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Retention Guidelines
for
Common Administrative Records
of the

Government of Canada

Part 4

Comptrollership Function



Part4
Comptrollership Function

Coverage

The Comptrollership Function covers records of
three large sub-functions of the discipline: External
(Financial) Audit, Financial Management, and
Program Management.

External (Financial) Audit includes examinations and
assessments of financial records and accounts,
professional opinions concerning the presentation of
financial information (fairness, accuracy,
completeness, and in accordance with accounting
policies and anthorities), adequacy of internal control
and management information systems, and
effectiveness of financial, program or business
performance.

Financial Management consists of both the
administrative (accounting) processing activities and
the higher level management activities related to
budgeting, financial planning, performance measure,
control, and the reporting of financial information
required by managers. It includes financial reporting,
analysis and planning, classification of accounts,
budgetary control, development of financial
information systems and controls, accounting and
control of expenditures and of revenues, accounting
for assets and liabilities, accounting for special funds
and accounts and, revolving funds.

Program Management includes expenditure
management systems, capital plans and projects,
agreements and arrangements with other levels of
government, risk management, external user charges,
alternative service delivery, and review.

Records not authorized for disposition

For most records covered in the Comptrollership
Function, retention guidelines are offered with a few
exceptions related to the following sub-functions and
activities: certain records related to internal audits
and to program evaluations, trust accounts,
alternative service delivery, agreements and
arrangement with other levels of government, and
transfer payments, grants and contributions. Records
related to these sub-functions and activities are not
authorized for disposition in the Multi-Institutional
Disposition Authority Number 99/004 covering the

Comptrollership Function. For these records,
institutions should consult their existing
Institution-Specific Disposition Authorities ISDAs).
‘When it is determined that disposition of the records
is not authorized, or cannot be determined,
institutional representatives should consult the
National Archives of Canada.

Offices of Primary Interest

The Retention Guidelines do not apply to records of
Offices of Primary Interest “OPIs”, or central
agencies, in the pursuance of their mandated role in
the area of Comptrollership on behalf of the
Government of Canada. Examples of such
government bodies are the Treasury Board
Secretariat, the Office of the Auditor General, and
Public Works and Government Services Canada, and
any other institution mandated to perform, in full or
in part, a Comptrollership function on behalf of the
Government of Canada. The Retention Guidelines do
apply, however, to such organizations’ internal
comptrollership records.

Use

Use of the Retention Guidelines should be in
accordance with the proposals contained in the
Introduction. For additional information on the
disposition of records of this Function, the Multi-
Institutional Disposition Authority, Number 99/004,
covering the Comptrollership Function should be
consulted.



Retention Guidelines for Common Administrative Records of the Government of Canéda

Comptrollership Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Accounts and Appropriations, disbursements, etc.
accounting
Policy, procedures 6 fiscal years after superseded (Active 2 years,
Dormant 4 years)
Routine 2 fiscal years
Ledgers and registers See “Ledgers and registers”, “Accounts

payable”, “Accounts receivable”,
“Allotments”, “Allowances”, “Cash
accounting”, “Contracts”, “Encumbrances”,
“Postage accounts”, “Travel”

Trust accounts

Involving long term or
indeterminant fiduciary
responsibilities which have an
impact on the rights or
entitlements of citizens or
groups within Canadian
Society and which arise from
mandated activity of an
institution

Policies, trust Exclusion C4.1 in Terms and Conditions of MIDA
agreements and Number 99/004.

audited annual

statements

Statements : See “Statements”

Suspense accounts including ledgers

i

After transfer to the 1 fiscal year
appropriate account

t

Part 4 — Comptrollership Function . Page 1 of 23




Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Accounts payable  Policy, procedures 6 fiscal years after superseded (Active 2 years,
(Expenditures) Dormant 4 years)

Routine 2 fiscal years

Invoices, vouchers

Commercial firms, hospitals, 6 fiscal years (Active 2 years, Dormant 4 years)
suppliers, etc.

Ledgers and registers

Expenditures: Imprest account 6 fiscal years (Active 2 years, Dormant 4 years)
Services rendered to the institution

Advisory, professional, 6 fiscal years (Active 2 years, Dormant 4 years)

technical (consultants, doctors,
lawyers, nurses, etc.)

Services to other institutions 6 fiscal years (Active 2 years, Dormant 4 years)
Statements See “Statements - Accounts. payable and receivable”
Utilities

Energy, telephone, cable 6 fiscal years (Active 2 years, Dormant 4 years)
Vouchers (all)

Abstracts, bills of lading, 6 fiscal years (Active 2 years, Dormant 4 years)

cheque requisitions, contracts,
: credits to advances, facings,
i imprest accounts progress
payments, purchase orders and
i requisitions including local,
' refunds, removal and travel
claims, travel warrants, etc.

Part 4 — Comptrollership Function Page 2 of 23




Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Accounts Policy, procedures 6 fiscal years after superseded (Active 2 years,
receivable Dormant 4 years)

(Revenues)

Part 4 — Comptrollership Function

Routine
Credit notes and refunds

For return of goods and
containers, etc.

Ledgers and registers

Including refund: Refund and
drawbacks ledgers

Statements
Vouchers (all)

Bills, credits, official receipts,
receipt forms, sales slips, etc.,
from all sources including
accounts recoverable from
concessions, claims, fees,
rentals, etc.

2 fiscal years

6 fiscal years (Active 2 years, Dormant 4 years)

6 fiscal years (Active 2 years, Dormant 4 years)

See “Statements - Accounts payable and receivable”

6 fiscal years (Active 2 years, Dormant 4 years)

Page 3 of 23




Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollershi

p Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Agreements and  Policy, procedures
arrangements

Routine

Agreements with other levels of
government (Federal, provincial,
municipal)

Agreement files containing the
pure financial management
records related to accounting
and control of expenditures /
revenues, payment verification,
budgeting and budgetary
control of programs including
ledgers related to such
agreements

Agreement files containing
records related to policy
development and other records
which document the
administration of a program
pertaining to such agreements
where the institution has
played or is playing the role of
an Office of Primary Interest in
formulating, administering or

negotiating the'agreement - -~ -

Agreement files containing a
mixture of both categories of
records described in the two
preceding paragraphs

Trust agreements

Part 4 — Comptrollership Function

6 fiscal years after superseded (Active 2 years,
Dormant 4 years)

2 fiscal years

6 fiscal years (Active 2 years, Dormant 4 years)

Exclusion C9.1 in Terms and Conditions of MIDA
Number 99/004.

Exclusion C9.1 in Terms and Conditions of MIDA
Number 99/004.

See “Accounts and accounting”
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Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Allotments Policy, procedures 6 fiscal years after superseded (Active 2 years,
Dormant 4 years)
Routine 2 fiscal years
Ledgers and registers 6 fiscal years (Active 2 years, Dormant 4 years)
Vouchers
Transfers between primaries 6 fiscal years (Active 2 years, Dormant 4 years)
Allowances Educational, foreign service, marriage,
northern and isolated post, risk,
subsistence, terminal, etc.
Policy, procedures 6 fiscal years after superseded (Active 2 years,
Dormant 4 years)
Routine 2 fiscal years .
Entertainment 1 fiscal year
Ledgers and registers
Family allowance and war 6 fiscal years (Active 2 years, Dormant 4 years)
veterans allowance
Alternative service Exclusion C8.1 in Terms and Conditions of MIDA
delivery- - Number 99/004. '

Part 4 — Comptrollership Function
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Retention Guidelines for Common Administrative Records of the Government of Can-ada

Comptrollership Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Audits and Policy, procedures 6 fiscal years after superseded (Active 2 years,
auditing Dormant 4 years)

Routine 2 fiscal years

External audits and/or program
evaluations

Conducted by a central agency, 6 fiscal years (Active 2 years, Dormant 4 years)
common service agency or by
the Auditor General

Internal audits and/or program
evaluations

Permanent file

Final internal audit Exclusion C7.1 in Terms and Conditions of MIDA
and program Number 99/004.

evaluation report

including

management

response, corrective

action, and follow-up

Other audit files 3 fiscal years

Conducted by private  Exclusion C3.2 in Terms and Conditions of MIDA
sector consultants Number 99/004.

Trust accounts See “Accounts and accounting”

Part 4 — Comptrollership Function _ Page 6 of 23



Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Banks and banking Policy, procedures 6 fiscal years after superseded (Active 2 years,
Dormant 4 years)
Routine 2 fiscal years
Exchange rate-
Bank of Canada 1 fiscal year

Statements (and reconciliations)
Imprest accounts 6 fiscal years (Active 2 years, Dormant 4 years)

Cheque Redemption Control 1 fiscal year
Division

Vouchers

Receipts, copies of transfers of 1 fiscal year

funds, etc.
Bonding Of employees 2 fiscal years
Budgets Policy, procedures 6 fiscal years after superseded (Active 2 years,
Dormant 4 years)
Routine 2 fiscal years
Individual budgets -
‘ Institutional 6 fiscal years (Active 2 years, Dormant 4 years)
1 Branch or Division 2 fiscal years

Capital plans and ! ' See “Contracts”
projects

Part 4 — Comptrollership Function Page 7 0f 23



- Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group

Subject and Description

Retention Guidelines and/or Remarks

Cash accounting

Cheques

(cont'd)

Part 4 — Comgtrdllershig Function

Policy, procedures

Routine

Ledgers and registers

Cash blottets, cash books, cash
summaries, receipts, registers

and wharfage books

Cash control records

Routine

Actual cheques paid (cashed)
Including like instruments

Abstracts

Attached to supporting
vouchers

Other copies
Bank statements and reconciliation
Imprest banking accounts

Election warrants

* Lists and transcripts (all)

General lists
Cancelled cheques

Deposited to bank accounts

6 fiscal years after superseded (Active 2 years,
Dormant 4 years)

2 fiscal years

6 fiscal years (Active 2 years, Dormant 4 years)

1 fiscal year

2 fiscal years

6 fiscal years (Active 2 years, Dormant 4 years)

6 fiscal years (Active 2 years, Dormant 4 years)

1 fiscal year

6 fiscal years (Active 2 years, Dormant 4 years) - _

6 fiscal years (Active 2 years, Dormant 4 years)

6 fiscal years (Active 2 years, Dormant 4 years)

1 fiscal year

1 fiscal year
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Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group Subject and Description - Retention Guidelines and/or Remarks
Cheques (cont’d) Retwrned cheques

Subsequently 1 fiscal year

cancelled

Subsequently paid 6 fiscal years (Active 2 years, Dormant 4 years)

Lost
Statutory declarations 2 fiscal years
Pay See “Pay - Lists”
Receipts for 1 fiscal year
Registers 6 fiscal years (Active 2 years, Dormant 4 years)
Requisitions See “Accounts payable - Vouchers”
Returned
Undeliverable Cancel after 6 months then retain for 6 fiscal years
(Active 2 years, Dormant 4 years)
Transcripts 6 fiscal years (Actfve 2 years, Dormant 4 years)
Vouchers

Returned 1 fiscal year

Part 4 — Comptrollership Function - Page 9 of 23




- Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Claims By and against the Crown

Policy, procedures

Routine
Individual claim files
" Vehicle, ship, boat and aircraft
accident and other claim files
by and against the Crown
finalized or authorized to be

deleted or transferred to an
inactive account receivable

Personnel

Coding Policy, procedures :.

. Routine

6 fiscal years after superseded (Active 2 years,
Dormant 4 years)

2 fiscal years

6 fiscal years after the settlement of individual
claims (Active 2 years, Dormant 4 years). This is a
Retention and Disposal Standard governed by the
Privacy Act and prescribed by Treasury Board that
must be adhered to. See Treasury Board’s
publication Info Source: Sources of Federal
Employee Information, Standard Bank PSE 908,
Vehicle, Ship, Boat and Aircraft Accidents. Note:
This retention and disposal standard is being
considered by the Treasury Board. This or an
adjusted retention and disposal standard will be
published in the next scheduled revision of Info
Source: Sources of Federal Employee Information
and if required, an amendment to these
Guidelines issued.

See “Occupational safety and health” under the
Human Resources Management Function

_ 6 fiscal years after superseded (Active 2 years,

Dormant 4 years)

2 fiscal years

Page 10 of 23
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Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Contracts Agreements, acceptances of tender, etc.
Policy, procedures 6 fiscal years after superseded (Active 2 years,
Dormant 4 years)
Routine 2 fiscal years
Individual contract files
Capital plans and projects
Policy development,  Exclusion C5.1 in Terms and Conditions of MIDA
planning and Number 99/004.
evaluation

Case files re purchases, rentals, 6 fiscal years after completion and non-renewal

services, etc. (Active 2 years, Dormant 4 years)
Ledgers and registers 6 fiscal years (Active 2 years, Dormant 4 years)
Credit See “Accounts receivable”
Duties and tariffs  Policy, procedures 6 fiscal years after superseded (Active 2 years,
Dormant 4 years)
Routine 2 fiscal years

Customs, excise, exports, imports and 2 fiscal years
forms

Part 4 — Comptrollership Function Page 11 of 23




Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Encumbrances Policy, procedures 6 fiscal years after superseded (Active 2 years,
Dormant 4 years)
Routine 2 fiscal years
Adjustments 1 fiscal year
Individual encumbrances 1 fiscal year
Ledgers and registers 1 fiscal year
Transfers }
Sub-allotment 1 fiscal year
Estimates Policy, procedures 6 fiscal years after superseded (Active 2 years,
Dormant 4 years)
Routine 2 fiscal years
Individual estimates
Institutional 6 fiscal years (Active 2 years, Dormant 4 years)
Directorate, Branch, Division 2 fiscal years
Fees Consultant and professional services

Policy, procedures

Routine

Individual

Part 4 — Comptrollership Function

6 fiscal-years:after superseded (Active 2 years,
Dormant 4 yeass)

2 fiscal years

See “Accounts payable”
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Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Funds Policy, procedures

Routine
Ledgers and registers
Non-public

Policy, procedures

Routine (Flower, gift, etc.)
Schools

Policy, procedures

Routine
Grants, Policy, procedures
contributions and
transfer payments

Routine

Pure financial management records
related to accounting and control of
expenditures / revenues, payment .
verification, budgeting and budgetary
control of programs related to transfer
payments, grants and contributions

Records related to grants and
contribution programs, including true
case files documenting applications,
appraisals and interim reports

Files containing a mixture of both
categories of records described in the
~ two preceding descriptions

6 fiscal years after superseded (Active 2 years,
Dormant 4 years)

2 fiscal years

See “Ledgers and registers”

6 fiscal years after superseded (Active 2 years,
Dormant 4 years) :

2 fiscal years

6 fiscal years after superseded (Active 2 years,
Dormant 4 years)

2 fiscal years

6 fiscal years after superseded (Active 2 years,
Dormant 4 years)

2 fiscal years

6 fiscal years (Active 2 years, Dormant 4 years)
Exclusion C10.1 in Terms and Conditions of MIDA
Number 99/004.

Exclusion C10.1 in Terms and Conditions of MIDA
Number 99/004.

