
Government Information Management System 

OCIO Supports (content located in ToC) ....................................... Section A 

1. IM Advisory Services

1.1. IM Advisory Services
1.1.1. Capacity Development 
1.1.2. Education and Awareness 
1.1.3. Government Records Committee (GRC) 
1.1.4. Government Records Lifecycle Management (GRLM) & Provincial Records Centre 

1.2. Recent Projects 
1.3. HPRM (TRIM) 

2. Training and Awareness Materials

2.1. Training and Awareness
2.2. GNL Orientation
2.3. Information Management (IM) Month
2.4. PS Access Courses

3. Capacity Supports

3.1. IM Assessment Tools
3.2. IM Capacity Building (IMCB) Tool Kit
3.3. IM Policy Framework
3.4. Public Bodies Listing (MOIA)

IM Legislative/Policy Framework  .................................................Section B 

1. Management of Information Act (sent via email) ........................................................ 1 

2. Access to Information and Protection of Privacy Act (sent via email) ......................... 2 

3. Policies https://www.ocio.gov.nl.ca/ocio/im/policy_instruments.html  .....................  ........ 3 

3.1. Email Policy  
3.2. Information Management and Protection Policy 

4. Directives https://www.ocio.gov.nl.ca/ocio/im/policy_instruments.html .............. 6 
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4.1. Instant Messaging 
4.2. Acceptable Use of the Government Network and/or IT Assets 
4.3. Use of Non-Government Email Accounts for Work Purposes 

 
5. Standards  https://www.ocio.gov.nl.ca/ocio/im/policy_instruments.html ............ 10 

 
5.1. Developing One Time Disposal Submissions 
5.2. Developing Records Retention and Disposal Schedules for Operational Records 
5.3. Corporate Records Information Management Standard (C-RIMS) 

 
6. Guidelines https://www.ocio.gov.nl.ca/ocio/im/policy_instruments.html ............ 14 

 
6.1. GNL Email Guidelines 
6.2. Discovery and Legal Hold 
6.3. Managing Departmental Information through the Employment Cycle 
6.4. Managing the Records of External Public Bodies 

 
7. F.Y.I  ................................................................................................................... 19 

 
7.1. Acceptable Use of the GNL Network and/or Assets 

https://www.ocio.gov.nl.ca/ocio/im/employees/asset_use.html 
7.2. Which records to Store in HPRM 

https://www.ocio.gov.nl.ca/ocio/im/employees/pdf/what_records_trim.pdf 
7.3. Secure Storage and Disposal of Physical Records 

https://www.ocio.gov.nl.ca/ocio/im/employees/pdf/secure_storage_and_disposa
l_of_physical_records.pdf 

7.4. Instant Messaging Directive 
https://www.ocio.gov.nl.ca/ocio/instant_messaging.html 

7.5. Identifying and Disposing of Transitory 
Recordshttps://www.ocio.gov.nl.ca/ocio/im/employees/pdf/transitoryrecords.pdf 

7.6. Identification and Disposal of Government Records 
https://www.ocio.gov.nl.ca/ocio/policies/im_disposal.html 

7.7. Records Retention and Disposal Schedule 
https://www.ocio.gov.nl.ca/ocio/im/RRDS_Operational_Records.html 

7.8. IM Advisory – Case Files 
https://www.ocio.gov.nl.ca/ocio/im/practitioners/im_advisories.html 

7.9. IM Advisory – Executive Records  above link 
7.10. IM Advisory – Meetings Records above link 
7.11. IM Advisory – Note to File above link 
7.12. IM Advisory – Program Administration Records above link 
7.13. IM Advisory – Preparing Paper Records for Offsite Storage above link 
7.14. IM Advisory – Retrieving Records from the PRC above link 
7.15. IM Advisory – Transferring Records to the PRC above link 
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8. F.A.Q   ................................................................................................................... 20 
  
