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ANNuitant dedUCHION . . . . ..t Pay, lists, pay lists, Part 4
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Bills, acts and legislation . ... ...... ... . e Acts, Part 1
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CamPAIZNS .« . oottt e e Part 1
Canada Savings Bonds . . .. ... Campaigns, Part 1
Canada Savings Bonds, pledges . . . .. ...t e Pay, Part 4
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CardS, PAY « ¢ v e et e e e e Pay, cards, Part 4
Cards, 1dentifiCatiOn . . . . ...ttt Security, Part 1
Career Assignment Program .......... ... .. .. ... .. . .. Human resources planning, career, Part 5
Career file, employees . . ... e Personnel files, Part 5
Career management . ... ..........uuuutnin it Human resources planning, Part 5
Cash aCCOUNTING . . . . ..o e e e e e e e e Part 4
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Casual emplOYMENt . . ...ttt e e e Staffing, Part 5
Casual [eave . .. ... ..o Leave, Part 5
Casuals and seasonals, rates of pay .. ....... ..ot Salaries, casuals, Part 5
Catalogues, materiel Management . ... ... ... ... tu ittt ettt Part 3
Cataloguing of materiel . ... ... .. ... . e Labelling, Part 3
Categories and Groups, occupational . . . ...ttt e Classification, Part 5
CateriNg SETVICES .« v vt vttt ettt e e e e e e e e e e e e e Cafeterias, Part 1
Celebrations . . ... ...t e Ceremonies, Part 1
Celebrations and holidays ... ....... . . e Leave, Part 5
Central control of the Governmentof Canada . ............... ... ... ...... Ledgers and registers, cash, Part 4
COICIMOMILS . . . oottt ettt ettt e e e e e e e e e e e e e e Part 1
Certification, @MplOYee . ... . ..ottt e Staff relations, Part 5
Check redemption ... .. .. ...ttt Banks, statements, Part 4
Cheque .. ... . Vouchers, Part 4
Cheque lists detailing salary cheques . .. ... . i e Pay, lists, Part 4
CheqUes . . .o Part 4
CIrCUIArS . . . oo Part 1
Civildefence . ....... ...t Emergency planning, Part 1
ClalmS .ot Part 4
Claims, aCCIAENTS . . . .. .. .ot Claims, Part 4
Claims, EXPEIISE . . o . vt vttt ettt e e e e e e e e e e e e e Travel, Part 4
ClassifiCation . ... ... ...t e Part 5
Classification delegation . ... .... ... ...ttt e Classification, Part 5
Classification standards, development, review an application ... ............ ... ... ...... Classification, Part 5
Cleaning and janitorial Services, MainteNanCe . . ... ... .....cueuenenenenenennunenenenenn. Buildings, Part 2
Cleaning and laundering . ... ... ... ...ttt e Clothing, Part 3
Clearances and reliability checks .. ... ... . Security, Part 1
Clothing . ... e Part 3
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Clothing . ..ot e e e e e e Occupational, Part 5
CIUDS .ot Associations, Part 1
Coats Of AITNS . . . .ottt et e e e e e e e e Badges, Part 1
COdIng . . .ot Part 4
ColleCtiVe a@reEIMENLS . . .« .o ettt ettt e et e e e e e e e Staff relations, Part 5
Collective bargaining . . .. ... ottt e Staff relations, Part 5
(070 11 Cooperation, Part 1
Colleges and universities, CO-Operative Programs . . ... .......c.eeenenenenennnnnnn Staffing, programs, Part 5
COMMUSSIONS . . . o vttt e e e e e e e e e e e e e International affairs and relations, Part 1
COMIMUSSIONS &+ & v vttt et e e e e e e e e e e e e e e e e e e e e e e e e e e Parliament, Part 1
Commissions of OffiCe . .. ... i e Legal matters, Part 1
Commissions, Royal . . . ... Parliament, Part 1
COMIMITEEES .+ . o\ vttt ettt ettt e e e e e e et e e e e e e e e e e e e e e e e e e e e e e e e e Part 1
ComMUNICAION SYSTEIIIS . « . ¢ o vttt et ettt et e et e e e e e e Communications, Part 1
COMMUIICALIONS .« ¢ o vttt et ettt e e e e e e e e e e e e e e e e e e e e e Security, Part 1
COMPANIES .« . o . vttt ettt e e e e e e e e e e Corporations, Part 1
Competition files . ... ...t e Staffing, competitions, Part 5
Competitions and €XAIMS . . .. ..ttt ittt ettt e e e Staffing, Part 5
ComPIAINES . . . oottt e e e Part 1
Complaints, anti-discrimination . ............... ..., Staff relations, anti-discrimination, Part 5
ComPULET SQUIPINENL . . . ottt ettt ettt e e e e e e e e e e e e e e e e Part 3
Concessions and [etHNZS . . .. ..ottt e Lands, Part 2
Condemnation and destruction . . .. ... ..ottt e Disposal, Part 3
CONdOIENCES . . . o\ttt e Appreciation, Part 1
CONFEIENCES . . . .\ oottt e e e e e Committees, Part 1
Confidential and managerial exclusions .............. ... . . ... Staff relations, managerial, Part 5
Conflict of interest and post-employmentcode ............ ... ..., Staff relations, Part 5
Congratulations . .. ...ttt e Appreciation, Part 1
(0703 115 4 1 1ot () & P Buildings, Part 2
Construction plans and specifications . .......... ... .. i e Buildings, Part 2
Consultant and professional SEIVICES . . ... ... vttt ittt et e Fees, Part 4
Consultant SErviCes, CONSIIUCTION . . . . . v vt vttt e e e e e ettt e ettt Buildings, Part 2
Contingency planning . .. .. ... ...ttt e Security, Part 1
Contracts, comptrollership . . ... ... e Part 4
Contracts, ProCUIEIMEIL . . . ..ottt ettt e e e e e e e e ettt Procurement, Part 3
Contributions and transfer payments . ... ... ... ... ...ttt e Grants, Part 4
CONtIOL . ..ttt Human resources planning, Part 5
Control Of ACCESS . . v v vt e e e e Security, Part 1
Conversion Of POSILIONS . . ..ottt ettt et e ettt Classification, Part 5
Cooperation and HaiSON . .. .. ..ottt e e Part 1
Co-operative programs with universities and colleges . .. ............ ... ... ... ..... Staffing, programs, Part 5
Copyrights and Patents . . .. ... ..ttt e Inventions, Part 1
COIPOTALIONS . . . o\ ettt ettt ettt et e e e e e e e e e e e e e e e e e e e e e e e e e e Part 1
Correspondence MANAZEMENLE . . .. ..ottt ittt ettt ettt e e e e e e e e e e e e Part 1
COUISES .« o vttt e e e e e e Training, Part 5
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Courts Of INQUITY .« ¢ ottt ettt e e e e e e e e e e e e e e e e e e Boards, Part 1
Credentials, human resources management . ... ..........c.cueuenenenennnnenenenen.. Accreditations, Part 5
Credit . ... Accounts receivable, Part 4
Credit NOTES . v vttt e Accounts receivable, Part 4
(05 ] A Badges, Part 1
Crests, materiel management . .. .. .. ... ...ttt e Badges, Part 3
CULULES . . .o Part 1
CUSEOIMIS .« v v ettt et e e e e e e Cultures, Part 1
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DaAMAgES . . . .ot e Buildings, Part 2
Data processing equipment . ... ... ... ...ttt e Computer, Part 3
Databases and office Systems . .. ...ttt Management of technology, Part 1
Day Care CENIES . . .. ..ottt e e Workplace, Part 5
Death benefit . .......... . .. i Accounts payable, vouchers, Pay, Part 4
Death benefit . . ... Insurance, personal, Part 5
DeECOratioNS . . ... o Honours, Part 5
Deduction authOTiZations . . . . ...ttt e e e e e e e Pay, allowances Part 4
Deduction TEMILLANCE . . . . ..ottt ettt e e e e e e e Pay, lists, Part 4
Deductions and allowancCes, PaY . ... .. ..ou ittt e Pay, allowances Part 4
Deductions and exemptions, personal, Statements . ... ............euitetnnn .. Income tax, Part 5
Deductions, PAY . . ..o ottt e Salaries, Part 5
Delegated staffing ... ...... .. i e Staffing, Part 5
Delegation, classification . ... .. ... ... ... i e Classification, Part 5
Demonstrations and TOtS . . ... ..ottt e Emergency planning, Part 1
Dental INSUTANCE . . . . . vttt e e e e e e e Insurance, personal, Part 5
Deposit, security, refund and drawback . ........... ... .. ... .. ... .. Ledgers and registers, refund, Part 4
Designated emplOyees . ... ..ottt e Staff relations, Part 5
DeSKIOPS COMPULETS . . . . .ottt ettt e e e e e e e e e e et e Computer, Part 3
Destruction and cONdEmMNAtION . . . . . ...ttt Disposal, Part 3
Development . . ... ... e Lands, Part 2
Development and training ... ... ... ...ttt e Training, Part 5
DIgNitaries . .. ... ..ottt e e Visits, Part 1
DITECHIVES . v v vttt e e e e e e e Circulars, Part 1
Directives and regulations, human resources management . ..................c.ooeuoen... Regulations, Part 5
DISASIETS « . o .ttt Emergency planning, Part 1
DiSbUursements . . ... .......untnt et e Accounts and accounting, Part 4
Discharge, arbitration tribunals . ......... .. .. .. .. .. .. i Staff relations, adjudication, Part 5
DISCIPIING . .« . oot Staff relations, Part 5
Discrimination, anti, complaints .............. ... ... . . ... Staff relations, anti-discrimination, Part 5
DismISSaAlS . . ... e Retirement, Part 5
Dismissals, arbitration tribunals . . .. ... Staff relations, adjudication, Part 5
DiSpPOsal . ... Buildings, Part 2
DiSposal . ... e Lands, Part 2
Disposal, equipment, accounting and inVentories . ..............c.oeuveneunennennen... Accounting, Part 3
Disposal, equipment, surplus . . ... .. ... e Part 3
Disposal, arbage . . ... ... Utilities, Part 2
Disposition of records . . ... . Records management, Part 1
Ditching and draina@e . ... ... .. ...ttt Lands, Part 2
Diversity Management Technology Centre .............. Human resources planning, career management, Part 5
Documentation SEIVICES . . .. v vttt ettt e e et e e e e e e e e Library services, Part 1
Documents, legal . ... ... Buildings, Part 2
Documents, legal . ... .. ... Lands, Part 2
Donations and ifts . ... .. ... e Gifts, Part 1
Drafting SeIVICES . . . ..ottt ittt e Office services, Part 1