Part 4 — Compirollership Function
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Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Imprest accounts ~ Ledgers and registers See “Accounts payable - Ledgers and registers”
Vouchers See “Accounts payable - Vouchers”
Insurance Policy, procedures 6 fiscal yeats after superseded (Active 2 years,
Dormant 4 years)
Routine 2 fiscal years
Ledgers and General Ledgers 6 fiscal years (Active 2 years, Dormant 4 years)
registers
Accounts payable See “Accounts payable”
Accounts receivable See “Accounts receivable”
Allotment See “Allotments”
Allowance See “Allowances”

Canadian Pension Commission 6 fiscal years (Active 2 years, Dormant 4 years)

Cash See “Cash accounting”
Central control of the Excluded in MIDA Number 99/004.
Government of Canada

Contract See “Contracts”

“* > Encumbrances- " ' See “Encumbrances”
Eskimo loan 6 fiscal years (Active 2 years, Dormant 4 years)
Establishment 67 fiscal years (Active 2 years, Dormant 4 years)
“ ' Eﬁpenditure ; See “Accounts payable - Ir.,edge;sr hhd,fegisters;'
(cont’d) | Famﬂy allowance 4 See “Allowances”

Part4 — Comgirollershig Function Page 14 of 23




Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group Subject and Description Retention Guidelines and/or Remarks

Ledgers and Federal-provincial See “Agreements”
registers (cont’d)
Fishermen’s Indemnity Fund 6 fiscal years (Active 2 years, Dormant 4 years)

Harbour dues 6 fiscal years (Active 2 years, Dormant 4 years)
Holdback 6 fiscal years (Active 2 years, Dormant 4 years)
Imprest account See “Accounts payable”

Indian land sales and timber Excluded in MIDA Number 99/004.
sales

Indian savings and trust funds  Exclusion C4.1 in Terms and Conditions of MIDA

Number 99/004.
Invoice 1 fiscal year
Journal vouchers See “Youchers”

Legal payments made record 1 fiscal year

Loans and advances to 3 fiscal years

employees

Loans and investments 6 fiscal years (Active 2 years, Dormant 4 years)

Old age security 6 fiscal years (Active 4 years, Dormant 4 years)

Open accounts 6 fiscal years (Active 2 years, Dormant 4 years)
Postage | See “Postage accounts”

RCAF treasury accounts cards 6 fiscal years (Active 2 years, Dormant 4 years)

Refund: Refund and drawback See “Accounts receivable”
Security deposit 6 fiscal years (Active 2 years, Dormant 4 years)
(cont’d) Soldier s'ettlement' (WW1) 6 fiscal years (Active 2 years, Dormant 4 years)

Part 4 — Comptrollership Function - g T Page 150f23 =




Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Ledgers and
registers (cont’d)

Suspense

Travel advance
Treasury Bills
Trust
Veterans’ benefit

War veterans’ allowance

Multi-year
operational plans
(MYOPs)

Detailed plan for monitoring and
controlling allocation of resources
within planning frame-work

Policy, procedures

Routine
Individual MYOPs
Institutional
Directorate, Branch or
Division
Pay
Accounts
| Retirement fund (individual)
: 1 Superannuation opening
: balances as of
1 January 1954
- Allowances and deductions.
(cont’d)

RCMP authorization forms

Part 4 — Comgtrdllershig Function

See “Accounts and accounting - Suspense”

See “Travel”

6 fiscal years (Active 2 years, Dormant 4 years)
6 fiscal years (Active 2 years, Dormant 4 years)
6 fiscal years (Active 2 years, Dormant 4 years)

See “Allowances”

6 fiscal years after superseded (Active 2 years,
Dormant 4 years)

2 fiscal years

6 fiscal years (Active 2 years, Dormant 4 years)

2 fiscal years

(1)

See also “Human Resources Management Function

‘-

o -t
PRV SO S

2 years after death provided all estate matters have
been settled

Until age 80 provided 2 years have elapsed since the
last administrative action on the file

6 fiscal years (Active 2 years, Dormant 4 years)
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Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Pay (cont’d) Assigned pay
Documentation
Canada Savings Bonds
Pledges
Cards
Earning records
Complete pay record of

employee service for
classified, casual, locally
engaged, part-time, prevailing
rate, seasonal, sessional
employees

Annuitants ledger

Death benefit
Pay files
Annuitants - Service records,
benefit authorizations, life
- ceriificates and deduction
notices (terminated files)
Income tax

(cont’d) T4s and TP4s

Part 4 — Comptrollership Function

6 fiscal years (Active 2 years, Dormant 4 years)
2 fiscal years

Until age 80 provided 2 years have elapsed since the
last administrative action on the file

2 years after cessation of payment to the annuitant or
heirs provided no action is pending or anticipated.

See “Accounts payable - Vouchers”

3 fiscal years

6 fiscal years (Activé Zyears Dormant 4 yeargj '

= Pagel7of23 -




Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Retention Guidelines and/or Remarks

Subject Group Subject and Description

Pay (cont’d) Lists

Deduction remittance

Pay lists

Annuitant deduction

Cheque lists detailing salary
cheques for:

. Pay input records

a) Classified
employees (including
living allowances)

b) Casual, prevailing
rates, etc., employees
(where full earning
record cards are
maintained)

¢) Where earning
record cards either do
NOT exist or do NOT
contain ail the
information required

Deduction
Superannuation and

pension payment
cheque lists

{ Payroll time summaries, controls and
deduction authorizations

Pension

(cont’d} !

Part4 — Comgtrdllershm’ Function

Locally engaged employees

2 fiscal years

2 fiscal years

6 fiscal years (Active 2 years, Dormant 4 years)

6 fiscal years (Active 2 years, Dormant 4 years)

64 years from the date of the pay period

2 fiscal years

6 fiscal years (Activeé 2 years, Dormant 4 years)

g

-2 fiscal years

6 fiscal years (Active 2 years, Dormant 4 years)

Until age 80 provided 2 years have elapsed since the
last administrative action on the file

Page 180f23 .




Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Pay (cont’d) Refund
Individual Until age 80 provided 2 years have elapsed since the
last administrative action on the file
Salary warrants 6 fiscal years (Active 2 years, Dormant 4 years)
Statements
Annuitants earning records 2 fiscal years
Cash gratuity 6 fiscal years (Active 2 years, Dormant 4 years)
Salaries 6 fiscal years (Active 2 years, Dormant 4 years)
Petty cash 2 fiscal years

Postage accounts

Program
evaluation

Receipts

Refunds

Including bulk payment system

Policy, procedures

Routine
Ledgers and registers

Daily records and advance
accounts

For goods and services received, letters

of acknowledgement, lists, routine
individual receipts, etc.

Part 4 — Comptrollership Function

6 fiscal years after superseded (Active 2 years,
Dormant 4 years)

2 fiscal years

1 fiscal year
See “Audits and auditing”

1 fiscal year

See “Accounts payable - Vouchers”
“Accounts receivable - Credit notes™
“Accounts receivable - Ledgers and
registers”
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Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Registers See “Ledgers and registers” and under appropriate
subject group
Regulations and  Policy, procedures 6 fiscal years after superseded (Active 2 years,
orders Dormant 4 years)
Routine 2 fiscal years
Individual payments 6 fiscal years (Active 2 years, Dormant 4 years)
Revenue . A See “Accounts receivable”
Signing authority  Policy, procedures 6 fiscal years after superseded (Active 2 years,
Dormant 4 years)
Routine 2 fiscal years
Lists and signature cards Until superseded
Statements, Accounting
summaries, 1eports
and statistics Miscellaneous
Not otherwise
provided for herein
Daily, 1 fiscal year
monthly,
quarterly
Yearly 6 fiscal years (Active 2 years, Dormant 4 years)
Publishedinthe =~ 2fiscal years .
(cont’d) Public Accounts
1

Part 4 — Comptrollership Function Page 20 of 23




Retention Guidelines for Common Administrative Records of the Government of Can-ada

Comptrollership Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Statements, Accounts payable and receivable
summaries, reports (expenditures and revenues)
and statistics
{cont’d) Listings by vote, primary, sub-
allotment, financial

encumbrance, or establishment

Monthly 3 fiscal years
Yearly 6 fiscal years (Active 2 years, Dormant 4 years)
Bank See “Banks”
Pay See “Pay”
Taxes Federal, provincial, municipal, other

than income tax

Amusement, property, sales
taxes, etc.

Policy, procedures 6 fiscal years after superseded (Active 2 years,

Dormant 4 years)
Routine 2 fiscal years
Individual accounts See “Accounts payable”, “Accounts receivable”

Transfer payments See “Grants, contributions and transfer payments”

Ch ke e ke

Part 4 — Comptrollership Function o~ -Pgge 21'0f 23




Retention Guidelines for Common Administrative Records of the Government of Canada

Comptrollership Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Travel Allocations, expenditures, etc.

Policy, procedures

Routine
Expense claims - Individual
Advances, requisitions,

warrants, etc. concermning
mileage, relocation, travel, etc.

Ledgers and registers

Travel advance

Trust accounts

Vouchers Accounts payable
Accounts receivable
Bank
Cheque
Abstracts
‘ Vouchers
': Interdepafdné;i;él -
settlement advice
Journal and journal

(cont’d) J registers

6 fiscal years after superseded (Active 2 years,
Dormant 4 years)

2 fiscal years

6 fiscal years (Active 2 years, Dormant 4 years)
following the fiscal year in which the travel or
relocation claim was settled. This is a Retention and
Disposal Standard governed by the Privacy Act and
prescribed by Treasury Board that must be adhered
to. See Treasury Board’s publication Info Source:
Sources of Federal Employee Information, Standard
Bank PSE 913, Travel and Relocation.

6 fiscal years (Active 2 years, Dormant 4 years)
See “Accounts and accounting”

See “Accounts payable”

See “Accounts receivable”

See “Banks”

See “Cheques - abstracts”

6 fiscal years (Active 2 years, Dormant 4 years)

6 fiscal years (Active 2 years, Dormant 4 years)

Page 22 of 23
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Comptrollership Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Vouchers (cont’d) Security deposit 1 fiscal year

release forms

Stores issue 2 fiscal years

Part 4 — Comptrollership Function Page 23 of 23
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) Part 5 Use
Human Resources Management Function
Use of the Retention Guidelines should be in

Coverage accordance with the proposals contained in the

' Introduction. For additional information on the
The Human Resources Management Function covers disposition of records of this Function, the Multi-
records of sub-functions and activities related to Institutional Disposition Authority, Number 98/005,
staffing, training and development, performance covering the Human Resources Management
assessment, occupational safety and health, staff Function should be consulted.

relations, compensation and benefits, human
resources planning and utilization, classification,
official languages, and employment equity.

Records not authorized for disposition

Except for the Personnel files of former civilian
employees of the Government of Canada, all other
records covered in this Function are authorized for
disposition by government institutions in the Multi-
Institutional Disposition Authority Number 98/005
covering the Human Resources Management
Function. More obvious in this Part is the presence of
records containing personal information for which,
when described in Standard Banks published in Info
Source: Sources of Federal Employee Information,
the retention guidelines are replaced with Retention
and Disposal Standards which must be adhered to.

The Personnel files — or career files — of former
civilian employees of the Government of Canada,
once transferred to the National Archives of Canada
by government institutions, are retained and disposed
of by the Federal Records Centre, National Capital
Region according to Records Disposition Authority
98/018 covering the Personnel files of former civilian
employees of the Government of Canada.

Offices of Primary Interest

The Retention Guidelines do not apply to records of
Offices of Primary Interest “OPIs”, or central
agencies, in the pursuance of their mandated role in
the area of Human Resources Management on behalf
of the Government of Canada. Examples of such
government bodies are the Treasury Board
Secretariat and the Public Service Commission, and
any other institution mandated to perform, in full or
in part, a Human Resources Management function on
behalf of the Government of Canada. The Retention

- Guidelines do apply, however, to such organizations’
internal human resources management records.



Retention Guidelines for Common Administrative Records of the Government of Canada

Human Resources Management Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Accidents and
injuries

Accreditations and Policy, procedures
credentials

Routine
Affirmative action
Allowances
Appeals
Appointments Indeterminate, term and acting

appointments

Policy, procedures

Routine

Attendance and Policy, procedures
punctuality

Routine

Registers, reports, etc.

Bilingualism

Part 5 — Human Resources Management Function

See “Occupational safety and health”

5 years after superseded (Active 2 years, Dormant
3 years)

2 years
See “Employment equity”
See “Comptrollership Function”

See “Staff relations”

5 years after superseded (Active 2 years, Dormant
3 years)

2 years

5 years after superseded (Active 2 years, Dormant
3 years)

2 years

2 years after fiscal year expires

See “Official languages”
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Retention Guidelines for Common Administrative Records of the Government of Canada

Human Resources Management Function

Subject Group Subject and Description Retention Guidelines and/or Remarks

Classification Records related to occupational groups
and categories, relative salaries, pay
rates, classification standards,
classification review, application of
standards, conversion of positions,
development, review and promulgation
of classification standards, and
classification delegation

Policy, procedures 5 years after superseded (Active 2 years, Dormant
3 years)
Routine 2 years
Position files 1 year after superseded or obsolete
Collective See “Staff relations”
bargaining
Competitions and See “Staffing”
exams ‘
Discipline See “Staff relations”
Employee All aspects of an Employee Assistance
assistance Program including contracts for outside

services, advice, medical diagnosis,
referrals, training, monitoring and

. audits
Policy, procedures 5 years after superseded (Active 2 years, Dormant
3 years)
Routine 2 years

Documentation concerning a 2 years following the date of the most recent - - - -

specific employee . reference to employee assistance. This is a
Retention and Disposal Standard governed by the
Privacy Act and prescribed by Treasury Board that
must be adhered to. See Treasury Board’s
publication Info Source: Sources of Federal
Employee Information, Standard Bank PSE 916,
Employee Assistance.
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~ Retention Guidelines for Common Administrative Records of the Government of Canada

Human Resources Management Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Employee
personnel file
 Employment
Employment All aspects of employment equity,
equity including enabling equitable

representation of distribution of women,
Aboriginal people, members of visible
minority groups, and persons with
disabilities

Policy, procedures

Routine

Records related to employees’
designated group membership,
occupational group
classification, salary and salary
increases, promotions

Records related to workforce
survey questionnaires,
workforce analyses, reviews of
employment systems,
employment equity plans
. including monitoring of
“* implerentation! employment
~ equity activities and
information provided to
employees

Part 5 — Human Resources Management Function

See “Personnel file”

See “Staffing”

5 years after superseded (Active 2 years, Dormant
3 years)

5 years

Place on the employee’s Personnel file

5 years after the audit of the program by the
Canadian Human Rights Commission or 10 years
after the period covered by the institution’s
Employment Equity Plan to which the records relate.
This is a Retention and Disposal Standard
governed by the Privacy Act and prescribed by
Treasury Board that must be adhered to: See
Treasury Board’s publication Info Source: Sources
of Federal Employee Information, Standard Bank
PSE 918, Employment Equity Program. Note: This
retention and disposal standard is being
considered by the Treasury Board. This or an

- adjusted retention and disposal standard will be

published in the next scheduled revision of Info
Source: Sources of Federal Employee Information
and if required, an amendment to these
Guidelines issued.
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Retention Guidelines for Common Administrative Records of the Government of Canada

Human Resources Management Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Equal employment See “Employment equity”
opportunities
program
Establishment : See “Human resources planning and utilization”
Exchanges, loans, 3 years after arrangement ceases
secondments
Grievances . y See “Staff relations”
Honours and Decorations, medals, investiture and
awards outstanding achievement
Policy, procedures 5 years after superseded (Active 2 years, Dormant '
3 years)
Routine 2 years
Incentive awards See “Incentive awards”
Individual awards 3 years

Hours of work and Regular, compressed and flexible hours
overtime of work, overtime authorization, reports
of overtime performed, time off, etc.

Policy, procedures 5 years after supsvseded (Active 2 years, Dormant
3 years)
Routine 2 years

Human resources  Allocation, control, planning

planning and requirements and utilization
utilization
Policy, procedures 5 years after superseded (Active 2 years, Dormant
3 years)

(cont’d) Routine 2 years

Part 5 — Human Resources Management Function et oo Pagedof22.. .




Retention Guidelines for Common Administrative Records of the Government of Canada

Human Resources Management Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Human resources  Career management
planning and

utilization (cont’d) Management Trainee Program,

Career Assignment Program,
Interchange Canada Program,
Diversity Management

Technology Centre, and others.

