Final - November 11, 2015

RDS

$8C-1-010 Management and Oversight / Gestion et E - | Disposition o :
surveitlance . o (lgé)DAl')\ Action : Refentloh ?eriod RS],
S§SC-1-010-01 Strategic Policy, Planning and Government Relations /Politiques et planification stratégiques et relations gouvernementales
Liaison / Services aux programmes TEMTE 3 Tin 2 years after LAA except: 5 yearrs”gﬂ;e,r, E’_@' 7 | orintern Qnra'j'i:rera'ties,
N WISD A b : . service level agreements, result§:9f negotiation, final agreements,
e contracts, MOUs. agreement is superseded or terminated.;6 years after -
~_ superseded — where the agreement focuses on finance management
Governance / Gouvernance : :New7IVSD Al e 1 Oryearé ;ftié'r UAn -
Management Resources and Results SR
Structure MRRS / Structure de gestion des 5 years after LAA
ressources et des résultats (SGRR) . L
Strategic and Business Planning / e e
Planlf!cal!on stratégique et “NewISDA 10 years after superseded -
organisationnelle Simiegeaits e
Internal Business Meetings / Réunions == . o e
concernant le processus opérationnel - New ISDA | . 2years after LAA
Procedures and Tools / Procédures et e
instruments - New ISDA © 2 Years after LAA
§8C-1-010-02 . |Executive Services / Services exécutifs -
External Executive Committees / Comités
externes de la haute direction New ISDA D
Integrated Forward Agenda and Record New ISDA D
Internal Executive Committees / Comités e L
internes de la haute direction —New !SQA D :
Procedures and Tools / Procédures et T R =
instruments ':,New ISDA Sehp it
S8C-1-010-03 Corporate Policy, Standards and Guidelines / Proiiticiyes,rnrbrmés ef lignes directrices ministérielles

By Policy Insfrument / Par instrument
stratégique

New ISDA

D

r superseeded where the
anagement

5 yaars after superseded ex
- policy focuse

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation
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Internal Policy Program / Programme de

5 years after superseded except 6 years after superseeded where the

politiques internes et

7 - polncy focuses on flnance management
Procedures and Tools / Procédures et s
instruments M8&O GVT

S$SC-1-010-04

Prpject Management / Gestion de projet

By Project/ Par projet

Project Portfolio Management / Gestion de
portefeuille de projets

Advice and Guidance/ Conseils et
orientation

Reporting / Rapports

Procedures and Tools / Procédures et
instruments /

$SC-1-010-05

Risk Management / MGestiqn des risques -

Corporate Risk Management / Gestion du
risque ministériel

Risk Based Audit and Evaluation Plan -
RBAEP/ Plan de vérification et d’évaluation
axé sur le risque - PVEFR

IT Security / Sécurité des Tl

Physical Security / Sécurité physique

Procedures and Tools / Procédures et
instruments

§8C-1-010-06

Audit / Vérification

Internal Audit / Vérification interne

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation
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External Audit / Vérification externe

NewlSDA . D M8O GVT - msiyéeia’rs;é’, aﬁﬂollow—yp prcfir::?ésdhayﬁe'bg_en cdfﬁpleted”alr'ld ﬁlerjs i
Procedures and Tools / Procédures et P — e
NewlSDA | =D 5 years after any follow-up programs have been completed and file is
instruments NewlISDA |- y ,V low-up prog | pleted and

closed,

S$8C-1-010-07

Evaluation / Evaluation

Planning Eva‘luation / Evaluation de la
planification

€ evaluation report was ,submittea

Conducting Evaluation / Réalisation de
I'évaluation

Managing Follow-up / Gestion du suivi

Procedures and Tools / Procédures et
instruments

NewISDA | D

S§8C-1-010-08

Performance and Reporting / Rendement et établissement de rapports

Performance Measurement / Mesure du
rendement

Reporting / Rapports

Surveys/Enquétes

Procedures and Tools / Procédures et
instruments

10 years after LAA "

$8C-1-010-09 - .

QP Cards / Fiches parlementaires

“NewSDA.

-5 years after LAA : :

u Baillatan

Order Paper Questions - OPQ / Questions New ISDK :
A inesd .

_Byears after LAA - ..

Correspondence / Correspondance New ISDA MB0 GVT “,5 years after LAA %
Presentations / Exposés N,eW M&O v = veare ofes LAA = ,'
Parliamentary Opening Remarks and B Né W D, A 1 M&O GVT 5 years aftef LAA

Speeches / Mots d'ouverture et discours

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation
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Parliamentary Committee Appearances / . o
Comparutions devant les comités NeW ISDA

" Byears after LAA- i

Ninisterial Opportunities / Possibilites = T
s'offrant au Ministére - New IS DA -

e 57yie“ar§§ft§'r" LAA .

Briefing Material / Documents d’information

‘NewlISDA |

Procedures and Tools / Procédures et
instruments

§8C-1-010-010

Enterprise Architecture / Architecture d'entreprise

Architecture Artifacts /Artéfacts :

d'architecture NeW'|§D

Management / Gestion ;';ew 1SDA- |

Procedures and Tools / Procédures et = e B e N =
instruments New [SDA D= | mMaOGVT

S§8C-1-010-011

Enterprise Change Management /. Gestion du changement d'entreprise

Culture and Bran&ing / Culture et Image de
marque

ew ISDA

Change Leadership / Leadership en

matiére de changement New ISDA

changement organisationnel

Organization Change Management
Practice / Pratique de gestion du

Enterprise Change Roadmap and Strategy :': -
| Stratégie et feullle de route du
changement de l'organisation

Procedures and Tools / Procédures et
instruments

8§8C-1-010-012

Treasury Board Submissions / Présentations au Conseil du

Treasury Board Submissions Management
/ Gestion des présentations au CT

Reporting / Rapports

NewISDA-|

T
Submission
GVT

completed/terminated =

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation
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Branches - Working Documents / ‘ : B T
Directions générales — Documents de New ISDA D Submission ~.. 7o Byears after LAA
travail e : HEEiGVT ] 2 e - =
Procedures and Tools / Procédures et | =eiiies o f i st ) = B 5 years after the initiative, that isthe =~~~ =" -
instruments “New ISDA D Submission subject of the submission, has been” :
: GVT * “completed/terminated =~ =~
§8C-1-010-013 Regulatory Compliance / Conformité a ia réglementation
By Regulatory Instrument / Par instrument B e Lo
réglementaire Legal GVT 5 12years afterthe file closes ... .
Procedures and Tools / Procédures et e E Reg. Enf. & - : - o
instruments New ISDA D Compliance "5 years after superseded -~
8SC-1-010-014 Investment Planning / Planification des investissements
By Investment Plan /Par plan 10 years after the end of the fiscal year to which the resource -
d'investissement New ISDA D M&O GVT = — =" corresponds. - -
Procedures and Tools / Procédures et P o 10 years after the end of the fiscal year to which the resource
instruments NeW ISDA b MEOGVT | - .. comesponds..
SS8C-1-010-015 Client Relationship Management / Gestion des relations avec la clientéle -
By Client / Par client e el g g
5 years after agreement is superseded or terminated except: 6 years after
New ISDA b MO CVT ‘superseded - where the agreement focuses 'oq finance management
By Partner / Par partenaire s it
5 years after agreement is superseded or terminated except: 6 years after
New ISDA D M&O GVT | S uperseded — where the agre fo finance management
Procedures and Tools / Procédures et B ol s : =
~NewlSDA | =~ D | M&OGVT :

instruments

5 years after LAA

S§5C-1-010-016

Service Management / Gestion des services

Service Strategy / Stratégie de service

10 yéérS after LAA -~ - —

Service Design / Conception des Services 7 10 years after LAA
Service Operation / Opération de service - 10 years after LAA
Service Management Other Processes / S

