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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC
1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved by
Corporate Records Management Branch. For assistance in implementing ORCS, contact your
Records Officer.

LEGAL SERVICES
OPERATIONAL RECORDS CLASSIFICATION SYSTEM (ORCS)

EXECUTIVE SUMMARY

This Operational Records Classification System (ORCS) 1is being amended to
incorporate a new section for records relating to dispute resolution.
Section 5 establishes a classification system and retention and disposition
schedule for the operational records created by the Dispute Resolution
Office, Justice Services Branch of the Ministry of the Attorney General.
There is no governing legislation but one function covered by the ORCS, the
notice to mediate process, is covered by regulations under relevant
legislation.

These records document the development and promotion of non-adversarial
dispute resolution options within the justice system and within government
ministries and agencies. Only some dispute resolution processes are covered
by the mandate of this office; other types of dispute resolution processes
occur in the legal system without its involvement. Programs and services in
the office mandate include: monitoring of notices to mediate; provision of
educational and training materials on dispute resolution; the preparation of
and advice on policy, legislation and other documents; and, research and
program development.

The active and semi-active retention periods specified in the schedule meet
all operational, administrative, legal, fiscal, and audit requirements. BC
Archives has reviewed the final dispositions to ensure that records having
enduring evidential and historical values are preserved.

This ORCS covers records created and received since 1997. Prior to this
time, the functions covered by this ORCS were not carried out by the BC

Government.

The following summary describes the types of records covered by this ORCS

(Continued on next page)

A = Active CY = Calendar Year SO = Superseded or Obsolete

SA = Semi-active FY = Fiscal Year DE = Destruction

FD = Final Disposition NA = Not Applicable SR = Selective Retention

PIB = Personal Information Bank w = week m = month FR = Full Retention

PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR = Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved by
Corporate Records Management Branch. For assistance in implementing ORCS, contact your

Records Officer.

A sa FD
and identifies their retention periods and final dispositions. In this
summary, record types are linked to the ORCS by primary and secondary
numbers. Please consult the ORCS manual for further information.
1) Policy and Procedures SO S5y FR
(secondary -00 throughout ORCS)
Throughout this ORCS, the government archives
will fully retain all policy and procedure files
created by offices having primary responsibility
for policy and procedure development and
approval. These records have evidential value.
Draft and duplicate materials which hold
insufficient value to merit preservation may be
purged and discarded.
2) Dispute resolution program case files SO+1ly 5y FR
(secondary 29400-20)
These records document the research and
development of dispute resolution
initiatives, projects and programs.
The records are retained for 6 years after the
cessation or completion of a project or program.
The government archives will fully retain
dispute resolution program case files because
they document the development, implementation,
and evaluation of government programs designed
to provide innovative methods for resolving
disputes and reducing use of the courts.
3) Model dispute resolution contracts and SO 2y FR
agreements clause files
(secondary 29175-03)
These records document the model clauses for
documents that contain references to dispute
resolution.
(Continued on next page)
A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction
FD = Final Disposition NA = Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention
PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR = Office of Primary Responsibility VR = Vital Records

G:\ORCS\DROEXEC:2003/05/29 Application 142698 Amends Schedule 105050 ORCS/LSBEXEC SUMMARY - 4



OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC
99) . It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved by

1996,

Corporate Records Management Branch.

Records Officer.

For assistance in implementing ORCS,

contact your

The government archives will fully retain model
dispute resolution contracts and agreements
clause files. The model documents represent
the approach recommended for such documents by
the Office to its clients.

Dispute resolution resource development case SO
files - internal
(secondary 29250-30)

These records document the development and
collection of resource materials by the Dispute
Resolution Office that are used to promote the
use of dispute resolution options.

The government archives will fully retain
dispute resolution resource development case
files developed by the Dispute Resolution
Office. These records document high-level
advice and guidance given by the office to
its clients, much of which is made available
as information bulletins on its website.
Draft and duplicate materials may be purged
and discarded.

Dispute resolution series training binders SO
(secondary 29450-10)

These records document the development and
provision of dispute resolution training
resource materials.

The government archives will fully retain the
dispute resolution series training binders
because they document dispute resolution
techniques developed and promoted by the
Dispute Resolution Office, in cooperation with
other organizations. These binders are used to
train judges, legal professionals, government
staff, and other persons in these techniques.

(Continued on next page)

[

2y

2y

FR

FR

A
SA
FD
PIB
PUR
OPR

Active CYy =
Semi-active FY
Final Disposition NA

Fiscal Year DE

VR = Vital Records

Calendar Year SO = Superseded or Obsolete
Destruction
Not Applicable SR = Selective Retention

Personal Information Bank w = week m = month FR = Full Retention

Public Use Records y = year FOI = Freedom of Information/Privacy
Office of Primary Responsibility
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC
1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved by

Corporate Records Management Branch. For assistance in implementing ORCS, contact your
Records Officer.

A sa FD
6) Notice to mediate evaluation files CY+ly 2y SR
(secondary 29050-02)
These records document the evaluation of the notice
to mediate process and the monitoring of its use.
The government archives will selectively retain
notice to mediate evaluation files because they
document the implementation and evaluation of
mediation processes in various legal contexts
in the province.
7) Dispute resolution advisory services reports SO 2y SR
and studies
(secondary 29175-02)
These records document the development of mediation
programs and policies.
The government archives will selectively retain
dispute resolution advisory services reports and
studies because they influence the development of
mediation programs and policies. Significant
reports and studies are those developed and used by
the Dispute Resolution Office as models for
developing programs and policies.
8) All Other Records DE
All other records are destroyed at the end of
their semi-active retention periods. The
retention of these records varies depending on
the nature of the records and the function
performed, but does not exceed seven years. The
information these records contain is summarized
elsewhere, or reflects policies and procedures
adequately documented in records covered by the
-00 Policy and procedures secondaries.
Significant issues are documented in records
which will be retained under the provisions of
(Continued on next page)
A Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction
FD = Final Disposition NA = Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention
PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR = Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC
1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved by

Corporate Records Management Branch. For assistance in implementing ORCS, contact your
Records Officer.