Index Page 8 of 36




Retention Guidelines for Common Administrative Records of the Government of Canada

Index

Subject or Function See

Drainage and ditching .. ... ... ... . e Lands, Part 2
Drawback andrefund . ........ .. Accounts receivable, ledgers, Part 4
Drawings and specifications, materiel .. ... ... ... .. .. e Part 3
Dress regulations . ... ...ttt e Clothing, Part 3
Dress and uniforms, regimental . ......... ... . . e Clothing, Part 3
DIUES .ot Medical, Part 3
DrydOCKS . .ottt e Ships, Part 3
Duplicating equipment . . . ... .. ...ttt e Photocopying, Part 3
Duplication and reproduction SEIVICES . . .. ...t vttt ettt e Office services, Part 1
Duties and tariffs ... ... ... Part 4
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Early departure inCentive ... ... ...ttt et Retirements, Part 5
Early retirement inCeNtive ... ... ... .. ...ttt Retirements, Part 5
Earning records . .. .. ... . Pay, cards, Part 4
Eating facilities ... ... ... e Cafeterias, Part 1
Educational alloWancCes . . ... .. ...ttt Allowances, Part 4
Educational equipment . . . ... ... e Part 3
Effects, property and g00ds . . ... ... . Transportation, Part 1
EleCtion WaITANTS . . . ..ottt e e e e Cheques, Part 4
EIECHIONS . . o ot Politics, Part 1
Electronic data processing ... ..........ouiuitiiii i Management of technology, Part 1
Electronic data processing eqUipment . ... ... ...c.uuutn ittt ettt Computer, Part 3
Electronic network monitoring 1ogs .. ........... . i Security, informatics, Part 1
Electronic systems development and maintenance . .. .. .................... Management of technology, Part 1
Elevator SEIVICES . . v v vt e e e Buildings, Part 2
Emblems . .. ... Badges, Part 1
Emblems, materiel management . . . .. ... ... e Badges, Part 3
Emergency planning . . .. .. ...t Part 1
Employee appraisals and performance reviews ................ Human resources planning, performance, Part 5
EmPIOYEe aSSIStANCE . . . . o oottt ettt e e e e Part 5
Employee certification . ... ........ .. e Staff relations, Part 5
Employee-management relations ... ......... ...t i e Staff relations, Part 5
Employee, personnel file .. ........ .. . e Personnel file, Part 5
Employees, designated . .. ... . e Staff relations, Part 5
Employees, loans and advances .............. ... ... .. .... Ledgers and registers, journal vouchers, Part 4
Employees, personnel files . .. ........ . i e Personnel files, Part 5
Employment . . .. ... Staffing, Part 5
Employment @qUILY . ... ...ttt e e e e e Part 5
Employment inSUTancCe . . . ... ..ottt e e e e Insurance, Part 5
Employment, termination . .. ... ... ...ttt ettt et e Retirements, Part 5
Encumbrances ... ... ... ... Part 4
Bnergy .o Accounts payable, utilities Part 4
Energy conservation . .. ... ... ..ot e Buildings, Part 2
Entertainment alloWancCes ... ...ttt Allowances, Part 4
Equal employment opportunities program . . ... ........c.oeerenenenetninenenen.. Employment equity, Part 5
Equipment, acCidents . .. .. .. ... .. ...ttt Accidents, Part 1
Equipment, SECUTILY . . ... ...ttt e Security, Part 1
Equitable representation of distribution of women .............................. Employment equity, Part 5
Eskimo loan, encumbrances . . . ... ...t Ledgers and registers, Part 4
ESPIONage . . . ..ot Security, Part 1
ESsential TECOTdS . . . .ottt Records management, Part 1
Establishment . . ......... ... . Human resources planning, Part 5
Establishment, EncCumbrancCes . . ... ... ...ttt e e ettt ettt Ledgers and registers, Part 4
EStimates . ... ...ttt e Part 4
Evacuation . .. .... ... ... Emergency planning, Part 1
Evaluation, employees . .............couiuiriennnnenenen.. Human resources planning, performance, Part 5
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Evaluation of programs ... ......... ...ttt Audits and auditing, Part 4
Examination and testing, language . .. ........ ... ... . i i Official languages, language, Part 5
EXams, COMPEttIONS . ... ..ottt e e e e Staffing, competitions, Part 5
EXCAVALION . . o ottt e Lands, Part 2
Exchange, information . .. ......... .. . e Security, Part 1
Exchange rate, Bank of Canada . ....... .. ... . e Banks, Part 4
Exchanges, loans, secondments, human resources management . .......................... Exchanges, Part 5
Exemptions and deductions, personal, statements . .................iiiiiiiiniinan... Income tax, Part 5
Exemptions and training, language examination ......................... Official languages, language, Part 5
EXRIDItIONS . . . oot e e e e Information services, Part 1
EXNIDItS . oo Information services, Part 1
Expenditure .......... ... Accounts payable, ledgers and registers, Part 4
EXpenditures . . ... ...ttt Accounts payable, Part 4
EXpenditures . .. .. ... Travel, Part 4
EXpense Claims . . ... ... e Travel, Part 4
Expiry of lease, disposal . ... ... ... e Buildings, Part 2
ExXplosives, acCIdents . ... ... ...ttt e Accidents, Part 1
Express and freight . ... ... e Transportation, Part 1
External audits . .. ... ...t Audits, Part 4
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Fairs ... Information services, Part 1
Family allowance and war veterans allowance ...................... Allowances, ledgers and registers Part 4
Farming . ... o Lands, Part 2
Federal, acts and legislation . . ......... ... e Acts, Part 1
Federal, agreements . .. ... ...ttt Agreements, Part 1
Federal, taxes . ...t Taxes, Part 4
Federal identity Program . ... .. ... ...ttt et e e e e e e Part 1
Federal-provincial agreements . ... ... .. ...t e Agreements, Part 4
Federations . . .. ...t Associations, Part 1
Boes o Part 4
FelloWShips . ..o e Scholarships, Part 5
FenCing . . . Lands, Part 2
FIlmS . . . Information services, Part 1
FIIMStPS .« oot e Library services, Part 1
FINerprinting . . . . ..o ottt ettt e e e Security, Part 1
Fire prevention and protection . ... .. .. .. .. ...ttt e Buildings, Part 2
Firefighting equipment . . . ... ...ttt e e Technical equipment, Part 3
FarES . o e Buildings, Part 2
FIrmS .o e Corporations, Part 1
First aid treatment . . . .. ...ttt Occupational, Part 5
Fisherman’s Indemnity Fund . .......... ... ... .. .. .. ... .. ... ....... Ledgers, federal-provincial Part 4
Flags . oo e Badges, Part 1
Flags, materiel management . . ... ... ...ttt e Badges, Part 3
FLoOd CONIOL . . . ot e e e e e e e e e e e e e e e e e e e e Lands, Part 2
FOOdS . . Part 3
Foreign, acts and legislation . . . . ... . e Acts, Part 1
Foreign, agreements . . ... ... ...ttt e e Agreements, Part 1
FOreign SOVEINMEeNts . ... ... ...ttt et e e e e Cooperation, Part 1
Foreign service allowanCes . ... ..........iuiuiit ittt Allowances, Part 4
FOrmsS, 1€aVE . . . oo e e e e Leave, Part 5
Forms management . .. ... ... ...t Part 1
Forms, materiel management . .. .. .. .. .. ...ttt e Part 3
Freight and eXpress ... ..ottt e Transportation, Part 1