Gestion des services - Autres processus ey 10 years after LAA
Service Strategy / Stratégie de service E 10 years after LAA

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation
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Final - December 6, 2015

g -RDS . A - :
88C-1-020 Communications (MDA Dl;pc‘:is;:qn .. Rationale Retention Period RSI
1SDA) , ‘ e

$5C-1-020-01

Consultations and Public Opinion Research

/ Consultations et recherche sur

I‘opinion publique

Industry Engagement /Mobilisation de
l'industrie

New ISDA -

10 years Aﬁer Project Completion

By Event/ Par événement

~ New ISDA

- 10 years After Erpjecg Qbmplétion

Procedures and Tools / Procédures et

COMMS GVT

instruments D
SSC-1-020-02 -|Corporate Communications / Communications ministérielles
Federal Identity Program / Programme de | . - fr— { ey
coordination de 'image de marque ,7;98/ 001 b COMMS GVT | years ‘:a,f‘ff ﬁ_upgrstaded
,, 2 years after LAA except: Informal ted on social media that is: not captured elsewhere,
Social Media Management / Gestion d e . b ~ ‘concerns decisions or C ing S 1 i
geme estion des - 98/001 : D COMMS GVT concerns decisions esponse from the public to a

médias sociaux

departmental reque:

. content captured; trigger will
itory

Corporate Web Content / Contenu Web du
ministére .

-2 ygsgrsjaﬁer.LAA,' -

Corporate Creative Services / Services de
création du ministére

2 years after superseded

Procedures and Tools / Procédures et
instruments

981001

5 years after superseded ..

S$SC-1-020-03

Internal Communications / Communications internes

instruments

By Client / Par le client 98/001 2 years after superseded

Senior Management Outreach Activities / E S

Activités de sensibilisation de la haute “--98/001 2 years after superseded

direction - :

Procedures and Tools / Procédures et 98001 2 years aftéf supersedod ;

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation
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Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation

SSC-1-020-04 Media Relations / Relations avec les médias

10 years aﬂer creauon or aligned wrth retentlon perlod for other IRBV of the event or program

Reactive / Réactivité : 98/001 £ COMMSGVi'

10 years. aﬂer creatron or aligned r
E to whrch the communrcahon mformatron resource relates

By Topic / Selon le sujet

b |commsevr

Monitoring and Analysis / Surveillance et : E
analyse 98 001_ -

| comms ey

Procedures and Tools / Procédures et
instruments

SSC-1-020-05 Advertisernerrté, Fairs, Exhibits:aknd Othér Events / Publicités, foires, exposiiior\s et autres événements

r in which the file

COMMS QVT

By Event / Par événement

Procedures and Tools / Procédures et
instruments

SSC.1-020-06 Standard Operatrng Procedures for:In-Person Service, Telephone, Fax, Mall

télécople. le service de messagene et Internet
Procedures and Tools / Procédures et
instruments
§5C-1-020-07 Translation gnd Edrltonal Services I‘ | 98001 D | commsavT

Services de traduction et de rédaction

Procedures and Tools / Procédures et = =
instruments 198/001-

S$SC-1-020-8 External Communications / Communications externes

2 years afte LAA except 5 years aft srLAA for Manage comﬁ{;i}iicauo' 3 eated with external

stakeﬁo}&érs. other jurisdictions

COMMS GVT.

By Client / Par le client 98001 -

A0030321_2-000022



Procedures and Tools / Procédures et
instruments

~2years after LAA -

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation
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Final - November 11, 2015 M&O

RDS o
$8C-1-030 Legal Services - (MIDA D‘ISpo.Sltlon Rationale Retention Period RSl
~ Action ‘ v
ISDA) ; ~
SSC-1-030-1 Legal Advice / Conseils juridiques
‘ Legal 12 years after. ﬁlefclorsés'except: 25 years
Procedures and Tools / Procédures et instruments | NewISDA | D Services | after file closes—where the information
T GVT. . | -resources relate to aboriginal matters
SSC-1-030-02 Preparation of Legal Documents / Préparation de documents juridiques
, - Legal | 12 years after file closes except: 25 years
Procedures and Tools / Procédures et instruments | New |SDA- D Services | after file closes—where the information
= GVT | resources relate to aboriginal matters -
SSC-1-030-03 Litigation Services / Services de gestion des litiges
= Legal | 12 years after file closes except: 25 years
Procedures and Tools / Procédures et instruments | New ISDA | D Services | afterfile closes—where the information
- GVT resources relate fo aboriginal matters
SSC-1-030-04 = Legislative Drafting / Rédaction de documents |égislatifs
) , Legal 12 years 'aftérlﬁlé closes except: 25 years
Procedures and Tools / Procédures et instruments | New [SDA- --D- Services - | after file closes—where the information. -
' GVT ~resources relate to aboriginal matters

A0030322_1-000024




Draft - November 2015

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation

N RDS ; 8 )
88C-2-010 Human Resource Management / Gestion des ressources Retention . Disposition ; Retention | Final Retention
humaines ! Trigger Exceptions ‘(MIDA; : ‘Action Ratlonale Period: - Period RS
ISDA) et
$SC2010.01 | Hiang a0 Repoting | Fanfieaton el iapparisen. After LAA None 98/005 b HR GVT 5 5 After LAA

HR Planning / Planification des RH

HRGVT

Reporting / Rapports

Special Projects and Initiatives / Initiatives et projets spéciaux

Advice and Guidance / Conseils et orientation

- 981005

Procedures and Tools / Procédures et instruments

98/005

Organizational Change and Position Management /

Except:g
+ position files (work

5 : || After system has been descriptions) — 1 year after — r A :
88C-2:010:02 Changement organisationnel et gestion de postes implemented superseded or obsolete, - 96/005 D HR GVT 5 8D
: e j - based on a recommendation
arising from the CHRBP
Advice and Guidance / Conseils et orientation After systerm nds: be e D :
implemented -~
 Except
i . _» position files (work
Organizational Charts / Organigrammes After system has been | “desariptions)= £yearafis D

implemented

_ superseded or obsolete,
based on a recommendati

arising from the GHR

A0030323_1-000025




Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation

Structural Mode! Implementation / Mise en ceuvre du modéle
structurel

~implemented

After system h_asfi;;éen
i} T Tsuperseded or.obsolete,

=1 “arising from the CHRBP-

based on a recommendation

1 98/005="

Workstreams - Volets de travail

After system has been
',,limpiemgnted ;

| superssded or ol .
“based on.a recommendation
arising from the CHRBP

| osp05

Special Projects and Initiatives / Initiatives et projets spéciaux

Classification Grievances / Griefs de classification

Procedures and Tools / Procédures et instruments

~traditional practice

©98/005

A0030323_2-000026



Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation

5 Years after

- . - . | After staffing action : staffing action
$SC-2-010-03  |Employee Acquisition / Embauche d'employés : . completed or None 98/005 D. - HR GVT B co;npleted or
: o : : : abandoned : : :

-abandoned

After staffing-action
Staffing / Dotation ~completedior
abandonsad

HR Delegation / Délégation des pouvoirs en matiére de RH a3 " None 98/005 | -

- After Project
Completion "~

Environmental Scans / Analyses environnementales "j = ‘None - 880005

Advice and Guidance / Conseils et orientation

98/005

" Completion ’

| 9805

" After ﬁ(ojéét i

Procedures and Tools / Procédures et instruments SR
.Completion
B After
. o : . : Superseded
S8C-2-010-04 - |Total Compensation / Rémunération globale e After Superseded See Below ) NO MIDA D M&O GVT 5 with
: ! i : exceptions).