Policy, procedures

Routine
Documentation
concerning a specific
employee
Inventories
Personnel inventory systems,
Management Resource
Information System (MRIS),
etc.

Policy, procedures

Routine
Individual positions

Performance reviews and employee
appraisals

Appraisals and reviews,
evaluations, probationary and
notice periods

Policy, procedures

: Routine
(cont’d) i

Part 5 — Human Resources Management Function

5 years after superseded (Active 2 years, Dormant
3 years)

2 years

Place on the employee’s Personnel file.

5 years after superseded (Active 2 years, Dormant
3 years)

2 years

Until superseded or obsolete

5 years after superseded (Active 2 years, Dormant
3 years)

2 years
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Retention Guidelines for Common Administrative Records of the Government of Can;:lda

Human Resources Management Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Human resources Documentation
planning and concerning a specific
utilization (cont’d) employee

Reports and statistics

Incentive awards ~ Suggestion, merit and long service
awards

Incentive Award Plan

Policy, procedures

Routine

Individual awards
funded by the
institution

Rejected suggestions
and nominations

Responses from
institutions not
: directly responsible
i for funding

Part 5 — Human Resources Management Function

5 years for all employees. This is a Retention and
Disposal Standard governed by the Privacy Act and
prescribed by Treasury Board that must be adhered
to. See Treasury Board’s publication Info Source:
Sources of Federal Employee Information, Standard
Bank PSE 912, Performance Reviews and Employee
Appraisals.

3 years

5 years after superseded (Active 2 years, Dormant
3 years)

2 years

Award files, 2 years after last administrative use.
Financial files, 6 fiscal years (Active 2 years,
Dormant 4 years). Precedent setting files, 15 years.
This is a Retention and Disposal Standard
governed by the Privacy Act and prescribed by
Treasury Board that must be adhered to. See
Treasury Board’s publication Info Source: Sources
of Federal Employee Information, Standard Bank
PSE 920, Recognition Policy.

2 years after last administrative use

2 years after last administrative use

o Page6of22 .




_ Retention Guidelines for Common Administrative Records of the Government of Canada

Human Resources Management Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Income tax Policy, procedures - 5 years after superseded (Active 2 years, Dormant
3 years)
Routine 2 years
Statements of personal exemptions and 2 years after superseded
deductions
Insurance Employment (previously
Unemployment)
Policy, procedures 5 years after superseded (Active 2 years, Dormant
3 years)
Routine 1 year
Personal — for public servants,
members of the RCMP and the
Canadian Forces, including death
benefit, hospital, life, medical, dental
and other insurance
Policy, procedures 5 years after superseded (Active 2 years, Dormant
3 years)
Routine 1 year
Leave and holidays Annual, casual, furlough, maternity,
overtime, retirement, sick, special and
other types of leave
, Policy, procedures 5 years after superseded (Active 2 years, Dormant
; 3 years)
(cont’d) |

Part 5 — Human Resources Management Function

Routine

1 year
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Retention Guidelines for Common Administrative Records of the Government of Canada

Human Resources Management Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Leave and holidays Leave forms 2 years after expiry of fiscal year. Thisis a
(cont’d) (Leave forms not be filed on Retention and Disposal Standard governed by the
employee Personnel files) Privacy Act and prescribed by Treasury Board that
must be adhered to. See Treasury Board’s
publication Info Source: Sources of Federal
Employee Information, Standard Bank PSE 903,
Attendance and Leave.
Celebrations and holidays
Government observance of 1 year
Oath of allegiance Policy, procedures 5 years after superseded (Active 2 years, Dormant
and office 3 years)
Routine 2 years
Occupational Records related to occupational safety
safety and health  and health programs including
documentation on the Canada Labour
Code, Labour Canada and Health
Canada directives, including
documentation on working conditions
such as clothing, workplace fitness
programs, smoking in the workplace,
HIV and AIDS
Policy, procedures 5 years after superseded (Active 2 years, Dormant
) 3 years) _
Routine 2 years
First aid treatment 5 years. This is a Retention and Disposal Standard
- governed by the Privacy Act and prescribed by
Treasury Board that must be adhered to. See
) .Treasury Board’s publication Info Source: Sources
of Federal Employee Information, Standard Bank
(cont’d) PSE 907, Occupational Safety and Health.

Part 5 — Human Resources Management Function
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_ Retention Guidelines for Common Administrative Records of the Government of Canﬁda

Human Resources Management Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Occupational Incidents - Non exposure to a
safety and health hazardous substance
(cont’d)
Accident and 10 years. Records held by Human Resources

occupational injury or Development Canada (HRDC) and Health Canada
illness investigation  are retained for the periods specified in the relevant
reports, including bank descriptions. This is a Retention and Dispesal

related Standard governed by the Privacy Act and
correspondence and  prescribed by Treasury Board that must be adhered
the supervisor’s to. See Treasury Board’s publication Info Source:
Hazardous Sources of Federal Employee Information, Standard
Occurrence Bank PSE 907, Occupational Safety and Health.
Investigation Report

Incidents resulting from

exposure to a hazardous

substance
Accident and 30 years. Records held by Human Resources

occupational injury or Development Canada (HRDC) and Health Canada
illness investigation  are retained for the periods specified in the relevant
reports, including bank descriptions. This is a Retention and Disposal

related Standard governed by the Privacy Act and
correspondence and  prescribed by Treasury Board that must be adhered
the supervisor’s to. See Treasury Board’s publication Info Source:
Hazardous Sources of Federal Employee Information, Standard
Occurrence Bank PSE 907, Occupational Safety and Health.
Investigation Report

Inspection, investigation and
testing reports

Airborne chemical 3 years after testing
agents

Boilers, pressure 10 years after inspection
i vessels, piping -
(cont’d) ‘ systems

Part 5 — Human Resources Management Function -~~~ = e ey Page § of 22 s




Retention Guidelines for Common Administrative Records of the Government of Caﬂada

Human Resources Management Function

Subject Group Subject and Description Retention Guidelines and/or Remarks

Hazardous 10 years after occurrence
Occupational occurrences involving
safety and health damage to boilers,
(cont’d) pressure vessels,

piping systems and

elevating devices,

rendering them

unserviceable

Materiel handling 1 year after report signed
equipment ' e

Motor vehicle 1 year after being received
operators’ daily

record reports (where

required)

Regarding elevating 2 years after signing submission or test
devices, dangerous

substances, confined

spaces, protection

equipment, hazardous

occurrences, meetings

and drills for

emergency evacuation

plans

Safety training and instruction

For emergency 2 years after training
wardens

Regarding dangerous 2 years after requirement ceases
substances

Official languages = Administration, policy, guidelines,

plans, etc
Policy, procedures 5 years after superseded (Active 2 years, Dormant
3 years)
(cont’d) _ Routine 2 years

Part 5 — Human Resources Management Function : -Page 100f22 . .




Retention Guidelines for Common Administrative Records of the Government of Canada

Human Resources Management Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Official languages Position files
(cont’d)
Language examination, exemption and
training records
Course applications,

enrollment, attendance,
qualifications, etc.

Passports and visas Routine correspondence, applications,
etc.

Personnel files Employees

Part 5 — Human Resources Management Function

1 year after superseded or obsolete

Place on the employee’s Personnel file. This is a
Retention and Disposal Standard governed by the
Privacy Act and prescribed by Treasury Board that
must be adhered to. See Treasury Board’s
publication Info Source: Sources of Federal
Employee Information, Standard Bank PSE 906,
Official Languages.

2 years after date of last documentation. This is a
Retention and Disposal Standard governed by the
Privacy Act and prescribed by Treasury Board that
must be adhered to. See Treasury Board’s
publication Info Source: Sources of Federal
Employee Information, Standard Bank PSE 906,
Official Languages.

2 years

Records are retained by the employing institution for
the duration of employment plus one year and then
transferred to the control of the Federal Records
Centre, National Capital Region, National Archives
of Canada. The records are destroyed by the National
Archives of Canada at age 80 provided 2 years have
elapsed since the last administrative action on the
file. This is a Retention and Disposal Standard
governed by the Privacy Act and prescribed by
Treasury Board that must be adhered to. See
Treasury Board’s publication Info Source: Sources
of Federal Employee Information, Standard Bank
PSE 901, Employee Personnel Record. Note: The
retention and disposal standard published in Info
Source: Sources of Federal Employee Information
for this Standard Bank is not up-to-date and will
be adjusted in the next scheduled revision of the
publication,
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Retention Guidelines for Common Administrative Records of the Government of Caliada

Human Resources Management Function

Subject Group

Subject and Description

Retention Guidelines and/or Remarks

Promotions and
reclassifications

Recruitment

Regulations and
directives

Réports and
statistics

Retirements and
separations

R S

Policy, procedures

Routine

Human resources management

Human resources management

Including dismissals, lay-offs,
resignations, retirements, work force
adjustment programs such as Early
Retirement Incentive, Early Departure
Incentive, termination of employment
due to Alternative Delivery situations

Policy, procedures

Routine

Documentation concerning a
specific employee

Part 5 — Human Resources Management Function

5 years after superseded (Active 2 years, Dormant
3 years)

2 years
See “Staffing”

Include under related activity.

Include under related activity.

5 years after superseded (Active 2 years, Dormant
3 years)

2 years

Place on the employee’s Personnel file.

-Pagel20f22 . .. ..




~ Retention Guidelines for Common Administrative Records of the Government of Canada

Human Resources Management Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Salaries and wages Pay
General salary matters
including salary warrants, staff
pay deductions, pay input
records, statutory increases and
revisions, acting or
responsibility pay, pay
stoppages, garnishment, etc.

Policy, procedures

Routine
Documentation
concerning a specific
employee

Actual certificates, warrants,
etc.

Earning records
Pay lists
Casuals and seasonals

Rates of pay, statements of
hours worked, etc.

Policy, procedures

Routine
Scholarships, Policy, procedures
fellowships,
bursaries, etc.
Routine
Selection standsrds

Part 5 — Human Resources Management Function

S years after superseded (Active 2 years, Dormant
3 years)

2 years
2 years after expiry of fiscal year or last
administrative use, whichever is later.

See “Pay” under the Comptrollership Function

See “Comptrollership Function”

See “Comptrollership Function”

5 years after superséded fAcﬁve 2 years, Dormant
3 years)

2 years

5 years after superseded (Active 2 years, Dormant
3 years)

2 years

See “Staffing”
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Retention Guidelines for Common Administrative Records of the Government of Can_ada

Human Resources Management Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Sports and 2 years

recreation

Staff relations Employee-management relations and

services, certification, designated
employees, strikes and work stoppages

Policy, procedures 5 years after superseded (Active 2 years, Dormant
3 years)

Routine 2 years
Adjudication

Administration of grievance
adjudication established under

. the Public Service Staff
Relations Act, Public Service
Staff Relations Board
decisions, arbitration tribunals
relating to leave, discharge,
dismissal, rates of pay, shift
work, overtime, etc.

Policy, procedures 5 years after superseded (Active 2 years, Dormant
3 years)

Routine 2 years
Documentation concerninga  See “Appeals and grievances” under this Subject
specific employee Group
Anti-discrimination complaints

Documentation concerning a 2 years after last administrative use
(cont’d) specific employee

Part 5 — Human Resources Management Function Page 140f22 e




Retention Guidelines for Common Administrative Records of the Government of Canada

Human Resources Management Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Staff relations Appeals and grievances
(cont’d)
Policies, methods and
procedures for handling
appeals, complaints and
grievances of employees
Policy, procedures 5 years after superseded (Active 2 years, Dormant
3 years)
Routine 2 years
Documentation 3 years following the date of resolution or date of
concerning a specific  decision by the Public Service Staff Relations Board.
employee This is a Retention and Disposal Standard
governed by the Privacy Act and prescribed by
Treasury Board that must be adhered to. See
Treasury Board’s publication Info Source: Sources
of Federal Employee Information, Standard Bank
PSE 910, Grievances.
Collective agreements
Guidelines, interpretations,
agreements by category
Policy, procedures 5 years after superseded (Active 2 years, Dormant
3 years)
Routine 2 years
(cont’d) Individual agreements 1 year after expiry of agreement

Part 5 — Human Resources Management Function
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Retention Guidelines for Common Administrative Records of the Government of Canada

Human Resources Management Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Staff relations
(cont’d)

Conflict of interest and post-
employment code

Guidelines, disclosures,
investigations, etc.

Policy, procedures

Routine
Documentation

concerning a specific
employee

Discipline

Misconduct, intoxication,
misuse of government
property, etc.

Policy, procedures

Routine
Documentation concerning a
specific employee including

: documentation related to
i disciplinary action

( cont’d)

Part 5 — Human Resources Management Function

5 years after superseded (Active 2 years, Dormant
3 years)

2 years

Retained by the employing institution to which the
Certification Document and Confidential Report
were submitted for the duration of employment plus
2 years. This is a Retention and Disposal Standard
governed by the Privacy Act and prescribed by
Treasury Board that must be adhered to. See
Treasury Board’s publication Info Source: Sources
of Federal Employee Information, Standard Bank
PSE 915, Conflict of Interest and Post-Employment
Code.

5 years after superseded (Active 2 years, Dormant
3 years)

RS

2 years

2 years after the disciplinary action was taken
provided that no further disciplinary action was
recorded during the two years, OR, for notices of
disciplinary action, including notices attached to the
Employee Personnel Record (Personnel file), the
time limit is that specified in applicable collective
agreements. In cases where a disciplinary action has
been rescinded, the onus is on the institution to
ensure that the documentation of the action
concerned is immediately destroyed. This is a
Retention and Disposal Standard governed by the

. Page 16 0f22 . ...




Retention Guidelines for Common Administrative Records of the Government of Canada

Human Resources Management Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Staff relations
{cont’d)

Managerial and confidential exclusions
Casual, part time, managerial
and confidential exclusions
from collective bargaining
agreements, etc.

Policy, procedures

Routine
Personal harassment
Matters dealing with
complaints of personal

harassment
Policy, procedures
Routine
Documentation

- concerning a specific
employee

(cont’d) .

Part 5 — Human Resources Management Function

Privacy Act and prescribed by Treasury Board that
must be adhered to. See Treasury Board’s
publication Info Source: Sources of Federal
Employee Information, Standard Bank PSE 911,
Discipline.

5 years after superseded (Active 2 years, Dormant
3 years)

2 years

5 years after superseded (Active 2 years, Dormant
3 years)

2 years

2 years after the most recent administrative activity
in relation to an individual case. This is 2 Retention
and Disposal Standard governed by the Privacy
Act and prescribed by Treasury Board that must be
adhered to. See Treasury Board’s publication Info
Source: Sources of Federal Employee Information,
Standard Bank PSE 919, Harassment.
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Retention Guidelines for Common Administrative Records of the Government of Canada

Human Resources Management Function

Subject Group Subject and Description Retention Guidelines and/or Remarks
Staff relations Union relations
(cont’d)

Use of employer’s facilities,
union dues, etc.

Policy, procedures 5 years after superseded (Active 2 years, Dormant
3 years)

Routine 2 years

Staffing Includes delegated staffing, selection
standards, statements of qualifications,
recruitment programs, competitions and
exams, and documentation related to the

Priority Administration System

including priority lists.

