORMATION SERVICES - BOOKS AND
PUBLICATIONS . ....c.oiiit ittt cerinieeies rennennennes e 6-35

STAFF QUARTERS:  See Accommodation

STAFF RELATIONS:  Use STAFF RELATIONS or specific SUDJECTS .........c. covviieiien e e 5-70
STAFF RELEASES:  Use APPOINTMENTS AND POSTING......ccccoviriiinis e crveenienies ceens 5-10
STAFF REPORTS:  Use PERFORMANCE AND APPRAISAL ......ccocvitiiiis et ceveenienien e 5-55

STAFF WELFARE FUND:  Use RECREATION AND WELFARE.........ccoct v s e 5-65
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STANDARDS:

- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or

Specific equIPMENT DY TYPe....cce o e e e, 3-5
- Establishment  Use ESTABLISHMENT .. ..o ot et ceseesiesnens seeans 5-30
- Records Management ~ Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT .....cccoiiit it v e 6-60
-Security  USe SECURITY oot it ettt ettt earesnenanes cnerenrenees e 1-190
- Staff
-Employment  Use RECRUITMENT ....cccccvt iiiiiiieieie e cetesieeniens svesiesnennes senes 5-25
- Performance  Use PERFORMANCE AND APPRAISAL....... cocooivieit v e 5-55
- Work Measurement  Use MANAGEMENT SERVICES.........cccocviiit vovviniiies cevevieien e 1-125
STATEMENTS (FINANCIAL):  Use RETURNS AND STATEMENTS ....... coooiiiiies i e 4-80
STATIONERY:
-General  Use STATIONERY ... oot oo ettt stens stestasseenes essessessens sreens 3-65
-Printing of  USE PRINTING ....c. oottt ittt ittt ceienieneie sneiennennes seenes 3-50
STATISTICS:  See Reports
STATUTORY:
-Laws  USE LEGISLATION ..ot it ettt eeieeiee sttt ene sreesneestees centeeneanes eenes 1-10
-0rders  USe LEGISLATION ...ttt et ettt s stesbesieenes sesbeniessens saens 1-10
- Regulations  Use LEGISLATION ......ccccc. coiiiiiiiiies ettt seeie s stvesreestees sesveeaeanes eens 1-10
STENOGRAPHIC:  See Secretarial and Stenographic
STOCKTAKING:
- Accommodation  Use ACCOMMODATION ........ coiiiiiiiiiiiieieiet et cenienieniens ceeeneas 2-5
- Equipment and Supplies  Use EQUIPMENT, SUPPLIES AND SERVICES or
specific equipmMENt BY tYPe.....ocovvies it v e 3-5
- Library Material ~ Use LIBRARY SERVICES ....... oot i e e 6-55
- Manpower  Use ESTABLISHMENT ....... oo s e e e 5-30
- Property  Use ACCOMMODATION .....c. oo et sresvesieeies sesressesnens seeeneas 2-5
-Records  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
STORAGE EQUIPMENT:  Use FURNITURE AND FURNISHINGS ........... cooviiiiies coviiiiien e 3-35
STORES: Use EQUIPMENT, SUPPLIES AND SERVICES or specific equipment by type...... ........ 3-5
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STORMS:  See Typhoons

STRIKES:
- Emergency Planning  Use EMERGENCY PLANNING.......cccccoiiiiint vivvieieees evierieiiens aeeas 1-90
- Public  See Civil Disturbances
-Staff  Use STAFF RELATIONS ..ot ot cvteisn ettt sesnssesases sovessssenses seens 5-70
STRUCTURE:

- Organisation ~ See Organisation

-Staff  Use ESTABLISHMENT ... ..ot i ot sieeiesieeies cesreniesiens saeans 5-30
SUBPOENAS:  Use LEGAL MATTERS .....ccciits ot sttt eesreeseesees aneessessenne e 1-115
SUBSCRIPTIONS:

- Associations  Use ASSOCIATIONS AND CLUBS........cccoiiiiiiiiins et enienieniens e 1-20

- Magazines Use LIBRARY SERVICES... .....cccccces iiiiiiecieceerreriees cvesieeniees aenveeieanes eenns 6-55

- Newspapers  Use LIBRARY SERVICES .........c.. oo e evrennennens s 6-55

- Periodicals  Use LIBRARY SERVICES .. ....ccccooiis ittt ettt eeveeve e v 6-55
SUBSISTENCE ALLOWANCES:  Use ALLOWANCES.. ....ccooiieieereieees eviveieeies creenieseenns eenes 4-30
SUBSTANTIVE APPOINTMENT:  Use ESTABLISHMENT ......ccoiiiiiiinis i e e 5-30

SUBVERSIVE ACTIVITIES:

- Incidents of  See Civil Disturbances

- Prevention Use EMERGENCY PLANNING........ ¢oooiiiii it et revreee e e e 1-90

SUPPLIER ACCOUNTS:  Use EXPENDITURE.. .....cccccoit st e e e 4-15

SUPPLIES:  See Equipment

SURVEILLANCE:

- Accommodation Use ACCOMMODATION - SECURITY ..ovvviiiiiies s aeeeeeeines e 2-30
-Staff Use STAFF SECURITY /INTEGRITY CHECK ......cooviiiiiiit et e e, 5-85
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SURVEYS:
- Customer  Use MANAGEMENT SERVICES ....... oot et iiieen eeeitee e oo 1-125
- Human Resources  Use HUMAN RESOURCES PLANNING........... oot i i, 5-45
- Office Operation ~ Use MANAGEMENT SERVICES........ccocooiiiiiiint v cevevieies oo 1-125
SURVIVAL:
-General Use EMERGENCY PLANNING ....ccccooit toiiicii ettt cevrieeitiees eeesvieesiees sveeas 1-90
SURVIVING SPOUSES' AND CHILDREN'S PENSIONS SCHEME:  Use INSURANCE....... ...... 4-70