Corporate Compensation / Rémunération ministérielle re the \ 5
ance managemen

Compensation (by Employee) / Rémunération (par employé) None - : i 5
Compensathn Exercises - By Fiscal Year / Exercices relatifs a | 'See (2) in Exceptions Below |~ & 5
la rémunération — par exercice s e

Employee Integration / Intégration des employés “Aft S'uper,s,edéd' “-| See (2) in Exceptions Beléw, 5
Environmental Scans / Analyses environnementales After Supérse'ded See (2) in Exceptions Below 5

- | 6years after superseded
Reporting / Etablissement de rapports 'Af;er ggpégsgdeq - 'yvhgr_e the IRBV focuses on 5

- finance management - | -

A0030323_3-000027



Advice and Guidance / Conseils et orientation

After any follow-up -
programs have been
completed and file is

. closed,

NO MIDA

See Below

10 Affer any
follow-up
‘programs have
been completed
andfileis
closed,

Procedures and Tools / Procédures et instruments

S$SC-2-010-05

Emp]oyee Pelfbrmance Management / Gestlon du rendement

After any follow-up
programs have been

des employés completed and file is Nane NOMIDA MBO GV 8
5 closed.
Human Resources and Workplace - Official Documents /
Ressources humaines et milieu de travail - documents officlels
Branches - Working Documents / Directions générales —
Documents de travail
Environmental Scans / Analyses environnementales
Advice and Guidance / Conseils et orientation the follow-up plan
completed
Internal Initiatives / Initiatives internes
Procedures and Tools / Procédures et instruments
SSC 2-010-08 4 Employee Recognition / Reconnaissance des employés - After superseded None NO MIDA M&O GVT 10
Environmental Scans / Analyses environnementales Ses (3) in Exceptions Below | N 10 :

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation
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.6 years after superseded —

Advice and Guidance / Conseils et orientation After Project q__émplgt_io_n ‘where the IRBV focuses on | - NO MIDA_, ;
S oo finance management o :
Special Projects and Initiatives / Initiatives et projets spéciaux .| NOMIDA

- :None

Human Resources and Workplace - Official Documents /
Ressources humaines et milieu de travail - documents officiels

NOMDA |

Branches - Working Documents / Directions générales —
Documents de travail

‘NO MIDA

Procedures and Tools / Procédures et instruments

NO MIDA

SSC -2:010-07 ;I:?;r:t‘ gnd Qarégr Manggement/ Gest{on de camére etde - After LAA

By Fiscal Year / Par exercice After LAA NOMIDA |-

Environmental Scans / Analyses environnementales After LAA : ang

Advice and Guidance / Conseils et orientation After LAA Ndne

Special Projects and Initiatives / Initiatives et projets spéciaux None NO MIIjA

Procedures and Tools / Procédures et instruments None NO MIDA

Lo : G ‘ 10 After
SSC-2-010-08 . |Learning Program / Programme de formation See Below None NO MIDA
' s ! : 3 - Superseded
. Learmng Business Solutions / Solutions d’affaires en : 'Supersé ded | None NO MIDA

apprentissage S - - -

Strateqic Learning Services / Services d’apprentissage None NO MIDA

stratégique

Advice and Guidance / Conseils et orientation None NO MIDA

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation

A0030323_5-000029



Human Resources and Workplace - Official Documents /
Ressources humaines et milieu de travail - documents officiels

' SeeBelow

: :Seg Below

| “see Below -

| Superseded :

10 Atter

Branches - Working Documents / Directions générales
— Documents de travail

Procedures and Tools / Procédures et instruments

SSC-2-010-09

Workp‘la“c‘;é Management ! Gestioﬁ du milieu de travail *

Labour Relations Cases / Dossiers relevant des relations de
travail

Grievance Process / Processus de griefs

Union Relations / Relations syndicales

Collective Bargaining / Négociation collective

TBS

GVT:

ubmission o =

Managing Unsatisfactory Performance / Gérer un rendement
insuffisant

After the:

L subr séionwas.,' 5
submitted or -
“ withdrawn "

T8s

ubmission
GVT

Discipline / Mesures disciplinaires

Interpretations / Interprétations

Environmental Scans / Analyses environnementales

Advice and Guidance / Conseils et orientation

Reporting / Etablissement de rapports

= After supenéeded,' ]

| NowmiDa

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation
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Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation

10 After the end .

t;‘\{ﬁiefthe end ofiﬁéi; E

i | ofthe fiscal year
Procedures and Tools / Procédures et instruments fiscal year to which the townicn
fesource corresponds, “resource
L R 2 corresponds. .

B e . After the end of the : . :
§8C-2-010-10 :|Dversity and Employment Equity / Diversité et équite en fiscal year to which the None NO MIDA D M&O GVT 10
matiere d'emploi : : : :
i 4 i resource Corresponds. % 5 0

Environmental Scans / Analyses environnementales M&O GVT 10

Advice and Guidance / Conseils et orientation : 'éeéWBelréwi

- MBOGVT

Multiculturalism / Muiticulturalisme (9) in Exceptions Below
Special Projects and Initiatives / Initiatives et projets spéciaux (9) 'In'Exceptions Be]rd\)j(' M&O GVT 5 2
Procedures and Tools / Procédures et instruments D M&O GVT 5
$SC-2-010-11  |Values and Ethics / Valeurs et éthique D None 10 10 After LAA
Conflict of Interest / Conflits d’intéréts D | None: 10
Political Activities / Activités politiques D None - :, L 10
Champions D zNonme i i 10
Organizational Code / Code organisationnel D - : . HRGVT g
Values and Ethics Code for the Public Sector / Code de '
valeurs et d'éthique du secteur public D HRGVT 5

A0030323_7-000031



Environmental Scans / Analyses environnementales

| emoos |

Reporting / Etablissement de rapports

| mees |

Advice and Guidance / Conseils et orientation

Procedures and Tools / Procédures et instruments

8§SC-2-010-12

. bccupational Health and Safety / Santé et sécurité au travail

981005

Ergonomics / Ergonomie

98005

First Aid / Premiers soins

Hazard Prevention Program - HPP / Programme de prévention :

des risques - PPR

Violence Prevention Program - VPP / Programme de
prévention de la violence - PPV

Hazardous Occurrence Investigation Reports - HOIR /
Rapports d’enquéte de situation comportant des risques -
RESR

Committees/Comités

Advice and Guidance / Conseils et orientation

Procedures and Tools / Procédures et instruments /

§5C-2-010-13

Internal Disclosure and Wrongdoing / Divulgation interne et
faute e :

5 After LAA

Procedures and Tools / Procédures et instruments

Advice and Guidance / Conseils et orientation

S§SC-2-010-14

HR Service beskl Bureau de service des RH

98/005

Advice and Guidance / Conseils et orientation

E2E

Reporting / Etablissement de rapports

| o805

Procedures and Tools / Procédures et instruments

005

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation
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SSC-2010-15

HR St;ategy ana Transformation / Stratégie des ressources
humaines et transformation i :