FUCIS . .o Part 3
FUNAS .o Part 4
Funds, savings and trust, Indian . .. ....... ... . . . L L Ledgers, imprest account, Part 4
Furlough leave . ... ... .. Leave, Part 5
Furnishings and furniture . .. ... ... . e Furniture, Part 3
Furniture and furnishings . . . ... ... e Part 3
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Garbage disposal . . .. .. ...t Utilities, Part 2
Gardening and landscaping . ... ... ... e Lands, Part 2
Garnishment, Pay . . .. ..ottt e Salaries, Part 5
S o et Utilities, Part 2
Gifts and dONAtiONS . . . . ...ttt e Part 1
Goods and property, effects . ... e Transportation, Part 1
Government of Canada, central control of the . ........................... Ledgers and registers, cash, Part 4
Grading . . ..ot e Lands, Part 2
GIANLS .« . o ettt e e e e Part 4
GIEEUNES . o . vttt ettt e e e e e e e e Appreciation, Part 1
Grey LIErature . .. .. ...ttt et e e e Library services, Part 1
GIIEVANCES .« v v v vttt e e e e e e e e e e e e Staff relations, Part 5
GIOUNAS .« .ttt e e e e e e e Security, Part 1
Groups and categories, occupational ... ........... i Classification, Part 5
GUATAS . o .ottt Security, Part 1
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Harassment, personal . .. ......... ... .ttt Staff relations, personal, Part 5
Harbourdues . ...... ... Ledgers, federal-provincial Part 4
Hardware .. ... ... Building, Part 3
Hazardous occurrence investigation ... ...........ontntntn ittt Occupational, Part 5
Hazardous substance, eXPOSUIE t0 . . . ..o v ittt ettt ettt et Occupational, Part 5
Heads of State .. ... e e Visits, Part 1
Health inSUrance . . . . ... ... . e e e e Insurance, personal, Part 5
Health and safety, occupational . ......... ... . . . . . Occupational, Part 5
Heating, working conditions . ........ ... ...ttt Occupational, Part 5
Heating plants, equipment ... .. .. ... ... ..ttt Technical equipment, Part 3
Heating and plumbing . . ... ... Utilities, Part 2
Highways . ..o Lands, Part 2
HiStorical MAters . . . .. ..ottt ettt et e e e e e e e e Part 1
Historical sites and MONUIMENLS . . . . .. v vttt ettt e e e e e e e e e ettt ettt Lands, Part 2
HIV Occupational, Part 5
Holdback ........ ... Ledgers and registers, federal-provincial Part 4
Holidays and 1eave . ... ... ...t e e Leave, Part 5
Honours and awards . . . . ...ttt Honours, Part 5
Hospital equipment ... .. ... ... .. i e Technical equipment, Part 3
Hospital inSurance ... ..........o.iniutit ittt e Insurance, personal, Part 5
Hotel reservations . .. ... ...ttt e e e e Transportation, Part 1
Hours of work and OVEItIME . . . . ..t e e e e e e Hours, Part 5
Human resources planning and utilization . ... ... ... .. i e Part 5
Human resources management surveys, studies and systems . ................. .o, Studies, Part 5
Hydro power . ... Utilities, Part 2

Index Page 14 of 36




Retention Guidelines for Common Administrative Records of the Government of Canada

Index

Subject or Function See

Teebreakers . . .. ..ot e Ships, Part 3
Identification cards and PassSes . . . . ..« .ttt e Security, Part 1
Identification and cataloguing of materiel ........ ... ... .. . .. . . Labelling, Part 3
Identification MEthOdS . . . ... Security, Part 1
Illnesses and injuries, occupational . ... ... ...ttt e Occupational, Part 5
Imprest aCCOUNLS ... ..ot Accounts payable, ledgers, Part 4
Imprest aCCOUNLS . . . oottt e Accounts payable, vouchers, Part 4
IMPrest aCCOUNLS . . . ..ottt e e e e e e e e e Banks, Part 4
Imprest banking accounts . .. .......... .. .. . L. Cheques, bank statements and reconciliation, Part 4
Incentive awards ... ... ... Part 5
InCIdents . . ... ot e Occupational, Part 5
INCOME taX . .t Pay, Part 4
Income tax, human resources management . .. ... ... .. ......ouneuneneenennenneneenennenneneennn. Part 5
Increases and reviSions, STALULOTY . . . . oottt et e e e e e e e Salaries, Part 5
Indeterminate, appOINEMENTS . .. .. .o\ttt ittt e e e e e e Appointments, Part 5
Indian land sales and timber sales, imprestaccount . . ............c... .. Ledgers and registers, Part 4
Indian savings and trust funds, imprest account .............. .. ... ... .. ..., Ledgers and registers, Part 4
INdUSHIIAl . . .. Security, Part 1
Informatics, . . ... ... i Security, Part 1
Information, exchange and release . .. ... . Security, Part 1
INfOrmation SEIVICES . . . . . o oottt ettt ettt e e e e e e e e e e e e Part 1
Injuries and illnesses, occupational . ........ ... .. Occupational, Part 5
Inquiries, Parliament ... .. ... ... ... . e Parliament, Part 1
Inspection, aircraft . .. ... ... . Aircraft, Part 3
Inspection, investigation and testing ... ...........c. ittt Occupational, Part 5
INSPECHIONS, SUIVEYS . . o ot vttt ettt et e e e e e e e e e e e e Security, Part 1
INSHEULES . . ot Associations, Part 1
Instruction and training, safety . . ........ ... . . Occupational, safety, Part 5
Insurance, comptrollership . . . ... .. . Part 4
Insurance, employment and personal . . . ... ... .. e Part 5
Intellectual holdings . . .. ... ..ot Library services, Part 1
Interchange Canada Program ......................... Human resources planning, career management, Part 5
IntercommuniCation SYSTEIMNS . ..« .ot vttt ettt et e e e e e Communications, Part 1
Interdepartmental settlement advice .. ........... .. ... . ... Vouchers, cheques, vouchers, Part 4
Internal QUAILS . . . . . oo e Audits, Part 4
International affairs and relations . .......... .. .. Part 1
Intoxication, disCIpline . . . .. ...t e Staff relations, Part 5
Inventions, patents and COPYIIZILS . . . .. ..ottt e Part 1
Inventories, human resources . . ...........uuireeeenin e, Human resources planning, Part 5
Inventories, MAateriel . . . . . . . Accounting, Part 3
Inventories, real ProPerty . . . . ... u ottt ettt e e e e Accounting, Part 2
Investigation, inspection and teSting . ... ... ... ..ottt Occupational, Part 5
INVESHIGALIONS . . . . oottt ettt e e e e e e Part 1
Investiture and outstanding achievement .. ......... ... .. i Honours, Part 5
Investments and loans . ........... ... ... ... Ledgers and registers, journal vouchers, Part 4
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Isolated and northern post allowances . ............ ...ttt Allowances, Part 4
ISsue Of @qUIPMENT . . . . oot e Part 3
Issue of eqUIPMENL . . . . ..ottt e Accounting, Part 3
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Janitorial and cleaning services, MaiNteNANCe . ... .. ... .c.veueunennenneneenennenneneennn Buildings, Part 2
Job openings, advertising . . . ... ...ttt e Staffing, Part 5
Journal and general TeZISters ... .......c..outiniininn i Vouchers, cheque, vouchers, Part 4
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Knowledge assessment, language .............. ...t Official languages, language, Part 5

