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INTRODUCTION
Archives legislation
The Archives Act 1983 stipulates that State and local government organisations, must not dispose of records of any
type or format without the written approval of the State Archivist. Disposal of records involves their destruction,
their removal from the custody of their creating Agency, or their transfer to the Tasmanian Archive & Heritage
Office.
Schedule elements and arrangement
The administrative functions covered by this schedule are arranged in alphabetical order as function headings. The
activities performed under each function are listed in alphabetical order within each function.
•

Reference

All function and activity headings and disposal classes are allocated a reference number. These reference numbers
are used, in conjunction with the schedule number, to identify records in the Tasmanian Archive & Heritage Office
disposal documentation. These numbers can also be used by agencies, in the same way, to indicate disposal
authorisation in their records control systems, where the records have been registered in these systems.
•

Disposal classes

The groups of records that document, and are derived from, the performance of the functions and activities are
listed as disposal classes under each function/activity set.
It should be noted that Disposal Classes have been described in functional terms irrespective of the format or
medium in which the records were created.
•

Status

All disposal classes have either 'PERMANENT' or 'TEMPORARY' status. Records identified as 'PERMANENT' are
those that will be transferred to the Tasmanian Archive & Heritage Office to be retained as State archives.
'TEMPORARY' records are those that can be destroyed under the authority of this schedule.
•

Disposal action

All temporary records identified in this schedule will have a disposal action which specifies the length of time for
which the record must be retained before it can be destroyed under this authorisation.
Review of the schedule
It is the responsibility of agencies to monitor administrative, legal or regulatory changes which may result in the need
to alter disposal class descriptions or disposal actions for records covered by this schedule. When this occurs, this
schedule should not be used to dispose of those records and the State Archivist should be informed of the need to
revise the schedule. If necessary, the procedures for the disposal of unscheduled records can be used in the interim.
Reviews may also be initiated by the Tasmanian Archive & Heritage Office.
Contacts
Any enquiries relating to this schedule should be directed in writing to the Government Information Strategy Unit,
91 Murray Street, Hobart, email gisu@education.tas.gov.au , phone 03 6165 5581
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TASMANIAN ARCHIVE & HERITAGE OFFICE

DISPOSAL AUTHORISATION No. DS 12

Title:

Disposal Schedule for Functional Records of the
Tasmanian Public Finance Corporation

Authorisation:
Under Section 20 (2) (b) of the Archives Act 1983, I hereby authorise 'relevant authorities' (as defined in Section 3 of
that Act) to manage the disposal of the records described in this schedule in accordance with the procedures
specified herein.

Ross Latham
State Archivist
Document Development History
Build Status
Version
2.0
1.0

Date
19-04-2016
20-05-1993

Author
Christine Woods
TAHO

Reason
Template
Initial Release

Amendments in this Release
Section Title
All

Section Number
All

Amendment Summary
Document imported into new template
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INTERPRETATION
Definitions
Permanent records are those that will be transferred to the Tasmanian Archive & Heritage Office to be retained
as State Archives. The Archives Act 1983 establishes 25 years as the maximum required timeframe for the transfer of
permanent records to the Tasmanian Archive & Heritage Office unless an extension of time has been approved by
the State Archivist.
Temporary records are those that can be destroyed under the authority of this schedule after a minimum
retention period, or once certain requirements have been met.
Coverage
This schedule covers functional records of the Tasmanian Public Finance Corporation.
This schedule does not cover pre-1960 records. The disposal of those records should be managed according to
the procedures for unscheduled records.
The Disposal Schedule for Short-term Value Records - DA No. 2158 covers the disposal of short-term value records
which are created by most agencies. These documents are usually of a trivial nature or of such short-term value that
they do not support or contribute to the business functions of the agency.
Records not covered by these schedules, or other authorised disposal schedules, should be disposed of according to
the current Tasmanian Archive & Heritage Office procedures for unscheduled records.
Preservation of records
Section 10 (1) (a) of the Archives Act 1983 requires agencies to preserve records until they are dealt with under the
Act. This places a statutory obligation on agencies to ensure that all records, regardless of format, remain accessible
while they are in the custody of the agency.
Permanent records
All disposal classes of records identified as having 'PERMANENT' status in this schedule should be transferred to the
Tasmanian Archive & Heritage Office 25 years after the date of creation. Agencies may make application to the
Tasmanian Archive & Heritage Office for earlier transfer of particular groups of records and the Tasmanian Archive
& Heritage Office may also initiate an earlier transfer arrangement.
Records for transfer should be arranged and described in accordance with any instruction provided by the
Tasmanian Archive & Heritage Office.
Temporary records
All records identified as having 'TEMPORARY' status in this schedule will have a disposal action which is the
authorised date for destruction. These disposal actions specify minimum retention periods. Temporary records can
be kept as long as the agency wishes following the expiration of the specified period, but the provisions of the
Archives Act 1983 regarding their proper care and custody will still apply to them.
Frequently the disposal actions will refer to 'after action completed' which means after completion of the
transaction to which the records relate. The disposal action 'destroy when reference ceases' authorises the
destruction of records when all business needs to refer to the records have ceased.
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Destruction of records
The destruction method chosen for records authorised for destruction in this schedule should be appropriate to the
medium in which the record exists. It is the responsibility of the agency to ensure that the identified records are
actually destroyed, and that this process is confidential and secure. The following issues should be considered before
destruction of any documents.
Right to Information
Right to Information legislation prescribe rights and processes for access to documents held by government agencies.
If a request for access under the legislation has been lodged, all records relevant to the request, regardless of
whether they are due for destruction, must be identified and preserved until action on the request and any
subsequent reviews are completed.
Personal Information Protection
Personal Information Protection legislation provides appropriate safeguards for government agencies in collecting
and handling individual's personal information, creating statutory obligations and a right to make a privacy complaint.
If an application is in progress, all records relevant to the application must be identified and preserved until the
action and any subsequent actions are completed.
Other investigations or inquiries
If an investigation or inquiry is in progress, all records relevant to the investigation or inquiry must be identified and
preserved until the action and any subsequent actions are completed.
Records relating to indigenous people
Key recommendations of the Bringing Them Home Report 1997 relate to the need for the identification, preservation,
indexing, management and access to records relating to Indigenous individuals, families and/or communities in
accordance with established privacy principles.
Records relating to indigenous families and communities or which document links between indigenous people and
localities are not to be destroyed and should be the subject of consultation with the Tasmanian Archive & Heritage
Office.
Native title
If a native title claim is in progress, all documents relevant to the claim must be identified and preserved until the
action and any subsequent actions are completed.
Registration of destruction
Central to the accountability process built into the disposal schedules is the requirement that agencies maintain a
Register of Records Destroyed. It is important to recognise that the formal evidential record of destruction is contained
in this registration process. The register is to be made available to the State Archivist (or his nominee) on request.
The register must be clearly identified as the Register of Records Destroyed (under Section 20 (2) (b) of the Archives Act
1983) and should include the name of the agency. The register can be the same used for registering destructions
authorised under other disposal schedules. A sample format indicating the required elements for the register and
related procedures are available on the Government Information Strategy Unit (GISU) website.
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1.0.0