A sa FD
this ORCS, as well as in briefing notes to the
ministry executive (ARCS secondary 280-03) and
Dispute Resolution Office annual reports (ARCS
secondary 442-20). These records have no
enduring value to government at the end of their
scheduled retention periods.
A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction
FD = Final Disposition NA = Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention
PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR = Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC
1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,
contact your Records Officer.
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ARCS/ORCS User Guide ARCS 195-50

1. Introduction

1.1 General

ARCH11370-20

This document explains the purpose, organization, and elements of the Administrative
Records Classification System (ARCS) and Operational Records Classification Systems
(ORCS). ltis designed to help you understand, interpret and use ARCS and ORCS.

1.2 What are ARCS and ORCS?

ARCS and ORCS are combined records classification and scheduling systems that facilitate
the efficient and systematic organization, retrieval, storage, and destruction or permanent
retention of the government's records. ARCS is the government standard for
administrative records. ORCS are specific to operational records.

A standard classification system is the cornerstone of an effective records management
program. ARCS and ORCS identify and describe the records created by offices throughout
government, and organize them into a structure that reflects administrative and operational
functions. This organizational structure ensures that records can be quickly and easily

identified, documented and retrieved.

ARCS and ORCS are also records scheduling systems. A records schedule is a timetable
that governs the life span of a record from creation, through active use within an office and

retention in off-site storage, to destruction or
transfer to the government archives.

The records schedules in ARCS and ORCS ensure
that records are retained for sufficient periods of
time to meet the legal, operational, audit, fiscal or
other requirements of government. Records
schedules identify records with enduring value for
transfer to the government archives. Records
schedules also provide for the timely destruction of
records when they are no longer required to
support the government's operational and
administrative functions.

1.3. The Organization of ARCS and ORCS

[

program activities.

f

—

ORCS also include:

Records that have only short-term or
temporary usefulness are considered to be
‘transitory records’ and may be disposed
of when no longer needed. Since they will
not become part of a final record of
decision, and do not fulfill any
administrative or operational functions,
they do not need to be filed in the office
recordkeeping system and should be
destroyed when no longer needed. For
more information see the special schedule
for Transitory Records (schedule 102901).

ORCS and ARCS have one or more numbered sections covering broad
categories corresponding to major operational or administrative functions and

e An Information System Overview Section, which identifies and describes electronic
records. For more information about electronic records and the Information System

Overview, see 2.12.

e An Executive Summary, Table of Contents, Introduction, and Index.
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o Appendices (optional) that provide additional information relevant to the ORCS and
the records it covers.

For more information about ORCS and a selection of approved ORCS, see the IAO Records
Management web site.

The primary is the basic building block of ARCS and ORCS. Primaries are identified with a
three, four, or five digit number. Each primary also has a descriptive title. Primaries are
subdivided into two-digit secondary classifications.

The first primary in each section is called a section default primary. It provides general
information relating to the whole section and to records repeated in other primaries
throughout the section.

Groups of related primaries, called primary blocks, appear together, indicated by two-part
titles and an initial "general" primary.

BRITISH .
COLUMBIA Ministry of
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2. How to Read a Primary

The format of ARCS and ORCS primaries, although nearly identical for both systems, does
allow for slight variations. The fictional sample primary below includes pointers to text to explain
why each annotated element of the primary is important. Where necessary these explanations
will cover any inconsistencies between the ORCS and ARCS format.

OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It
constitutes authority for retention and disposition of the records described herein provided it has been
implemented according to government policy and procedures. For assistance, contact your Records
Officer.

2.1

31/\ A SA ED
23120 EXTRATERRESTRIAL REGISTRATION AND TRACKING

Records relating to the registration of extraterrestrial visitors to the
province. Extraterrestrials are registered and tracked to ensure
they do not contravene provincial legislation. Registrants must

2 — provide identifying information and report regularly to the
government liaison.

Record types include registration forms, reference materials,
photographs, videotapes, correspondence, and reports.

For a description of the Extraterrestrial Registration System (ERS),

24 —— see Information System Overview (ISO) section. 2.5
. For records relating to diplomatic etiquette and protocol, see
ARCS primary 415.
26 Unless otherwise specified below, the ministry OPR
(Unidentified Flying Objects Branch) will retain these records for: CY+1ly 3y DE
Except where non-OPR retention periods are identified below,
53 all other'ministry offices will retain these records for: SO nil DE
\—OO Policy and procedures - OPR SO By FR
- non-OPR SO nil DE
-01 General
(continued on next page)
2.7
A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction
FD = Final Disposition NA = Not Applicable SR = Selective Retention
PIB = Personal Information Bank w =week m =month FR = Full Retention
FOI = Freedom of Information/Privacy y = year OD = Other Disposition
OPR = Office of Primary Responsibility VR = Vital Records
2013/01/23 last revised:2013/01/23  Schedule 222222 ETRT ORCS Section1-1
Columsla  Ministry of
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It
constitutes authority for retention and disposition of the records described herein provided it has been

implemented according to government policy and procedures. For assistance, contact your Records
Officer.

A SA ED
23120 EXTRATERRESTRIAL REGISTRATION AND TRACKING
(continued)
-03 Extraterrestrial reports and statistics CY+1ly 3y FR
FR = The government archives will fully retain these records
because they document extraterrestrial visitors to the
province.
-04 Visits by unidentified extraterrestrials SO NA NA
NA = Reclassify to secondary 23120-20 when visitor.confirmed.
28/ —FOI:  Access is restricted under the Freedom of Information and
Protection of Privacy Act (RSBC 1996, c: 165, s. 15(1)(b)).
Pl -20 Extraterrestrial registrant case files SO+3y 300y SR
/(arrange by registration number)
59 —— _SO = when extraterrestrial visitor leaves the province
§303y = allows for file.to be reopened if registrant returns
SR = The government archives will selectively retain these
records because they document the effect of
extraterrestrial visitors on the province. The office will
box files relating to green extraterrestrials with other
records with a final disposition of FR; all other files will be
boxed separately and destroyed.
VR -30 Extraterrestrial Registration System (ERS) SO nil DE
electronic database
2.10] )
SO = when the function supported by the database is no longer
211 performed by government
A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction
FD = Final Disposition NA = Not Applicable SR = Selective Retention
PIB = Personal Information Bank w =week m =month FR = Full Retention
FOI = Freedom of Information/Privacy y = year OD = Other Disposition
OPR = Office of Primary Responsibility VR = Vital Records
2013/01/23 last revised:2013/01/23  Schedule 222222 ETRT ORCS Section 1 - 2
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2.1 Primary Number and Title

Each primary in ARCS and ORCS has a primary number and a title. The title reflects the
function to which the records grouped under the primary relate.