Policy, procedures 5 years after superseded (Active 2 years, Dormant

3 years)

Routine 2 years

Advertising of job openings 1 year

Applications
Solicited and unsolicited 2 years following expiry of the eligibility list or last
applications which have been  administrative use, whichever is later. This is a
considered in a staffing .. Retention and Disposal Standard governed by the
process * Privacy Acr and prescribed by Treasury Board that

must be adhered to. See Treasury Board’s
publication Info Source: Sources of Federal
Employee Information, Standard Bank PSE 902,

Staffing.
Unsolicited applications which 6 months
have not been considered in a
(cont’d) staffing process '

Part 5 — Human Resources Management Function . Page 18 of 22
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Human Resources Management Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Staffing (cont’d)  Competitions / exams

Programs
Co-operative programs with
universities, colleges, etc.,
work experience, winter
works, etc.

Policy, procedures

Routine
Recruitment and recruitment programs

Policy, procedures

Routine

Human resowrces management surveys,
. studies and systems

Studies, surveys
and systems

Superannuation

i
i

' Policy, procedures

§ H
. Routine
1 H

" Documentation concerning a specific
employee

Part 5 — Human Resources Management Function

2 years following expiry of the eligibility list or last
administrative use, whichever is later. This is a
Retention and Disposal Standard governed by the
Privacy Act and prescribed by Treasury Board that

- must be adhered to. See Treasury Board’s

publication Info Source: Sources of Federal
Employee Information, Standard Bank PSE 902,
Staffing.

5 years after superseded (Active 2 years, Dormant
3 years)

2 years

5 years after superseded (Active 2 years, Dormant
3 years)

2 years

Include under related activity

5 years after superseded (Active 2 years, Dormant
3 years)

2 years

Place on the employee’s Personnel file
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Human Resources Management Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Training and Administration of training functions and

development activities, directives, plans, rotational

training, orientation, training schedules,

courses both internal and external

Policy, procedures

Routine
Training and development
undertaken by an employee
except language training
Language training
Transfers and Policy, procedures
postings
Routine
Documentation concemning a specific
employee
Working
conditions

Part 5 — Human Resources Management Function

5 years after superseded (Active 2 years, Dormant
3 years)

2 years

2 years after completion of particular training and
development. Participation and achievement records
are placed on the employee’s Personnel File. This is
a Retention and Disposal Standard governed by
the Privacy Act and prescribed by Treasury Board
that must be adhered to. See Treasury Board’s
publication Info Source: Sources of Federal
Employee Information, Standard Bank PSE 905,
Training and Development.

See “Official languages”

5 years after superseded (Active 2 years, Dormant
3 years)

2 years

Place on the employee’s Personnel file

See “Occupational safety and health”
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Human Resources Management Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Workplace day
care centres

Includes records related to the

lead departments from actual

Workplace Day Care Centres, and
yearly reports to the Treasury Board

Secretariat.

Policy, procedures

Routine

Employee surveys and other
documentation related to the

establishment of workplace day care
centres which were not established.

Employee surveys, workplace day care
. centre records and other documentation
- related to operational workplace day
* care centres including documentation in
! support of monitoring, evaluation and

ik

* reporting.

(cont’d)

establishment of workplace day care
centres, including surveys, statistics,
policy evaluation data, and annuai data
from lead departments and custodian
departments, yearly reports submitted to

5 years after superseded (Active 2 years, Dormant
3 years)

2 years

5 years after the completion of the viability study
provided 2 years have elapsed since the last
administrative use. This is a Retention and Disposal
Standard governed by the Privacy Act and
prescribed by Treasury Board that must be adhered
to. See Treasury Board’s publication Info Source:
Sources of Federal Employee Information, Standard
Bank PSE 930, Workplace Day Care. Note: This
retention and disposal standard is being
considered by the Treasury Board. This or an
adjusted retention and disposal standard will be
published in the next scheduled revision of Info
Source: Sources of Federal Employee Information
and if required, an amendment to these
Guidelines issued. '

5 years after the Workplace Day Care Centre ceases

_to operate provided 2 years have elapsed since the

last administrative use. This is a Retention and
Disposal Standard governed by the Privacy Act and
prescribed by Treasury Board that must be adhered
to. See Treasury Board’s publication Info Source:
Sources of Federal Employee Information, Standard
Bank PSE 930, Workplace Day Care. Note: This
retention and disposal standard is being
considered by the Treasury Board. This or an
adjusted retention and disposal standard will be
published in the next scheduled revision of Info

Page 21 of 22
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Human Resources Management Function

Subject Group Subject and Description

Retention Guidelines and/or Remarks

Workplace day
care centres
(cont’d)

Part 5 — Human Resources Management Function

Source: Sources of Federal Employee Information
and if required, an amendment to these
Guidelines issued.
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Accounts, ImPIest .. ... i e i e Accounts payable, ledgers and registers, Part 4
A CCOUMES, DAY ¢ vttt ettt eteanse e s e e aaaaaennenesestoessneensonessassosasuossonanas Pay, Part 4
ACCOUMES PAYADIE . ... e e et Part 4
Accounts payable and receivable ... ... ... e Statements, Part 4
ACCOUNLS, POSEABE ..ottt ittt it et te e e e ie et et tae e teenaneenaeasannaeensns Postage, Part 4
Accounts Teceivable . ... ... e e i i e Part 4
ACCOURES, tTUSE L . ... i it et et i i s Accounts and accounting, Part 4
Accreditations, human resources management .. ..........c..uuunttenoeeennnreeroansereneaneennns Part 5
Achievement, outstanding ... ... ... . i e e e Honours, Part 5
ACQUISTHON . . . oottt it et e e e e e e Buildings, Part 2
F 0153 1o 1 PP Lands, Part 2
Acting and term apPOINIMENLS . ...\ vt i e i vt ittt e ee et teneeanaeere s Appointments, Part 5
Acting and 1esponsibility pay . ... . i e Salaries, Part 5
Acts and legiSIation . . ... ... ... et Part 1
Addresses and SPEECHES . . ... .ottt i e e Information services, Part 1
Addresses and I0CatiONS .. ... .. vutnt it i e et i e et Buildings, Part 2
AdJudiCation . . . ..o i e et i e Staff relations, Part 5
AdmiSSion PrVIIEZES ... ...ttt e e e e e, Security, Part 1
Advances and loans toemployees . ........ .. iiiiiiiiin.nn Ledgers and registers, journal vouchers, Part 4
AVt S . . .o e e e Information services, Part 1
Advertising of JOb OPenings .. ... i vir i i i e Staffing, Part 5
Affairs and relations, international . . ..., ...l e e International, Part 1
Affirmative aCtOn .. ... ...t e Employment equity, Part 5
AGTERINENMS ...\ttt t ety ettt ettt sttt e e st a ettt e Part 1
AGTBEIMIEIMS ...\ttt ittt e ie et et e s Contracts, Part 4
AGTBRIMEILS ..ttt ittt ie ittt e e ... Standing offer, Part 3
Agreements and aITANGEIMEIILS . . . ...\ v vs v e e e ene e se s e atonnannnesneeaaeneeansosnnnnensnss Part 4
Agreements, collective ................ .o it ettt ee ettt Staff relations, Part 5. .
Agreements, trust .......... e et e Accounts and accounting, Part 4
AIDS ... . P Occupational, Part 5
Air conditioning and ventilation ............... O Utilities, Part 2
Air transportation and travel .. ... ... i i i i e s e Transportation, Part 1
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Adrcraft, CCHABNES ... . e e e e Accidents, Part 1
Aldrcraft, aCCIAEntS, ClaIMIS . . ...ttt ittt ittt ettt e e e e Claims, Part 4
Aircraft, materie]l MANagemMeNt . . . . ...ttt i e Part 3
AJTPOTt EQUEIPIEIL . .. oot ittt ittt it e i i Technical equipment, Part 3
Allegiance, 0ath Of . .. ... . e e e i et e QOath, Part 5
Allocation, human 1eS0UICES . ...t ii it ittt ettt ettt enes Human resources planning, Part 5
ATOCAHIOMS . .\ ittt it ettt et et ettt Travel, Part 4
F NN U 103 175 VN Part 4
AL OWAICES « o vttt ie ettt et e e e e e e et e et e e e it Part 4
Allowances and deductions, PAY .. ... v vvvurtett ittt i e e Pay, Part 4
Alterations and TEPAILS . . ... ..ottt i e e Buildings, Part 2
Alternative delivery, termination of employment............ ... o i o Retirements, Part 5
Alternative Service deliVery ... ... ...ttt e e e Plans, Part 1
Alternative service delivery, comptrollership ......... . i e Part 4
Alternative service delivery, termination of employment ........... ... ... ... .o o0l Retirements, Part 5
AMUSEMENE .. it it ittt e e i e it e Taxes, Part 4
ANNUALJEAVE L. e it Leave, Part 5
Annuitant deduction .. ... ... . e e e Pay, lists, pay lists, Part 4
ANnuitants ARG TECOTAS . ... o v vttt et e et e e tee e etnsnnanaans Pay, statements, Part 4
Annuitants ledger, eamning 1ecords . ... ... . i i e e Pay, cards, Part 4
Annuitants, pay files . ... ... i e Pay, pay files, Part 4
Anti-discrimination complaints ......... .. .. i i e Staff relations, Part 5
Appeals and GHEVANCES . ....... ...ttt i e i i e Staff relations, Part 5
Applications for emplOYMENt . . . ... ..ttt i i e e Staffing, Part 5
Applications, parking . .. .. ... et e e e e Licenses, Part 1
Appointments, PEISONNEL . ... ... ...ttt it i e i e Part 5
Appraisals and reviews, employee . .............. .. .. il Human resources planning, performance, Part5
BN 037 <er o] o Part1 -
APPIOpHiations .. ....c.it e e Accounts and accounting, Part 4
Arbitration tribunals .. ... ... Staff relations, adjudication, Part 5
Armament SIQ AITOS L . ..ottt e et a e e e e Arms, Part 3
Arms and armament .. ................ e e Part 3
Arrangements and agreements, financial ........ ... o o i i i i Agreements, Part 4
Arrangements fOr SPEAKETS . .. .. vvvureevr s et en et e Information services, Part 1
Assessment of knowledge, language ............. ... o oo, Official languages, language, Part 5
ASSIZNEA DAY 1h vt vte et ettt et e e e e e e Pay, Part 4
Assignment Program, Career ......ooviiiiii i Human resources planning, career management, Part 5
ASSIStANCE, EMPIOYEE . ..o v\ttt it et e s Employee assistance, Part 5
ASSOCIALONS . &« ettt ettt e et e e e et et es et e ety Part 1
Attendance and punCtuality . ... ... ittt e i i e i et e Part 5
Audio and video recordings .. ..., .. ..ui it s Library services, Part 1
Audio visual eqUIPIENT . . ..\t vttt e i Part 3
Auditingand audits ......... ... e Audits, Part 4
Audits and BUBIENG . ... ... Part 4
Audits and review, classification .................. e e Classification, Part 5

Index - ' Page 2 of 36




Retention Guidelines for Common Administrative Records of the Government of Caxiada

Index

Subject or Function See

AWhOTILY, SIZIINE . .\ttt ittt et e e Signing, Part 4
V170 ) 157214 o Computer equipment, Part 3
N (0] 11L& L1 P Records management, Part 1
AVIAtION SUPPHES . . ..o e e e Part 3
N2« N Honours, Part 5
AWArdS, INCEIVE . . . oottt e e e e e e e s Incentive awards, Part 5
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Bad e .o e e e e e e Part 1
Badges, materiel MANAZEMENT . . ... ...ttt e e e e Part 3
B agE - .ttt e e Transportation, Part 1
BaIK L\ e e e Banks, Part 4
Bank statements and reconciliation . ... ... i e e e e Cheques, Part 4
571 (1< 7 Banks, Part 4
Banks and banking . ... ..ot e e Part 4
BT ittt e e e e e e Ships, Part 3
BilingualiSIn . . .. ... e e e i e e e Official languages, Part 5
Bills, acts and legislation .. ........ ... i e Acts, Part 1
23T T w2 o)1 1T P Information services, Part 1
Blood donor CHNICS .. ... oot e e e Campaigns, Part 1
Boards ... e e e e Committees, Part 1
Boards Of INQUITY ...ttt e Boards, Part 1
BOatS i e e e Ships, Part 3
Boats, acCidents, ClAIMS ... .. ...ttt et Claims, Part 4
Bonding Of B lOyYeeS ... ottt e e e e Part 4
BOOKS ..\ttt e e e e e e e Part 1
Breaches, SeCUIIty ... .ottt e e i e i e Security, Part 1
30T P Part 4
BUilding Mt alS .. ... . i e e e Part 3
BUilding passes . ... .vvuutun i e e Security, Part 1
Buildings ... i e e i e et Part 2
BUili S ..ottt e e e e Security, Part 1
BUTSATIES ... it e e e e e i Scholarships, Part 5
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CabINet AITECVES . . . .\ttt ittt e e e e Acts, Part 1
711 ) L Accounts payable, utilities, Part 4
L (=11 - PP Part 1
L1 2  T PPAP Part 1
Canada Savings Bonds .. ... .. ittt i e ettt e Campaigns, Part 1
Canada Savings Bonds, pledges . .. ... . ..ot e Pay, Part 4
Canadian Pension Commission, allowance .............c.coiiiiiininiiinnenn. Ledgers and registers, Part 4
L% 1 T4 Ships, Part 3
Canvassing and sOlCItiNg . . ... ... it e e e Campaigns, Part 1
Capital plans and projects ............. PP Contracts, Part 4
Lo T ) P Pay, cards, Part 4
Cards, identification .. ... ...t e it .. Security, Part 1
Career AssignmentProgram .............. . ..o i, Human resources planning, career, Part 5
Career file, EMmMPlOYEES ... ... ittt ittt et e Personnel files, Part 5
Career MANAZEMENT . ...\ vttt et iiee e e cen s tenaeranenaennaeensnen Human resources planning, Part 5
Cash ACCOUMtIE . ...ttt e e e Part 4
L0 ] £ I 141 P Pay, statements, Part 4
Casual employIEnt .. ... ..t e i e et iaae e Staffing, Part 5
CaSUAl oAV . ... e e e e i e Leave, Part 5
Casuals and seasonals, Tates Of PAY ... ..ottt i Salaries, casuals, Part 5
Catalogues, materiel Management .. ... ...t tuuinut ettt i Part 3
Cataloguing of materiel ........... ... . . ittt i e e Labelling, Part 3
Categories and Groups, occupational . . ... i e Classification, Part 5
CateTin g SETVICES .. v vttt eie sttt te et tae e ettt e e aa e e eaae e Cafeterias, Part 1
Celebrations . ... .. i et Ceremonies, Part 1
Celebrations and holidays . ..........ciouiiiiiiiiiit it iiiiiiiiieane e, Leave, Part 5
Central control of the GovernmentofCanada .....................oooet. Ledgers and registers, cash, Part 4
Ceremonies . . . ... P Part 1
Certification, €mPIOYEE . ... ......uturrineer ittt iiieiii ety Staff relations, Part 5
Check redemption ... ...ttt it i it et i Banks, statements, Part 4
Cheque :..... e e e e Vouchers, Part 4 -
Cheque lists‘ii‘ciaiﬁng SAlary CheQUES . .. oot e e Pay, lists, Part 4
CREqUES . ...ttt e e e e Part4
L5 1 (111 1 - P Part1
Civildefenice ..........c.iviriiiiiii i ittt iiieaiaiaianeen, Emergency planning, Part 1
Claims ...t i e e e e e Part 4
Claims, 8CCIABMES ... ...ttt it ittt et e Claims, Part 4
L T 42 1 T P Travel, Part 4
L T o LT P Part 5
Classification delegation ...............iiiiiieeninrunniinaeereesoieeenennnenns Classification, Part 5
Classification standards, development, review.an application ...........oc. oo oo .. ... . Classification, Part 5
- - Cleaning and janitorial services, Maintenance ... ...... .. .. euiin et ertnnneneeinnnnan Buildings, Part 2 -