DAILY TRADING

1.0.1

Bank & Cash Book Reconciliations, Dealer Cash Position, Advice to Banks,
Clients, Austraclear, No. 1 Copy Deal Slip Dockets, Repayment Advices,
Remittance Advices, Physical Settlement Details, Transaction Advices,
Amounts Due Report, Required Rate Advices, Settlements Summary,
Negotiations Report, Audit Trail Report

TEMPORARY
Destroy 7 years after end of
relevant fiscal year.

1.0.2

Imminent Maturities Report.

TEMPORARY
Destroy 2 years after end of
relevant fiscal year.

1.0.3

Forward Rate Agreements (FRA), Open Position Report, Tentative
Transactions by Chart Account Report, Futures Open Position Report.

TEMPORARY
Destroy after 1 month.

1.0.4

Settlement Confirmations
Record details of settlements and Portfolios, Stock Turnover, Daily transfer
reports.

TEMPORARY
Destroy 7 years after end of
relevant fiscal year.

1.0.5

Deal Slips - Pink Copy
Provides details of deals undertaken by dealers.

TEMPORARY
Destroy after 3 years.

1.0.6

Computer back-up of all Settlements/Treasury transactions on a daily basis,
tape transferred to Department of Treasury & Finance on a daily basis.

TEMPORARY
Destroy after 2 years.

2.0.0

BOARD PAPERS

2.0.1

Master copy of Board papers and Decisions

PERMANENT

2.0.2

Correspondence with Board members, Treasurer & Executive Council,
relating to Tascorp Board.

PERMANENT

3.0.0

CREDIT APPROVALS

3.0.1

Sealed Loan Agreements/Contracts and supporting documentation entered
into by TASCORP with counter-parties and intermediaries.

TEMPORARY
Destroy 12 years after expiry.

3.0.2

Agreements signed under Power of Attorney and supporting documentation.

TEMPORARY
Destroy 7 years after expiry.

3.0.3

Correspondence relating to credit ratings of counter-parties and potential
counter-parties to agreements/contracts.

TEMPORARY
Destroy 2 years after end of
agreement (or after rating if
agreement does not
eventuate).

4.0.0

MARKETING

4.0.1

Master copies of printed handouts and audio-visual material prepared by or
for the Agency (including slides, films, videos, etc.) for domestic and overseas
groups.

PERMANENT

4.0.2

Working copies of printed handouts and audio-visual material prepared by or
for the Agency (including slides, films, videos, etc.) for domestic and overseas
groups.

TEMPORARY
Destroy when no longer used.

4.0.3

TASCORP Bulletin Client/marketplace publication.

PERMANENT

Records documenting contracts/agreements into.
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4.0.4

Correspondence re advertising.

TEMPORARY
Destroy after 3 years.

4.0.5

Press Release.

PERMANENT

5.0.0

RISK MANAGEMENT

5.0.1

Portfolio Listings detailing Assets & Liabilities Weekly listing advising $
volatility of TASCORP and FINTAS portfolios.