Index Page 18 of 36




Retention Guidelines for Common Administrative Records of the Government of Canada

Index

Subject or Function See

Labelling, of materiel . . .. ... ... Part 3
Land sales and timber sales, Indian . ............. ... Ledgers, imprest account, Part 4
Lands . .o Part 2
Landscaping and gardening . ... .. ... ... it Lands, Part 2
Language examination, exemption and training . . ... ... .. Official languages, Part 5
Language knowledge assessment . . .. ......o.uu ittt Official languages, Part 5
Language traiNing . . . . .. .ottt et e Official languages, Part 5
Language training, eXemption . ... ... ... ...ttt Official languages, Part 5
Languages, official . .. ... Official languages, Part 5
Launches, powered . . .. ... e Ships, Part 3
Laundering and cleaning . ... ... ... .. ...ttt e Clothing, Part 3
Lay-0ffs .o Retirements, Part 5
L eagUeS . .ot Associations, Part 1
LS . ot Buildings, Part 2
LaSE . . e Lands, Part 2
Lease, expiry, disposal . . . ... e Buildings, Part 2
Lease, expiry, disposal . . ... ..ot Lands, Part 2
Leave, arbitration tribunalS . .. ... ... Staff relations, Part 5
Leave forms . .. ... . e Leave, Part 5
Leave and holidays . . . . ... e Part 5
Lectures and IECLUIETS . . . ... oottt e e e e e Information services, Part 1
Ledger, annuitants, earning reCords . ... ... ...t e Pay, cards, Part 4
Ledgers and re@iSterS . . . . ..ottt ettt et e e e e e e e Accounts payable, Part 4
Ledgers and re@iSters . . ... ..ottt it e Accounts receivable, Part 4
Ledgers and re@ISTETS . . . ..ttt t e et e e e e e e e e Allotments, Part 4
Ledgers and re@iSters . . .. ... v vttt e e e Allowances, Part 4
Ledgers and regiSters . .. ... ...ttt et e e e Cash accounting, Part 4
Ledgers and re@ISTETS . . ..ottt et e e e e Contracts, Part 4
Ledgers and re@ISTETS . . . ..o ottt it ettt e e e e e e e e Encumbrances, Part 4
Ledgers and re@ISTETS . . .. oottt ettt e e e e e e Postage, Part 4
Ledgers and re@ISIETS . . . . ..ottt ittt et ettt e e e e e e e e Travel, Part 4
Ledgers and registers, expenditures, imprest accounts ........... Accounts payable, ledgers and registers, Part 4
Ledgers and registers, federal-provincial .. .......... .. ... ... . i Agreements, Part 4
Ledgers and registers, general ledgers ............ ... .. i Ledgers and registers, Part 4
Ledgers and registers, imprest aCCOUNE . ..o v o vttt ettt e e e ee e Accounts payable, Part 4
Legal documents . ... ...t e Buildings, Part 2
Legal dOCUMENES . . . ..ottt e e e e e Lands, Part 2
Legal Matters . .. .. ... e Part 1
Legal payments maderecord . ........... ...t Ledgers, journal vouchers, Part 4
Legislation . ... ... ... e Acts, Part 1
Lettings and CONCESSIONS . . . .« vttt e et e e e e et e e e et et e e e e et Lands, Part 2
Liaison and COOPEration . . ... .. .. ...ttt ittt et Cooperation, Part 1
LIDIary SEIVICES . . ..ottt ettt ettt e et e e e e e e e e e e Part 1
LICBNSES .ottt Part 1
Licenses and registration, vehicles . .. ........ . i e Vehicles, Part 3
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Life INSUrance . . . .. ... ... e Insurance, personal, Part 5
Lifesaving equipment . . . . .. ..ottt Technical equipment, Part 3
Laghting . .o Utilities, Part 2
Lighting, working conditions . .. .. ... ... .. e Occupational, Part 5
Lists in transcripts, ChEQUES . . . . ..ottt ittt et e e e e e e e Cheques, Part 4
LSS, DAY . ettt Pay, Part 4
Lists and signature cards ... ... ... ...ttt e Signing, Part 4
Loans and advances to employees ................ ... oo... Ledgers and registers, journal vouchers Part 4
Loans of equipment and SUPPLIES . . . . . ... o ottt Part 3
Loans, exchanges and secondments, human resources management . . ...................... Exchanges, Part 5
Loans and investments . ... ..........ouurunenennenenenenen.. Ledgers and registers, journal vouchers Part 4
Local Area NetWOrKS . . ..ot e e e e e e e e e e e Computer, Part 3
Local purchase orders ... ...........ouiiniin it e Procurement, Part 3
Locations and addreSSES . . . . . v vttt Buildings, Part 2
Logs, electronic network monitoring . .. ...........c.ueuieneineineunennen.nn. Security, informatics, Part 1
Long service awards . . . ...t Incentive awards, Part 5
LoSt Cheques . . . ..o Cheques, Part 4
LUMIDET . . oo e Building, Part 3
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Mail and POStal SEIVICES . . . . ot o vttt ettt e e e e e e e e Part 1
Mailing Lists . . ..ottt e Mail, Part 1
MAINtENANCE . . . . . ottt ettt ettt et e e e e e e e e e e e Buildings, Part 2
Maintenance and repairs, EqUIPIMENT . .. .. .. ...ttt e Part 3
Maintenance and repairs, vehicles .. ............ .. Vehicles, Part 3
Management-employee relations . ... ..... ... ..t e Staff relations, Part 5
Management Resource Information System .. ..... Human resources planning and utilization, Inventories, Part 5
ManaeMENT SEIVICES . . o v vt vttt e et e e e e e e e e e e e e e Part 1
Management of teChnologY . . ... ..ottt Part 1
Management trainee program . ........................ Human resources planning, career management, Part 5
Managerial and confidential eXclusions ... ..........c.. i Staff relations, Part 5
Manuals and price Lists . . . . ...t e Catalogues, Part 3
Manufacture and production, €qUIPIMENt . . . .. ...ttt ettt e e e Part 3
Marriage alloWancCes . ... ... ...ttt e Allowances, Part 4
Maternity 1eave . . . . ..o e Leave, Part 5
MeEdals . ..o Honours, Part 5
Medical EQUIPIMENE . . . . .ottt ettt e e Technical equipment, Part 3
Medical INSUTANCE . . . v v vttt e e e e e e e e e e e Insurance, personal, Part 5
Medical SUPPLIES . . ..ottt et e e e Part 3
MEELINGS . . o . ettt et e e e e e Committees, Part 1
Merit awards . . ... ... Incentive awards, Part 5
MESSENEZET SEIVICES .« v v e o ettt e e et e e e e e e e e e e e e e e e e Mail, Part 1
Micrographics @qQUIPIMENL . . . . ..ottt ettt et e e e e e e e e e Part 3
Micrographics and imaging program . .. .............oeutntn oo enenenenen Records management, Part 1
Minority groups, VIsible . . ... ... Employment equity, Part 5
Misconduct, disCipline . ... ... ... e Staff relations, Part 5
MISSIONS . o vttt et et e International affairs and relations, Part 1
Misuse of GOVEIrNMENt PrOPEITY . . . .. vttt ettt e e e e e et e et Staff relations, Part 5
Monitoring logs, electronic network . ............ .. .. . i i Security, informatics, Part 1
Monuments and sites, hiStorical . . . . . ... Lands, Part 2
Motor VENICIES . . . ... Vehicles, Part 3
Motor vehicles, aCCIAENTS . . . . . vt e Accidents, Part 1
Multi—year operational plans (MYOPS) . . .. ... i e Part 4
Municipal, aZIEEMENLS . . . . .o vttt ettt e e e Agreements, Part 1
Municipal, SOVEIMMENLS . . . . .ottt ettt e e ettt e e e e e Cooperation, Part 1
MURICIPAL, TAXES . . o o vt ettt e e e e e Taxes, Part 4
MY OPS . Multi-year operational plans, Part 4
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National survival . ... .. ... .. . Emergency planning, Part 1
Navigational equipment ... .. ...... ...ttt Technical equipment, Part 3
Network monitoring logs, €lectronic . ........... ...t en... Security, informatics, Part 1
Newspapers, newsletters and magazines . ...............c.ouiuineninenenana.. Information services, Part 1
Newspapers, SUDSCIIPHONS . . .« . v v vttt ettt et e et et e e e e e e e ie e Procurement, Part 3
Northern and isolated post allowances . . .. ......... .. Allowances, Part 4
Notaries-Public . . . . ... Legal matters, Part 1