SYMBOLS: See Badges

SYMPATHY:  Use APPRECIATION AND CONDOLENCES .........cccociiiit it s e 1-15

SYMPOSIA: See Conferences
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T Schedule and
Classification Number

TALK:  See Addresses (Speeches)

TAPES:
- Equipment
- Computer  See Electronic Data Processing (EDP)
- Recorders  Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT
AND SUPPLIES ..ot ottt vevesieians evesesienes senens 3-10
-VHS Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND
SUPPLIES......cit it ettt rere st niene esresessenes cenens 3-10
- Information Services  Use INFORMATION SERVICES - AUDIOVISUAL AIDS....... ...... 6-30
- Training  See Training
TASK FORCES: Use COMMITTEES, COUNCILS AND COMMISSIONS ......cccccct covvivienns e, 1-55
TECHNICAL EQUIPMENT:  Use TECHNICAL EQUIPMENT AND SUPPLIES ..... c.cccccoevnnn e, 3-70

TELECOMMUNICATIONS:  See Communication Systems

TELEGRAPH:
-Accounts  Use EXPENDITURE. ..ot vt it cesieesniiees seesineessnes sreens 4-15
- Disposal Use COMMUNICATION SYSTEMS - INSTALLATION AND
DISPOSAL ... it ettt ettt e ateeite et e sae e e 2-40
- Installation  Use COMMUNICATION SYSTEMS - INSTALLATION AND
DISPOSAL .. oottt ettt ettt sttt sresteateaae esresresrens sreens 2-40

- Maintenance  Use COMMUNICATION SYSTEMS - MAINTENANCE AND REPAIRS.. 2-45

TELEPHONES:
- Accounts  Use EXPENDITURE. ... e i crtee e ste e vvveesnnees anveeesnnnes aonnes 4-15
- Directory
- Departmental ~ Use INFORMATION SERVICES - BOOKS AND
PUBLICATIONS... ..ot e cevveeie s veas 6-35
- Disposal Use COMMUNICATION SYSTEMS - INSTALLATION AND
DISPOSAL ..o ittt ettt ettt aeetaeste et e sae e e 2-40
- Installation ~ Use COMMUNICATION SYSTEMS - INSTALLATION AND
DISPOSAL ..ot ettt ettt se e ste e eeveaie st eesteesees saes 2-40

- Maintenance  Use COMMUNICATION SYSTEMS — MAINTENANCE AND REPAIRS. 2-45

TELETYPES: See Communication Systems
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TELEVISION:
- Advertising  Use INFORMATION SERVICES - ADVERTISING.... ..ccoovvvie v v 6-25
- Broadcasts  Use INFORMATION SERVICES...... ..o e e e 6-20
- Equipment  Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND
SUPPLIES .. o i s i e 3-10
- Information Services  Use INFORMATION SERVICES - AUDIOVISUAL AIDS ...... ...... 6-30
- Maintenance ~ Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND
SUPPLIES . ..ot s e cereieeies e e 3-10
TELEX SERVICES:  Use OFFICE SERVICES.... ..o it st e s 1-135
TEMPORARY EMPLOYMENT:  Use RECRUITMENT .. ...coiiiiiiiiiiiiin s s e 5-25
TENANCY AGREEMENT: Use ACCOMMODATION - ACQUISITION AND DISPOSAL.. ...... 2-10

TENDER:  See Specific subjects

TERMINATION:

- Leases  See Leases

- Service
- Maintenance  See Maintenance
- Staff  Use TERMINATION OF SERVICE. ....cooiiiiiiiciciiees et e e 5-90
TERMS OF APPOINTMENT:  Use RECRUITMENT ....... cooiiiiie et cevieeviiee cveviveenines e 5-25
THEFTS:
- Boards of Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS ............. ...... 1-55
- Incidents Of  USe SECURITY ...ttt it ettt s seesieeieenes sesbesiesnes aees 1-190
- Security Measures  USe SECURITY ..ot oo e et aesveniesiees oo 1-190
-Staff  Use CONDUCT AND DISCIPLINE .......ccce. iiiiiieciecieeceeciees cveeiee it eevveeiveenes veans 5-20
TICKETS:
- Complimentary Tickets from Associations  Use ASSOCIATIONS AND CLUBS ........ ...... 1-20
- Exhibitions  Use INFORMATION SERVICES - EXHIBITIONS...... cccooceeivet voveeieens e, 6-40
- Parking Permits ~ Use LICENCES, PASSES AND PERMITS .....ccccos wovvveiieies crvvievieiies e 1-120
- Transportation ~ Use TRANSPORTATION ....cccooce tiiiiiiiiiieee et et esvenienies oo 1-195

-Fines  Use EXPENDITURE.......... cooiiiiiiies ottt cevenieesies aeenesiennes e 4-15
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TIME:
- Management Studies  Use MANAGEMENT SERVICES..........ccocet vovviveiiiies cevvveines oo 1-125
-Off  Use HOURS OF WORK AND OVERTIME.. ...ccooiiiiiiiiiiiniies cereenieies sieeenieies e 5-40
- Payroll Summaries  Use SALARIES........ oot ot et cveiesiennes e 4-85