After LAA

98/005

5 After LAA

Transformation

CAterian |

Special Projects and Initiatives / Initiatives et projets spéciaux

Procedures and Tools / Procédures et instruments

o005

98/005

Advice and Guidance / Conseils et orientation After LAA None = HRGVT -
$5C-2-010-16 Q‘fficia{ Languages / Langues officielles  After LAA " None 98i005 D HRGVT 5 5 After LAA'
Environmental Scans / Analyses environnementales ‘None 98/005 D HRGVT 5
Advice and Guidance / Conseils et orientation ‘None 98/005 D HR GVT & :
Human Resources and Workplace - Official Documents / ;
Ressources humaines et milieu de travail - documents officiels |-~
) . None 98/005 D HR GVT 5
Branches - Working Documents / Directions générales —
Documents de travail After LAA None 98/005 D HRGVT 5
Special Projects and Initiatives / Initiatives et projets spéciaux After LAA None - 98/005 D HRGVT 5
Procedures and Tools / Procédures et instruments After LAA None 9}3/005 : B 2 HR,GVT : 5
SSC-2-010-17 |Employee Wellness / Bien-étre des employés After LAA None 98/005 D HRGVT 5 5 After LAA
Disability Management / Gestion de l'incapacité After LAA None | emogs | D . HRGV] 5
Employee Assistance Program - EAP / Programme d’aide aux s = re G
employés (PAE) After LAA None o 98/005 & Do b
Duty to Accommodate / Obligation de prendre des mesures X 1 ARInnE - e
dadaptation After LAA Nong | %8005 D o
Special Projects and Initiatives / Initiatives et projets spéciaux Alter LAA None 08005 - D 5
Reporting / Etablissement de rapports Adter LAA MNone 98/005 D HRGVT 5

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation
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Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation

Advice and Guidance / Conseils et orientation Nons. - 98/005 L

Procedures and Tools / Procédures et instruments o L . 98/[]05 e ," 2 5 S
85C.2.010-18 f'.:onﬂgct Resolution .and Harassment ereve‘nllon / Résolutlon‘ Aftor LAA Norie 98/005

informelle des conflits .

Informal Conflict Resolution / Résolution informelle des conflits | -

98005 |

Harassment Prevention / Prévention du harcélement

Complaints / Plaintes

Environmental Scans / Analyses environnementales

Reporting / Etablissement de rapports

Advice and Guidance / Conseils et orientation

g5 |

Procedures and Tools / Procédures et instruments

| eos |

A0030323_10-000034



Final - November 11, 2015

“RDS = | " : ~ ~
$SC-2-620 Financial Management / Gestion financiére (MIDA Dls/:)c‘:is;tlon Rationale Retention Period RSI
ISDA) non

§8C-2-020-01

Resource Management and Investment Planning / Gestion des ressources et planification des investissements

98/004

FIN.GVT -6 fiscal years after the end of the

Allotment Control / Contréle des affectations fiscal year in whlch the file closes
. - 3 o2 | 6 fiscal years after the'end of the
Budgé -
Budgeting [ Budge(isation BO0E 2 F"\,l,' GVT fiscal year in which the file closes
Forecasting / Prévisions 08/004 FIN. GV L 6 fiscal years after the end of the

e ,rﬁscal yearin whichit'h'éiﬁieplorses

Financial Close / Cléture financiére

~ 98/004

~ Gfiscal years after the end of the
Ai scal year in which the file oloses;’r

Departmental Chart of Accounts / Plan comptable
ministériel

6 fi scal years after the end of th'
fi scal ar in which the file close

Resource Allocation and re-Allocation / Affectation et
réaffectation des ressources

: 6 f sca rears after the end of th"l

jear in which the fi le clo

Investment Planning / Planification des investissements

B fiscal years after the end of the

fiscal year in which the file closes

External Reporting / Production de rapports externes

- | 6fiscal yéa}éiéférxihe end of the
| fiscal year in which the file closes

Internal Reporting / Production de rapports internes

Zé{ﬁ’séé’l years after the end bf:’t'h' ' i;':
~ fiscal year in which the file closes

IProcedures and Tools / Procédures et instruments

6 fiscal years after the end of the
ﬂsca[,f){éar in which the file closes™

A0030324_1-000035




$5C-2-020-02 Expenditure Management / Gestion des dépenses
Travel, Hospitality, Conference and Event Expenditures / i | e | e G :
Les dépenses de voyages, d'accueil, de conférences et ,,'98/0041;",;;; . FIN. GVT 6 fiscal yea_lrs af?er the end of the
d'événements s e s fiscal year in which the file closes
Relocation / Déménagement . 98/004 FIN.GVT | :stafaye);er?:\sv;:g;}tt?]i%?fél):)iz ;
Accounts Payable / Comptes créditeurs 98/004 e FINGVT f?:;saf?,le\;er?:]svf;i;t{;}i;?:;;g;z :
Post-Payment Verification / Vérification d'assurance aprés 98/004 FIN GVT |6 fiscal years after:the end of the
paiement 70| fiscal year in which the file closes
Vendor Master Data / Données de base du fournisseur FIN. GVT SSZZT?IL);??I:SM?IS;; tt:: ?"l?:cfl);':aes
Delegation of Financial and Spending Authorities / = < g e (PG S T,
Délégation des pouvoirs financiers et du pouvoir de -~ -98/004 FIN.GVT: | ? ﬁsfal ye'e}rrs fat?e]: ttle??d(; fthe
dépenser - -o|lscalyearnaniching e closes
Internal Reporting / Production de rapports internes : '98/004 FIN.GVT | f?si:cl:?'l(;??;sm?gt;tt:’iz?: él)(f):;es
Procedures and Tools / Procédures et instruments 98/004 F[N,V GVT f?sizgl:?/leﬁ?r:sjfﬁigtt?lee(fa'[rl_]edc?(f);l:

SSC-2-020-03  |Revenue Management / Gestion des revenus :
Accounts Receivable / Comptes débiteurs 98/004 7 IN.GVT —=0 fiscalyears afier.the end of the

fiscal'yearin which the file closes

Cash Management / Gestion de la trésorerie

FIN. GVT

6 fiscal years after the end of the

-~ 98/004

oo

fiscal year in which the file closes

6 fiscal years after the end of the

fiscal year in which the file closes

Customer Master Data / Données de base du client FIN. GVT .
fiscal year in which the file closes
Internal Reporting / Production de rapports internes - 98[004 =D | FIN.GVT 6.fiscal yea_lrs afFer the end of the
e fiscal year in which the file closes
Procedures and Tools / Procédures et instruments : 98/004 FIN. GVT 6 fiscal years after the end of the

A0030324_2-000036




SSC-2-020-04 Asset and Liability Management / Gestion des actifs et des passifs
Asset Management / Gestion des actifs ' 987004' . FIN;'GVT | 8fiscal y_ef“,s affer the end of thg B
: R ‘ -fiscal year in which the file closes-
Liability Management / Gestion des des passifs ' 2‘978/004 FIN. GVT - 6 fiscal yeé.ars af!er the end of the
SR , fiscal year in which the file closes
Internal Reporting / Production de rapports internes 98004 FIN., GVT 6 fiscal yer.:lrs affer'thre end of the
L i - -1 fiscal year in which the file closes
Procedures and Tools / Procédures et instruments ) 98/004 FIN. GVT 6 fiscal yea,rs afFer the end Of the
. S o fiscal year in which the file closes
SSC-2-020-05 Internal Control and Risk Management / Contréle interne et gestion des risques
Internal Control / Contréle interne 98/064 FIN. GVT 6 fiscal yee.lrs- af_?er the end of the
e -0 | fiscal year in which the file closes
Risk Management / Gestion des risques . - 98]004 -1 FIN. GVT 67ﬂsca| yea'irs aﬁer the end of the
_ : ‘ fiscal year in which the file closes -
Internal Reporting / Production de rapports internes . 08/004 _ FIN. GVT 6 fiscal yegrs afFer the end of the
‘ ST , fiscal year in which the file closes
Procedures and Tools / Procédures et instruments ' 98/604 o FIN.GVT | _6‘ﬁscal yez:zrs af!er the end of the
DR ‘ - fiscal year in which the file closes
§SC-2-020-06  [Costing / Etablissement des cofits
Cost Management / Gestion des colits ’7:-9:81004 B FIN. GVT 6 fiscal years a-ﬁer th,e ,en-d_-of the
SRR . fiscal year in which the file closes
Internal Reporting / Production de rapports internes o 98/004 - FIN. GVT Gﬁsgal‘ years aﬂer the—enq Of_ the .
_ rﬁscal‘ yearin VWhICh the ﬁle‘closes :
Procedures and Tools / Procédures et instruments 98/_004 ‘ 6 fiscal years after the end of the

