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i Australian Government

T File Creation Request

All staff members and contractors have a recerdkeeping responsibilty at AUSTRAC. Click here for IM Poli

All corporate records are assets belonging to AUSTRAC and need to be captured in our Records Management System, ie. EDRMS or AUSTRAC's Physical File Index.
National Archives Australia provides aids to help Australian Government employees, contractors, and consultants understand their records management responsibilties.
The Keep the Knowledge eLearning package is available at: Keep the Knowledge - make a record

MNew files are routinely created when :

* @ new iSsUe EMEerges,

* anew project or activity commences;

* the current file is full (for physical files you can request a new file part); or

* the time period covered by the file is exceeded (2.0 budget file covers a specific financial year).

Please check the EDRMS and AUSTRAC Physical File Index (Filemaker Pro) for existing fies before submitting this form.

Instructions for completing the File Creation Request form

*  Fillout the File Creation Reguest form from the top of the form down as some of the fields are dependant on what you have chosen in previous fields.

*  Some fields may change colour to indicate that special attention is required by yourself and / or by the IM team when creating the file

*  The IM team monitors the File Creation Request folder, however, if the request is urgent, please feel free to email to the EDRMS Helpdesk and let us know
*  When the file has been created IM Team wil declare the request as a record and save it inside the file for reference purposes

* Default security settings for electronic files have been entered in the form, these include giving all staff Read & Write access please change where appropriate
Please click the button for electronic file requests: Electron

AUSTRAC Business requirements for Hybrid and Physical file creation )

A
+ There are four guestions below - these are the AUSTRAC business requirements for physical file creation. Please select a Yes or No answ €ach guestion to determine|

* Ifthe answer to any of these guestions BYes, you may be prompted to provide a brief of how the file meets the criteria. .\
\ )
* Ifthe answer of ALL of these guestion is NO, you should request an electronic file. \’b

+ There are further instructions below the four guestions - please follow these to assist in completing the File Creation Reguest fnrn} (\V

(Please select Yes or No in the box provided - you may be prompted to provide additional detai’\\m)\

Security classification of Highly Protected, Confidential, Secret or Top Secret is - =
1 -
required for the content of the file 7 No E::‘;ﬁ g'e TEIET L TR |
Legal t to retain original signat ired on the i ts within th o.V
2 ﬁ;g?a requirement to retain original signatures required on the documents within the NoQ [Physical oot requrred - proceed 1o
: guestion 32
» ; ) &0
3|Legal requirement for originals to be produce or retained (e.g. contracts / delegation NO SNl eI reerl
instruments }? o
) . X~
Impractical to convert the proposed content of the file to electronic format (e.g. w Physical file not required - Proceed with
o _
hardbound documents)? O request for Electronic file. |
X
To Proceed - please click the button: Go to Form
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g@ SN Govorm File Creation Request form

+“ AUSTRAC
File TYP® [Bectronic_ne_onty |
Security Classification puysical s Hybrid fies oniy |In-Conﬂdence |

Fu nCtlon Please click in box below & use drop down arrow to select from list of functions

Any existing related files?

|[INTELLIGENCE

ACthlty Please click in box below & use drop down arrow to select from list of activities

New Physical Part- B, C orD?

|Research

J

Please describe the file content & details of aCronyms o assistvith name. location & searching

This folder for storing research information relating to Countries that may be involved in the two Operations.

Fl Ie N aAMe Piease type your suggested file name - free text - man 80 characters

| Country Research - Operation llipango and Operation Dayu | Click here for File naming guidelines
F| Ie l’equ il'ed by Please click in box & use drop down to select Business Unit Req uested by uestor's name
lintel - TA ST ] s22(1)(b)(ii)~>

PHYS'CAL FILE HOME Please click in box to select a home location

on behalf&?\if different from above

L ] [ o

\0
What permissions need to be applied to the elogﬂﬁ'onic file ?

Standard file security: N

level here

Additional permissions: S
Group name as listed in EDRMS 9 Per 1
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F|le N aAMme Please type your suggested file name - free text - max 80 characters

|Country Research - Operation llipango and Operation Dayu

| Click here for File naming quidelines

F"e I'equil'ed by Please click in box & use drop down to select Business Unit

Requested by requestor's name

[nte-TAGT ] s22(1)(b)(ii)

P HYSICAL FI LE H OM E Please click in box to select a home location on behalf Of if different from above
| ] [ |
What permissions need to be applied to the electronic file ?

Standard file security:
f level here
of documents
Additional permissions: 0
Group name as listed in EDRMS | Permission ,\Q'\’ ]
e &\
O,b
| | [ 1
o
I e ES 1
Vv
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v
| | o\ N [ ]
Q/<<V
[ | RN NI | ]
e
O
I ] < [ |
New Group Request (@
If you need a new group. please type ﬂe proposed na%&d list the members: Permission
S [ I
N
s
A'Q)
IM notes (Q/O
&Q”b File number (IM TEAM ONLY)
o 2012/447
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