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Document objective 

Purpose 

This procedure supports: 

 all team members to comply with the governing principles set 
out in the Information and Records Management Policy and 
create, store, access, use and dispose of information in 
accordance with ASIC’s business requirements and to ensure 
compliance with the Australian Government legislation, 
policies, and information management standards.  

 For further information email 
records.management@asic.gov.au 

Scope 

This procedure applies to: 

 ASIC team members; Commission members and Senior 
Executives (including Executive Directors and Senior 
Executive Leaders); the Companies Auditors Disciplinary 
Board; and Australian Taxation Office (ATO) Registry 
employees working on ASIC systems; with all parties being 
collectively referred to as ‘team members’, ‘you’ or ‘your’. 

 all information assets (records, information and data) in any 
format, created or received to support our business activities.  
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A Information and Records Management 
Procedure 

This section provides you with guidance to adhere to the governing principles set 
out in the Information and Records Management Policy: 

1. Maintain accurate, reliable, complete and usable information 
and records 

 As a Commonwealth agency, ASIC is bound and required to 
manage the information and records we create and hold for 
both legal and business reasons. This means that our records 
need to be available, accessible and protected from accidental 
or intentional deletion.  

 A business-value record is any item or information that has 
been created, sent and received while carrying out ASIC’s 
business operations. Records provide proof of what happened, 
when it happened and who made the decisions.  

 Specific examples of recordkeeping responsibilities for teams 
and team members are set out in Part B: Accountabilities and 
responsibilities.  

 The Information Resource Centre provides guidance and 
training on creating, managing, and storing information and 
business value records. 

 

2. Records must be in a digital format 

 Most new ASIC's records are created and managed digitally by 
design. This includes records created: 

 by office applications – for example, word-processed 
documents, spreadsheets, presentations and desktop-
published documents 

 in online and web-based environments such as 
intranets, internets and public websites 

 by business information systems such as databases, 
geospatial data systems, human resources systems, 
financial systems, workflow systems, client 

FOI 189-2023 DOC 1



 Information and Records Management Procedure 

© Australian Securities and Investments Commission Issue date 11/08/2023  Page 5

OFFICIAL 

OFFICIAL 

management systems, and document and records 
management systems (like SharePoint) 

 by digital communication systems such as email, SMS 
(short messaging services), MMS (multimedia 
messaging services), voicemail, social media, instant 
messaging, video conferencing and teleconferencing.  

 There are instances where information and records are 
received, printed, stored and managed in a physical (paper) 
format. 

 The scanning and destruction of original or source records 
must be carried out in accordance with the NAA’s digitisation 
specifications, retention authorities and any associated ASIC 
policies, rules and procedures.  

 The Information Resource Centre provides guidance on the 
efficient and appropriate use of digital and paper resources 
including digitisation standards.  

3. Information is stored in the corporate recordkeeping system 
or authorised business systems 

 All teams members are required to save information and 
records created in the course of their work for ASIC in the 
corporate recordkeeping system or an authorised business 
system.  

 ASIC’s corporate recordkeeping systems are dedicated to 
ensuring the creation and maintenance of authentic, reliable, 
and usable records for as long as they are required to support 
business functions and activities.  

  
 

 
 

  
 

 
 

  
 

 Data and datasets retained in business systems, like other 
information created and received in connection with ASIC's 
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business, are Commonwealth records and must be managed 
accordingly. 

  
 

 
 

  

  
 

 

 The register of authorised business information and corporate 
recordkeeping systems will be maintained by the Information 
Resource Centre. 

4. Information is accessible and shared as appropriate.  
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Document control 

Document ownership 

Information Resource Centre / Enterprise Services, SEL is responsible for the development and 
implementation of this policy. 

This document is reviewed in accordance with ASIC’s Enterprise Policy Design and Review 
Handbook.  

Document approval 

Version Approver Approval date 

1.0 Zak Hammer, ED Operations 05/05/2023 

2.0 Diana Steicke, SEL, Intelligence & International 11/08/2023 

Version history 

Version Changes  Approval date 

1.0 First issue 05/05/2023 

2.0 Extended guidance on all record formats 1.0, 2.0, updates to roles 
and positions  

11/08/2023 

Distribution 

Version Distribution list Effective Date 

1.0 

1.0 

Digital Governance Sub-committee 

All team members 

22/05/2023 

12/06/2023 

2.0 All team members 15/08/2023 
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