FIN. GVT

fiscal year in which the file closes -

A0030324_3-000037




Final - December 6, 2015

. . RDS : :
;‘?ii?c;frf:ﬁ'g:“mat“’“ Management / Gestion de (MIDA D'Tc‘:is‘;ﬂm Rationale Retention Period RS
ISDA)
S$SC-2-030-01 Current - Enterprise Information Architecture Services / Services de conception de l'information
Enterprise Model / Modéle d’entreprise 98/001 D IM GVT 328 10 years after information resource transferred or destroyed
SSC File Classification Structure / o Y v o : S . '
Structure de classification des dossiers de | - - 98/001 D IM GVT 3.2.2, 10 years after information resource transferred or destroyed
SPC o o : ) o ‘ .
Process Modelling / Modélisation des ' 98/001 D | movrazs. 2 years after LAA
processus : :
Frocedures and Tools / Procédures et 08/001 D IM GVT 3.2.8. 2 years after LAA
instruments ‘ : g . e
S$SC-2-030-02 Data Management Services / Services de gestion des données
Data Governance / Gouvernance des B M ?'\D/:::'"Z'Z 10 years éﬁer information fe;ource tréns_ferred or destroyed
données - 98/001 D mana ‘emént except: User security profiles and use/permission transactions
.manageme should be 2 yrs LAA (IM GVT 3.2.1).
registry b i B
?rocedures and Tools / Procédures et 98/001 b IM GVT 3.2.2. 2 S/ears aft.,ér' LAA
instruments - . T : 7 el -
SSC-2-030-03 Records and Document Management Services / Services de gestion des dossiers et des documents
7 , ‘ | 10years after infq}'ﬁﬁtioﬁ resource transferred or destroyed
Rgtgnthn and Disposition / Conservation et 98/001 D IM GVT 3.2.1. except: Dlsp‘osmo'n. authority grel.ated information resources)2
élimination L | years after Disposition Authority is superseded or amended by
. * " the Librarian and Archivist of Canada
’:‘:;’:;:t;“nd Guidance / Consefls et 98/001 D IM GVT 3.2.8. 2 years after the date the request was received

A0030332_1-000038




Digitization / Numérisation _98/001 IMGVT 3:2.2. | 10 years after information resource transferred or destroyed
Specu_al PrOJect's and Initiatives / Initiatives - 98/001 = IMGVT 322, 5 yearé'éflér LAA
et projets spéciaux C - -

- s ~ ycmo a!lGl ARy WALG L., l:lVIU!llauU WU oy UGQU,”P,“,V”a‘ p%i)
Archival Services / Services d'archivage 98/001 - - D IM3.24 - Finding Aids - 10 years afteri.r-are transferred or. destroyed

- SRR A e e e DY Al mii da Byica afkar aar P s
Procedures and Tools / Procédures et D ' ' ' S

instruments

CIMGVT3.21. |

;7{,—:{{ g 5 yeéi'réiéfter superseded:;r e

$5C-2-030-04 Advice and Guidance - General IM / Conseils et orientation - Gl générale
IM Awareness / Sensibilisation de la GI 98/001 D | IMGVT326.  2yearsafterLAA
By Fiscal Year / Par exercice D IM GVT 3.256. _ 2yearsafter LAA
S$S5C-2-030-05  |Business Analytics and Decision Support Services / Services de rehseignement d'entreprise et d'aide a la décision
Business Analysis / Analyses d'affaires 98/001. ' D IMGVT 3.2.5. 2 years after LAA
Data Analytics / Analyse des données 98/001 , IMGVT3.25. | 10 years after information resource transferred 'ES:r'rdiéstroyed
Procedures and Tools / Procédures et b 2 yearé after LAA

instruments

~ 98/001

IM GVT 3.2.5.

S§S5C-2-030-06

Acdess to Information and Privacy - ATIP./ Accés a l'information et protection des renseignements personnels (AIPRP)

Requests - Access to Information Act /

Demandes — Loi sur 'accés a l'information D= IVMV GVT 3.2.7; gyears after LA

Requests - Privacy Act/ Demandes — Loi e S S

sur la protection des renseignements D S IMGVT3.27. - 2 years after the date the request was received
personnels e = = S '
Complaints / Plaintes 98/001 -~ | D 12 IMGVT 3.2.7. 2 years after LAA

Info Source Info Source 98/001 D | MGVT327. 2 years after LAA

Privacy Impact Assessments - PIA / e )

Evaluation des facteurs relatifs & la vie IMGVT 3.2.7:

privée

~98/001

-2 years after LAA

A0030332_2-000039




Internal Reporting / Rapport interne 98/001 D | IMGVT327. 2yearsafterLAA
Privacy Breaches / Atteintes & la vie privée | 98/001 D MGVT327, | ~ 2 years after LAA
Special Projects and Initiatives / Initiatives 98/001 D | mavT327. 5 years after superseded
et projets spéciaux . = e I
Frocedures and Tools / Procédures et 98/001 s -D IMGVT.3.2.7. | Emeae Yeafs after supefséded -
instruments e = =

§SC-2-030-07 IM Support Desk / Bureau de soutien a la Gl de SPC
Advice and Guidance / Conseils et 98/001 D | movT321. 2 years after LAA
orientation et
Procedures and Tools / Procédures et 98/001 b | moevraai. 5 years after superseded * -
instruments s e

S§SC-2-030-08 IM Planning: and Implementaton/ Planification de Gl et mise en application

98/001 IM GVT 3.2.5. 2years after LAA

Branches / Directions générales S : imEEesT RIS
IM Division - Official Documents / Division | = = — : - = @
de la gestion de linformation - documents |- 98/001 ' D : ~2vearsafter LAA. -

officiels

IM GVT 3.2.5.