TOOLS:  See Equipment

TOP SECRET RECORDS:  See Records

TOURS:  See Visits

TRACKING:
- Movement
- Records  Use INFORMATION MANAGEMENT AND
RECORDS MANAGEMENT ..ottt e ceeevisiiins ceen 6-60

TRADE UNIONS:

- Public  Use ASSOCIATIONS AND CLUBS. ......... oot et e e 1-20
-Staff  Use STAFF RELATIONS - UNION ..ot i et cneiennennes e 5-80
TRAINING:

- Equipment

- Evaluation, Selection and Use ~ Use TRAINING AND DEVELOPMENT........... ...... 5-95
- Purchase  Use EQUIPMENT, SUPPLIES AND SERVICES or
specific equipmMeNnt DY tYPe......oovvviiici et e e 3-5
-Safety  Use HEALTH AND SAFETY ..ot oot ettt sten stesteeieenes sesvestesseas aaens 5-35
-Staff  Use TRAINING AND DEVELOPMENT ... ccooiioiiicieectie et eeeteeeitiees eeeetieesiees veens 5-95
TRANSCRIBING:  Use OFFICE SERVICES....... ccooiiiiiet ettt evteeiteeins cveeiveaniees o 1-135
TRANSFERS:

- Accommodation
- Acquisition  Use ACCOMMODATION - ACQUISITION AND
DISPOSAL .. c.ooiitiiiet ettt ceeteeieaes cteveveetes eanes 2-10
- Disposal Use ACCOMMODATION - ACQUISITION AND DISPOSAL ........ ...... 2-10
-Bank  Use BANKS AND BANKING ...... ccocoiiiiies ettt ctveitee it eenveeveenns aveans 4-40
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TRANSFERS (CONTD.):

- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or

Specific equIPMENT DY TYPe....cce o e e e, 3-5
- Office Functions and Responsibilities ~ Use ORGANISATION .......c.. vooveiiis covvviiens e 1-145
-Records  Use INFORMATION MANAGEMENT AND RECORDS MANAGEMENT ...... 6-60
- Staff  Use APPOINTMENTS AND POSTING...... cocooiiiiiiieicienen et e e 5-10
TRANSLATION SERVICES:  Use OFFICE SERVICES... .....cccooiiiiiiiiient e s oo 1-135
TRANSPORTATION:
-General  Use TRANSPORTATION .....ccc. ciiiiiiiiies ottt sreeiesieenes sesreniesnees e 1-195
- Air, Rail, Road, Water  Use TRANSPORTATION .....ocoviiviiiiiicieiet et ceeivee e e 1-195
- Arrangements  Use TRANSPORTATION .....cocoiis ot e enrennenies oo 1-195
-Expense Claims — USe CLAIMS .. ..ot e e srvesieestees senteeaeaes eees 4-50
-Pool  Use TRANSPORTATION ...ccciiiit e ottt nrenn sresieeieenes sesreneesiees coes 1-195
TRAVEL:
- Allowances  Use ALLOWANCES.........c. ccoeieie coieriinieeieieenie e siens stessasseenes esressessens seens 4-30
- Arrangements for Conferences  Use CONFERENCES AND SEMINARS ...... .ccccocren v 1-75
- Arrangements for Visits ~ Use VISITS AND TOURS.........ccccciieiiieis cveieiiens cvivevieeiee e 1-200
-Expense Claims — USe CLAIMS .. ..ot e e e steesees sesveeaeaes eens 4-50
-Insurance  Use INSURANCE ... ..o et e e riee e ceneeeeeenes e 4-70

- Vehicles Booking ~ See Booking

TRIAL APPOINTMENT:  Use APPOINTMENTS AND POSTING ......cccccoet v s e 5-10

TRIPS:  See Visits

TRUCKS: See Vehicles

TYPEWRITERS: Use OFFICE MACHINES AND EQUIPMENT ....ccoooiiiint vt evrenienies e 3-45

TYPHOON ALLOWANCES:  Use ALLOWANCES......... cooioiiiiiieeeen st enrenienies e 4-30
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TYPHOONS:

- Boards of Inquiry  Use COMMITTEES, COUNCILS AND COMMISSIONS ............. ... 1-55
- Damage to Accommodation  Use ACCOMMODATION - DAMAGE ......ccc. covcviiviiins v 2-20

-Claims  USE CLAIMS ... it i ettt eetesieaneene sbestestentes ceneas 4-50
- Incidents of  Use EMERGENCY PLANNING ...... oot e covereniennes e 1-90
- Injuries (Staff)  Use ACCIDENTS AND INJURIES .......ccocviiiiiiiinis e coeieenien ceeeens 5-5

-Claims  Use ACCIDENTS AND INJURIES .......ccooiiiiiiiiies ceiieiiee e e 5-5

- Financial Arrangement/Settlement  Use CLAIMS.........coviiit eiviiiies e e 4-50
-Insurance  Use INSURANCE ... .o s s e cenreeneans eenes 4-70
- Investigations  Use EMERGENCY PLANNING... ....ccccovviiiiiiiiiiins vvereeeees evvesiennens seens 1-90
- Precaution  Use EMERGENCY PLANNING ........ cocoooiiiiiiiiiieie et e cevieniesiens e 1-90
- Prevention  Use EMERGENCY PLANNING........ cccoooiiiiiiiieieienene v esveniesnens seeans 1-90
- Regulations  Use EMERGENCY PLANNING ...... cccooviiiiiiiiiiiinis coevieines crveresienees e 1-90
-Reports  Use EMERGENCY PLANNING.......ccot toiririiiiniseieinis cerenieninnes creesessenees seees 1-90