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Oath of allegiance and office . ... ... .. .. i e Oath, Part 5
Occupational groups and CateZOTIeS . . . . ..ot v ittt e Classification, Part 5
Occupational injuries and ilINESSES . ... ... .ottt e Occupational, Part 5
Occupational safety and health . ........ .. . . . Occupational, Part 5
Ocean-going ShiPS . ... ..ottt e e Ships, Part 3
Office eqUIPIMENL . . . . o .ottt e e e e e e e Part 3
OffICE SEIVICES . . v vttt ettt e e e e e e e e e e e e e e e e e e e e Part 1
Office systems and databases . .. ........ ... .. i Management of technology, Part 1
Official languages . .. ... ...ttt e e e e e Part 5
Old age SECUIILY . ..ottt et Ledgers and registers, journal vouchers Part 4
Open acCounts .. ......c.iuit ittt it Ledgers and registers, journal vouchers Part 4
Orders INnCouncil . ... Acts and legislation, Part 1
Orders and dir€CHIVES . . . . ..ottt ettt e e e e e Circulars, Part 1
Orders and SOCIELIES . . . . v vttt e e e Associations, Part 1
Organization, functions, responsibilities, boundaries ................................. Organization, Part 1
OFENtatioN . . ..ottt Training, Part 5
Outstanding achieVEMENL . . . . .. ...ttt et e e e e e Honours, Part 5
OVEITIINE . . o ottt ettt e e Hours, Part 5
Overtime, arbitration tribunals . ............... . ... ... . ... .. ... ... Staff relations, adjudication, Part 5
OVEIrtIME 1€AVE . . . o o Leave, Part 5
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Pacts and treaties ... ... ittt e International affairs and relations, Part 1
Pamphlets . . ... Books, Part 1
Panels . ... e Committees, Part 1
Parking applications and permits . ... .. ..... ... Licenses, Part 1
Parking areas . ... ... ...t Lands, Part 2
Parliament . ... ... e Part 1
Passes, building . .. ... ..o e Security, Part 1
Passes, 1dentification . . ... ... ... Security, identification, Part 1
Passports and VISaS . ... .ottt e Part 5
Patents and copyrights . ... ... e Inventions, Part 1
Patrol VESSels . ... ... Ships, Part 3
Pay e Part 4
Pay, acting and responsibility . .. ... ... Salaries, Part 5
Pay, allowances and deduCtions . . . .. ... ... it e Pay, Part 4
Pay cheques .. ... e Pay, lists, Part 4
Pay deductions . ... ... e Salaries, Part 5
Pay files, annuitants . ... .. ... ... ... Pay, pay files, Part 4
Pay, comptrollership ... .. ... e Part 4
Pay, human resources management . .............. ...ttt Salaries, Part 5
Pay iUt .. Salaries, Part 5
Pay input records . . ... .o Pay, Part 4
Pay LIStS . .o Pay, lists, Part 4
Pay rates . . ... Classification, Part 5
Pay rates, arbitration tribunals ......... .. .. .. . Staff relations, adjudication, Part 5
Pay StOPPageS . . . .o Salaries, Part 5
Payable and receivable accounts . ............ ... i Statements, accounts, Part 4
Payments and contributions, transfer ... ......... .. ... Grants, Part 4
Payroll time SUMMATIes ... .. .. ...ttt e e Pay, Part 4
Pennants . ... ... Badges, Part 1
PenSION . .ot e Pay, Part 4
Performance assessment . . ............. ... i Human resources planning, performance, Part 5
Performance reviews and employee appraisals ........... ... ... .. .. .. .. Human resources planning, Part 5
Periodicals, SUDSCIIPLONS . . . . ..\ttt et e e e e ettt Procurement, Part 3
PermItS . . . ot Licenses, Part 1
Personal exemptions and deductions, Statements . . .. .........ou ittt Income tax, Part 5
Personal harasSment . . . .. ...ttt Staff relations, Part 5
Personal iNSUrance . .. ... ... ..ottt e Insurance, Part 5
Personnel, acCidents . . .. ... Occupational safety and health, Part 5
Personnel, transportation and travel . ........ ... L L L Transportation, Part 1
Personnel file, employee .. ....... .. Personnel file, Part 5
Personnel inventory systems . ..................iiiiniinan... Human resources planning, inventories, Part 5
Persons with disabilities . . ... ... e Employment equity, Part 5
Petty Cash . ... e Part 4
Photocopying equipment . . .. .. .. ...ttt e Part 3
Photographs and photography . ........... ... ... . . Information services, Part 1
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Photographs, requests for . . . ... ... . Information services, Part 1
Physical SECUTIItY . . . . ..ot e Security, Part 1
Planning and utilization, human resources . ... ..., Human resources planning, Part 5
Planning, CONtINGENCY . . ..o vttt e et e e e e Security, physical, Part 1
Plans and programs . . ... ... ...t Part 1
Plans and specifications . . ... .. .. .. ...ttt e Buildings, Part 2
Pledges, Canada Savings Bonds .......... .. ... .. .. . .. .. Pay, Canada Savings Bonds, Part 4
Plumbing and heating . . . . .. ... e Utilities, Part 2
POLItICS ... Part 1
Position files . . . ... . Official languages, Part 5
Position files . . ... ... Classification, Part 5
PoSitions, CONVETSION Of . . . ..ot e e e e e e e e e e e e e e Classification, Part 5
POStage . . .o Ledgers, Part 4
POStage aCCoOUNLS . . . ... .o e Part 4
PoOStal SEIVICES . . .ottt Mail, Part 1
Post-employment code and conflict of interest . .......... ... .. .. .. .. . ... Staff relations, Part 5
PoOStErS . .ot Information services, Part 1
Postings and transfers . . ... .. e Transfers, Part 5
Powered Jaunches . . . ... ... o Ships, Part 3
Powers of AttOTNeY . ... ..ottt e Legal matters, Part 1
Press clippings and releases . . ...t Information services, Part 1
Prevention and protection, fire . . .. ... ... . Buildings, Part 2
Price lists and manuals . .. ... e Catalogues, Part 3
PrICES . ot Catalogues, Part 3
Printers . .o Computer, Part 3
Priority Administration SYSteIM . .. .. .. ...ttt e Staffing, Part 5
Priority LIStS . ..ottt e Staffing, Part 5
Privileges, admisSIONn . .. ... ...ttt e Security, Part 1
Probation, employee . .......... ... . Human resources planning, performance, Part 5
Probationary and notice period, employee . ................... Human resources planning, performance, Part 5
Procurement . .. ... ... e Part 3
Procurement, airCraft . . ... .. ... Aircraft, Part 3
Production and manufacture, €qUIpment . . ..............oiuiinttnti Manufacture, Part 3
Professional and consultant SEIVICES . . . ...ttt e e e Fees, Part 4
Program evaluation . ... .. ... ... .ttt Audits, Part 4
Program evaluations, external audits . ......... .. .. ... e Audits, Part 4
Program evaluations, internal audits ............ .. ... ... e Audits, Part 4
Programs and plans . . ... ... ... Plans, Part 1
Promotions and reclassifications . .. ... ... ... ... Part 5
Property and goods, effects ......... .. e Transportation, Part 1
Property, real .. ... ... . Accounting, Part 2
Property records . . .. ... Accounting, Part 2
Property taXeS . . . oot e Taxes, Part 4
PrOoteCtION . . . vttt Buildings, Part 2
Protection and prevention, fire . . ... ... .. ... . Buildings, Part 2
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Provincial, acts and legislation . ... ... ... .. Acts, Part 1
Provincial, agreements . .. ... ... e Agreements, Part 1
Provincial GOVEINMENtS . ... ...ttt e Cooperation, Part 1
Provincial taXeS . . ..ot Taxes, Part 4
Public relations . . . . . oo Information services, Part 1
PUDBLICAtIONS . . . vttt Books, Part 1
PUublications . . . ... ... ...ttt e Procurement, Part 3
Publicity . . ... Information services, Part 1
Punctuality . ... ... Attendance, Part 5
Purchase, buildings . ... .. .. ... e Buildings, Part 2
Purchase, 1ands . . ... ... e Lands, Part 2
Purchase orders, procurement . ... .. .. .. .. ... iiin ittt Procurement, Part 3