Cleaning and laundering ..............ccovviunen. P Clothing, Part 3
Clearances and reliability CheckS ... ... .uurtirie ittt ireiire ittt inianianeeeeenansns - Security, Part 1
Clothing ........ . ettt ... Part3
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Clothing ... e Occupational, Part 5
L0 L1 Associations, Part 1
1000 L0 7w 11T T Badges, Part 1
L0704 1V~ Part 4
Collective agreements .. ...t ottt ittt it i e Staff relations, Part 5
Collective bargaining . ....... ..ottt ittt ittt i Staff relations, Part 5
GOl e ..ottt e it i Cooperation, Part 1
Colleges and universities, CO-OPErative PrOgrams . .......oivvnrennereenrunnnnns Staffing, programs, Part 5
COMMUSSIONS .+ .« vttt vttt et International affairs and relations, Part 1
COMIMUSSIONS ..ottt ettt ettt i et e ittty Parliament, Part 1
Commissions of office ... ... .. . i e e Legal matters, Part 1
Commissions, ROyal . .. ... oo i e e e Parliament, Part 1
L0341 11 Part 1
ComMMUMICAHON SYSIEIIS + . . .ot v et e s e s v e e e ennaearaneesnaanenoinnsnns Communications, Part 1
COMMUIECAIONS .+ .+« v\ v vt e ts e et e e e e et e e e e et et e e et et et e e e et et eneans Security, Part 1
COMIPANIES ...ttt t ettt e et e e Corporations, Part 1
Competition files . ... ...t e i e Staffing, competitions, Part 5
Competitions and €XAMS . .. ... .. ittt ittt i i i e e e Staffing, Part 5
LO0] 1510) b V111 P Part 1
Complaints, anti-disCrimination . .. ...........cevoveenearaenrnanns Staff relations, anti-discrimination, Part 5
Computer EQUIPMIENL . ...\ttt ittt ittt ettt ii e et e i e Part 3
Concessions and lettings .. ....... ... urieit i i e e i Lands, Part 2
Condemnation and destruction . . .. ... .ottt e e e Disposal, Part 3
L0 1T (0] 1 T Appreciation, Part 1
L0011 (o ¢3¢ (oS Committees, Part 1
Confidential and managerial exclusions ..............c.coiiiiiiiiiiinen Staff relations, managerial, Part 5
Conlflict of interest and post-employmentcode ............ .. ..o it Staff relations, Part 5
Congratulations ... .......ueititiitie e i i e i e Appreciation, Part 1
L0 1wy oo g Buildings, Part 2
Construction plans and specifications ........... ..ot i i i Buildings, Part 2
Consultant and professional SETviCes .. ... ...t vi it i i i i e Fees, Part 4
Consultant SeTvices, CONSIUCHON . . . ...\ ot ittt re ittt et iiaii e Buildings, Part 2
ContingenCy Planifg ... .. .cvuuiie et in ittt i i i e Security, Part 1
Contracts, ComPollerSIiP . . ... ..ottt i e Part 4
L070)11: Vo1l o) 11111103 117 11 A Procurement, Part 3
Contributions and transfer PAYMENLS . ... .. .vvvuernererne e arenaeaneraeenaenenennenns Grants, Part 4
Control ...... T Human resources planning, Part 5
CONUTO Of BCCESS . ..ty ettt it e tee e teee e te e e e ne et e e e e eenane e eueneanannes Security, Part 1
Conversion of POSIHONS . ..\ v vtveet e et et ine e aaeeaanaarentmenaeeeens Classification, Part 5
Cooperation and HaiSOM . ... .. .. i i it ittt e ittt i Part 1
Co-operative programs with universities and colleges . ............... ..o oo, Staffing, programs, Part 5
Copyrights anA PAEIIS . . .. v vttt ittt ettt et e iaes et Inventions, Part 1
L0y 10215 o) T Part 1
Correspondence management ............... e e et Part 1
Courses ...... i it ittt e ae ettt Training, Part 5
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CoUItS Of INQUITY ...ttt it i it et s et e e e Boards, Part 1
Credentials, human resources management ... ........uuunerernreenuenneeennenennns Accreditations, Part 5
@ (-4 & £ PPN Accounts receivable, Part 4
L) (o 11851101 1. O PPN Accounts receivable, Part 4
0 (1 Badges, Part 1
Crests, materiel Management ... ... ... . ...ttt i e Badges, Part 3
L1111 -3 AP Part 1
L1 10 1 - PO O NP Cultures, Part 1
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DaAMAEES . ..ot e e e Buildings, Part 2
Data processing eqUIPIENT ... ...ttt i i i i i e Computer, Part 3
Databases and office systems ... ... oottt i e Management of technology, Part 1
Day care CENMIBS . . ... .vvii ittt it it it i e e e Workplace, Part 5
Deathbenefit ...... ..ot i ittt rie e Accounts payable, vouchers, Pay, Part 4
Death DM it . ..ottt e e e e e e e e e Insurance, personal, Part 5
F T CTTe) Ui PP Honours, Part 5
Deduction authorizations . ...ttt i i i Pay, allowances Part 4
Deduction remittance . ....... P Pay, lists, Part 4
Deductions and alloWances, PAY . ... vvevevrtinnre e et aane e Pay, allowances Part 4
Deductions and exemptions, personal, SLAEMENES . . . .. ..ot trnnntranen it ernnnan Income tax, Part §
DEdUCHONS, PAY . o -ttt et ittt it e e i e . Salaries, Part 5
Delegated StAffing .. .....ovitertir ettt B Staffing, Part 5
Delegation, classifiCation . .. .......iiitiiint ittt e i e Classification, Part 5
Demonstrations and Hots .. ... .u. vttt i i i e it Emergency planning, Part 1
Dental INSUTANCE . . oottt t ettt et e e Insurance, personal, Part 5
Deposit, security, refund and drawback .......... ... oo i Ledgers and registers, refund, Part 4
Designated employees ... ... ..vutet ittt Staff relations, Part 5
DeSKtOPS COMPULETS . . .o\ vttt ettt et ettt e et e r e iaae st enaernieeass Computer, Part 3
Destruction and condemnation . . .. ...ttt e e Disposal, Part 3
DevelOpImEnt ... ...t e e e Lands, Part 2
Development and training . ........ ... i i i i i i s Training, Part §
D gmitar s . . ... e e e e Visits, Part 1
D O VS . v vttt ettt e e e et Circulars, Part 1
Directives and regulations, human resources management . ..........c.oevveveieenanennen, Regulations, Part 5
B L= S A Emergency planning, Part 1
Disbursements . .........ouiiiuniiteen ittt Accounts and accounting, Part 4
Discharge, arbitration tribunals .......... ... .. ... it Staff relations, adjudication, Part 5
DISCIPHNE . . .. oottt ettt i e e Staff relations, Part 5
Discrimination, anti, complaints ............ ... ..o oo, Staff relations, anti-discrimination, Part 5
Dismissals ......................... PR Pt Retirement, Part 5
Dismissals, arbitration tribunals . ................. P Staff relations, adjudication, Part 5
15 o . | Buildings, Part 2
Disposal ....... et e e e e Lands, Part 2
Disposal, equipment, accounting and inventories ................... e, Accounting, Part 3
Disposal, equipment, SUIPIUS . .. ... ...ttt e e Part 3
Disposal, garbage 1. . ... . e e e Utilities, Part 2
Disposition of records ....................... ... e e Records management, Part 1
Ditching and Grainage . ..........o.outonieit et e e Lands, Part 2
Diversity Management Technology Centre .............. Human resources planning, career management, Part 5
DOoCUMENtAtiON SEIVICES . ... ittt iet et e intiier e et ae s sanetaaaaannenns Library services, Part 1
Documents, legal ...ttt e it i e e Buildings, Part 2
Documents, legal ;. .........coiiiiiiiiiiiiiiie e et i Lands, Part 2
Donations and gifts .......... e et e Gifts, Part 1
DIAFNE SEIVICES '+ . v vt vt vttt ettt e e se e e e e e e e e ie e e e . Office services, Part 1
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Drainage and ditching .. ... ... ... . i e Lands, Part 2
Drawbackandrefund ....... ... .. i Accounts receivable, ledgers, Part 4
Drawings and specifications, materiel .. .. ... ... . i i e Part 3
Dress TegUIationS . ... .ottt e e e e Clothing, Part 3
Dress and uniforms, regimental ... ... ... . . i i e Clothing, Part 3
LI (. U Medical, Part 3
DEYAOCKS . .ot e e e e Ships, Part 3
Duplicating eqUipIIEnt . . . ...ttt ittt i i e i e Photocopying, Part 3
Duplication and reproducCtion SEIVICES . . .. .. ... vvee ittt it i iie i iia e aenas Office services, Part 1
Duties and tariffs ... ... i e e e Part4
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Early departure inCentive . ...ttt Retirements, Part 5
Early retirement iNCentiVe . ... ..ottt ittt ittt e Retirements, Part 5
Bamming TBCOTAS .+ vttt et et e it e e e e s Pay, cards, Part 4
Eating facilities ... .. ..ouottt it e e e e e Cafeterias, Part 1
Educational allowances ... ......iut it e it i e e Allowances, Part 4
Educational equipment . . . ... ... i e i e Part 3
Effects, property and 00ds .. ... ..o i e Transportation, Part 1
EleCtion WAITANLS . . ...\ vt eteeen et ieeeas et et s eaieaecnteesnsnanannarnnanenanens Cheques, Part 4
28 T 10 o T Politics, Part 1
Electronic data PrOCESSING . . ...t 'vuvrear e anereentaeaneneaenennnns Management of technology, Part 1
Electronic data processing €qUIPIENT .. . ..uvvu v tt ettt Computer, Part 3
Electronic network monitoring 1ogs ........covvi i i il e Security, informatics, Part 1
Electronic systems development and maintenance . ..............coovin. ... Management of technology, Part 1
EleVator SETVACES .+ .o ovv vt vreeereeete e ae e aaneenaeaiee e P Buildings, Part 2
BImbemmS . . ..o e e i Badges, Part !
Emblems, materiel Management . . . .. ... i sttt et i e Badges, Part 3
Emergency PIANMING . . ... v ittt ettt e ettt et e Part 1
Employee appraisals and performance reviews ................ Human resources planning, performance, Part 5
§ 80010 (0] T T 1 T O Part 5
Employee certification .......... ..o i e Staff relations, Part 5
Employee-management 1elations ... .....vuueiiiiiiii i i e Staff relations, Part 5
Employee, personnel file ....... ... . i e e Personnel file, Part 5
Employees, designated ....... ... i e i Staff relations, Part 5
Employees, loans and advances ...t Ledgers and registers, journal vouchers, Part 4
Employees, personnel files . ... ...t i e e Personnel files, Part 5
Employment .. ........oooi i e e e Staffing, Part 5
F 000010 00} 11Ty L= 1172 Part 5
Employment inSUrance . ... ... ....cuuiurinuu ittt Insurance, Part 5
Employment, termination .. ........oii it i i e e Retirements, Part 5
Encumbrances ... .. ... i i e e i e i i i i Part 4
3 = o 4P Accounts payable, utilities Part 4
Energy conservation . . . . .. S e ettt Buildings, Part 2
Entertainment allowances . ............uiteuiiiiniiiiiin it Allowances, Part 4
Equal employment Opportuniities Program .. ....cvouuunrvenreeeriannnnannennas Employment equity, Part 5
Equipment, accidents ........ ... .. i i i i e Accidents, Part 1
EQUIPment, SECUTILY ©+ . ...\ttt et et s sttt e e e Security, Part 1
Equitable representation of distribution of women .............. ..ol Employment equity, Part 5
Eskimo 10an, encumbrances ... ... ....c..ouireereennrinurterenceersanaanrieens Ledgers and registers, Part 4
Espionage ........ e e e e e e i Security, Part 1
Essential tecords . ......ciiit it i i e e Records management, Part 1
Establishment . ................... S Human resources planning, Part 5
Establishment, encumbrances ...........cc.oriiiiiiiiniiiininiiinneeinenns Ledgers and registers, Part 4
Estimates ...... . 1- ....................................................................... Part 4
Evacuation ....... e et it e e i Emergency planning, Part 1
Evaluation, employees .. ..........uvvevnreeenerreneenenns Human resources planning, performance, Part 5
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Evaluation of programs . ............ituutinnrinitriiiiii i Audits and auditing, Part 4
Examination and testing, language . ........... ..o i Official languages, language, Part 5
Exams, COmPetitions ... ... ... ..ottt i e Staffing, competitions, Part 5
EXCAVALION . ..ttt ittt ittt ettt et et e e e e e Lands, Part 2
Exchange, iRfOTMALON ... ... ..uuuee ettt ittt iiis ittt ataaraeeensenas Security, Part 1
Exchangerate, Bank of Canada . ........ .. ... . i i i i i e e Banks, Part 4
Exchanges, loans, secondments, human resources management . .................couvenens Exchanges, Part 5
Exemptions and deductions, personal, StAtements .. .........uuuiiiri it Income tax, Part 5
Exemptions and training, language examination . ................. ... . ... Official languages, language, Part 5
Exhibitions . ... ..vn i e e e Information services, Part 1
Exhibits ... e e Information services, Part 1
Expenditire .. .......c..iiiiiiiiiiiiiii i Accounts payable, ledgers and registers, Part 4
Expenditures ............ e et e e e e Accounts payable, Part 4
241 €0 Travel, Part 4
EXpense Claiims . . ...ttt e e e e Travel, Part 4
Expiry of lease, disposal ............uuuuiiiiii i i e e Buildings, Part 2
Explosives, acCIdents . ....... ...ttt i i e e Accidents, Part 1
Expressand freight ... ... o e e Transportation, Part 1

EXternal audits . ..ottt e e e et Audits, Part 4
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BaITS ..o e e e Information services, Part 1
Family allowance and war veterans allowance ...................... Allowances, ledgers and registers Part 4
S 1111 GO Lands, Part 2
Federal, acts and Jegislation .. ...... .. .. i i e Acts, Part 1
Federal, agreements .. ... ..ttt i e e Agreements, Part 1
Federal, taReS .. it e e e e e e e Taxes, Part 4
Federal identity PIOQIAIL ... ..o vvuueniee ettt it iaiene e e te it tasaanannnaranns Part 1
Federal-provincial agreements . ... ... vuttv ettt i Agreements, Part 4
Federations . ......... ... i e e Associations, Part 1
BoeS i e e e e e s Part 4
FeOWSIPS ...t Scholarships, Part 5
71 To7 PP Lands, Part 2
FHIS . Lo e e e e Information services, Part 1
LG 113 1 S P Library services, Part 1
I ge D intin g . . . ..ot e e e e e e e Security, Part 1
Fire prevention and ProteCtion . ... ....ouin vttt ittt e e Buildings, Part 2
Firefightingequipment ... ... .. .. .. . . i Technical equipment, Part 3
S =2 Buildings, Part 2
3 1S O Corporations, Part 1
First aid treatment ... ... .. ..ttt i i e e e e Occupational, Part 5
Fisherman’s Indemnity Fund ........ ... ..ottt Ledgers, federal-provincial Part 4
B S o o e e et e e e Badges, Part 1
Flags, materiel Management . . .. ...ttt ittt i Badges, Part 3
L (0T e oTe) ¢ 1o () G Lands, Part2
0T L Part 3
Foreign, acts and legislation . . . ... ... ittt i i e Acts, Part 1
Foreign, agreements .. ... . ot i e it Agreements, Part 1
FOTeIgN BOVEIMINEIS . .0\ttt ettt ie e e tiiia s e a s tie e aaaeeeenennnnns Cooperation, Part 1
Foreign Service alloWanCes .. .........iuiteertinne st et Allowances, Part 4
FOrmS, Jeave . ... o e e e e e e Leave, Part 5
Forms mManagement . ... ... ... ittt i i i e i e e Part 1
Forms, materie]l MANAZemMENT . . .. .. v it ittt ettt e Part 3
Freight and eXpPress .. ovu ittt in ittt et iiteit i in ittt Transportation, Part 1
T Part 3
Funds ...... e e et e et ettt e et ettt ettt e Part 4
Funds, savings and trust, Indian .. . ... ..o Ledgers, imprest account, Part 4
Furlough leavé ... . N S e e Leave, Part 5
Furnishings and furnitture . ... ... .0 ottt e e i i Furniture, Part 3
Furniture and furnishings . ... ... ..ottt i i i it i Part 3
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Garbage disposal ... ... .o i i e . Utilities, Part 2
Gardening and 1andSCaping ... ... ... .t e e e Lands, Part 2
GaIMiSAINENE, DAY .. oo it ittt ettt i ettt e i i i e a e e Salaries, Part 5
- AU AR Utilities, Part 2
Gifts and AONAIONS . . ittt ettt e e it Part 1
Goods and property, effects ... ... i Transportation, Part 1
Government of Canada, central controlofthe .................. ... ... .. Ledgers and registers, cash, Part 4
Grading ... it e e e e Lands, Part 2
L€ 11 - Part 4
L (5117 Appreciation, Part 1
GIEY HIeratUIe . ... oo ittt et et et e e e Library services, Part 1
GIIBVANCES . o o\ ittt sttt et e et e e ettt et aia i e Staff relations, Part 5
L 100117 L N Security, Part 1
Groups and categories, occupational ........ ... i e e Classification, Part 5
GUALS &t ittt e e e Security, Part 1
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Subject or Function See