2.2 Scope Note

The scope note describes the records to be classified within the primary; the administrative
or operational function to which the records relate; and the activities and/or work processes
leading to records creation. It also lists the record types (e.g., memos, forms, reports) and
media (e.g., photographs, video recordings).

2.3 Secondary Number and Title

Secondary numbers and titles designate specific record series or groupings of records
relating to the function covered by the primary. Secondary titles describe specific types of
records and secondary numbers link them to the records retention and disposition schedule.
The two-digit secondary number is added to the primary number to form the file number
(e.g., 100-20 or 23120-04).

There are three types of secondaries: reserved secondaries, subject secondaries, and case
file secondaries.

2.3.1. Reserved Secondaries

Reserved secondaries cover records series that are repeated in several primaries. For
example, secondaries -00 and -01 are reserved throughout ARCS and in all ORCS.

Secondary -00 is reserved for "Policy and procedures" records; that is,
records that document the requirements for how an organization carries out

its business. This includes draft and approved policy documents, working
7 ¥ materials and correspondence, precedent-setting documents, procedural
| guidelines and manuals, and standards documentation.

Secondary -01 is reserved for "general” records that cannot be classified in specified
subject or case file secondaries. Use secondary -01 when:

e The document does not relate to any of the existing secondaries, but does fall
within the primary.

¢ The document contains information of a general nature and does not reflect
actions or decisions of the creating office.

Note that the retention period for secondary -01 is often shorter than related subject or
case file secondaries and that the designated final disposition is most often destruction.

BRITISH -
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Do not use the “General” secondary for records that relate to two or more of the subject
or case files secondaries. Instead, file the official file copy in one folder and duplicates in
the other relevant folder(s). When appropriate, provide a cross-reference between files.

2.3.2 Subject Secondaries (-02 to -19)

Secondary numbers -02 to -19 are used for specific subjects and other non-case file
series. These are commonly referred to as subject files.

Subiject files may be coded to aid in retrieval. Coded subject files usually consist of
many different files, each dealing with a different aspect of the same subject. Codes
may take the form of names, titles, abbreviations, or other alphabetic/alphanumeric
codes. An oblique (/) separates the code from the secondary number.

In the fictional sample primary, secondaries -03 (Extraterrestrial reports and statistics)
and -04 (Visits by unidentified extraterrestrials) are subject secondaries.

2.3.3. Case File Secondaries (-20 and higher)

Case file secondary numbers are used for files relating to a common
function or activity. A case file is part of a series of similar files, each
containing records pertaining to a specific time-limited event, project,
transaction, or product, or to a specific person, organization, or other
entity. The records within each file are generally consistent with other
files in the same series. For example, the same types of forms may
appear in every file. Case file series are assigned secondary numbers
-20 and higher (-30, -40, -50, etc.).

Individual files within case file series are usually identified with a file code. The code
identifies the specific person, event, project, or other entity covered by the file. Codes
can take many forms (e.g., proper names, acronyms, alphanumeric). An oblique (/)
separates the code from the secondary number. For guidelines on developing file
codes, see the Standard Coding System.

In the fictional sample primary, secondaries -20 (Extraterrestrial registrant case files) and
-30 (Extraterrestrial Registration System) are case file secondaries.

2.4  Cross References
Cross references point users to other related classifications.
2.5 Records Retention and Disposition Schedule

The retention and disposition schedule, which is linked to each secondary (or record series,
indicates how long records should be retained in active storage space, when or if they
should be transferred to semi-active storage, what their final disposition will be, and when
that will take place.

BRITISH .
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Scheduling information for each record series is indicated in the A (Active), SA (Semi-
active), and FD (Final Disposition) columns to the right of the secondary classification. The
abbreviations used in each column are explained in 2.7, “Key of Terms."

2.5.1. Active (A) Retention Period

The active column indicates the length of time a record is retained in the
active phase of its life cycle. Active records are used frequently and
therefore are maintained in the office space and equipment of the creating
office.

Entries in the active column use the designations of “SO”, or "CY" or "FY", and when
applicable, have an additional time period indicated. For example:

CY+1y

Maintain all records created or received within the calendar year (1 January to 31
December) together until the end of the calendar year. Then retain them for an
additional calendar year.

In the fictional sample primary, extraterrestrial reports and statistics (secondary -03)
are active for the calendar year (CY) of their receipt or creation, plus one more year.

FY+1ly

Maintain all records created or received within the fiscal year (1 April to 31 March)
together until the end of the fiscal year. Then retain them for an additional fiscal year.
When required by financial administration policy and procedures, place financial
records relating to the prior fiscal year, but created or received after March 31, on the
file for the prior fiscal year.

For information about Superseded or Obsolete (SO) and other terms and abbreviations
used in the active retention period column, see 2.7.1.

2.5.2. Semi-active (SA) Retention Period Column

V/ Semi-active records are used only occasionally and therefore need
not be maintained in expensive office space. Semi-active records
retain administrative, operational, fiscal, audit, or legal value for the
ministry or agency that created the records. Semi-active records
should be stored in a government-approved records storage facility
(see Core Policy and Procedures Manual, ¢. 12.3.3, part 111, a), 5)
or, if they are electronic, in your office record keeping system.

In the fictional sample primary, the extraterrestrial reports and statistics (secondary -03)
are semi-active for three years.

BRITISH .
COLUMBIA Ministry of

The Best Paccon Earth | Citizens’ Services last edit 2013-01-23 CORP029 10


http://www.fin.gov.bc.ca/ocg/fmb/manuals/CPM/12_Info_Mgmt_and_Info_Tech.htm#1233iii

ARCS/ORCS User Guide ARCS 195-50 ARCH11370-20

2.5.3. Final Disposition (FD) Column

The final disposition column indicates that records with enduring value to the Province
are preserved and those that have no enduring value are destroyed. Records are
eligible for final disposition when their active and semi-active retention periods have
expired.

In the fictional sample primary, extraterrestrial reports and statistics
(secondary -03) are fully retained. This means they will be transferred
to the custody of, and can be accessed only through, the British
Columbia Archives (also referred to as the government archives). The
Extraterrestrial Registration System (secondary -30) will be destroyed
when the function supported by the database is no longer performed by
government.