TYPING SERVICES:  Use OFFICE SERVICES.. ......ccccces i s s e 1-135
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U Schedule and
Classification Number
UNIFORMS:
- General USE CLOTHING ..o oo e s e s s 3-25
- Allowances  Use ALLOWANCES ........cot oot ettt e eviiees aoeeesaines aroaes 4-30

UNION RELATIONS:

-Staff  Use STAFF RELATIONS - UNION ....cccocci toiiiiecicicceeeet ettt aeeveereenees aaeans 5-80
-Trade Use ASSOCIATIONS AND CLUBS.......... oottt et cenve e v 1-20
UTILITIES:
- General  Use UTILITIES AND BUILDING SERVICES FACILITIES.....c..c.. covvvvviiver v, 2-50
-Accounts  Use EXPENDITURE. ..ot vt it cenieessiiees seessneesnes creens 4-15
- Air Conditioning  Use UTILITIES AND BUILDING SERVICES FACILITIES .......... ...... 2-50
- Construction  Use UTILITIES AND BUILDING SERVICES FACILITIES -
INSTALLATION AND DISPOSAL.....cocoiviiet ceviicies crevieieeie aeieas 2-55
- Disposal  Use UTILITIES AND BUILDING SERVICES FACILITIES -
INSTALLATION AND DISPOSAL .....oooiiiiiiiiiees cvieeeciies ceteeeeeies e 2-55
-Gas Use UTILITIES AND BUILDING SERVICES FACILITIES ... cocoovviies e e 2-50
- Heating  Use UTILITIES AND BUILDING SERVICES FACILITIES.....c..c.. ceeevveiver e, 2-50
- Installation ~ Use UTILITIES AND BUILDING SERVICES FACILITIES -
INSTALLATION AND DISPOSAL ....oooeeeeeeeet e e e 2-55
- Lighting  Use UTILITIES AND BUILDING SERVICES FACILITIES.......... covcvvcvvever e 2-50
- Maintenance  Use UTILITIES AND BUILDING SERVICES FACILITIES -
MAINTENANCE AND REPAIRS .......ccooeiiiit i evievieniees v, 2-60
- Plumbing  Use UTILITIES AND BUILDING SERVICES FACILITIES ........ coocvvcvvver e 2-50
- Purchases  Use UTILITIES AND BUILDING SERVICES FACILITIES........ cccoevven e 2-50
- Refrigeration  Use UTILITIES AND BUILDING SERVICES FACILITIES .. .....cccce.. ... 2-50
-Sewage Use UTILITIES AND BUILDING SERVICES FACILITIES .....c.cc.. coviiviees e, 2-50
- Ventilation  Use UTILITIES AND BUILDING SERVICES FACILITIES...... ccccoovevee e 2-50

-Water Use UTILITIES AND BUILDING SERVICES FACILITIES ......cccccot oviiiiins e 2-50
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\% Schedule and
Classification Number
VACATION:
- Bungalows, etc.  Use RECREATION AND WELFARE ........ccocovvies ceeeeiereees eveveeniens s 5-65
-Leave Use LEAVE AND AUTHORISED ABSENCE .....ooooiiieeee eeeeeeeee eveeeenenn eene, 5-50

VANDALISM:  See Thefts

VANS:  See Vehicles

VEHICLES:

- Accidents  USe ACCIDENTS ... oot vt certterieese e see e ses sreestesseees sereesseestes seeneens 1-5
-Booking  Use TRANSPORTATION ...t e sts svvesvesniens svreesseenees oo 1-195
-Disposal  USe VEHICLES.......... oot s ettt ceienieneie snesennennes seenes 3-75
-Fines  Use EXPENDITURE ....... cocooiiiiiis oo cvieeiesie st stene stessasseenes esressessens sreens 4-15
-Insurance USe INSURANCE ... ..oooiiiiies it ettt as vesieessiiees seessneesines sreens 4-70
- Maintenance  Use VEHICLES ... ...t oot e e siee e eenveeveanes eeans 3-75
- Management  USe VEHICLES ... ...t it s e e seeans 3-75
- Parking Fees ~ See Fees

- Parking Permits ~ Use LICENCES, PASSES AND PERMITS .....ccccct vveiiiiint v e 1-120
- Pool Car Service  Use TRANSPORTATION......... oo ctveveeiens cvtvesieeines e 1-195
-Purchases  Use VEHICLES ........ .ot ot ettt eas ctvesteestees senteeveenns eeans 3-75
- Registration  Use VEHICLES ... ...coocooit ittt ottt eeienieieies cveiesiennes seenes 3-75

VENDING MACHINES: See Cafeterias

VENTILATION:  Use UTILITIES AND BUILDING SERVICES FACILITIES.......... coocevviienes e, 2-50
VETTING:
- Accommodation Requirements ~ Use ACCOMMODATION .....cccooovet vovvvvivees evvvieniens vveneas 2-5
- Furniture Requirements  Use FURNITURE AND FURNISHINGS ... .....ccccocvs voiiiiien v 3-35
-Staff  Use STAFF SECURITY /INTEGRITY CHECK .....ccccoocviiiiiiis eiviiies cvvviienies e 5-85

VIDEO (CASSETTES/TAPES):

- Information Services  Use INFORMATION SERVICES - AUDIOVISUAL AIDS....... ...... 6-30
- Library  Use LIBRARY SERVICES........ .ot ot et avesesiennes seenes 6-55
- Procurement  Use AUDIOVISUAL AND PHOTOGRAPHIC EQUIPMENT AND

SUPPLIES ..o it e i e s 3-10
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VIDEO (CASSETTES/TAPES) (CONTD.):