Harassment, personal ........ .. it e Staff relations, personal, Part 5
Harbour dues .........ouiriiii i i i e Ledgers, federal-provincial Part 4
3 B0 (- Building, Part 3
Hazardous occurrence investigation .. .......uviiviiunr ittt eernerereennnsns Occupational, Part 5
Hazardous SubStance, EXPOSUIE 10 . ... .o vt v vttt e iriunaaaan e ernnnaninanens Occupational, Part 5
Heads of State ... oottt e e e e Visits, Part 1
Health HISULANCE . . o« 0ottt s e v ettt ia e et e a it et e i Insurance, personal, Part 5
Health and safety, occupational ......... ...t i i e Occupational, Part 5
Heating, working conditions ... ........utiierin it iniar i Occupational, Part 5
Heating plants, equipment . ....... ...ttt Technical equipment, Part 3
Heatingand plumbing ....... ... i i i e e Utilities, Part 2
Wy . .o ittt it it it e i i e e i i i Lands, Part 2
Historical MAtters . .. ...ttt it i i e s e Part 1
Historical sites and MONMUMENES . ... ... ..ottt ettt ittt eieiaanaans Lands, Part 2
5 1 PP Occupational, Part 5
Holdback ..... ... it i i Ledgers and registers, federal-provincial Part 4
Holidays and Jeave ... ... vt e e Leave, Part 5
Honours and awards . . ... ... ou ittt e i Honours, Part 5
Hospital equipment . ... ... ..t i i i s Technical equipment, Part 3
Hospital INSUFANCE . .. 0ottt ettt it ian ittt enia e ciaanne e, Insurance, personal, Part 5
Hotelreservations .............c.ccvirernninnnns B Transportation, Part 1
Hours of work and OVETHIE ... ... . ...ttt it it it i Hours, Part 5
Human resources planning and utilization . ...... .ot e e Part 5
Human resources management surveys, studies and Systems ..., Studies, Part 5
Hyro POWeT . ..o e e e e Utilities, Part 2
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T DTEaKTS . .ttt e e Ships, Part 3
Identification cards and PaSSES . . ...« vttt v i i e e Security, Part 1
Identification and cataloguing of materiel .............. . ... o i Labelling, Part 3
Identification MEthodS .. ... .. .ottt i i i i e Security, Part 1
Tlnesses and injuries, occupational . ...........iviiiiiuiii ittt i Occupational, Part 5
TMPIest CCOUNMES . ... ittt ittt ittt e iia e iniain s Accounts payable, ledgers, Part 4
Imprest aCCoUnts . ........ ... . it i i e e Accounts payable, vouchers, Part 4
IMprest ACCOUMES .. ..o ittt ettt ittt ittt ettt ii ettt s Banks, Part 4
Imprest banking accounts . . ........covviiiiiiiiiaeean, Cheques, bank statements and reconciliation, Part 4
INCEMEVE AWATAS .. ..ottt ettt e et ee ettt e ettt e e et Part §
INCIAEIES . . .o e ettt e e e e Occupational, Part 5
310011 8 7 . Pay, Part 4
Income tax, human resources management ................ e e et e e e e Part 5
Increases and TeVISIONS, SLAMILOTY . . . . ..o vttt i ettt e e ittt et enanes Salaries, Part 5
Indeterminate, QPPOINEMENLS ... ...ttt iiir i iii ettt iaans Appointments, Part 5
Indian land sales and timber sales, imprestaccount . ....... ... coiiii i, Ledgers and registers, Part 4
Indian savings and trust funds, imprestaccount ............ . ..o, Ledgers and registers, Part 4-
Industrial . ... e e e Security, Part 1
1300 ) w4172 141N Security, Part 1
Information, exchange andrelease . . ... i e i e Security, Part 1
I  OTIIAtON SETVICES |+ . v vttt it vttt et e e e et et eae et et e etaean e et ae s aeeeennnenannan Part 1
Injuries and illnesses, occupational . .......... . ittt i i Occupational, Part 5
Inquiries, Parliament .......... .. i e e e Parliament, Part 1
Inspection, airCraft ... ... .. .. i e e Aircraft, Part 3
Inspection, investigation and testing ............ ..o i i e Occupational, Part 5
INSPeCtions, SULVEYS ...\ \ vt i e et Security, Part 1
IDSttIEES . . . oo e e e e e Associations, Part 1
Instruction and training, safety . . ... ... .. e Occupational, safety, Part 5
Insurance, comptrollership . . ... ... o i e i s Part 4
Insurance, employment and personal .. ... ...ttt e e e Part 5
Intellectual holdings .. .......cooiriiii i i i it i i e e Library services, Part 1
Interchange Canada Program .............oovveruen.n. Human resources planfing, career management, Part 5
IntercomMUMICAtON SYSLEIMIS .. .. .\t v vt v ssssneseeenenenannasareneenenenenss Communications, Part 1
Interdepartmental settlementadvice .............coiiiiiiiiiiii it Vouchers, cheques, vouchers, Part 4
Internal audits . ... ...t e e e e e Audits, Part 4
International affairs and relations ............... e e e el Part 1
Intoxication, diSCIPLIE .. . . ... out vttt e ettt e s Staff relations, Part 5
Inventions, patents and COPYTIgILS . ... oo ettt i i e e e e e e Part 1
Inventories, human 1€S0UICES . .. .. ...t ivr i it iiiineenans Human resources planning, Part 5
Inventories, materiel . . ...... ... . i e S Accounting, Part 3
Inventories, Teal PIOPETtY .. ...c. ottt i i i e Accounting, Part 2
Investigation, inspection and testing .......... ..ot i i s Occupational, Part 5
LT L o] T PP Part 1
Investiture and outstanding achievement . .........c.oiiii ittt i i e Honours, Part 5
Investments and 10ans .............c.iiiiiiii i Ledgers and registers, journal vouchers, Part 4
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Isolated and northern post allowances . ...... ..ottt i i Allowances, Part 4
IsSUE Of EQUIPINENLE . . . .o\ttt ettt s e e e s Part 3
Issue of @QUIPINENL . . . . ...\ttt e e e Accounting, Part 3
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Janitorial and cleaning services, maintenance .............. ... i it Buildings, Part 2
Job openings, advertising . . .. ...t e e e Staffing, Part 5
Journal and general Te@IStEIS . ........coit ittt e Vouchers, cheque, vouchers, Part 4
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Knowledge assessment, language ............. ... i Official languages, language, Part 5
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Index