2.6 Office of Primary Responsibility (OPR)

The OPR maintains the official or master record in order to satisfy operational, financial,
legal, audit, and other requirements. All other offices are non-OPR offices. Non-OPR
retention periods and final dispositions are differentiated from OPR retention periods by
being underscored. The disposition of non-OPR records must coincide with or precede the
disposition of OPR records. Your Records Officer is responsible for designating OPR
offices.

2.6.1. OPRin ORCS

In ORCS, the name of the OPR appears in a statement beneath the cross-references
(e.g., Unless otherwise specified below, the ministry OPR (Unidentified Flying Objects
Branch) will retain these records for...).

The ORCS non-OPR retention and dispositions can appear in the active, semi-active,
and final disposition columns to the right of a secondary classification or they default to a
non-OPR retention and disposition established for the primary as a whole. The default
non-OPR retention and disposition appears in a statement beneath the cross-references
(e.g., Except where non-OPR retention periods are identified below, all other ministry
offices will retain these records for: SO nil DE).

To simplify the use of ARCS and ORCS in automated systems (e.g., EDRMS TRIM), all
new and amended ORCS have a standard non-OPR retention period and final
disposition of SO nil DE.

2.6.2. OPRin ARCS

OPR names do not appear in ARCS. Instead ministries designate the OPR based
on their individual requirements. ARCS has a standard non-OPR retention period
and final disposition of SO nil DE. For the names of your ministry or agency’s
ARCS OPRs, contact your Records Officer.
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In the fictional sample primary, the Unidentified Flying Objects Branch is the OPR.
All other offices holding records covered by this primary are non-OPR with a
retention and disposition of SO nil DE.

2.7 Key of Terms

L o A variety of terms and abbreviations are used in the active, semi-active
'Q » and final disposition columns.

2.7.1 Terms Used in the Active and Semi-Active Retention Period Columns

a. Calendar-based abbreviations

These are used in combination with numbers, to indicate how long records will be
kept in the office or offsite:

w = week

m = month

y = year

CY = Calendar Year (1 January to 31 December)
FY = Fiscal Year (1 April to 31 March)

b. SO = Superseded or Obsolete

"SO" identifies records for which an active retention period cannot be predetermined
because retention is dependent upon the occurrence of some event or action. This
retention category is used in ARCS and ORCS in the following different ways:

i. Routine Records

"SO" is commonly used to indicate the active retention period for records that
are useful for reference or informational purposes. In those cases, "SO" is not
defined by a specific event or action, but is used to allow the creating offices
the authority to decide when the records have no further value and are ready
for storage or disposition.

The most common retention period is:

Active Semi-Active Final Disposition
SO nil DE

SO is used throughout ARCS and ORCS to streamline the disposition of
records with short-term retention value, especially for non-OPR offices. Upon
authorization of the Records Officer, records with the above retention and
disposition schedule may be destroyed when no longer required.
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In the fictional sample primary, non-OPR policy and procedures files
(secondary -00) are designated SO.

ii. Specific Definition of SO

"SQO" is also used to identify the active retention period for records that must
be retained until a case is closed or some other specified event occurs. It may
not be possible to predict the length of time a file may be required for active
use, and "SO" is defined in terms of some specific action, event, or the
completion of a procedure.

In the fictional sample primary, Extraterrestrial registrant case files (secondary
-20) are active for SO+3y, with SO defined as "when extraterrestrial visitor
leaves the province". This means that the OPR will retain a file in active
storage space for three years after the relevant visitor has left, after which the
records upon authorization of the Records Officer will be transferred to off-site
storage.

c. NA = Not Applicable

“NA” is used when records are not covered by the secondary at a specified stage of
their lifecycle. The reasons for the “NA” designation are stated in a note under the

secondary.
In the fictional sample primary, visits by Unidentified extraterrestrials
3 files (secondary -04) have a semi-active and final disposition of “NA”
% because files are reclassified to secondary -20 when the visitor is

identified.
d. nil = no semi-active retention period

"Nil" is used in the semi-active column to identify records with no semi-active
retention period.

Many types of government records remain active as long as they serve an
administrative or operational function, after which, they have no semi-active
retention period and are ready for final disposition.

In the fictional sample primary, the semi-active period for records in nhon-OPR offices
is designated as nil. This means that the records are ready for destruction (as
designated in the final disposition column) upon expiry of the active period and
authorization of the Records Officer.

2.7.2 Terms Used in the Final Disposition Column (FD)

The purpose of the final disposition column is explained in 2.5.3.
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Some government records contain information that has long-term value to the agency
responsible for them, the government generally, and/or the public. These records are
part of the documentary heritage of the Province of British Columbia and are transferred
to the custody government archives for permanent retention.

The final disposition of records can be full retention, selective retention, or destruction,
as explained below.

o Check to ensure that you have authorization from your Records Officer
@%ﬁ prior to disposing of government records.

a. FR = Full Retention

"FR" means that a government archivist has determined that all of the records
covered by a secondary have enduring value and will be preserved in their entirety
by the British Columbia Archives. Under the terms of full retention, the archivist
responsible may destroy unnecessary duplicates, publications, waste and scrap
materials, ephemera, and other items which are not an integral part of the record
series. The reasons for full retention may be explained in an "FR =" statement.

In the fictional sample primary, Extraterrestrial reports and statistics (secondary -03)
are FR "because they document extraterrestrial visitors to the province."

b. SR = Selective Retention

"SR" means that a government archivist has determined that a portion of these
records have enduring value and should be retained by the government archives.
The reasons and criteria for selective retention may be explained in an "SR ="
statement.

In the fictional sample primary, Extraterrestrial registrant case files (secondary -20)
are SR "because they document extraterrestrial visitors to the province" and the
selection criteria is to retain "all files relating to green extraterrestrials."

SR statements may include instructions to box selected records separately from
those to be destroyed. The instructions for extraterrestrial registrant case files
require the OPR to box records selected for retention in the government archives
separately from those identified for destruction.

c. DE = Destruction

The final disposition of records that have insufficient enduring value to justify their
preservation is physical destruction. In some cases, especially in section default
primaries, the destruction is justified with a "DE =" note.
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d. OD = Other Disposition

“OD” means that the final disposition of the records will be through permanent
transfer from the Government of British Columbia to another entity. A final
disposition note will provide information relating to the specific method to be used for
alienation of the records (e.g., sale, transfer, or other method).

e. NA = Not Applicable

Where appropriate, some government records are reclassified to a new primary
and/or secondary at the end of their active or semi-active retention period. The final
disposition of such records is NA. See the explanation of NA in 2.7.1.