- Production  Use INFORMATION SERVICES - AUDIOVISUAL AIDS ........ cccoivier v 6-30
- Training  See Training

VISAS: See Travel

VISITS:

-General  Use VISITS AND TOURS ... oot ittt ceteniensie ceeienienees e 1-200
-Clearance  USe SECURITY cooiet coiiiiiiis cevieieiies crtestisieeee e see e stees sresseesennes essessessens sees 1-190
- Conferences, Seminars Attending  Use CONFERENCES AND SEMINARS.. ............. ...... 1-75
- Permits  Use LICENCES, PASSES AND PERMITS .....cccoiiiiiiiiint e evienienies e 1-120
- Preparation  Use VISITS AND TOURS ... ..ot ittt ettt ceeieniennes e 1-200

- Of Speeches  Use VISITS AND TOURS.... ...cociiiiiiiiiiiis e ceeienieeee e 1-200
-Reports  Use VISITS AND TOURS......... oo ottt nien sieeieeieees sesseniesiees s 1-200
- Travel Allowances  USe ALLOWANCES ......ccccco. coiiiiiiiniieieres et eenreniesiens e 4-30
- Travel Arrangements  Use VISITS AND TOURS . ...t e coveienieiees e 1-200
- Travel Expense Claims — USe CLAIMS ..... oot i ettt v e 4-50
- Travel Insurance  USe INSURANCE ....... oo ot et cesreniesiens e 4-70

VISUALS: See Audiovisuals

VITAL RECORDS: See Records

VOCATIONS:  See Jobs

VOLUNTEERS:
- General Use COMMUNITY SERVICES. ..ot et e aeieeeesees e 1-65
- Charitable  USE CHARITY oot oo ettt es et e et e e s eee e s s ite e orteesaees aereessaees saores 1-45
VOTERS:
- PollsResults  Use ELECTIONS .....cviiiit i ettt rtreesitties abveessirees seanes 1-85

- Registration  Use ELECTIONS . ..ot i e siesienieees eenvenieseens saeans 1-85
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W Schedule and
Classification Number

WAGES:  USE SALARIES. ...cos oot eeeeeeeeee eeeeeeeeees eeeeeeeseseee s e eeseeetees ereeeeeeseee eveeseanne oenn, 4-85

WALL FURNISHINGS:  Use FURNITURE AND FURNISHINGS .....coooveit oeeeeeee eveeeenene oo, 3-35

WAN (WIDE AREA NETWORK):  See Electronic Data Processing (EDP)

WAR:  See Disasters

WARNING:
- Devices:  Use SECURITY EQUIPMENT AND SUPPLIES .......cccccet voviiiiiiis eviiieiens e 3-60
- Staff  Use CONDUCT AND DISCIPLINE .......cccc. ottt et evienieniens e 5-20
WATCHMAN SERVICE: Use ACCOMMODATION - SECURITY ...ocooiiies tiiiiiies e e 2-30
WATER:
- General  Use UTILITIES AND BUILDING SERVICES FACILITIES........c.. coviiiiiinn v 2-50
- Expenditure  Use EXPENDITURE .......cc. oot ittt et cveiesiennes seenes 4-15
-Sewage  Use UTILITIES AND BUILDING SERVICES FACILITIES
OF SPECITIC SUDJECES ....viiies et e et rereesees e 2-50
- Transportation ~ Use TRANSPORTATION ......cccces oot teevesniens cervesieennes 1o 1-195

WEEDING (RECORDS): Use INFORMATION MANAGEMENT AND

RECORDS MANAGEMENT ......cooiiiiiiit s s e 6-60

WELFARE:
-Community  Use COMMUNITY SERVICES ....... oot e ceveenienies e 1-65
-Staff Use RECREATION AND WELFARE ......... oo e crveenienies e 5-65
- Welfare Fund  Use RECREATION AND WELFARE ..........c. oo i e 5-65

WIDE AREA NETWORK (WAN):  See Electronic Data Processing (EDP)

WIDOWS AND ORPHANS PENSION SCHEME:  Use INSURANCE ......... ccccooviiiiis v e 4-70
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WORD PROCESS(OR)(ING):

- Procurement  Use COMPUTER EQUIPMENT AND SUPPLIES...... coccooevivet e s
-Services  Use OFFICE SERVICES ... oo ettt eeeeitine s caeeesiaiees s

WORKING CONDITIONS:  Use HEALTH AND SAFETY ..o s v

WORSHIP:  Use CEREMONIES AND CELEBRATIONS ... s e

WRECKS:  USe ACCIDENTS.. ...t ot sttt ettt tarenne e rennearennes s

WRITE-OFFS:

- Accommodation  Use ACCOMMODATION - ACQUISITION AND DISPOSAL.........

- Communication Systems  Use COMMUNICATION SYSTEMS - INSTALLATION

AND DISPOSAL ..ot st e

- Equipment  Use EQUIPMENT, SUPPLIES AND SERVICES or

specific equUIPMENt DY LYPE.....cc. coeeieee s s e

- Revenue

- Arrears USE REVENUE . ....oviiiiit s iiiiiiiiisiisisiaiaiaes saaassssssaes svsssasssnns s

- Utilities  Use UTILITIES AND BUILDING SERVICES FACILITIES -

INSTALLATION AND DISPOSAL .....oooviiiiiiiiies i e

..... 4-20



APPENDIX 2

Subject Terms of the Standard Classification Scheme for
Administrative Records (terms aligned with GARDS)