8.1. Acceptable Use of the GNL Network and/or IT Assets 

https://www.ocio.gov.nl.ca/ocio/im/employees/asset_use.html 
8.2. Information Management and Protection Policy 

https://www.ocio.gov.nl.ca/ocio/im/im_ip_policy.html 
8.3. Instant Messaging https://www.ocio.gov.nl.ca/ocio/instant_messaging.html 
8.4. Use of Non-Government Email Accounts for Work Purposes 

https://www.ocio.gov.nl.ca/ocio/im/employees/non_gov_email.html 
8.5. Corporate Records Information Management Standard (C-RIMS) 

https://www.ocio.gov.nl.ca/ocio/im/c_rims.html 
8.6. Records Retention and Disposal Schedule 

https://www.ocio.gov.nl.ca/ocio/im/RRDS_Operational_Records.html 
8.7. One Time Disposal https://www.ocio.gov.nl.ca/ocio/policies/im_disposal.html 
8.8. Government Records Committee 

https://www.ocio.gov.nl.ca/ocio/im/committee.html 
8.9. Provincial Records Centre 

https://www.ocio.gov.nl.ca/ocio/faq/provincial_records_centre_FAQ.html 
 
9. Quick Reference   ....................................................................................................... 21 
 

9.1. Transferring Records to The Rooms Provincial Archives Division 
https://www.ocio.gov.nl.ca/ocio/im/RRDS_Operational_Records.html 

9.2. Summary of ATIPP Exceptions 
https://www.ocio.gov.nl.ca/ocio/im/RRDS_Operational_Records.html 

9.3. Records Retention and Disposal Schedule Amendments 
https://www.ocio.gov.nl.ca/ocio/im/RRDS_Operational_Records.html 

9.4. Transitioning Instant Message Content to Recordkeeping Format 
https://www.ocio.gov.nl.ca/ocio/instant_messaging.html 

 
10. Templates  ................................................................................................................... 22 

 
10.1. Records Retention and Disposal Schedule Template 1 

https://www.ocio.gov.nl.ca/ocio/im/RRDS_Operational_Records.html 
10.2. Records Retention and Disposal Schedule Template 2 

https://www.ocio.gov.nl.ca/ocio/im/RRDS_Operational_Records.html 
10.3. Memo – Request for Approval for RRDS for Submission to GRC 

https://www.ocio.gov.nl.ca/ocio/im/RRDS_Operational_Records.html 
10.4. Memo – Request for Approval for RRDS Amendment 

https://www.ocio.gov.nl.ca/ocio/im/RRDS_Operational_Records.html 
10.5. RRDS Amendment Summary of Changes 

https://www.ocio.gov.nl.ca/ocio/im/RRDS_Operational_Records.html 
10.6. Memo – Notification of Ownership Change 

https://www.ocio.gov.nl.ca/ocio/im/RRDS_Operational_Records.html 
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10.7. One Time Disposal Submission Template 
https://www.ocio.gov.nl.ca/ocio/policies/im_disposal.html 

10.8. Memo – Approval for One Time Disposal Submission 
https://www.ocio.gov.nl.ca/ocio/policies/im_disposal.html 

10.9. Recordkeeping Guide 
https://www.ocio.gov.nl.ca/ocio/im/Recordkeeping_Guide.pdf 

 
 
GRC Role    In ToC  ...................................................................... Section C 
 

 
PRC Storage In ToC ....................................................................... Section D 

 
 
 
 
Guide to IM for Public Bodies 
https://www.ocio.gov.nl.ca/ocio/im/practitioners/chart.html   around the circle Section E 

 
1. Core IM Foundation .................................................................................................... 23 

 
1.1. IM Governance, Accountability and Organization 
1.2. IM Vision, Mission and Guiding Principles 
1.3. IM Legal and Regulatory Framework 
1.4. IM Program Plan 

 
2. IM Program Components  ........................................................................................... 28 

 
2.1. Information Management Policy Instruments 
2.2. Information Management Performance Measurement 
2.3. Education and Awareness for IM Practitioners 
2.4. IM Education and Awareness for Government Employees 
2.5. Physical Records Storage and Development and Use 
2.6. Information Protection 

 
3. IM Tools ................................................................................................................... 35 

 
3.1. Records and Information Inventory 
3.2. Classification Plan Development for Operational records 
3.3. Records Classification Plan Implementation 
3.4. Disposal of Records 
3.5. Record Imaging Services 
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