2.7.3 Other Terms

The purpose of the other terms that appear in the key of terms is explained in other
sections; see references below:

4 N

FOI = Freedom of Information/Privacy see 2.8
OPR = Office of Primary Responsibility see 2.5
PIB = Personal Information Bank see 2.8
VR = Vital Record see 2.11

- J

2.8 Freedom of Information and Protection of Privacy

Personal Information Banks (PIB) The Freedom of Information and Protection of Privacy
Act (RSBC 1996, c. 165, s. 69 (1)) defines a PIB as a collection of personal information that
is organized or retrievable by the name of an individual or by an identifying number, symbol,
or other particular assigned to an individual. PIBs can be identified in ARCS and ORCS. In
the fictional sample primary, the PIB acronym appears to the left of the Extraterrestrial
registrant case files secondary (-20). In ARCS, PIBs are identified with a note underneath
the relevant secondary.

Where more information about why the information contained in a record series is
restricted, in whole or in part, from public disclosure, a special form of explanatory note
("FOI =") is used to explain the access restrictions for the secondary and to point to the
section of the Freedom of Information and Protection of Privacy Act that allows for the
exemption. In the fictional sample primary, the Visits by unidentified extraterrestrials
secondary

(-04) has an FOI note which quotes section 15 (1)(b) of the Act to justify restricting access.
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2.9 Explanatory Notes

Explanatory notes are used in ARCS and ORCS to help you understand the records, to
explain office procedures and practice, and to summarize provisions governing the creation,
processing, accessing, and disposition of documents. There are two types of explanatory
notes: qualifiers and other notes.

2.9.1 Qualifiers

Qualifiers provide information that will help you organize and access the files covered by
a secondary. They appear directly under a secondary title, in curved brackets.

o "Includes" qualifier lists types or forms of records covered by the secondary. If
there is no includes qualifier, see the "Records types include ..." sentence in the
scope note for this information.

o "Arrange" qualifier gives the method of arrangement. In the fictional sample
primary, the Extraterrestrial registrant case files secondary (-20) instructs records
creators to "arrange by registration number."

o Physical format designations: see 2.10 for an explanation of this qualifier.

2.9.2 Other Notes

The notes below are presented in the order in which they may appear below a

secondary.

OPR = Provides the name of the office of primary responsibility if
it is different from the primary default OPR. See
discussion of OPR in section 2.5.

SO = Explains when a file designated SO should be closed.
See discussion of SO in section 2.7.1.

#iy = Gives reasons for active and/or semi-active retention
periods that are longer than seven years. In the sample
primary, there is a "303y =" note under secondary -20.

NA = Explains why the usual active, semi-active, or final

disposition designation does not apply. See discussion of
NA in section 2.7.1.

SR/FR/DE = Explains why records are being selectively or fully
retained, or (if not self-evident) why they are being
destroyed. See discussion of these notes in section 2.7.2.

FOI: Explains issues of confidentiality relating to the records.
See discussion of the FOI note in section 2.8.

NOTE: Provides other useful information related to the scope of
the secondary, such as history of the records, volume of
the records, filing procedures, whether there is an ongoing
accession number, or location of copies.
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2.10 Physical Format Designations

Physical format designations are used if the records classified under a particular
secondary consist of textual records in physical formats other than text on paper
or textual records stored in electronic form (e.g., Word documents).

VA L

Records relating to a common function or activity, but in a different physical format, are
classified under the same secondary, unless the versions contain different information or
require different retention periods. In those cases, the physical formats may have separate
secondaries, with the format identified in the secondary title rather than in a qualifier.

The physical format designation is expressed as a qualifier under the secondary title. In the
fictional sample primary, the Extraterrestrial Registration System (secondary -30) is
identified in a qualifier as an electronic database.

Examples of physical format designations are: paper, microfilm, microfiche, computer
output microfilm (COM), computer output microfiche (COMfiche), optical disk, electronic
database, and electronic records.

Information about special media, such as photographs, maps, and sound recordings, is
conveyed in an "(includes)" qualifier or in the paragraph of the scope note beginning
"Includes" or "Records types include". All records in a file or folder are covered by the
same retention schedule, regardless of media. Related information in an electronic
database is subject to the same schedule; for example, in the fictional sample primary,
registration information in the ERS (secondary -30) concerning a specific extraterrestrial
can be purged when the relevant extraterrestrial registrant case file (under secondary -20)
becomes inactive.

2.11 Vital Records

Vital records are those containing information essential to the functioning of
government during and after a disaster, and essential for preserving the rights
C of citizens.
n
In the fictional sample primary, the Extraterrestrial Registration System (secondary -30) is
identified as a vital record.

2.12 Electronic Records and the Information System Overview (ISO)

Information required for the scheduling of electronic records in ORCS is documented
in an ISO and Information System Overview for a Subsystem (1ISOS).

An ISO serves three purposes:

+ It provides a high-level description of the function and information content of the
system, in other words a map of the data managed by the system and the major
stages through which it flows while being processed;

+ It documents the recordkeeping context of the system by identifying how the system
and related records are classified in the ORCS;
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+ |t may be used to schedule the electronic system by indicating when its active life
ends and what the final disposition will be.

Electronic records (i.e., records created and maintained on an electronic system) are
scheduled under secondaries like all other forms of records, as well as being
documented in the 1SO.

An electronic system may be scheduled in the ISO Section, and also may be
included under the primary covering the function or activity to which it relates. In the
fictional sample primary, the Extraterrestrial Registration System (ERS) appears as
secondary -30.