Index Page 26 of 36




Retention Guidelines for Common Administrative Records of the Government of Canada

Index

Subject or Function See

Radio broadcasts ... ...ttt Information services, Part 1
Rail transportation and travel .. ... ... e Transportation, Part 1
Railway, acCidents . ... ... ... ...ttt e Accidents, Part 1
Rates Of Pay .. ..o Classification, Part 5
Rates of pay, arbitration tribunals ........... ... .. .. .. . i i Staff relations, adjudication, Part 5
Rates of pay, casuals and seasonals . ............ .. Salaries, casuals, Part 5
Rates, tranSportation . . . . . ...ttt e e e Transportation, Part 1
RCAF treasury account cards, POStage . ... ... ...cutntntn et Ledgers, postage, Part 4
Real Property . . ..o o ot e Accounting, Part 2
Receipts for cheques .. ... e Cheques, Part 4
Receipts, comptrollership . . . . ... .. ot Part 4
Receivable and payable accounts . . ....... ... . e Statements, Part 4
Reclassifications and promotions . . . . ....... vttt e Promotions, Part 5
Recognition . ... ... oo e Incentive awards, Part 5
Reconciliations and statements, bank . ... ... .. ... .. Cheques, Part 4
Records management . .. .. ... ... e Part 1
Records, Property . . . ..ot Accounting, Part 2
RECTEAION ATEAS . . . . v vttt e e e e e e e e e e e e Lands, Part 2
Recreation and SPOTLS . . .. ..ottt ittt e e e e e e Sports, Part 5
RECTUIIMENT . . . ot e e e e e e e e e e e e e e e e e e e e e e e Staffing, Part 5
Recruitment programs . . ... ... ...oouiuon ettt Staffing, recruitment, Part 5
Redecorating, maintenance . ... .. .. .. ... ...ttt e Buildings, Part 2
Reference ServiCes . .. ... ..u ittt Library services, Part 1
ReEfOreStation . . . .\ttt e Lands, Part 2
Refrigeration SYStEINS . . . .« .ottt ettt e e e e e Utilities, Part 2
RefUNA . ..o Pay, Part 4
Refund and drawback . .. ... ... Accounts receivable, ledgers, Part 4
Refunds .. ... Accounts payable, vouchers, Part 4
Refunds ... ... Accounts receivable, credit notes, Part 4
Refunds . ... Accounts receivable, ledgers and registers, Part 4
Regimental dress and uniforms . ......... ... e Clothing, Part 3
Registers, CheqUes . .. ...t e e Cheques, Part 4
Registers and ledgers .. ...t e Ledgers and registers
Registration and licenses, vehicles . .. ... .. Vehicles, Part 3
ReguUIations . . . . ... Acts, Part 1
Regulations and directives, human resources management . . ... .............ououoenenenenenenenennn. Part 5
Regulations and orders, comptrollership ... ........ ... . i Part 4
Regulations and orders, SECUIILY . ... ... ...ttt e Security, Part 1
Relations and affairs, international . .............................. International affairs and relations, Part 1
Relations, employee-management . .. ............untn ittt Staff relations, Part 5
Relations, staff . ... ... .. . e Staff relations, Part 5
ReElative SAlaries . . . ...t e Classification, Part 5
Release of INfOrmation . . .. ... ...ttt e e e e Security, Part 1
Reliability checks and clearances . . .......... .. i Security, Part 1
Rental . ..o Buildings, Part 2
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Rental . ..o Lands, Part 2
Repairs and alterations . . . ... ... e Buildings, Part 2
Repairs and maintenance, €qUIPIMENt . . . .. ..ottt ettt ettt e Maintenance, Part 3
Repairs and maintenance, vehicles . .. ... . . Vehicles, Part 3
R POTES . . .o Part 1
Reports and statistiCs, aCCOUNTING . . . ..ottt et e e Statements, Part 4
Reports and statistics, accounts payable and receivable ........... ... .. ... .. .. ... Statements, Part 4
Reports and statistics, human resources planning . ........................ Human resources planning, Part 5
Reproduction and duplication SEIVICES ... ... ......euttneuneinenn e, Office services, Part 1
Requisitions, Cheques . . .. ...ttt Accounts payable, vouchers, Part 4
Requisitions, materiel . . . . ... ... . e Procurement, Part 3
Reservations, hotel . . . ... Transportation, Part 1
ReSIZNAtIONS . . . .ot e Retirements, Part 5
Resources, human, planning and utilization . . . ......... ... ... ... .. .... Human resources planning, Part 5
Responsibility and acting pay . ... ....c. ittt e Salaries, Part 5
Retirement fUnd . . ... .. Pay, accounts, Part 4
Retirement Ieave . . . ... ... . . Leave, Part 5
Retirements and SEParations . . .. ...ttt e Retirements, Part 5
Returned cheques . . ... ... i e Cheques, Part 4
REVENUE . .. Accounts receivable, Part 4
Reviews, performance . ........... ...ttt Human resources planning, Part 5
Revisions and inCreases, StatULOTY . .. .. ..ottt ittt et Salaries, Part 5
Risk @allOWanCeS . ... ...ttt e e Allowances, Part 4
Road transportation and travel .. ... .. . e Transportation, Part 1
ROAdS . .. e Lands, Part 2
Rotational training . .. ... e Training, Part 5
Royal CommiSSIONS . . . ..ottt e e e e Parliament, Part 1
ROyt . oo Visits, Part 1
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SabOtAZE . . . . Security, Part 1
Safety and health .. ... ... . . Occupational, Part 5
Safety training and InStrUCHION . .. .. ... ottt e e Occupational, Part 5
Salaries, relatiVe . . ... Classification, Part 5
Salaries, StatemeNtS . . ... . ... ...t e Pay, statements, Part 4
Salaries and WaZES . . . ..ottt e Part 5
Salary Warrants . . .. ... e e Pay, Part 4
Salary Warrants . . ... ...ttt e e Salaries, Part 5
Sales, diSposal .. .. ..o Buildings, Part 2
Sales, diSposal . .. ... e Lands, Part 2
Sales, BQUIPIMENT . . . ..ottt et e e e e e e e Part 3
SalEs, TAX . . Taxes, Part 4
Sanitation, working conditions . . . .. ... ... e Occupational, Part 5
Savings and trust funds, Indian . ...... ... ... . . L L L L Ledgers and registers, imprest account, Part 4
SCANNETS . . . oo Computer, Part 3
Schedules . ... Transportation, Part 1
Scholarships, fellowships, bUrsaries ... ... ... ... ...ttt e e Part 5
SCNO0IS . oo Funds, Part 4
Scientific @qUIPMENt . . . . . oottt e Technical equipment, Part 3
ST DS« et e Information services, Part 1
Seasonals and casuals, rates of pay . .......... ... Salaries, casuals, Part 5
