Typical Record Creation Process Maps for a Government Agency
While explicit, generic "record creation process maps" for South African government agencies are not centrally published as a single flow chart, the National Archives and Records Service of South Africa (NARSSA) legislation and departmental Standard Operating Procedures (SOPs) mandate a structured process based on the Record Life Cycle and the approved Classification System (File Plan).
The core process for creating a public record in a South African government agency generally involves the following critical steps:

1. Creation/Receipt
This is the moment the official record comes into existence as part of a business transaction or activity.
	Step
	Description
	Responsibility/Key Action

	Document/Record Generation
	An official either creates a document (e.g., a memo, report, email) or receives a document (e.g., an incoming letter, application, fax).
	The creating official is responsible for ensuring the record is complete, accurate, and reflects the transaction.

	Determine Record Status
	The official identifies the information as a record (evidence of a business transaction) and not ephemeral or non-record material.
	All personnel are responsible for this initial assessment.



2. Capture and Registration
This stage ensures the record is formally entered into the department's controlled filing system (Record-Keeping System).
	Step
	Description
	Responsibility/Key Action

	Classification/Indexing
	The record is linked to a File Plan (the approved record classification system) to ensure it is filed under the correct subject/activity heading. If a file for the subject does not exist, one must be opened.
	The Records Clerk/Registry staff is typically responsible for this action.

	Allocation of Reference Number
	The record is assigned a unique reference number (or file number) based on the File Plan. In electronic systems, this also includes applying appropriate metadata.
	The Records Clerk/Registry staff opens the file and registers the record.

	Registration/Recording
	The details of the record (date, subject, reference number, action officer) are logged in a physical register or an electronic document and records management system (EDRMS).
	The Records Clerk must record the file in the Register of Files Opened.

	Filing
	The physical record is placed inside the correct file/volume, or the electronic record is saved/captured into the corresponding folder in the EDRMS. For paper records, a new volume must be opened when the existing one reaches maximum capacity (e.g., 3cm thick).
	The Action Officer or Records Clerk completes the filing.



3. Maintenance and Use
Once created and captured, the record is managed for its active lifespan.
	Step
	Description
	Responsibility/Key Action

	Tracking/Movement Control
	For physical files, a file movement card or register is used to track the file's location to prevent loss and ensure accountability. In an EDRMS, version control and access logs track usage.
	The Records Clerk is responsible for tracking file movement.

	Security and Protection
	The record is stored in a secure, controlled environment (lockable cabinets/safes, or secure electronic systems) and protected from damage, unauthorised access, and loss.
	Records Manager and all users are responsible.

	Retention Period Determination
	The period for which the record must be kept is determined based on the Records Retention and Disposal Authority approved by the National Archivist. This is linked to the File Plan.
	The Records Manager applies the retention schedule.



Legal and Policy Foundation
The entire records management process, including record creation, is governed by the National Archives and Records Service of South Africa Act, 1996 (Act No. 43 of 1996). Key requirements that dictate the creation process include:
1. Legal Compliance: All records must be created and managed in a way that complies with the Act and other relevant legislation (e.g., POPIA, PAIA).
2. Records Classification System: Every governmental body must use a prescribed records classification system (File Plan), which is investigated and approved by the National Archivist, for systematic identification and arrangement of records from the moment of creation.
3. Accountability and Transparency: The records-keeping system must ensure the creation of authentic, reliable, and usable records that serve as evidence of official business.