A system related to functions covered by an entire section of the ORCS will appear in
the section default primary, or if it relates to the entire ORCS, in the ORCS default
primary. Information in the database relating to specific entities is covered by the
schedules relating to the relevant case files; for example, the registration information
in the ERS concerning a specific extraterrestrial can be purged when the relevant
extraterrestrial registrant case file (under secondary -20) becomes inactive.
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.
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SECTION 5

DISPUTE RESOLUTION

PRIMARY NUMBERS

29000 -294909

Section 5 covers records relating to the development and promotion of non-
adversarial dispute resolution options within the Jjustice system and within
government ministries and agencies. Dispute resolution options are not
alternatives to, or opposed to, the litigation process. Rather, dispute
resolution options range along a continuum from collaborative, non-binding
processes to binding arbitration and litgation processes. People attempting to
resolve disputes can consider the range of dispute resolution options and
select the one most appropriate to the situation. The term ‘dispute
resolution’ is used to indicate processes such as mediation, arbitration,
settlement conference, mini-trial and litigation.

Only some dispute resolution processes are covered by the mandate of this
office; other types of dispute resolution processes occur in the legal system
and within government ministries and agencies without its involvement.

Programs and services in the office mandate include: monitoring of notices to
mediate; provision of educational and training materials on dispute resolution;
the preparation of and advice on policy, legislation and other documents; and,
research and program development.

A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction

FD = Final Disposition NA = Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention

PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR = Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

A sa FD
29000 - DISPUTE RESOLUTION - 29499
PRIMARY NUMBERS AND PRIMARY SUBJECTS
29000 DISPUTE RESOLUTION - GENERAL
29050 - NOTICE TO MEDIATE PROCESS
29175 DISPUTE RESOLUTION ADVISORY SERVICES
29250 DISPUTE RESOLUTION RESOURCE DEVELOPMENT AND COLLECTION
29400 DISPUTE RESOLUTION RESEARCH AND PROGRAM DEVELOPMENT
29450 DISPUTE RESOLUTION TRAINING
A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction
FD = Final Disposition NA = Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention
PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR = Office of Primary Responsibility VR = Vital Records
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This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.
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29000 DISPUTE RESOLUTION - GENERAL

Records not shown elsewhere in the dispute
resolution section which relate generally to

the development and promotion of non-adversarial
dispute resolution options within the justice system
and within government ministries and agencies.
Dispute resolution options are not alternatives to,
or opposed to, the litigation process. Rather,
dispute resolution options range along a continuum
from collaborative, non-binding processes to binding
arbitration and litgation processes. People
attempting to resolve disputes can consider the
range of dispute resolution options and select the
one most appropriate to the situation. The term
‘dispute resolution’ is used to indicate processes
such as mediation, arbitration, settlement
conference, mini-trial and litigation.

Only some dispute resolution processes are covered
by the mandate of this office; other types of
dispute resolution processes occur in the legal
system and elsewhere without its involvement.
Programs and services in the office mandate include:
monitoring of notices to mediate; provision of
educational and training materials on dispute
resolution; the preparation of and advice on policy,
legislation and other documents; and research and
program development.

Includes reports, correspondence and memoranda.
NOTE: Only records which cannot be classified in a
more specific primary or secondary may be

classified under this primary.

For British Columbia Dispute Resolution Practicum
Society, see ARCS primary 160.

(Continued on next page)

A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE Destruction

FD Final Disposition NA Not Applicable SR Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention

PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.
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29000 DISPUTE RESOLUTION - GENERAL (Continued)

For Civil/Family Stream Steering Committee, see
ARCS primary 204.
For final briefing notes, see ARCS primary 280.
For program goals and objectives, see
ARCS primary 400.

Unless otherwise specified below, the ministry OPR
(Dispute Resolution Office) will retain these
records for: CY+ly nil DE

Except where non-OPR retention periods are
identified below, all other ministry offices
will retain these records for: SO nil DE

-00 Policy and procedures - OPR SO S5y FR
- non-OPR SO nil DE

FR = Throughout this section, the government
archives will fully retain all policy
and procedures records created by
offices having primary responsibility
for policy and procedure development
and approval. These records have
evidential value. Draft and duplicate
materials which hold insufficient value
to merit preservation may be purged and
discarded.

-01 General
-02 Dispute resolution inquiries

A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction

FD Final Disposition NA Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention

PUR Public Use Records y = year FOI = Freedom of Information/Privacy
OPR = Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.
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29050 DISPUTE RESOLUTION - NOTICE TO MEDIATE PROCESS

Records relating to the development and
implementation of the notice to mediate process in
accordance with the Notice to Mediate Regulation (BC
Reg. 127/98) under the Insurance (Motor Vehicle) Act
(RSBC 1996, c. 231, s. 44.1), the Notice to Mediate
(Residential Construction) Regulation (BC Reg.
153/99) under the Homeowner Protection Act (RSBC
1996, c. 194 and the Notice to Mediate (General)
Regulation (BC Reg. 4/2001) under the Law and Equity
Act (RSBC 1996, c. 253), and other legislation with
notice to mediate provisions. The notice to mediate
process enables one party to a court action to
require all other parties to mediate.

This primary also relates to evaluating the notice to
mediate process and the monitoring of its use.

A notice to mediate is delivered by one party to an
action which falls under legislation containing a
notice to mediate provision, to all other parties to
the action. A copy of the the notice to mediate is
delivered to the Dispute Resolution Office (DRO).
The DRO also receives a copy of every related
Certificate of Completed Mediation.

Evaluations of the notice to mediate process are
conducted periodically. Participants in the process
are interviewed, relevant statistics are analysed,
and the results are evaluated in a summary
evaluation report.

Includes notices, certificates, reports, evaluations,
correspondence and memoranda.

For other evaluations, see primary 29400.

(Continued on next page)

A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction

FD Final Disposition NA Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention

PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

A sa FD
29050 DISPUTE RESOLUTION - NOTICE TO MEDIATE PROCESS
(continued)
For notice to mediate program development case
files, see primary 29400.
Unless otherwise specified below, the ministry OPR
(Dispute Resolution Office) will retain these
records for: CY¥+ly nil DE
Except where non-OPR retention periods are
identified below, all other ministry offices
will retain these records for: SO nil DE
-00 Policy and procedures - OPR SO Sy FR
- non-OPR SO nil DE
-01 General
-02 Notice to mediate evaluation files CY+ly 2y SR
(includes correspondence and copies of
evaluation reports)
(arrange chronologically by evaluation
date)
SR = The government archives will selectively
retain notice to mediate evaluation files
because they document the implementation
and evaluation of mediation processes in
various legal contexts in the province.
One copy of each evaluation report will
be retained for the archives, and boxed
with other records for retention. All
other records covered by this secondary
will be boxed separately and securely
destroyed upon approval.
(Continued on next page)
A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction
FD = Final Disposition NA = Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention
PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR = Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.
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29050 DISPUTE RESOLUTION - NOTICE TO MEDIATE PROCESS
(continued)