Subject or Function . See

Labelling, of materie]l . ... ...ttt e e et Part 3
Land sales and timber sales, Indian ............. .. ... .. i i, Ledgers, imprest account, Part 4
NS Lot e e e e Part 2
Landscaping and gardening . ............ it i e e e Lands, Part 2
Language examination, exemption and training . . . ........ooii i i e Official languages, Part 5
Language knowledge assessment . ... ... ...ttt i i i Official languages, Part 5
Language traillil@ . .. . oo v ettt ettt et e e e e Official languages, Part 5
Language training, €Xempton .. .......oounitttietiin it Official languages, Part 5
Languages, official . ... ... .. i e Official languages, Part 5
Launches, powered . . . ..o . i e e e e Ships, Part 3
Laundering and cleaning . ............i oottt i e e e Clothing, Part 3
Lay-0f S .. e e e Retirements, Part 5
Leagues ......... et e T e et et e Associations, Part 1
a8 i it e e e et et e Buildings, Part 2
T Lands, Part 2
Lease, exXPIry, QiSPOSal ... .ottt ti ittt et e e Buildings, Part 2
Lease, exXpPiry, QISPOSal ... v vttt it e e e e Lands, Part 2
Leave, arbitration tribunals . ...... ... .. . e Staff relations, Part 5
B 0 w 17 Leave, Part 5
Leave and holidays . .. ... ot i i e i e e e e s Part 5
Lectures and lecturers ............ocniiiiit ittt e i Information services, Part 1
Ledger, annuitants, earning TeCOTAS . .. ... ..ttt i it e e e Pay, cards, Part 4
Ledgers and TEGISIEIS . ... vvvevt ettt ae e i e Accounts payable, Part 4
Tedgers and tegisters . ... oivr v i i e e i e e Accounts receivable, Part 4
Ledgers and Tegisters ... ..ottt e e e Allotments, Part 4
Ledgers and 1e@isters . ... o vvn et i i e i e e Allowances, Part 4
Ledgers and 1egisters .. ...ttt i i e e e Cash accounting, Part 4
Ledgers and TeIStEIS . ..o vttt et e Contracts, Part 4
Ledgers and 1e@iSters . . ...ttt e e e i e Encumbrances, Part 4
Ledgers and 18gIStEIS . ... ouu vttt e e e Postage, Part 4
Ledgers and registers . .. ... .vutt ittt e e e e e e e e Travel, Part 4
Ledgers and registers, expenditures, imprest accoants- . ... ... “. ... Accounts payable, ledgers and registers, Part 4
Ledgers and registers, federal-provincial . ...... ... oo i i e Agreements, Part 4
Ledgers and registers, generalledgers ..ot iiiiiiiin, Ledgers and registers, Part 4
Ledgers and registers, imprest &CCOUNE . ... ... ..uuuruearinnnrenennrereeronnaas . Accounts payable, Part 4
Legal documents ... ... i i e et Buildings, Part 2
Legal dOCUMENLS . ... ..eer ettt tiiee e tiennaesettnieaneeannanensas P Lands, Part 2
I v v Part 1
Legal payments made 1eCoTd . .. .. ...vvueeeeenevnenreennenenaaeaeans Ledgers, journal vouchers, Part 4
| T o O Acts, Part 1
Lettings and COMCESSIONS . . . vt vt ettt etent et tteee et tnaeteateneneanreneanneens Lands, Part 2
Liaison and COOPEeIation ... ........uuutuiit i iiii ittt iiianaenaasaeas ‘Cooperation, Part 1.
| 100y T o (o= R P ' s &
B e T SR Part 1
Licenses and registration, VERICIES . . ... ... ovirteit it ittt e Vehicles, Part 3
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L e MSUTANCE . . .. .ttt e e e Insurance, personal, Part 5
Lifesaving equipment ... ... ittt e s Technical equipment, Part 3
L gntin g i e Utilities, Part 2
Lighting, working conditions ............ ...ttt Occupational, Part 5
Lists in transcripts, cheques . ... .. i Cheques, Part 4
LSES, DAY« vttt st et e e e Pay, Part 4
Listsand signature cards ... ...... .o i e Signing, Part 4
Loans and advances toemployees ................ ... ..ot Ledgers and registers, journal vouchers Part 4
Loans of equipment and SUPPLES . .. ... ..ttt e e i e Part 3
Loans, exchanges and secondments, human resources management . .. .. ..........vvueven.. Exchanges, Part 5
Loansandinvestments ............. ..ottt Ledgers and registers, journal vouchers Part 4
Local Area NetworksS ... ... ..ttt e ettt it et et e Computer, Part 3
Local purchase orders ... ...... ... iuiioiitint i i et e iaa e ainns Procurement, Part 3
Locations and addresses . .. ..ot ttne e e e e Buildings, Part 2
Logs, electronic network monitoring ......... .. .. vt i Security, informatics, Part 1
L Om g SeTVICE AWAIAS . . .\ ittt et ittt ittt e e e e e Incentive awards, Part 5
I el 41T 1T Cheques, Part 4
151441 o Building, Part 3
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Mail and PoStal SEIVICES .. . .t u ittt e e e e e e Part 1
Mailing iStS ..ottt e et Mail, Part 1
MAIMIEIANICE L oo\ vt oe ittt e et e e it eae e mn e e et et ot e e st te ettt an s Buildings, Part 2
Maintenance and repairs, €QUIPIMENT . ... ...\ttt e e e e ... Part3
Maintenance and repairs, vehiCles . ... ... .. i e Vehicles, Part 3
Management-employee relations .. ....... ... i i e e Staff relations, Part 5
Management Resource Information System ....... Human resources planning and utilization, Inventories, Part 5
MaANAZEMENE SETVICES . . v vttt v vt e heem ettt et e e ta e ae e et e an e e et et Part 1
Management Of teChNOlOgY ... ...t e et et et i Part 1
Management fTain€e program ... .......covueeneenn... Human resources planning, career management, Part 5
Managerial and confidential exclusions .. ... ..o i i e s Staff relations, Part 5
Manuals and price Lists . . .. ... oottt e e e e Catalogues, Part 3
Manufacture and production, EQUIPINENE . ... ...ttt e i e e e Part 3
Marriage AllOWANCES ... .v ittt e et ete e ettt Allowances, Part 4
Y Ty U A G O Leave, Part 5
AT (T P Honours, Part 5
Medical equIpment . . .. ...t e Technical equipment, Part 3
Medical INSUTANCE . ... ...ttt i it ettt et ian s Insurance, personal, Part 5
MediCal SUPPHES . ..ottt i i e e e e Part 3
(T £ A PP Committees, Part 1
Merit awards .. ... ..ottt i i e i it i Incentive awards, Part 5
A (T 1T T et O Mail, Part 1
Micrographics eqUIPment . . . .. ... it e e e e i e Part 3
Micrographics and imaging program .............. oo i i e Records management, Part 1
Minority groups, visible .. ... ... e Employment equity, Part 5
Misconduct, disCIPHIE . .. ... iii i i e Staff relations, Part 5
MSSIONS . oottt e e e International affairs and relations, Part 1
Misuse of GOVEIIMENt PIOPETLY - . oot vttt vt e ittt et eiein e et tnioaneaesoenens Staff relations, Part 5
Monitoring logs, electronic network .......... ... oo il Security, informatics, Part 1
Monuments and sites, historical . ............. ... . ... P Lands, Part 2
B (0 {0y G ) N (LT O Vehicles, Part 3
Motorvehicics, aCCHIRNES . . ... oo it i e e Accidents, Part 1
Multi—year operational plans (MY OPS) . . ...ttt i i it i et e e Part 4
Municipal, agreements ............ ... iiiiaann. e et Agreements, Part 1
Municipal, OVEIMMDENLS . . . . ..\ttt e ittt et e iiiiee s ot nnane s rennasrncaassneses Cooperation, Part 1
L L E o b T AR - S A Taxes, Part 4
1Y 0 P Multi-year operational plans, Part 4
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National SUrvIval ... . ..ot e i i i e Emergency planning, Part 1
Navigational equipment . ...........o i Technical equipment, Part 3
Network monitoring logs, electronic .......... .. ... ittt Security, informatics, Part 1
Newspapers, newsletters and magazines ...............ooov il Information services, Part 1
Newspapers, SUDSCTIPHONS . . . ...ttt ittt i, Procurement, Part 3
Northern and isolated post alloWances . . . ...t in i iiia it anas Allowances, Part 4
NOAIIES - PUDIIC . oottt et et e et e e e Legal matters, Part 1
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Qath of allegiance and office ... ... ... ..t i i i i et Qath, Part 5
Occupational groups and Categories . ... ..ottt it e Classification, Part 5
QOccupational injuries and fllnesses ........ ...t e Occupational, Part 5
Occupational safetyand health ........... ... ... i i Occupational, Part 5
OCean-gOINE SHIPS . .\ttt ittt e e e i s Ships, Part 3
Office 8QUIPIMENT . . ..\ttt ettt ittt sttt it i e et Part 3
L0 33703 g (o< G Part 1
Office systems anddatabases .. ........... ... .o, Management of technology, Part 1
Official languages .......... ... it e e e e e Part 5
Old age SECUTILY .. ... vnii ittt et iei et Ledgers and registers, journal vouchers Part 4
OPEnacCOUNS . ....ovvttrttniiiiiiaer et ennariannearannss, Ledgers and registers, journal vouchers Part 4
Orders in Council ... ...t it i e i i i i e i s Acts and legislation, Part 1
Orders and directives ........ et e e P Circulars, Part 1
OTders AN SOCIBHES -« vttt et ettt et et e e e ettt ettt ettt i ianetatennnneenens Associations, Part 1
Organization, functions, responsibilities, boundaries ............ ... ... ..o, Organization, Part 1
L0131 1723 ) ¢ Training, Part 5
Outstanding aCRIEVEIMENT . . ... .o vt it ittt ittt et ittt et iaan e iiianaaans Honours, Part 5
L0 ¢ "= Hours, Part 5
Overtime, arbitration tribunals . ......... ... ..o o i i Staff relations, adjudication, Part 5
OVeTtIE B Ve . ..ottt ittt i e e e e Leave, Part 5
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Index
Subject or Function See
Pacts and TEAHES . ... ...vvvvriiiiie e i International affairs and relations, Part 1
PaAMPAIEIS .« oo e e e Books, Part 1
PaADElS . .. e e e e e Committees, Part 1
Parking applications and permits ... ...... ..ttt e Licenses, Part 1
ParKITEE ATEAS ...\ttt ittt et ittt e e e Lands, Part 2
BT aImENIt ... .. . e e e e Part ]
Passes, building ... ... ... . i e e Security, Part 1
Passes, identification . ........... i i e Security, identification, Part 1
Passports And VISAS .. ...\ vt entit et e it e e Part 5
Patents and COPYIIgRES ... ..ottt ittt i e Inventions, Part 1
Patrol VesSelS ... o e e Ships, Part 3
Pay e e e e e e Part 4
Pay, acting and responsibility . . . ... oo Salaries, Part 5
Pay, allowances and deductions . . ... ...ttt i e i e Pay, Part 4
Pay ChEqUES ... o e e Pay, lists, Part 4
Pay deduCtions ... ... ...ttt e e e Salaries, Part 5
Pay files, ANNUIIANES . ... .. ... ettt e e Pay, pay files, Part 4
Pay, comptrollership ... ...ttt i e e e s Part 4
Pay, human resources manageIment . ... . .....ocuue e tunteruunereunererannnaeeeranonens Salaries, Part 5
Py DU ..ot e e e e e i e Salaries, Part 5
Py INPULTECOTAS ... ittt et i e i e e Pay, Part 4
Py St Lo e e e e e e Pay, lists, Part 4
o 17 P Classification, Part 5
Pay rates, arbitration tribunals . ......... ... i i e Staff relations, adjudication, Part 5
Py Sl oD PAEES . . ..ttt i e e e e e Salaries, Part 5
Payable and receivable aCCOUNS ... ..ottt it i i e e Statements, accounts, Part 4
Payments and contributions, ransfer .. ... ... .ot e e Grants, Part 4
Payroll time SUIMMATIES . . ..o v vttt et it e ee ettt e ie et e Pay, Part 4
o2 171141 Badges, Part 1
3= 1153 oY 1 K Pay, Part 4
Performance assessment . . .........coivieiieiiiiiiinaann Human resources planning, performance, Part5
Performance reviews and employee appraisals .............. e Human resources planning, Part 5
Periodicals, SUbSCIIPHONS . . . o v vi ittt e i i i i i i e e Procurement, Part 3
o w011 Licenses, Part 1
Personal exemptions and deductions, statements ........ e e Income tax, Part 5
Personal harassment . ... ... .o ettt i i e Staff relations, Part 5
Personal iNSULANCe . ... ...ttt iiiit i e Insurance, Part 5
Personnel, CCIAeNES . . ... .o vvtvrt i e Occupational safety and health, Part 5
Personnel, transportation and travel . .......... ... ..o P Transportation, Part 1
Personnel file, employee ........ ..ot e e e Personnel file, Part 5
. Personnel inventory systems ............. ..o iionn. e Human resources planning, inventories, Part 5
Persons with disabilities . . ........ ..o oottt i i i i Employment equity, Part 5
Pettycash ..... P .. Part4
Photocopyingequipment ................ciiiiiiieian e e e Part3
Photographs and photography ......... ..ot e Information services, Part 1
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Photographs, requests for .. ... ... Information services, Part 1
PRy SICal SBCUTILY . . . oottt e e e Security, Part 1
Planning and utilization, humanresources . . ........... .. oiiiiiiiniuns Human resources planning, Part 5
Planning, CONUIZENCY .. .. ..outtttttiitiin ittt ittt raranennnns Security, physical, Part 1
Plans and PrOZIams . ... .. . ittt ettt et Part 1
Plans and specifications . .. .. ... ... ottt e i e Buildings, Part 2
Pledges, Canada SavingsBonds ........... ... ..o i il Pay, Canada Savings Bonds, Part 4
Plumbing and heating . ... ... ..ottt e Utilities, Part 2
00 B (PR Part 1
Position files . .. ....o.i i i e e e e Official languages, Part 5
POSTON 118 . . .\t e i e e e s Classification, Part 5
Positions, CONVETSION Of . .. ... ..ttt it i e et e Classification, Part 5
o T Ledgers, Part 4
Postage accounts ......... .t P Part 4
POStAL SBIVICES .« .\ ittt ettt ettt ettt e e e Mail, Part 1
Post-employment code and conflictof interest ............. . it Staff relations, Part 5
BT £ Information services, Part 1
Postings and ransfers .. ... . ... .. i e i Transfers, Part 5
POWETed JaUNCHES . . .ottt it e e e a e Ships, Part 3
POWELS Of AOINIEY . .\ttt ettt tie e te e it ta e et et aaneaeanesaneaenss Legal matters, Part 1
Press clippings andreleases ............. it i i i e e Information services, Part 1
Prevention and protection, fire ... ... . i i i i e Buildings, Part 2
Price Lists and manuals ... .........oiiiitiiiie ettt e e e e Catalogues, Part 3
3o Uo7 PP Catalogues, Part 3
S 1110 e Computer, Part 3
Priority ADministration SYSEM .. .. ... .uuut e e e Staffing, Part 5
PO LY HiStS . . oot e i e i e Staffing, Part 5
Privileges, admission . . ... ... it e e i Security, Part 1
Probation, employee . ....... ... .. i i Human resources planning, performance, Part 5
Probationary and notice period, employee . ................... Human resources planning, performance, Part 5
PrOCUT et . .. .. o e et te e Part 3
Procurement, altcrafl .. ... ... ... i it e it Aircraft, Part 3
Production and manufacture, equipment .. ...... ... . i i i Manufacture, Part 3
Professional and consultant SEIVICES ... ... v vier et iiiienet i iiiiien et iee e eanneannas Fees, Part 4
Program evaluation . ....... .. ... . it i e et i Audits, Part 4
Program evaluations, external audits ............ ittt i i e i e Audits, Part 4
Program evaluations, internal audits ........ ... i e i Audits, Part 4
Programs and plans .. ..... .. .. ... it i i e ettt et i Plans, Part 1
Promotions and reclassifications ................... e e e, Part 5
Property and goods, effects .. ... ...ttt i e e e e Transportation, Part 1
Property, real . ... e et Accounting, Part 2
PrOPeIty TECOTAS . .. ..ottt e e i e e Accounting, Part 2
3 00T B S Taxes, Part 4
Protection .............oovunn. R e EP S Buﬂdings, Part2
Protection and prevention, fire . . .............. oo i PN Buildings, Part 2
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Provincial, acts and legislation . ... ... . . e Acts, Part 1
Provincial, agreements .. ... ... ..ttt e e e Agreements, Part 1
Provincial GOVEITMENLS . .. ...\ttt ittt et ettt iia e e iaan e Cooperation, Part 1
PrOVINCIAL KBS . . oottt ettt ettt et et e et e e e Taxes, Part 4
PUDHC TElaH0MS « . v vttt ittt it e e e e e e Information services, Part 1
2N 3T T )+ T Books, Part 1
1 o) 10 1 (o) 1 - OO P Procurement, Part 3
PUD Oy .+ oot e Information services, Part 1
PunCtuality ... e e Attendance, Part 5
Purchase, buildings .. ......oiioiner i Buildings, Part 2
Purchase, lands .. ... . i i e Lands, Part 2
Purchase orders, ProCUIBINENE . ... ... vottn ittt iiin it iae ittt iiea ey Procurement, Part 3
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Radio broadcasts .......... ..ot e Information services, Part 1
Rail transportation and travel ... ... ... . . i e Transportation, Part 1
Railway, aCCIAentS . .. ... ...ttt it it et e e Accidents, Part 1
RaAteS Of PAY ..ottt e e i e Classification, Part 5
Rates of pay, arbitration tribunals ....... ... .. .. .. i, Staff relations, adjudication, Part 5
Rates of pay, casuals and seasonals .. ... ..ot i e Salaries, casuals, Part 5
Rates, Tansportation . . . .. ...ttt e e e e Transportation, Part 1
RCAF treasury account cards, POSTAZE . . ..o v v ivvntnt et imtanae e eiieaairaannen Ledgers, postage, Part 4
ReAl PrOPEITY .« vttt et e e e e e e Accounting, Part 2
Receipts for cheques ... ... ... e e e Cheques, Part 4
Receipts, comptrollership . . . .. ..ottt e e e Part 4
Receivable and payable accounts .. ........ . il e i Statements, Part 4
Reclassifications and Promotions . . . ... ..ttt it i i e e Promotions, Part 5
RECOGMION . ..ot it e et ettt ettt et e Incentive awards, Part 5
Reconciliations and statements, DaNK .. . .. ..o vut vttt e Cheques, Part 4
Records MANAZEIMNENE . .. .. ..ottt ettt et s ettt e et e Part 1
RECOTdS, PrOPOItY .. ..ottt ittt e e e e Accounting, Part 2
RECTEAtON ATEAS . ...\ o ittt it ittt t e et ettt e Lands, Part 2
Recreation and SPOILS . ... .ottt et ittt e e Sports, Part 5
B e 41 1T 147 L A O Staffing, Part 5
RECTUItMENt PTOTAMNS . ...\ttt tt ettt te s e e n e e ae s e eananeanananns Staffing, recruitment, Part 5