TEMPORARY
Destroy 2 years after end of
relevant fiscal year.

5.0.2

Daily transaction reports of Cash management activities for individual
Government areas.

TEMPORARY
Destroy after checking.

5.0.3

Acknowledgement of Daily transactions reports and Monthly Summary of
Cash Management activities for individual Government areas.

TEMPORARY
Destroy after 1 year.

5.0.4

Daily Internal Management Reports detailing Daily Profit and Loss for
TASCORP & FINTAS and positions for FINTAS Trading for client
investment.

TEMPORARY
Destroy 2 years after end of
relevant fiscal year.

5.0.5

Market Rates/Market Information received daily from external sources.

TEMPORARY
Destroy when reference
ceases.

5.0.6

Database Market Rates, History of financial and trading levels in the market.

TEMPORARY
Destroy after 2 years.

5.0.7

Tascorp indicative Market Rates provided to Department of Treasury and
Finance.

TEMPORARY
Destroy after 7 years.

6.0.0

CORRESPONDENCE

Records documenting Risk Management Portfolio and volatilities.

Record of correspondence between TASCORP, FINTAS and others.

6.1.0

REFERENCE FILES FOR FINANCIAL INSTITUTIONS

6.1.1

Active reference files for Financial Institutions relating to: Invitations,
Addresses, Contacts, Corporate Identity, Directors Reports, Information on
Products, Routine Settlement Instructions, File Notes.

TEMPORARY
Destroy as information is
superseded.

6.1.2

Inactive reference files for financial institutions.

TEMPORARY
Destroy 2 years after last
action.

6.1.3

Correspondence with Loan Council, Central Borrowing Authorities,
Interstate Authorities.

TEMPORARY
Destroy 2 years after action
completed.

6.1.4

Correspondence with Rating Agencies

TEMPORARY
Destroy 2 years after action
completed.

6.2.0

CORRESPONDENCE RELATING TO AUDITS

6.2.1

Correspondence with public sector internal and external Audit bodies and
Department of Treasury and Finance Reporting.

TEMPORARY
Destroy 7 years after action
completed.

6.2.2

Correspondence with Advisers/Consultant.

TEMPORARY
Destroy 2 years after action
completed.
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6.3.0

CORRESPONDENCE RE INFORMATION SYSTEMS, ACCOMMODATION
AND CIRCULARS.

6.3.1

Correspondence re: computer/electronic information, communications
systems, office equipment.

TEMPORARY
Destroy 2 years after
equipment disposed of.

6.3.2

General correspondence/circulars re: meetings internal/external, seminars,
functions, travel, stationery.

TEMPORARY
Destroy when reference
ceases.

6.3.3

Correspondence/circulars re: office accommodation.

TEMPORARY
Destroy 2 years after action
completed.

6.4.0

CORRESPONDENCE WITH GOVERNMENT BODIES.

6.4.1

Correspondence re: Reviews, Inquiries, Parliamentary Questions, Ministerial
Briefings.

6.5.0

CORRESPONDENCE RE BORROWINGS, CORPORATION POLICY,
CORPORATE PLAN

6.5.1

Correspondence re: Borrowing Policies, Borrowing Programs, Cash
Management, Debt Management, Investments.

PERMANENT

6.5.2

Corporation Policy, re: Accounting Systems and Guidelines, Corporate
Procedures Manual, Delegations, EDP Disaster Recovery Plan, FINTAS
Policy, Internal Controls, Salary Review Policy, Uniforms, Logo.

PERMANENT

6.5.3

Correspondence re: Corporate Plan, Operational Methodology, Strategic
Objectives.

PERMANENT

6.6.0

CORRESPONDENCE RE MARKETING, OVERSEAS TRIPS, PROFESSIONAL
BODIES, LEGAL MATTERS

6.6.1

Correspondence re: marketing/overseas visits.

TEMPORARY
Destroy 2 years after action
completed.

6.6.2

Correspondence with Professional Bodies.

TEMPORARY
Destroy 2 years after action
completed.

6.6.3

Correspondence re: Legal Matters with financial institutions, Registrations of
Business Names Act.

TEMPORARY
Destroy 7 years after action
completed.

6.7.0

CORRESPONDENCE RE TAXATION MATTERS, BUREAU OF STATISTICS

6.7.1

Fringe Benefits, State and Corporate Tax.

TEMPORARY
Destroy 8 years after action
completed.

9.7.2

Australian Bureau of Statistics Returns, Australian Securities Commission
Returns.

TEMPORARY
Destroy 8 years after action
completed.
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7.0.0

BULLETINS, NEWSLETTERS, MAGAZINES AND JOURNALS

7.0.1

Bulletins, Magazines, Journals and Newsletters.

8.0.0

BORROWINGS

8.0.1

Certificates and Tombstones commemorating borrowings.

PERMANENT

8.0.2

Un-invited proposals for borrowings/services from financial institutions,
proposals not taken up.

TEMPORARY
Destroy when reference
ceases.

Containing information from financial institutions and industry specialists.
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TEMPORARY
Destroy when reference
ceases.