-03 Notices to mediate - general Supreme Court CY+ly 3y DE
actions
(includes notices and certificates)
(arrange alphabetically by party
delivering the notice [plaintiff or
defendant], then by court registry and
then chronologically by date notice
received)

-04 Notices to mediate - motor vehicle CY+ly 3y DE
(includes notices and certificates)
(arrange alphabetically by party
delivering the notice [plaintiff or
defendant], then by court registry and
then chronologically by date notice
received)

-05 Notices to mediate - residential CY+ly 3y DE
construction
(includes notices and certificates)
(arrange alphabetically by party
delivering the notice [plaintiff or
defendant], then by court registry and
then chronologically by date notice
received)

A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction

FD Final Disposition NA Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention

PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.
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29175 DISPUTE RESOLUTION ADVISORY SERVICES

Records relating to the preparation and drafting of
documents that contain references to dispute
resolution. As part of the Justice Services Branch
of the Ministry of Attorney General, the Dispute
Resolution Office is also responsible for providing
advice to government ministries and agencies
regarding the use of these documents and regarding
dispute resolution programs and services under
development by government ministries and agencies.
The types of documents include: contracts and
agreements, clauses for contracts and agreements,
policy, rules of court, practice directions and
other enactments, statutes and treaties concerning
aboriginal and other provincial rights.

Includes correspondence, copies of client ministry
documents, working paper copies, drafts and
memoranda.

For acts and legislation, see ARCS primaries 120 to
145.

For committees, see ARCS primaries 200 to 206.

For legal issues and legal opinions, see ARCS primary
350.

For published legislation, see Legislation Counsel
Services section, Legal Services ORCS
(approved schedule 105050).

For records on courts, see Court Services ORCS
(approved schedule 100152).

Unless otherwise specified below, the ministry OPR
(Dispute Resolution Office) will retain these
records for: CY¥+ly nil DE

Except where non-OPR retention periods are
identified below, all other ministry offices
will retain these records for: SO nil DE

(Continued on next page)

A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction

FD Final Disposition NA Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention

PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.
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29175 DISPUTE RESOLUTION ADVISORY SERVICES (Continued)

-00 Policy and procedures - OPR SO Sy FR
- non-OPR SO nil DE

-01 General
-02 Dispute resolution advisory services SO 2y SR
reports and studies
(contains general reports and studies
used for advisory services)
(arrange alphabetically by issue)

SO = when a report or study is superseded by
another on the same topic or when the
topic is considered obsolete

SR = The government archives will
selectively retain dispute resolution
advisory services reports and studies
because they influence the development
of mediation programs and policies.
Significant reports and studies are
those developed and used by the Dispute
Resolution Office as models for
developing programs and policies.
Office staff will identify significant
files in consultation with the Records
Officer and box them with other records
for retention. All other records
covered by this secondary will boxed
separately and securely destroyed upon
approval.

(Continued on next page)

A Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction

FD Final Disposition NA Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention

PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.
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29175 DISPUTE RESOLUTION ADVISORY SERVICES (Continued)

-03 Model dispute resolution contracts and SO 2y FR
agreements clause files
(arrange alphabetically by clause
title)

SO = when a clause is superseded by another
on the same topic or when the
topic is considered obsolete

FR = The government archives will fully
retain model dispute resolution
contracts and agreements clause files.
The model documents represent the
approach recommended for such documents
by the Office to its clients.

-20 Contract and agreement case files SOo+ly 3y DE
(contains draft working papers, copies
of the final document and amendments to
existing documents)
(arrange alphabetically by issue)

SO = upon completion of final draft of
contract or agreement

-30 Contract and agreement clause preparation SO+ly 3y DE
case files
(contains draft working papers, copies
of the final document and amendments to
existing documents)
(arrange alphabetically by issue)

SO = upon completion of final draft of
clause

(Continued on next page)

A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction

FD Final Disposition NA Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention

PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.
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29175 DISPUTE RESOLUTION ADVISORY SERVICES (Continued)

-40 Court process case files SO+1ly 3y DE
(contains rules of court, practice
directions, draft working papers,
copies of the final document and
amendments to existing documents)
(arrange alphabetically by issue)

SO upon completion of final draft of court

process document

-50 Policy case files SO+1ly 3y DE
(contains draft working papers, copies
of the final document and amendments to
existing documents)
(arrange alphabetically by issue)

SO

upon completion of final draft of
policy document

-60 Regulation case files SO+1ly 3y DE
(contains draft working papers, copies
of the final document and amendments to
existing documents)
(arrange alphabetically by issue)

SO = wupon completion of final draft of
regulation

-70 Statute case files SO+1ly 3y DE
(contains draft working papers, copies
of the final document and amendments to
existing documents)
(arrange alphabetically by issue)

SO

upon completion of final draft of
statute

(Continued on next page)

A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction

FD Final Disposition NA Not Applicable SR = Selective Retention
PIB = Personal Information Bank w week m = month FR = Full Retention

PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

A sa FD
29175 DISPUTE RESOLUTION ADVISORY SERVICES (Continued)
-80 Treaty case files SO+1ly 3y DE
(contains draft working papers, copies
of the final document and amendments to
existing documents)
(arrange alphabetically by issue)
SO = upon completion of final draft of
document
-90 Miscellaneous documents case files SO+1ly 3y DE
(contains draft working papers, copies
of the final document and amendments to
existing documents)
(arrange alphabetically by issue)
SO = wupon completion of final draft of
document
4y = sufficient for research and reference
purposes
-95 Dispute resolution programs and services SO+1ly 3y DE
advisory case files
(contains advice regarding programs
developed by other ministries and
agencies)
(arrange alphabetically by program
name)
DE = Dispute resolution advisory services case
files (covered by secondaries -20 to -95)
will be destroyed. The nature of the advice
given in these files is adequately documented
in Dispute Resolution Office policy documents
and educational materials (covered by
secondaries 29175-00 and 29250-30), as well
as in relevant client files.
A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction
FD = Final Disposition NA = Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention
PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR = Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.
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29250 DISPUTE RESOLUTION RESOURCE DEVELOPMENT AND
COLLECTION

Records relating to the development and collection
of resource materials used to promote the use of
dispute resolution options. The materials are
provided for the use by the general public, the
judiciary, the legal profession, other organizations
and client ministries and other agencies. These
materials may also be used for training purposes.

