
ACTION TYPE CHECKS REGISTRATION DRAFT REVIEWS UPDATE NOTIFY SUBMIT APPROVE PUBLISH DISPATCH FILE PRESERVE OUTSOURCE DISPOSITION

TRIGGERS

EVENT

INSTRUCTION 

TRANSACTION 

* NEED - 

legislation changes

audit findings

risk assessment result

incidents/issues

shareholders requirements

ACTIONS

REPLY
CREATE
INITIATE

LETTER
REPORT
POLICY
CASE FILE
RECORD Vital
RECORD Operational

CHECKS

FORM
NAMING
STRUCTURE

REGISTRATION

DATE STAMP
REGISTER
ACKNOWLEDGE
FILE PLAN
CLASSIFY
SAVE
SCAN
FORWARD

DRAFT

GENERATE

REVIEW

FIRST BU
SECOND HDA
THIRD EXTERNAL
as applicable 

UPDATE

AS APPLICABLE

NOTIFY

MAJOR must
MINOR optional

SUBMIT

COSEC
MANAGER
EXCO
as applicable
SIGN
eSIGN

PRINT
EMAIL

APPROVE PUBLISH

COPY
SCAN
ISSUE
DISTRIBUTE
CIRCULATE
ANNOUNCE

DISPATCH

HAND
COURIER
EMAIL
SURFACE MAIL

FILE

HARDCOPY
NETWORK
SYSTEM

PRESERVE

DECLARE
APPLY RETENTION

OUTSOURCE

BOX
LIST
SEAL
COLLECTION
INDEX CONTENT

DISPOSTION

DECISION YES/NO
ARCHIVE
DISPOSITION AUTHORITY
DESTROY RECORD

LETTER Reciept Reply Correspondence

TRIGGER

Form
Naming

Structure

Date stamp
Register

Acknowledge
File plan allocation

Classification
Optional scan

Optional forward

eMail

Hardcopy

Register
Acknowledge

Forward
Optional print

Date stamp
File plan allocation

Classification

Generate

1 - BU

2 - HDA

As applicable

As applicable

Print
eMail

Manager
EXCO
Sign

eSign

Copy
Scan
Issue

Distribute

Hand
Courier

Surface Mail
eMail

Hardcopy
Network
System

Declare
Start retention

Box
List content

Optional - index
Seal

Collection 

NO - archive
YES – apply for 

Disposition 
Authority
Destroy

POLICY

CASE FILE

RECORD
VITAL

RECORD
OPERATIONAL

No reply 
required

Register 
as applicable

Need* Create

Review

Policy type 
document

Update 
Register

Update 
Register

Generate

1 - BU

2 - HDA

3 - External

As applicable

As applicable

As applicable

Major changes
MUST

Minor changes
OPTIONAL

eMail
CoSec
Sign

eSign

TYPE

Scan
Issue

Distribute
Circulate

Announce

Hardcopy
Network
System

Declare
Start retention

Box
List content

Optional - index
Seal

Collection 

Archive
Update 
Register

CLASS 
Communications

MAY be 
reviewable

CLASS
Governance &

MUST be 
reviewable

CLASS
Specific

MUST be
explicit

Event

Staff vacancy
New project
Legal action

Tender
Contract
Research

Starts in normal 
File Plan files

HR Recruitment 
process

1. Open Case File
Surname Initials

2. Transfer all info in 
File Plans to Personal 

File
3. Classify

4. Update Register of 
Case Files

Maintain 

UPDATE Close file at 
termination

Update 
Register

UPDATE Apply for 
Disposal 

Authority
Destroy

Declare
Start retention

CLASS
If lost would 
cause HDA 

Business HARM

Requirement
Business 

neccessity

PAIA/POPIA 
REQUEST

Or choose from 
List of Record 
Classes/Types

Complete
Valid

1. Date stamp - 
time limit

2. Check against 
Act criteria
3. Notify all 

relevant 
departments
4. Advise CIO

5. Place HOLD’s
 if necessary
6. Fee paid?

Gather 
information

Review

Not valid

Modify as 
applicable

Advise 
requestor of 

fulfilment

Advise 
requester

no info

Print

Request 
declined

EXCO
Comms Dept

SIGN
eSIGN

Appeal

Copy
Scan
Issue

eMail
Collection

Appeal 
review

Request 
declined

Advise Information 
Regulator

Hardcopy
Network
System

Declare
Start retention

Box
List content

Optional - index
Seal

Collection 

Archive

CLASS
Can be 

reconstructed

Transaction Initiate

Invoice
Or choose from 
List of Record 
Classes/Types

Checks
Correct

Incorrect

Advise vendor resubmit

1. Register
2. Raise requisition

3. Match to SLA
4. Add PO

Print

eMail

SIGN
eSIGN

Scan
Copy

Hand
eMail

Hardcopy
Network

Declare
Start retention

Box
List content

Optional - index
Seal

Collection 

Apply for 
Disposal 

Authority
Destroy
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