Subject Terms of the Standard Classification Scheme for

Administrative Records

1 ADMINISTRATION 2 ACCOMMODATION 3 PROCUREMENT AND | 4 FINANCE AND | 5 HUMAN 6 MANAGEMENT
AND FACILITIES SUPPLIES ACCOUNTING RESOURCES OF
(Note 1) (Note 2) (Note 3) INFORMATION,
INFORMATION
SERVICES AND
INFORMATION
TECHNOLOGY
Code (Note 4) Code
5 ACCIDENTS ACCOMMODATION EQUIPMENT, SUPPLIES | FINANCE AND ACCIDENTS AND | ACCESS 5
AND SERVICES ACCOUNTING INJURIES
(previously known as (previously known as
EQUIPMENT AND FINANCE)
SUPPLIES)
10 LEGISLATION ACCOMMODATION - AUDIOVISUAL AND ACCOUNTS AND APPOINTMENTS | ARCHIVES 10
(previously known as ACTS | ACQUISITION AND PHOTOGRAPHIC ACCOUNTING AND POSTING
AND LEGISLATION) DISPOSAL EQUIPMENT AND
SUPPLIES
15 APPRECIATION AND ACCOMMODATION - CANTEEN AND PANTRY | EXPENDITURE AWARDS AND INFORMATION 15
CONDOLENCES BUILDING EQUIPMENT AND (previously known as HONOURS TECHNOLOGY
MANAGEMENT SUPPLIES ACCOUNTS AND COMPUTER
PAYABLE) SYSTEMS
(previously known as
ELECTRONIC
DATA
PROCESSING
MANAGEMENT)
20 ASSOCIATIONS AND ACCOMMODATION - CATALOGUES, REVENUE CONDUCT AND INFORMATION 20
CLUBS DAMAGE MANUALS AND PRICE (previously knownas | DISCIPLINE SERVICES
LISTS ACCOUNTS

RECEIVABLE)
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1 ADMINISTRATION 2 ACCOMMODATION 3 PROCUREMENT AND | 4 FINANCE AND | 5 HUMAN 6 MANAGEMENT
AND FACILITIES SUPPLIES ACCOUNTING RESOURCES OF
(Note 1) (Note 2) (Note 3) INFORMATION,
INFORMATION
SERVICES AND
INFORMATION
TECHNOLOGY
Code (Note 4) Code
25 BADGES, EMBLEMS AND | ACCOMMODATION - CLOTHING ADVANCES RECRUITMENT INFORMATION 25
FLAGS FITTING OUT AND (previously known | SERVICES -
(previously known as REPAIRS as EMPLOYMENT | ADVERTISING
BADGES, EMBLEMS, (previously known as AND
FLAGS) ACCOMMODATION - RECRUITMENT)
FITTING OUT)
28 EQUAL 28
EMPLOYMENT
OPPORTUNITY
(term added to align
with GARDS)
30 CAFETERIAS AND ACCOMMODATION - COMPUTER ALLOWANCES ESTABLISHMENT | INFORMATION 30
EATING FACILITIES SECURITY EQUIPMENT AND SERVICES -
SUPPLIES AUDIOVISUAL
AIDS
35 CAMPAIGNS AND COMMUNICATION FURNITURE AND AUDITS HEALTH AND INFORMATION 35
CANVASSING SYSTEMS FURNISHINGS SAFETY SERVICES -
BOOKS
AND
PUBLICATIONS
40 CEREMONIES AND COMMUNICATION MEDICAL EQUIPMENT | BANKS AND HOURS OF WORK | INFORMATION 40
CELEBRATIONS SYSTEMS - AND SUPPLIES BANKING AND OVERTIME | SERVICES -
INSTALLATION EXHIBITIONS

AND DISPOSAL




1 ADMINISTRATION 2 ACCOMMODATION 3 PROCUREMENT AND | 4 FINANCE AND | 5 HUMAN 6 MANAGEMENT
AND FACILITIES SUPPLIES ACCOUNTING RESOURCES OF
(Note 1) (Note 2) (Note 3) INFORMATION,
INFORMATION
SERVICES AND
INFORMATION
TECHNOLOGY
Code (Note 4) Code
45 CHARITY COMMUNICATION OFFICE MACHINES BUDGETS HUMAN INFORMATION 45
SYSTEMS - AND EQUIPMENT RESOURCES SERVICES -
MAINTENANCE AND PLANNING PRESS CLIPPINGS
REPAIRS
(previously known as
COMMUNICATION
SYSTEMS -
MAINTENANCE
50 CIRCULARS AND UTILITIES AND PRINTING CLAIMS LEAVE AND INFORMATION 50
DIRECTIVES BUILDING SERVICES AUTHORISED SERVICES - PRESS
FACILITIES ABSENCE CONFERENCES
(previously known as (previously known | AND RELEASES
UTILITIES) as LEAVE)
55 COMMITTEES, COUNCILS | UTILITIES AND RECREATIONAL EXPENDITURE PERFORMANCE LIBRARY 55
AND COMMISSIONS BUILDING SERVICES EQUIPMENT CONTROL AND APPRAISAL | SERVICES
(previously known as FACILITIES - AND SUPPLIES (previously known
COMMITTEES, INSTALLATION AND as
COUNCILS, DISPOSAL (previously PERFORMANCE
COMMISSIONS) known as UTILITIES - APPRAISAL)

INSTALLATION
AND DISPOSAL)