A0030332_3-000040




Final - December 6, 2015

RDS ; i
$5C-2-040 Information Technology - Internal to $8C / Technologie de Disposition . ; ;
Pinformation - Services internes de 5PC (MIDA Action Rationale Retention Penod , RSl
ISDA) : : ;
S$SC-2-040-01 Distributed Computing Services / Services d'informatique répartie
Workstation Service / Services de postes de travail | ’2'18/0'01 D , ITGVT | 2vears after LAA
Desktop and Office Productivity Suite / Progiciels de = e
bureau et de bureautique lTGVT - 2 year§ afterLAA
Workgroup Collaborative Service / Services de groupe | - = e .
de travail coopératifs 98 l 001 = IT GVT,’ 2 years afterLAA
GC Corporate / Program-Specific Applications / EEs e = S e
Services ministériels du GC / applications propres & --98/001- =D ITGVT | 2yearsafter LAA-
un programme = i
File / Print Service / Services de fichiers / d'impression 98/00:1:571 . D ITGVT 2 years after LAA;':
Remote Access Service / Service d'accés distant 98/001 D CTGVT
Procedures and Tools / Procédures et instruments 98/001 D ST GVT
SSC-2.040-02 Application and Database Development and Maintenance / Développement et maintenance des applications et des bases de

données

applications

lde données

Applications Development / Maintenance Services / . - -
Services d'élaboration et de maintenance des 98/001- D ITGVT 2years after LAA
[Database Davelopiment 7 Maintenance Services / 7 — :
Services d'élaboration et de maintenance des bases 98/001 - D T GVT “"2'years after LAA -

A0030333_1-000041




TGVT

Deployment Services / Services de mise en place 98/061 ' _ 2 years after LAA
Integration Services / Services d'intégration 98/001 ITGVT 2 years after LAA-~
Engineering and Testing Services / Services de mise | LoslEeae alEammn |

au point et de mise a l'essai - 98/001 L - 'TGV - g':}z years after LAA
Certification/Release Services / Services de s s
certification/diffusion 98/001 D ITGVT 2 years after LAA
Procedures and Tools / Procédures et instruments —‘798/00'12 e D - ITrG'VT:;:'Q _ 2years after LAA.

SSC-2-040-05 IT Security./. Sécurité des T

" Tr;mdent Management / Gestion des incidents liés a | 98/001 - D IT GVT. . 2,,'¥e,afs'af§9£l-AA;_
IT Security Investigations / Enquétes sur la sécurité L Yee (L T R e
des Tl - 98/001 - b ITGVT:: -|==2yearsaflor| A
Procedures and Tools / Procédures et instruments ",'9'8/,001:,' D TGVT ; ;ye'g[s;aﬁer;l'.AA .

A0030333_2-000042




Final - December 6, 2015

RDS : .
$5C-2-050 Other Administrative Services / Autres services administratifs (MIDA . Disposition Action Rationale Retention Period RSl
ISDA) .

$5C-2-050-01  |Physical Security / Sécurité physique

Access Control Management / Gestion du contrdle d'accés - 98/001" ADMIN.rGV]'" = - 3years after L

Commissionaires / Commissionnaires

Threat and Risk Assessments - TRA / Evaluations de la menace| 798 /00 1

et du risque e

Security Design Briefs / Documents d’information sur les 98/001

dispositifs de sécurité

Security Requirements Check List - SRCL / Liste de vérification 98/001

des exigences relatives & la sécurité - LVERS -

Procedures and Tools / Procédures et instruments - 98/001
SSC-2-050-02 Personnel Security Screening - PerSec 1 Vérification de sécurité du personnel (Sécurité du personhel)

Resolution of Doubt Investigations / Résolution d'enquéte en cas D - AD £

de doute - e which the clearance aken.

g years after employee leaves the institution for
Routine Subject Interviews / Entrevues sur un sujet de routine - D yea .——ﬂ ploy iR S
i ‘which the clearance was undertaken

Assistance to Other Departments / Aide aux autres ministéres =D

Procedures and Tools / Procédures et instruments D ADM!N: GVT

Advice and Guidance/Conseils et orientation D ADMVIN.iG'VT

SS8C-2-050-03 || Security Incident Managément - SIM/ Gestion dés incidents en matiére de sécurité - GIS

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation

A0030338_1-000043



Briefings / Séances d'information

- 5years ?ﬂe}'inﬁesgigq@ion completed

Trend Analysis and Migration Strategies / Analyse des
tendances et stratégies de migration

Procedures and Tools / Procédures et instruments

$SC-2-050-04

Emergency Managefnent and Buéiness Continuity‘Planning - BCP/ Gestion des i:rg

Business Continuity Planning - BCP / Planification de la
continuité des opérations

 2001/002

Building Emergency Organization / Organisation de secours de

limmeuble

Fire Protection / Protection incendie

uperseded or inves

tigation i

completed

Emergency Management Planning / Planification de la gestion
des urgences

Procedures and Tools / Procédures et instruments

§SC-2-050-05

Indoctrinations / Familiarisation

Technical ComSec Inspections / Inspections techniques
relatives a la COMSEC

Accounts / Comptes

5 years after LAA

Equipment / Equipement

5 years after LAA

ComSec Audit / Vérification de la COMSEC

Procedures and Tools / Procédures et instruments

SSC-2-050-08

Special Investigations / Enquétes spéciales

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation
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Security Investigations / Enquétes de sécurité ' ] 98/001 E 77 2 |NVF$2$¢TIQNSf ,_';,': :‘10 yéaré :a'fterrgaé’é ié plpsiéd
Administrative Investigations / Enquétes administratives E 98/001 : INVES'(I';S-/I-\TIONS = '-:7;170wyea,['sfaft;éri case i;élosed
Investigations Further to Internal Disclosure / Investigations Pt o = i'ﬂNVESTIGATIONS 10 : ft = W : d 5
dépassant la divulgation interne eV - year§ a ;er case ‘ch 5€ E

Assistance to Other Departments / Aide aux autres ministéres

| TNVESTIGATIONS |

10 years after case is closed

Briefings / Séances d'information

TTOATIVUNS

10 years after case is closed

SRR PAWT o :
Procedures and Tools / Procédures et instruments . lNVESgSfI_ATIONS '."':
S8C-2-050-07 |Office Coordination / Coordination de bureau - L
S = D 0 i E i T
- 98/001 i e MIDA Reter_mon 2 yea,r,wafter LAA

By Business Unit / Par unité opérationnelle

. Guidelines

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation
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Final - November 11, 2015

instruments

RDS
88C-3-010 Real Property / Biens immobiliers (MIDA - |Disposition Action| Rationale Retention Period RSI
ISDA)
SSC-3-010-01 Acquisition / Approvisionnement
Custodianship / Garde 98/004 D FIN. GVT 6 FY After the end of the fiscal year in which the
] file closes o
Leasing / Location 98/004 0 FIN. GVT 6 FY After the end of the fiscal year in which the
o ‘ R 7 ~ filecloses
Procedures and Tools / Procédures et . o : : 6FY After.' the end of the fiscal year in which the
instruments 98/004. D FIN. (_;-VT ' file closes
SSC-3-010-02  [Operations and Maintenance / Fonctionnement et entretien
Floor plans / Plans d'étage _ '2'001"/'_0012‘ s D RP GVT 10 After disposal of property
Tenant Services / Services aux locataires 2001/002 | | D RPGVT 10 After disposal of property
Special Projects and Initial — ——— —
pecial Projects and Infiatives 2001/002" D RP GVT 10 After disposal of property
Procedures and Tools /Procédures et | 2001’_/002’ ) RP GVT 10 Afer disposal of property
SSC-3-010-03  |National Real Property / Portefeuille immobilier national
National Accommodation Planning / e s AR o L 10 years after the end of the fiscal year td which
Planification des locaux a l'échelle nationale New]SDA D ' M& O_GVT the resource corresponds.
Partners / Partenaires - New IVSD'A‘_ D : M&O GVT 10 years after the enq Of thejical_ y,Pf ar t_O _whi,Ch_
e o o PR o - the resource corresponds. _
:tet?:;i:ft:;tnss and Transfers / Négociations | .\ jora : D g rPGVT | 25 years after expiry of agreement, or sale of
. o S - ~_property L
Procedures and Tools / Procédures et D ‘M&O GVT 10 years after the end of the fiscal year to which