Redecorating, maintenance . ..............cctiittni i ia i e e Buildings, Part 2
0 (o (1 T o S Library services, Part 1
Reforestation . ... e e e e Lands, Part 2
Refrigeration SYSIEIMIS . . .. ...ttt e e e Utilities, Part 2
RefUnd ... o e e e e Pay, Part 4
Refundanddrawback . ........ oot Accounts receivable, ledgers, Part 4
Refunds ... i e Accounts payable, vouchers, Part 4
Refunds ... .. e Accounts receivable, credit notes, Part 4
Refunds ... .. i i e Accounts receivable, ledgers and registers, Part 4
Regimental dress and uniforms .. ... ... .t e i e e Clothing, Part 3
Registers, cheques ................. e e e e e e e Cheques, Part 4
Registers and Jed@ers . ......viittin ittt e i e e et Ledgers and registers
Registration and licenses, vehicles . . ........covurinin ittt eiiiaiiaeae s Vehicles, Part 3
ReEgUIAt ONS . . L.ttt i i i i e et et et e e Acts, Part 1
Regulations and directives, human resources management . ...........oueiniirreeereeeerannnnnonnas Part 5
Regulations and orders, comptrollership ......... ... . i i e e Part 4
Regulations and orders, SECUMILY . .......cvviirrnennreinerrennnnenennnenii IAEITFIN L. Security, Part 1
Relations and affairs, international .................iiiiiiiinn... International affairs and relations, Part 1
Relations, employee-management .............c.oiierinirnnnrnnneneeienns oL Staff relations, Part S
Relations, Staff . . ... ... e Staff relations, Part 5
Relative Salaries .. ... .. oot e e e Classification, Part 5
Release of information . .........oovviievennreaneenannnnnn. e [, Security, Part 1
Reliability checks and clearances . . .........cooviiiiiiiiiiineenn,, SR TVt Security, Part 1
Rental .. i e s e Buildings, Part 2
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23 117 Lands, Part 2
Repairs and alterations .. ... ..ottt ittt i e Buildings, Part 2
Repairs and maintenance, €QUIPIENL . . . ... oo vt ttivr i e Maintenance, Part 3
Repairs and maintenance, vehicles . ....... .. o o e Vehicles, Part 3
2350 Part 1
Reports and statistics, 3CCOUNLNE . .. v vttt it ettt ettt a ettt cnannans Statements, Part 4
Reports and statistics, accounts payable andreceivable ............. ... .. ..o oL Statements, Part 4
Reports and statistics, human resources planning .................. ..ot Human resources planning, Part 5
Reproduction and duplication SEIVICES ... ... iviiii ittt ittt i i Office services, Part 1
Requisitions, cheques ... ... ... .. .. o e Accounts payable, vouchers, Part 4
Requisitions, materiel ... .. ... ... . i e Procurement, Part 3
Reservations, hotel .. ... .. ... i i e e s Transportation, Part 1
RS gNAtIONS . ...ttt e e e e e Retirements, Part 5
Resources, human, planning and utilization. ..............cooviviiiat Human resources planning, Part 5
Responsibilityand acting pay ... i Salaries, Part 5
Retitement fund .......... 0.t e e e Pay, accounts, Part 4
Retitement LBaVe . . .. ...t e e e e Leave, Part 5
Retirements and separations . . ... .. ..ottt i e i e i Retirements, Part 5
Returned cheques . ... oo i i e Cheques, Part 4
REVENUE ...t i it e i e i s Accounts receivable, Part 4
Reviews, performance ......... ... oot e Human resources planning, Part 5
Revisions and inCreases, StAULIOTY . . ... .vetuievnnnnnin ettt viniiiiiiiieee e, Salaries, Part 5
Risk alloWanCes .. .......iiii i i i e it e Allowances, Part 4
Road transportation and travel .. ....... . .o it i i e Transportation, Part 1
20 T Lands, Part 2
Rotational MaINiME .. ... .vtttiie ittt e ey Training, Part 5
Royal CommisSions . .........ouuuitierii ittt iiiiirianiaaaateens Parliament, Part 1
ROy .ttt e e Visits, Part 1
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ROJ 4T Security, Part 1
Safetyand health . ... ... ... . . . . i e Occupational, Part 5
Safety training and INSUCHOM . ...t vttt ittt ine ettt eiia e eie et enaeaanas Occupational, Part 5
Salaries, relative . .. .. .. e e e Classification, Part 5
Salaries, STAMENLS ... ... .. ...t ittt e Pay, statements, Part 4
Salaries AN WaZES . ...ttt e e it Part 5
R 1T T L A OP Pay, Part 4
SAlATY WAITANLS . . .\ vt vttt ee e ettt te e e et e e ae s ettt e et ie et naas Salaries, Part 5
Sales, diSposal ... ... e Buildings, Part 2
Sales, dISPOSAl ...\ttt e e e e e e Lands, Part 2
Sales, BQUIPIMIEIIL . . ...ttt et e e e Part 3
R 1 A P Taxes, Part 4
Sanitation, working conditions . . ... .. .. .. e e e Occupational, Part 5
Savings and trust funds, Indian ......... ... ... ..o ool Ledgers and registers, imprest account, Part 4
o2 1o 1 ¢ Computer, Part 3
SChedules ... e e e e Transportation, Part 1
Scholarships, fellowships, DUISarIEs ... .. ..ottt it it ettt et ae e iiena e Part 5
T T T+ ) PO Funds, Part 4
Scientificequipment . . . ... .. . Technical equipment, Part 3
KT . - Information services, Part 1
Seasonals and casuals, Tates Of PAY . .. ..ottt e e Salaries, casuals, Part 5
Secondments, loans and exchanges, human resources management ...............coeuuvennn Exchanges, Part 5
Secretarial and stenographic SEIVICES . ... ..\ ovvrtvne et e e it Office services, Part 1
T ' Part 1
Security deposit,refund .............. ... . il Ledgers and registers, refund and drawback Part 4
Security depositrelease ........ ... .. it i i Vouchers, cheque, vouchers, Part 4
Selection Standards . . ... .. .. . i e e e e e, Staffing, Part 5
Separations and TEtIFEMENtS .. ... oo ittt t i ittt ittt tinere e iriteaaaat e Retirements, Part 5
SeWAZE AN WO . . .. ittt ittt e ie e e et e, Utilities, Part 2
Shift work, arbitration tribunals ............... ... .o oo ol Staff relations, adjudication, Part 5
15O Part 3
S Ships, ACCIIBIES . ..ttt e e e e Accidents, Part 1
Ships, accidents, ClaMS .. ... . ... . . it i i it i e Claims, Part 4
Ships” INSUMIEALS .. ...ttt it ettt ettt it e e ianniae e anannnnnes Technical equipment, Part 3
IR JBaVE .\ e e e Leave, Part 5
Sidewalks ...i.............. PP Lands, Part 2
Signage ..... e e T . . Buildings, Part 2
Signature cards;and HStS . . .. ...t ..ttt e Signing, Part 4
SIgMING AUEROTIEY ...\ttt t ettt ettt ettt e e et et et et Part 4
Sites and monuments, historical . ... ... ... i i e i e Lands, Part 2
SHAES ..ot e e e e e i e Information services, Part 1
N (2 7= Library services, Part 1
Smocks . ..... PR e e e Clothing, Part 3
Smokingintheworkplace ........... ..o iiiiiiiiiiia, e e Occupational, Part §
Snow removal, roads, streets, sidewalks, highways ........... ... oo nnn, Lands, Part 2
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Societies and OTAEIS . . ... v vt i e Associations, Part 1
Soldier settlement (WW1),refund ........... .. i, Ledgers, refund and drawback Part 4
Soliciting and canvassing . ... ...t i Campaigns, Part 1
Speakers, arrangementsfor ... ... ool A Information services, Part 1
SPECIAL IEAVE . . . v\ttt e e Leave, Part 5
Specifications and drawings . ... .. ..ottt e e Drawings, Part 3
Specifications AnA PIANS . . . . .. .ot e e Buildings, Part 2
Speeches and addresses ... ... ... i it e e Information services, Part 1
SPOTES AN TECTEALION . ... ottt ettt s e et et ettt et et a ettt ae et ae et Part 5
St TLAtONS . . . .t e e Part 5
O] 1 1P e Part 5
Standards, classification . . .. ... .. i e i Classification, Part 5
Standards, SEleCtON .. ... .\ttt e e e Staffing, Part 5
Standing offer agreements, materiel MANAZEINCAL . . . ..o\ i vttt vttt i e Part 3
Statement of qUAlIfICAtioNS . . ... ... .. e e Staffing, Part 5
Statements, ACCOUNLNG . . . . ottt sttt ittt ettt ettt ie i eia ettt ean e enaenaneeanans Part 4
Statements, accounts payable andreceivable . ... ... ... o oo oo, Statements, Part 4
SEALBINEILS, PAY .+ v\ vttt vteeet et ae e et et ee e aaa e e Pay, Part 4
Statements of personal exemptions anddeductions . .......... ..o i il Income tax, Part 5
Statements and reconCiligtions . . . ... ... ...l i e Banks, Part 4
Statements and reconciliations, bank ...... ... o i oo e Cheques, bank, Part 4
1314 115 Part 3
I 5211 1 S A Reports, Part 1
Statistics and reports, ACCOUNLIE . . . ..o\t n ittt it Statements, Part 4
Statistics and reports, accounts payable andreceivable . .......... ... ... oo Statements, Part 4
Statutory increases and revisSiOns .. .........i .ttt i e Salaries, Part 5
Statutory orders, acts and legislation ............. ... i i Acts and legislation, Part 1
Stocktaking Of eqUIPMENt . . . .. .. ... e e e Accounting, Part 3
T (9]0 T N o) Salaries, Part 5
STOPPAZES, WOTK . .. vttt ttitiit e ettt ettt e e Staff relations, Part 5
Stores issue, vouchers ................ et e Vouchers, cheque, vouchers, Part 4
Streets . .....ooeeen... e e D Lands, Part 2
Strikes and WOTK StOPPAZES . ..ottt i Staff relations, Part 5
Studies, surveys and systems, human r€SOUTCes MANAZEINENL . . . <« v\ vt vt e eeeneeneenneneeseneeneenens Part 5
Subscriptions to newspapers and periodicals ... ... o i o i Procurement, Part 3
Subsistence alloWanCes ... .........veiiiiiitiiiiii i i i i Allowances, Part 4
SUDVEISIVE ACHVIHIES . . oo vt vt ie et ieie e eian e e neiaat e, Security, Part 1
Suggeston aWards . ... ... ... e e e e Incentive awards, Part 5
SUMIATIES, ACCOUMIME L . . ittt ettt it ie e e et tanatttneneeanenen Statements, Part 4
Summaries, accounts payable and receivable .......... ... . o il i Statements, Part 4
SUPeTANMUAION . ... .ttt ittt e e e e Part §
Superannuation 8CCOUNES ... ..... ..ttt it e Pay, accounts Part 4
Surplus of materiel ... ... .o i i e Disposal, Part 3
R ) R 11161701 T A Security, Part 1
Surveys, studies.and systems, human resources management ... .......oveuenuviinieiuneesenas Studies, Part 5
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Survival, national ... ... ... i i e e Emergency planning, Part 1
SUSPENSE BCCOUMES . ...t u ittt ettt et ittt titaa et eneaes Accounts and accounting, Part 4
) 2101705 - P Committees, Part 1
Systems, surveys and studies, human 1eSOUrCEs MANAZEMENE . . ..« v vt vvt et veiennnneranneeennn Studies, Part 5
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a1 5P Transportation, Part 1
Tariffs and QULES . .. oot o ettt e e e e e e e e e e e Duties, Part 4
B 1 1T 11 Income tax, Part 5
. N Part 4
TAXE SBIVICES .+ vttt vttt ettt e e ettt e e e Transportation, Part 1
T Cal B qUI PNt . ... it e e Part 3
Technology, management of ........... ... ittt Management of technology, Part 1
Telecommunications €QUEPIMENT . . . ..o vt i vttt it Technical equipment, Part 3
TelecommUMICAtIONS SYSEINS . . . . .. vttt e ettt ittt ettt aaiiii e Utilities, Part 2
Telephone . . ... e e Accounts payable, utilities Part 4
Television bBroadCasts . .. ... vu .ottt e e Information services, Part 1
Tenders, ProCurement . . ... ..ottt ettt ittt ettt i e e Procurement, Part 3
Term and acting apPOINUIIEIILS . .. ...\ttt ettt ittt eiie et ea e Appointments, Part 5
Terminal allOWAanCeS ... ...ttt ittt ittt ittt Allowances, Part 4
Termination of emMpPIOYINENt . ... ...ttt e e Retirements, Part 5
Territorial, acts and legislation .. ... vt e e Acts, Part 1
Territorial, agreemENtS . . .. ..\ttt ettt e e Agreements, Part 1
Territorial GOVEIMMENLS . ... ... ... .ottt ia ittt et vaataneenn Cooperation, Part 1
Testing and examination, 1anguage ........... ..., Official languages, language, Part 5
Testing, investigation, INSPECHON . ... ..o uvvrs vt ittt ittt Occupational, Part 5
Timber sales and land sales, Indian, imprestaccount ................ ..t anaans Ledgers, Part 4
Time summaries, payroll . .. ... ... i e e Pay, payroll, Part 4
Tours and (HNETAIIeS . . .. ...ttt ittt e e Visits, Part 1
Trainee program, MANAZEMENE . . . ...\ it eur e s nriaaaaennanane Human resources planning, career, Part 5
Training and develOpmEnt .. ... ... .ottt i e e e Part 5
Training, educational 8QUIPIENt . ... ..o vt vriiin it i i Educational, Part 3
Training and instruction, safety ........ ... iiitiiiii i i Occupational, safety, Part 5
Training, language . ......... ..ottt e Official languages, language, Part 5
TTanSCIIbINg SEIVICES . .. ittt ettt ettt e e e e Office services, Part 1
B 1o w1 Cheques, Part 4
Trans er, AISPOSAl . ... . i e e Buildings, Part 2
Transfer, disposal . . ... .ot e Lands, Part2
Transfer of eqQUIPMENt .. ... .. .. it i i i i it e i e Accounting, Part 3
Transfer PAYIIENS . ... .ttt it it i i e e e e Grants, Part 4
8 €111 £ £ PO Encumbrances, Part 4
Transfers and POSHIES . ..o v vy ernn ettt tinee ettt ettt ettt ren et Part 5
Translation Services ..................coouiennns R Part 1
Transportation, travel .................... T Part 1
8 C ) P Part 4
Traveladvance ......................... e err e ere e Travel, ledgers and registers, Part 4
Travel, transportation . .. .. ....iie ittt i i e e i e Transportation, Part 1
Treasury Board minutes, acts and legislation . ... .....ovitn ittt e Acts, Part 1
Treasury Bills, ravel advance .......... ..ottt i Ledgers, travel Part 4
Treaties and PACES . . ...\ vvuievr e erieriaenaaanens P International affairs and relations, Part 1
Treatment, first ald .. ... ... i i i i e i e Occupational, Part 5
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B30 131 V- Lands, Part 2
TIUSL ACCOUMES . ..ttt ittt ie it e necie it et ane st Accounts and accounting, Part 4
TIUSLAGTEEIMEILS . .. v vt vt ie ittt ee e tn e ittt enansnens Accounts and accounting, Part 4
Trust funds and savings, Indian .......... ... o i i i Ledgers, imprest account, Part 4
CTrust, ravel adVanCe . ... .. e i e i e e Ledgers, travel, Part 4
7T PP Ships, Part 3
TYPINE SEIVICES . .ot vttt e ettt e an e e e s Office services, Part 1
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Unemployment iNSUTANCE . . ...\ vuniiiiine et it iniane s Insurance, employment, Part 5
L0515+ .Y Clothing, Part 3
UnHOm TElatioNS . . ..ottt et e e Staff relations, Part 5
United Wy .ottt e e e e e Campaigns, Part 1
Universities and colleges, Co-0perative Programs . .........vvvuniein it ieas Staffing, programs, Part 5
Use of employer’s facilities, upion relations ........... ... . oo i, Staff relations, union, Part 5
Utilities, accounts payable .......... i e Accounts payable, Part 4
Utilities, real property Management . . ... ...ttt ittt e e Part 2
Utilization and planning, human resources .............coovvivrivienennn Human resources planning, Part 5
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Vehicles, ACCIARMLS . . ... .\ it it iie st et e i Accidents, Part 1
Vehicles, accidents, Claims . ... ... .. it e e Claims, Part 4
Vehicles, procurement, Maintenance, TEPAIIS . . . .ot v vttt v vttt ettt et Part 3
Vehicles, registration and HCEnSes . ... ... ...ttirniit it it Vehicles, Part 3
Vending Machines .. ......i it e e e e Cafeterias, Part 1
Ventilation and air conditioning . .. ... ..ottt i e e e e Utilities, Part 2
Veterans’s allowance ........ ..ot Allowances, ledgers and registers, Part 4
Veterans’s bepefit, travel advance ....... ... ... . Ledgers, travel, Part 4
Video and audio recordings .. ... ..t i i e e e e Library services, Part 1
T 4 Lo S Information services, Part 1
ViS85 AN PaASSPOTES . .o\ttt ittt it e e Passports, Part 5
Visible MINOTILY SIOUPS ...\ it ittt ittt ettt eanaennss Employment equity, Part 5
BT 3 L« P Security, Part 1
%/ L 1 O Security, Part 1
Visits, 100rs and INETATIES . . .. ot \ ity ettt ettt e e e e Partl -
Y OUC TS . oottt et e e e ey Part 4
0111 1 P Accounts payable, Part 4
011 Te) 1 ¢ Accounts receivable, Part 4
/511 To7 = Allotments, Part 4
0111011 £ PN Banks, Part 4
013 Te) 1 = ¢ AP O Cheques, Part 4
Vouchers, imprest 8CCOUMLS .. ...\ vririne ettt iiinteetnnaeecennns Accounts payable, vouchers, Part 4
Vouchers, Journal . ... ... ittt i et e Vouchers, cheque, vouchers, Part 4
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Wages and Salaries .. ... .. i e e Salaries, Part 5
War veterans’s alOWance .............uieiiiiiiiiiiiiiaiiienan Allowances, ledgers and registers, Part 4
w2 LY Yo T« S S Cheques, Part 4
WIS, SALATY . ottt ittt ittt ittt e et et e e Pay, Part 4
R s LT 1 Salaries, Part 5
W ateT AN SEWAZE ..\ ittt e it et e e Utilities, Part 2
Water, transportation and fraVED . . .. ...\ttt Transportation, Part 1
B =3:1310) 4T Arms, Part 3
Winter works Programs ... .. ...t e i Staffing, programs, Part 5
WO ProCesSINg SEIVICES . . . v\ ittt sttt et ittt ettt n et itanaananan e Office services, Part 1
WOTK eXPerience PrOgrams . ... ... otuie i ettt iie e eennaaeaaennn Staffing, programs, Part 5
Work force adjustment . . ... ... ...t e e Retirements, Part 5
Work stoppages and SIKes . ... ... it i e et Staff relations, Part 5
Working conditions .................... e e e e e s Occupational, Part 5
Workforce adjustment ... ... ... ..ttt e e Retirements, Part 5
Workplace day Care CEMMES .. ... ... ..ttt iiie ettt atnaaa st et etnaananean Part 5
Workplace fitness ProOgrams . . ... ....oierurt et inr ot e i Occupational, Part 5
Write-offs, QUIPIENt . ... ... . .. e e e e Disposal, Part 3
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