1 ADMINISTRATION 2 ACCOMMODATION 3 PROCUREMENT AND | 4 FINANCE AND | 5 HUMAN 6 MANAGEMENT
AND FACILITIES SUPPLIES ACCOUNTING RESOURCES OF
(Note 1) (Note 2) (Note 3) INFORMATION,
INFORMATION
SERVICES AND
INFORMATION
TECHNOLOGY
Code (Note 4) Code
60 COMMUNITY HEALTH UTILITIES AND SECURITY EQUIPMENT | FEES AND PROMOTIONS INFORMATION 60
AND SAFETY BUILDING SERVICES AND SUPPLIES CHARGES AND MANAGEMENT
FACILITIES - EXAMINATIONS | AND RECORDS
MAINTENANCE AND MANAGEMENT
REPAIRS (previously known as
(previously known as RECORDS
UTILITIES - MANAGEMENT)
MAINTENANCE)
65 COMMUNITY SERVICES STATIONERY GRANTS AND RECREATION 65
FUNDS AND
WELFARE
70 COMPLAINTS TECHNICAL INSURANCE STAFF 70
EQUIPMENT AND RELATIONS
SUPPLIES
75 CONFERENCES AND VEHICLES PENSION STAFF 75
SEMINARS RELATIONS -
APPEALS AND
GRIEVANCES
80 CORPORATIONS AND RETURNS AND STAFF 80
FIRMS STATEMENTS RELATIONS -

UNION
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1 ADMINISTRATION 2 ACCOMMODATION 3 PROCUREMENT AND | 4 FINANCE AND | 5 HUMAN 6 MANAGEMENT
AND FACILITIES SUPPLIES ACCOUNTING RESOURCES OF
(Note 1) (Note 2) (Note 3) INFORMATION,
INFORMATION
SERVICES AND
INFORMATION
TECHNOLOGY
Code (Note 4) Code
85 ELECTIONS SALARIES STAFF SECURITY 85
[ INTEGRITY
CHECK
(previously known
as STAFF
SECURITY)
90 EMERGENCY PLANNING TERMINATION 90
OF
SERVICE
95 ENVIRONMENTAL TRAINING AND 95
MANAGEMENT DEVELOPMENT
100 | GIFTS AND DONATIONS 100
105 | HISTORICAL MATTERS 105
110 | INTELLECTUAL 110
PROPERTY

(previously known as
INVENTIONS, PATENTS
AND COPYRIGHT)
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1 ADMINISTRATION 2 ACCOMMODATION 3 PROCUREMENT AND | 4 FINANCE AND | 5 HUMAN 6 MANAGEMENT
AND FACILITIES SUPPLIES ACCOUNTING RESOURCES OF
(Note 1) (Note 2) (Note 3) INFORMATION,
INFORMATION
SERVICES AND
INFORMATION
TECHNOLOGY
Code (Note 4) Code
115 LEGAL MATTERS 115
120 LICENCES, PASSES AND 120
PERMITS
125 MANAGEMENT 125
SERVICES
130 MONUMENTS 130
135 OFFICE SERVICES 135
140 OFFICIAL LANGUAGES 140
145 ORGANISATION 145
(previously known as
ORGANIZATION)
150 PLANS AND 150
PROGRAMMES
155 PROTOCOL 155
160 REPORTS AND 160
STATISTICS
165 REPORTS AND 165
STATISTICS - ANNUAL
170 REPORTS AND 170
STATISTICS - DAILY
175 REPORTS AND 175
STATISTICS - MONTHLY
180 REPORTS AND 180
STATISTICS -

QUARTERLY
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1 ADMINISTRATION 2 ACCOMMODATION 3 PROCUREMENT AND | 4 FINANCE AND | 5 HUMAN 6 MANAGEMENT
AND FACILITIES SUPPLIES ACCOUNTING RESOURCES OF
(Note 1) (Note 2) (Note 3) INFORMATION,
INFORMATION
SERVICES AND
INFORMATION
TECHNOLOGY
Code (Note 4) Code
185 REPORTS AND 185
STATISTICS - WEEKLY
190 SECURITY 190
195 TRANSPORTATION 195
200 VISITS AND TOURS 200

Note 1: SCHEDULE 3 -
Note 2: SCHEDULE 4 -
Note 3: SCHEDULE 5 —
Note 4. SCHEDULE 6 —

PROCUREMENT AND SUPPLIES (previously known as EQUIPMENT AND SUPPLIES)

FINANCE AND ACCOUNTING (previously known as FINANCE)

HUMAN RESOURCES (previously known as PERSONNEL)

MANAGEMENT OF INFORMATION, INFORMATION SERVICES AND INFORMATION TECHNOLOGY (previously known as INFORMATION
SYSTEMS AND SERVICES)



APPENDIX 3

Chinese Translation of the Standard Classification
Scheme for Administrative Records



=K Standard Classification Scheme for Administrative Records
Schedule and
Primary Subject
Code
Schﬁjle . Administration 7

1-5 Accidents I=%4)

1-10 Legislation AR

1-15 Appreciation and Condolences N R A R

1-20 Associations and Clubs e gt

1-25 Badges, Emblems and Flags HEE - BRSO
1-30 Cafeterias and Eating Facilities BEE Ry BT
1-35 Campaigns and Canvassing EAEYSE N Dr]
1-40 Ceremonies and Celebrations HEA R EOUEE)
1-45 Charity =

1-50 Circulars and Directives W RIES

1-55 Committees, Councils and Commissions ZEE e
1-60 Community Health and Safety TR K Zr 2
1-65 Community Services HIE RS

1-70 Complaints He5fr

1-75 Conferences and Seminars B SO
1-80 Corporations and Firms VEE KN ]