New ISDA

- the resource corresponds.-

A0030325_1-000046




Final - November 11, 2015

RDS

$5C-3-020 Acquisition / Approvisionnement (mipa | Disposition | g ionale Retention Period RSI
Action
ISDA)
S8C-3-020-01  |Procurement Acquisitions / Approvisionnement - Acquisitions
, |6 fiscal years after the end of the fiscal year
Requests / Demande 99/004 D ACQ.GVT | - after the end of the life of the asset or
o termination of contract ‘
' . 6 ﬁscél years aﬂer the end of ‘the fiscal year
Contracting / Passation de marchés 99/004 . - D ~ACQ. GVT | - after the end of the life of the asset or
S termination of contract
SSC-3-020-02 - |Management - Acquisitions / Gestion - Acquisitions
: - |6fiscal years after the end of the fiscal year
Reporting / Rapports 99/004 D "ACQ.GVT | - - after the end of the life of the assetor
‘ : ' termination of contract
: . 6-ﬂsc_ai years éfter the end of the ﬁséal year
Monitoring / Surveillance 99/004 D ACQ. GVT after the end of the life of the asset or
' i i : termination of contract
Proced 4 Tools / Procéd . _ | 6fiscal 'yea_rsféft_er the end of the _ﬁsbal year
stramanty o rroceaures @ 991004 D ACQ.GVT | after the end of the life of the assetor
' : ~ termination of contract -
S§8C-3-020-03 |Acquisitions Cards / Cartes d'achats
. | 6 fiscal years after the end of the fiscal year
Approvals / Approbations 799/004 D “ACQ. GVT after the end of the lif_e_Qf the asset or
' i termination of contract -
. . 4 Reporting / Ooérations of | , |6 fiscal years after the end of the fiscal year
o e eRoring TEPEIEtons & 991004 D ACQ.GVT | after the end of the life of the asset or

rapports

termination of confract

A0030337_1-000047




| aca vt

6 fiscal years after the end of the fiscal year

Monitoring / Surveillance 99/004 “after the end of the life of the asset or
~ termination of contract -
Proced d Tools / Procéd ¢ 6 fiscal years after the end of the fiscal year
rocecures and Tooks fFroesdures @ after the end of the life of the asset or

instruments

99/004

| Aca.evt |

- termination of contract
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Final - December 6, 2015

RDS ; i
$8C-3-030 Materiel / Matériel (MIDA D'SPO:‘:"t'on Rationale Retention Period RSl
; Action
ISDA)
SSC-3-030-01 lnventqry Management / Gestion du
répertoire
Operations and Maintenance / : - X
Fonctionnement et entretien D Materiel GVT| 1 year after superseded or obsolete
Inventory control / Contrdle des stocks D
Warehousing / Entreposage D
6 years after end of fiscal year in which
Monitoring / Surveillance D the evaluations, studies and reports are
submitted+- :
Advice and Guidance / Conseils et D '
_ |orientation
Procedures and Tools / Procédures et D
instruments
SSC-3-030-02 |Disposal / Aliénation
Crown Asset Distribution Center - GADC / : b e o o v |
e end of the fiscal year i
Centre de distribution des biens de la D 6 ygar§ a_fter;h h : . d.f th ﬁll . year
Couronne 2 Whic the disposal
takes place,* in reference to: Policy on
Surplus Electronic and Electrical Accounting for Inventories, s. 1.1.1;
Equipment / Equipement électronique et D Directive on Disposal of Surplus Materiel,

électrique (EEE) excédentaire

s. 4.11; and Guide to Management of
Materiel, s. 4 '

A0030334_1-000049




Donation / Don

6 years after the end of the. fiscal year m
-~ which the d:sposa|

Loan / Prét

takes place in reference to: Policy ¢ on
Accountmg for Inventories, s. 1.1:1;
Dlrectlve on: Dlsposal of Surplus Materiel,
5. 4.11; and Guide to Management of
~ Materiel, s.4 :

Transfer / Transfert .

6 years after the end of the fiscal year in

Wthh the disposal

| takes place,* in reference to: Policy on
| Accounting for Inventories, s. 1.1.1;
,Dlrectlve on Disposal of Surplus Materiel,
| s.411and Guide to Management of

Materiel, s. 4

Monitoring / Surveillance

; ':67 years afterthe end of the fiscal year in

which the disposal -

Advice and Guidance / Conseils et
orientation

takes place,*In reference to: Policy on
[ Accounting for Inventories, s. 1.1.1;

Bl'rectlve on Disposal of Surplus Materiel,
s.4.11; and Guide to Management of
Materiel, 5.4

Procedures and Tools / Procédures et
instruments

2yyars after LAA -

S§5C-3-030-03

Stocktaking /:Prise d'inventaire

Adjustment / Rajustement

A0030334_2-000050




Write-off / Radiation

Monitoring / Surveillance

Advice and Guidance / Conseils et
orientation

Procedures and Tools / Procédures et
instruments

Releasedt under the Access to Information

Communiqué en vertu de la Lof sur foccés o Finformation
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Final - November 11, 2015

RDS ‘ o
Email and Directory Services/ Services de courriel et d'annuaire (MIDA Disp O?Itlon Rationale Retention Period RSI
Action
ISDA)
SSC-IT-1-01 Project Deliverables / Produits livrables du projet New ISDA TBD TBD 10 years after LAA
By Project / Par projet NewISDA | - TBD  :| "TBD 10 years after LAA
Reporting / Rapports NewISDA} TBD - | TBD 10 years after LAA
Procedures and Tools / Procédures et instruments NewISDA ) TBD. .| TBD o 10 years after LAA
SSC-IT-1-02 Service Operations / Opérations de service
By Business Line / Par secteur d'activité New ISDA | :-TBD _~TBD 10 years after LAA’
Reporting / Rapports New ISDA | - TBD ~TBD | 10 years after LAA - -
Procedures and Tools / Procédures et instruments | New ISDA :'T_BD TBD 10 yeérs after LAA
SSC-IT-1-03 Research and Development / Recherche et développement
By Business Line or Project / Par secteur d'activité i B : ;
ol par projet New ISDA TBD. TBD 10 years after LAA
Manage Technology Transfer / Gestion des S vema ) o N : f "
transferts technologiques N,ew ISDA :T-BD, : T8D 10 years -aﬁer LAA
Procedures and Tools / Procédures et instruments | . NeWISDA TBD TBD 10 years after LAA
SSC-IT-1-04 Plans and Strategies / Plans et stratégies
. By Business Line or Project / Par secteur d'activité | "\ = “ana | 5op - T ‘ ‘ '
ou par projet -New ISDA | -TBD. TBD- |  10years after LAA
Reporting / Rapports . New ISDA . TBD 8D 10 years after LAA
Procedures and Tools / Procédures et instruments __Nre;yy ISDA - TBD TBD: | - 10years after LAA