Secondments, loans and exchanges, human resources management . ....................... Exchanges, Part 5
Secretarial and StenOZraphic SEIVICES . . . .« o vt v vttt et e Office services, Part 1
S BCUIILY . ottt Part 1
Security deposit,refund .. ....... ... .. . L oLl Ledgers and registers, refund and drawback Part 4
Security deposit 1elease . ... ...... ..o Vouchers, cheque, vouchers, Part 4
Selection standards . . . ... ... e Staffing, Part 5
Separations and TEHISMENTS . . . . .. .ottt ettt ettt e e e e e e Retirements, Part 5
Sewage and Water . . .. ... ... Utilities, Part 2
Shift work, arbitration tribunals ... ....... ... ... . . Staff relations, adjudication, Part 5
SIS . o ettt e Part 3
Ships, aCCIAENLS . . . ..ottt e Accidents, Part 1
Ships, accidents, ClAIMS . . . ... ... . e Claims, Part 4
Ships’ INSIIUMENES . . . ..ottt e e Technical equipment, Part 3
SICK IEAVE . . . o Leave, Part 5
SIdeWalks . ..o Lands, Part 2
A 1 TP Buildings, Part 2
Signature cards and LiSts . . . .. ... L L Signing, Part 4
Signing authOTItY . . . . ..ottt e e e e e e Part 4
Sites and monuments, historical . ... ... i Lands, Part 2
SHAES ..o Information services, Part 1
SHAES . oo Library services, Part 1
SINOCKS . oo Clothing, Part 3
Smoking in the workplace . ... .. ... .. .. e Occupational, Part 5
Snow removal, roads, streets, sidewalks, highways . .......... ... .. ... ... ... ... Lands, Part 2
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Societies and Orders . .. ... ... ... Associations, Part 1
Soldier settlement (WW1),refund ............. ... ... ... ........... Ledgers, refund and drawback Part 4
Soliciting and CANVASSINE . . . . o« ottt ettt e e e e Campaigns, Part 1
Speakers, arrangements for ... ... ... e Information services, Part 1
Special Ieave . ... ... e Leave, Part 5
Specifications and drawings . . . . .. ... e Drawings, Part 3
Specifications and plans . . . ... ... e Buildings, Part 2
Speeches and addresses . .. ......vu it e Information services, Part 1
SPOrts and TECTEALION . . . . ottt t ettt e e et et e e e e e e e e e e Part 5
Staff relations . . .. ... Part 5
A g . . o .o e Part 5
Standards, classification . .. ... Classification, Part 5
Standards, SEIECHON . . . .. ... .. . Staffing, Part 5
Standing offer agreements, materiel management . ... ......... ...t e Part 3
Statement of qUalifications . .. ... ... . e Staffing, Part 5
Statements, ACCOUNTING . . . . o . ottt ettt et e e e e e e e e e e e e et Part 4
Statements, accounts payable andreceivable ... ....... ... .. L L L i Statements, Part 4
STAtEMENES, PAY - ¢ - e ettt et ettt e e e e e e e e e e e e e Pay, Part 4
Statements of personal exemptions and deductions . ......... ... .. .. .. . i, Income tax, Part 5
Statements and recoONCIlIatiONS . . . . . ..ttt Banks, Part 4
Statements and reconciliations, bank ... ...... ... ... ... Cheques, bank, Part 4
N 18 (0] 1155 o Part 3
STALSTICS &+« v e et ettt e e e e e e e e e e e e Reports, Part 1
Statistics and reports, ACCOUNTING . . .« o« vttt ettt e e e e e e e e e e Statements, Part 4
Statistics and reports, accounts payable and receivable ... ....... ... ... ... o oL Statements, Part 4
Statutory increases and TeVISIONS . . ... ..ottt ittt e Salaries, Part 5
Statutory orders, acts and legislation ............. .. ... .. i i Acts and legislation, Part 1
Stocktaking of eqUIPMENt . . . . . ...ttt Accounting, Part 3
STOPPAZES, PAY - ¢ e ettt e e e e e e e e Salaries, Part 5
StOPPages, WOTK . . . oot Staff relations, Part 5
Stores issue, VOUCKEIS . . ... ... ... Vouchers, cheque, vouchers, Part 4
5 (= 1T Lands, Part 2
Strikes and WOTK SEOPPAZES .« . . . o vttt et e Staff relations, Part 5
Studies, surveys and systems, human resources management . .. ..........c.c.oueuenenennenenenenenn. Part 5
Subscriptions to newspapers and periodicals . .. ........ . i Procurement, Part 3
Subsistence allOWanCES . ... ..ottt Allowances, Part 4
SUDVETSIVE QCHIVITIES « . . ¢ . v et ettt ettt e e e e e e e e e e e e e e Security, Part 1
SUGEESHION AWAIAS . . . ..ottt e Incentive awards, Part 5
Summaries, aCCOUNTINE . . . ..o\ttt ettt ettt et e e e e e e et ettt Statements, Part 4
Summaries, accounts payable and receivable ........... ... . . L i Statements, Part 4
SUPETANNUATION . . . ottt e ettt ettt e e e e e e e e e e e e e e e e e Part 5
SUperannuation aCCOUNLS . . ..o\ vttt ettt ettt e e e e e e e e e e e e e e Pay, accounts Part 4
Surplus of materiel . . .. ... ... e Disposal, Part 3
SUIVEYS, INSPECLIONS . .« . o . vttt ettt ettt e e e e e e e e e e e e e Security, Part 1
Surveys, studies and systems, human resources management . .. ................c.ocouenneen ... Studies, Part 5
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Survival, national .. ... .. Emergency planning, Part 1
SUSPENSE ACCOUNLS .« . vt ettt ettt e e e e e e e e e Accounts and accounting, Part 4
SYMPOSIA .ottt ettt e e e Committees, Part 1
Systems, surveys and studies, human resources management . ..............c...o.euenenennn.. Studies, Part 5
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TariffS . . o e Transportation, Part 1
Tariffs and dULIES . . . . .ot e Duties, Part 4
Tax, INCOME . . . ..ottt e e e e e e Income tax, Part 5
XS . ettt Part 4
TAXD SCIVICES . . ot vttt ettt et e e e e e e e e e e e e e e Transportation, Part 1
Technical @qUIPMENT . . . .. .. e e e Part 3
Technology, management of . ............. ... .. ... iiiiiiiunenenan... Management of technology, Part 1
Telecommunications €qUIPMENt . . . .. ..ottt ettt Technical equipment, Part 3
TelecommuniCations SYSEEINIS . . .« ¢ o vt v vttt et ettt e e ettt e e e Utilities, Part 2
Telephone . . .. ..ot Accounts payable, utilities Part 4
Television broadcasts . . . ..ottt Information services, Part 1
Tenders, ProCUTEIMENt . . . . .. .ottt et ettt e e e e e e et Procurement, Part 3
Term and acting appOINUMENES . . . ..« .v vttt ettt ettt e e e e e ie e Appointments, Part 5
Terminal allOWanCES . . . . ..ttt e e Allowances, Part 4
Termination of employment . . .. ... .. . e Retirements, Part 5