1-85 Elections HEER

1-90 Emergency Planning JEZETE

1-95 Environmental Management R

1-100 Gifts and Donations 18497 Ko AR

1-105 Historical Matters FESREEH

1-110 Intellectual Property HIGREE 1

1-115 Legal Matters EHEE

1-120 Licences, Passes and Permits FERNE ~ TR R Al s

1-125 Management Services B

1-130 Monuments oo

1-135 Office Services WA ERS

1-140 Official Languages VETERE

1-145 Organisation 4 4%

1-150 Plans and Programmes sHEETEH

1-155 Protocol BEEH

1-160 Reports and Statistics et gt

1-165 Reports and Statistics — Annual AR 4R ET - A

1-170 Reports and Statistics — Daily W st - 5 H

1-175 Reports and Statistics — Monthly Wt - 5 H

1-180 Reports and Statistics — Quarterly WERKET - §F

1-185 Reports and Statistics — Weekly W R AET - 5

1-190 Security fRZ2

1-195 Transportation i

1-200 Visits and Tours shit] e 28




=K Standard Classification Scheme for Administrative Records
Schedule and
ana(?édSeUbJeCt —
*=2
Schedule 2 Accommodation and Facilities BT EE 3 R st
2-5 Accommodation BN EESE
2-10 Accommodation — Acquisition and Disposal BUNESE - BRI EE
2-15 Accommodation — Building Management FUNESE - EEyrE
2-20 Accommodation — Damage BUNEEZE - 8%
2-25 Accommodation — Fitting Out and Repairs BTS2 - S8 R 4
2-30 Accommodation — Security BUNEEZE - (R
2-35 Communication Systems RN
2-40 Communication Systems — Installation and Wil aSh - AR R E
Disposal
2-45 Conamunication Systems — Maintenance and Wil A% - (RERLEE
Repairs
2-50 Uti?ities and Building Services Facilities INFHES S B S i S5 i
2-55 Utilities and Building Services Facilities — INFEESE N B AR a5 i -2 R R e
Installation and Disposal
2-60 Utilities and Building Services Facilities — O\ FES I N B AR SR i - S 4
Maintenance and Repairs
#*3
Schedule 3 Procurement and Supplies BREE N YRt FE
3-5 Equipment, Supplies and Services st~ PIRHBLE R
3-10 Audiovisual and Photographic Equipment and PR PR e 25 1 S WAL e
Supplies
3-15 Carr)ft)een and Pantry Equipment and Supplies B IS /K SR 7S it e
3-20 Catalogues, Manuals and Price Lists H#t ~ FHEEEHE
3-25 Clothing X
3-30 Computer Equipment and Supplies ERS e kL fE
3-35 Furniture and Furnishings FENICE
3-40 Medical Equipment and Supplies B R (G S AL
3-45 Office Machines and Equipment N U Y g )
3-50 Printing E[If
3-55 Recreational Equipment and Supplies FREEE (R R
3-60 Security Equipment and Supplies (P22 B L
3-65 Stationery YE
3-70 Technical Equipment and Supplies Yl kAL e
3-75 Vehicles ERH




=K Standard Classification Scheme for Administrative Records

TR R

TREGRS
Schedule and

Primary Subject )
Czde ! English sy

x4
Schedule 4 Finance and Accounting B R Eet
4-5 Finance and Accounting W% st
4-10 Accounts and Accounting EH Eest
4-15 Expenditure (53
4-20 Revenue A
4-25 Advances X
4-30 Allowances RS
4-35 Audits it
4-40 Banks and Banking SRITFRSRITERS
4-45 Budgets METHEA
4-50 Claims 2
4-55 Expenditure Control Bl S 2eehl]
4-60 Fees and Charges £ e
4-65 Grants and Funds BN E S
4-70 Insurance b
4-75 Pension BIRE
4-80 Returns and Statements R R GEE
4-85 Salaries e
=5
Schedule 5 Human Resources ATTER
5-5 Accidents and Injuries AN TS
5-10 Appointments and Posting B P R AT 3R
5-15 Awards and Honours B TE K B ST
5-20 Conduct and Discipline ST R 4O R
5-25 Recruitment i
5-28 Equal Employment Opportunity ARk e
5-30 Establishment |
5-35 Health and Safety TR R
5-40 Hours of Work and Overtime T AERS S R, il T AF
5-45 Human Resources Planning ANTE R
5-50 Leave and Authorised Absence B HA Ry A 2
5-55 Performance and Appraisal TAERM MEHZ
5-60 Promotions and Examinations BT REE,
5-65 Recreation and Welfare R4 K AR
5-70 Staff Relations ETR&
5-75 Staff Relations — Appeals and Grievances BT R& - EEFRER
5-80 Staff Relations — Union BTR% - Ta
5-85 Staff Security / Integrity Check B T2/ s ER
5-90 Termination of Service B
5-95 Training and Development Bl R ag e




R K
LR

Schedule and
Primary Subject

Code

Standard Classification Scheme for Administrative Records

TTBUHEREREIER

English

%6 Management of Information, Information o . e
Schedule 6 Ser\?ices and Information Technology RENEH - RERMRS RO

6-5 Access |

6-10 Archives R SRR ZE

6-15 Information Technology and Computer Systems | &EiHRMS & BHS 2475

6-20 Information Services “H*ﬂ}i&%&

6-25 Information Services — Advertising SRR - B

6-30 Information Services — Audiovisual Aids EERTS - fREERYE

6-35 Information Services — Books and Publications EilRSS - EE KT

6-40 Information Services — Exhibitions ZEERSS - B

6-45 Information Services — Press Clippings LIRS - i

6-50 Information Services — Press Conferences and LR - sl B e i ERE
Releases

6-55 Library Services B EEEAR

6-60 Information Management and Records EiNEH MfEEETH
Management