A0030327_1-000052
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Data Center Services/ Services f:ie centres de données (Iﬁll)DS:A Di?coﬁs;trion Rationale Retention Period RS
ISDA)
SSC-IT-2-01 |Project Deliverables / Produits livrables du projet New ISDA TBD TBD 10Y After LAA
By Project / Par projet New ISDA TBD TBD 10 years after LAA -
Reporting / Rapports New ISDA TBD “TBD 10 years after LAA
Procedures and Tools / Procédures et instruments| New ISDA TBD TBD ' ,10?yéars after LAA
SSC-IT-2-02  |Service Operations / Opérations de service
By Business Line / Par secteur d'activité New ISDA TBD ~'TBD 10 years after LAA
Reporting / Rapports New ISDA TBD - TBD 10 years after LAA
Procedures and Tools / Procédures et instruments NGW féDA TBD - TBD 10 years after LAA
SSC-IT-2-03  [Research and Development / Recherche et développement
SE;, :33;:‘.;;2]5; Line or Project / Par secteur d'activité New ISDA TBD TBDV ' 10 years after LAA
Vanage Technleg) Tarfr | Gestondes | oypa | 78D | TeD | 10yearsafrLAA
Procedures and Tools / Procédures et instruments| New >|SDA TBD TBD 10 years after LAA
SSC-IT-2-04 |Plans and Strategies / Plans et stratégies
Euy 'Ij:rs;)nrzjsest Line or Project / Par secteur d'activité New ISDA TBD " TBD 10 years after LAA R
~ Reporting / Rapports New ISDA TBD TBD 10 years after LAA
Procedures and Tools / Procédures et instruments| New ISDA -TBD TBD. 10 years‘afterlliAA

A0030328_1-000053
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RDS

Network and Telecommunication Services / Services de réseaux et de t4 - (MIDA DISPO,SItlon Ratiohale | Retention Period RS
: Action E S ;
ISDA) S i :
SSC-IT-3-01 Project Deliverables / Produits livrables du projet New ISDA TBD 10Y After LAA
By Project / Par projet “NewlISDA | TBD | 10 years after LAA
Reporting / Rapports - New ISDA TBD 10 years after LAA
Procedures and Tools / Procédures et instruments | New ISDA- |- = TBD | , 10 years after LAA
SSC-IT-3-02 Service Operations /. Opérations de service
By Business Line / Par secteur d'activité NewISDA | TBD =) years after LAA=
Reporting / Rapports New.ISDA-| - . TBD - 10years after LAA
Procedures and Tools / Procédures et instruments NeWISDA ~ TBD 10 years after LAA -
SSC-IT-3-03 Research and Development / Recherche et développement
By Business Line or Project / Par secteur d'activité | o= |- -
ou par projet New ISDA --TBD 10 years after LAA -
Manage Technology Transfer / Gestion des e <y
transferts technologiques = N?W':]S,DA TBD 10 year. SaﬂerLAA d
Procedures and Tools / Procédures et instruments |- New ISDA TBD | 7 10yearsafterLAA
SSC-iT-3-04 Plans and Strategies / Plans et stratégies o
By Business Line or Project / Par secteur d'activité - -
ou par projot New ISDA TBD 1 ears after LAA
Reporting / Rapports New ISDA- TBD: A0.years after LAA
Procedures and Tools / Procédures et instruments| New ISDA? 1 = TBD ) ears after LAA

A0030329_1-000054
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: RDS
Cyber & IT Security / Services de cybersécurité et de sécurité de la Tl (MIDA Disposition Action Rationale Retention Period Rsl
ISDA) : L
SSC-IT-4-01 Project Deliverables / Produits livrables du projet New ISDA TBD :
By Project / Par projet New ISDA ..TBD .. | -10years after LAA -
Reporting / Rapports o NewlISDA | ~-TBD 10 yeaf§féfter LAA
Procedures and Tools / Procédures et instruments | - - . New']-SDA_'_f - |10 y7s after LAA .
SSC-IT-4-02 Service Operations / Opérations de service : :
By Business Line / Par secteur d'activité - ~New ISDA " 10 years after LAA
Reporting / Rapports 10 'years after LAA
Procedures and Tools / Procédures et instruments
SSC-IT-4-03 Research and Development / Recherche et développemen
By Business Line or Project / Par secteur d'activite|-
ou par projet
Manage Technology Transfer / Gestion des
transferts technologiques
Procedures and Tools / Procédures et instruments | =
SSC-IT-4-04 Plans and Strategies / Plans et stratégies

By Business Line or Project / Par secteur d'activité
ou par projet

Reporting / Rapports

years after

Procedures and Tools / Procédures et instruments

after LAA

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation
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RDS ; i
Workplace Technology Devices / Appareils technologiques en milieu dd - (MIDA DISpO.SItlon Rationale Retention Period RSI
Action
ISDA)
S$SC-IT-5-01 Project Deliverables / Produits livrables du projet New ISDA TBD
By Project / Par projet ~NewlISDA | = TBD 10 years after LAA- -
Reporting / Rapports ~New ISDA TBD - | 10 years after LAA
Procedures and Tools / Procédures et instruments | New ISDA TBD: 10 years after LA
SSC-IT-5-02 Service Operations./ Opérations de service
By Business Line / Par secteur d'activité New ISDA TBD | 10 years after LAA
Reporting / Rapports New ISDA - TBD. | 10vears after LAA
Procedures and Tools / Procédures et instruments || TSDA i TBD 10 years after LAA.
SSC-IT-5-03 Reseafch and Development / Recherché et développement
By Business Line or Project / Par secteur d'activité e B s aw
ou par projet New ISDA TBD 7 TBD 10,y§grs,gftrerrrLAA
Manage Technology Transfer / Gestion des S L = s i
transferts technologiques New ISDA : TBD TBD 10 years ter LAA
Procedures and Tools / Procédures et instruments | -New ISDA TBD 10 yearsafterLAA
SSC-IT-5-04. |Plans and Strategies / Plans et stratégies ‘ :
By Business Line or Project / Par secteur d'activité
ou par projet New ISDA T | TBD
Reporting / Rapports New ISDA - IBD- | TBD
Procedures and Tools / Procédures et instruments | “New ISDA TBE 7 10year§after LAA

TBD

A0030331_1-000056




Number

10

Related Common Business Process

Provincial or international treaties, service level agreements, Results of negotiation,
final agreements, contracts, MOUSs.

Performing Risk Assessments

Reporting of Risks

Management Action Plans

Departmental Sustainable Development Strategy

Minutes from meetings with FIP manager / business areas / communications;
Documentation providing advice; Correspondence with TBS; Minutes from consultations
with TBS .

For corporate identity: Design brief or Implementation plan

Information posted on social media that is: not captured elsewhere, cancerns decisions
or the decision-making process. is a response from the public to a departmental request
for information

Analyze website use (for design, management, and ensuring compliance)

Web strategy plan, Website plan, Graphic design plans, Information architecture,
graphs, models, Correspondence with PCO (re domain names and links to government
priorities), User research (interviews, analytics), Business needs analysis , User needs
analysis, Correspondence with clients, Web Content Review Plan, Web Inventory Report

Advertising

Adbvertising - Post Evaluation

Feedback forms, comments; reports on exhibits to management

Manage communications created with external stakeholders, other jurisdictions
Interdepartment Service-level agreements, MOUs

Legal Services IRBVs

Exceptions
5 years after agreement is superseded or terminated. 6 years after superseded — where the agreement focuses on finance
management

2 years after project completion; 6 years after project completion— where the risk profile focuses on finance management

10 years after project completion
10 years after implemented

10 years after superseded
2 years after superseded

5 years after superseded
Retention will depend on content captured; trigger will be after IRBV has been put into corporate repository

2 years after change that it supported is gone or after no longer useful for research purposes

2 years after superseded

6 fiscal years after the end of the fiscal year in which the file closes

10 fiscal years after the end of the fiscal year in which the file closes

5 years after end of event '

5 years after last administrative use

6 years after superseded — where the agreement focuses on finance management

25 years after file closes—where the information resources relate to aboriginal matters

Released under the Access to information Act
Communiqué en vertu de la Lof sur foccés o Finformation
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