Territorial, acts and legislation . . .. ... ... .. Acts, Part 1
Territorial, AZreMENLS . . . . . .o ottt ettt e e e e e Agreements, Part 1
Territorial GOVEINMENTS . . . ..ottt ettt ettt e e e e et e Cooperation, Part 1
Testing and examination, language ............. ... .. ... .. .. .. ... Official languages, language, Part 5
Testing, investigation, iINSPECHiON . . .. .. ..ttt e Occupational, Part 5
Timber sales and land sales, Indian, imprest account . ................. ... 0 iinienenen... Ledgers, Part 4
Time summaries, payroll . ... ... ... . e Pay, payroll, Part 4
Tours and IHNETATIES . . . . . . vttt et et e e e e e e e e e e e e e e e Visits, Part 1
Trainee program, management . . .. .. .. ....vuvenenenenenenenen... Human resources planning, career, Part 5
Training and development . .. .. ... ... . .t e Part 5
Training, educational equipment ... ... ... ... ... . it e Educational, Part 3
Training and instruction, safety .......... ... .. . i i Occupational, safety, Part 5
Training, language . ... ... .. ...ttt Official languages, language, Part 5
Transcribing SEIVICES . . . . v vttt ettt e e et e e e e e e e e Office services, Part 1
TranSCIIPLS . . o oottt e e e Cheques, Part 4
Transfer, disposal . . ... ... e Buildings, Part 2
Transfer, disposal . . .. ... e Lands, Part 2
Transfer of eqUIPMENt . .. ... ... e Accounting, Part 3
Transfer payments . .. ... ...ttt e Grants, Part 4
Trans ers ..o e Encumbrances, Part 4
Transfers and POSHINGS . . . . ¢ oottt e e Part 5
Translation SEIVICES . . .. .ottt ittt et e e e e e e e e e e e Part 1
Transportation, travel . . .. ... ... e Part 1
TraVel . .o Part 4
Travel advance . ... ... e Travel, ledgers and registers, Part 4
Travel, tranSportation . . . .. ... ...ttt e Transportation, Part 1
Treasury Board minutes, acts and legislation . .. ... ... . Acts, Part 1
Treasury Bills, travel advance . ............ .. ... it Ledgers, travel Part 4
Treaties and Pacts . . . ..ottt International affairs and relations, Part 1
Treatment, first aid . ... ... ... o e Occupational, Part 5
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TrESPASSINE . o . o ettt e e e e e e e e e e e Lands, Part 2
TIUSt ACCOUNES . . v vttt et e e e e e e e e e e e e e e Accounts and accounting, Part 4
Trust QrEEMENLS . . . oot vttt ettt et e e e e Accounts and accounting, Part 4
Trust funds and savings, Indian . ......... .. ... . . . i Ledgers, imprest account, Part 4
Trust, travel advance . ... ... ...ttt Ledgers, travel, Part 4
U S ot e Ships, Part 3
TYPING SEIVICES .« . o vttt ettt e e e e e e e e e e e e e e e Office services, Part 1
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Unemployment inSUIance . . . ... ..ottt ettt Insurance, employment, Part 5
UNITOIIMS .« . ot e e e e e e e e e e e e e e Clothing, Part 3
Union relations . . . ... ... i Staff relations, Part 5
United Way ... e Campaigns, Part 1
Universities and colleges, co-operative programs . ...............c.oeuoeunennen.... Staffing, programs, Part 5
Use of employer’s facilities, union relations . .......... .. ..., Staff relations, union, Part 5
Utilities, accounts payable .. ... ... ...ttt e Accounts payable, Part 4
Utilities, real property management . . .. .. .. ...ttt ettt e e e e Part 2
Utilization and planning, human resources . ...............c.coueunenoen.. Human resources planning, Part 5
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Vehicles, aCCIENtS . . . . ..ottt e Accidents, Part 1
Vehicles, accidents, CIAIMS . . . ...ttt e e Claims, Part 4
Vehicles, procurement, Maintenance, TEPAILS . . . . .« . v v vt vt vt ettt e et e e e e e e e e e e Part 3
Vehicles, registration and liCenses . .. ....... ... i e Vehicles, Part 3
Vending Mmachines . .. ... ... ..ottt e e e Cafeterias, Part 1
Ventilation and air conditioning . . . .. ...« .ottt Utilities, Part 2
Veterans’s allowance . ............. ...ttt Allowances, ledgers and registers, Part 4
Veterans’s benefit, travel advance . .. ... ... Ledgers, travel, Part 4
Video and audio recordings . .. ......... ittt Library services, Part 1
VIAE0S o v vt e Information services, Part 1
Visas and PasSSPOITS . .« .o vttt ettt e e e e e e e e Passports, Part 5
Visible MINOTItY rOUPS . ..ottt ettt e e e e e e e Employment equity, Part 5
VISIEOTS .« o oottt et e e e e e e e Security, Part 1
VSIS & e et Security, Part 1
Visits, tours and ItINETATIES . . . . o .. vttt ettt e e e e e e e e e e e e e Part 1
VOUCRETS . ..o Part 4
VOoUCherS .. Accounts payable, Part 4
VOUCKETS . .t e e e Accounts receivable, Part 4
VOUCHETS . o Allotments, Part 4
VOUCKETS . . ot e e Banks, Part 4
VOUChETS .. Cheques, Part 4
Vouchers, IMprest aCCOUNES . . ..ottt ettt ittt e e Accounts payable, vouchers, Part 4
Vouchers, journal . ... ... ... ... Vouchers, cheque, vouchers, Part 4
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Wages and Salaries . ... ... ...ttt Salaries, Part 5
War veterans’s allowance . ... ... Allowances, ledgers and registers, Part 4
Warrants, €leCtion . . . ... ... ... Cheques, Part 4
Warrants, Salary . ... ... e Pay, Part 4
Warrants, SAlary . ... ... ...ttt e Salaries, Part 5
Water and SEWAZE . . .. oot Utilities, Part 2
Water, transportation and travel . .. ... ... Transportation, Part 1
WERAPONS .« . .ottt e Arms, Part 3
Winter WOrks PrOgrams . ... ... ..ottt ettt Staffing, programs, Part 5
WoOrd ProCessing SEIVICES . . . . v ottt ettt e e e e e e e Office services, Part 1
Work eXperience Programs . .. ... ... ...oun ot ettt e Staffing, programs, Part 5
Work force adjustment . . . ... ... e Retirements, Part 5
Work stoppages and StriKes . ... ... ...ttt e Staff relations, Part 5
Working conditions .. ........ .. Occupational, Part 5
Workforce adjustment . . ... ... ..o Retirements, Part 5
Workplace day Care CENtIES . . .. .. ..ottt ittt e e e e e Part 5
Workplace fitness Programs . . . ... . ..ottt e e e e e Occupational, Part 5
Write-offs, eqUIPmEnt . ... .. ... e Disposal, Part 3
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