Educational materials may be developed by the
Dispute Resolution Office (DRO), government
ministries and agencies or by non-government
organizations.

The DRO also collects and maintains background
information on government agencies and non-
government organizations that provide dispute
resolution services and resources.

Includes reports, correspondence and memoranda.

For annual reports for government agencies, see
ARCS primary 442.

For British Columbia Dispute Resolution Practicum
Society, see ARCS primary 160.

For conferences, seminars and symposiums, see ARCS
primary 220.

For dispute resolution research and program
development, see primary 29400.

For dispute resolution training, see primary 29450.

Unless otherwise specified below, the ministry OPR

(Dispute Resolution Office) will retain these
records for: CY+ly nil DE

(Continued next page)

A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction

FD Final Disposition NA Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention

PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC
1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,
contact your Records Officer.
A sa FD
29250 DISPUTE RESOLUTION RESOURCE DEVELOPMENT AND
COLLECTION (Continued)
Except where non-OPR retention periods are
identified below, all other ministry offices
will retain these records for: SO nil DE
-00 Policy and procedures - OPR SO Sy FR
- non-0OPR SO nil DE
-01 General
-02 Dispute resolution resource reports and SO 2y DE
studies
(contains background information from
other jurisdictions used to develop
educational materials)
(arrange alphabetically by issue or
jurisdiction)
SO = when a report or study is superseded by
another on the same topic or when the
topic is considered obsolete
-20 Dispute resolution resource development case SO 2y DE
files - external
(covers dispute resolution educational
materials developed by other government
jurisdictions and non-government
organizations)
(arrange alphabetically by resource
development case file name)
SO = when no longer circulated or required
for the development of additional
materials
(Continued next page)
A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction
FD = Final Disposition NA = Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR Full Retention
PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR = Office of Primary Responsibility VR Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.
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29250 DISPUTE RESOLUTION RESOURCE DEVELOPMENT AND
COLLECTION (Continued)

-30 Dispute resolution resource development case SO 2y FR
files - internal
(covers dispute resolution educational
materials developed by and for the
Dispute Resolution Office)
(arrange alphabetically by resource
development case file name)

SO = when no longer circulated or required
for the development of additional
materials

FR = The government archives will fully
retain dispute resolution resource
development case files developed by the
Dispute Resolution Office. These
records document high-level advice and
guidance given by the office to its
clients, much of which is made
available as information bulletins on
its website. Draft and duplicate
materials may be purged and discarded.

-40 Dispute resolution government ministry and SO 2y DE
agency case files
(covers background information and
correspondence from and about
government minstry and agency dispute
resolution programs)
(arrange alphabetically by name of
government programs)

SO = when the information about the agency

has become superseded or obsolete or
the agency has closed

(Continued next page)

A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction

FD Final Disposition NA Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention

PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

A sa FD
29250 DISPUTE RESOLUTION RESOURCE DEVELOPMENT AND
COLLECTION (Continued)
-50 Dispute resolution non-government SO 2y DE

organization case files

(covers background information and

correspondence from and about

non-government dispute resolution

organizations, private mediators and

other government jurisdictions)

(arrange alphabetically by name of

organization)

SO = upon closure or dissolution of business

or organization
A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction
FD = Final Disposition NA = Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention
PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR = Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.
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29400 DISPUTE RESOLUTION RESEARCH AND PROGRAM DEVELOPMENT

Records relating to dispute resolution research and
program development. The Dispute Resolution Office
does research and collects information in order to
develop related initiatives, projects and programs.
The program development process is as follows: areas
of concern are determined; the area is researched;
initiatives are proposed and tested; pilot projects
are initiated and reviewed; and programs are
implemented. Examples of programs developed include
the small claims mediation program and the parenting
after separation program.

Includes reports, evaluations, correspondence and
memoranda.

For acts and legislation, see ARCS primaries 120 to
145.

For committees, see ARCS primaries 200 to 206.

For legal issues and legal opinions, see ARCS
primary 350.

For notice of mediation process, see primary 29050.

Unless otherwise specified below, the ministry OPR
(Dispute Resolution Office) will retain these
records for: CY+ly nil DE

Except where non-OPR retention periods are
identified below, all other ministry offices
will retain these records for: SO nil DE

-00 Policy and procedures - OPR SO S5y FR
- non-0OPR SO nil DE

-01 General

(Continued on next page)

A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction

FD Final Disposition NA Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention

PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.
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29400 DISPUTE RESOLUTION RESEARCH AND PROGRAM DEVELOPMENT
(Continued)

-02 Dispute resolution issue reports and studies SO 2y DE
(contains background information on
specific dispute resolution issues in
British Columbia and other areas)
(arrange alphabetically by issue)

SO when a report or study is superseded by
another on the same topic or when the

topic is considered obsolete

-03 Non-dispute resolution issue reports and SO 2y DE
studies
(contains background information on
related issues that are not
specifically dispute resolution issues)
(arrange alphabetically by issue)

SO = when a report or study is superseded by
another on the same topic or when the
topic is considered obsolete

-04 Dispute resolution programs - Canadian SO 2y DE
jurisdictions
(contains general information on dispute
resolution in specific parts of Canada)
(arrange alphabetically by province and
then by name of program)

SO = when no longer required for further

research and reference or the
development of projects or programs

(Continued on next page)

A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction

FD Final Disposition NA Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR Full Retention

PUR Public Use Records y = year FOI = Freedom of Information/Privacy
OPR = Office of Primary Responsibility VR Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.
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29400 DISPUTE RESOLUTION RESEARCH AND PROGRAM DEVELOPMENT
(Continued)

-05 Dispute resolution programs - international SO 2y DE
jurisdictions
(contains general information on dispute
resolution in specific countries)
(arrange alphabetically by country and
then by name of program)

SO

when no longer required for further
research and reference or the
development of projects or programs

-20 Dispute resolution program case files SO+1ly 5y FR
(covers initiative, project and program
stages)
(contains background and development
information, feedback from interested
parties and evaluations of projects or
programs being undertaken)
(arrange alphabetically by project or
program name)

SO = wupon cessation or completion of project
or program

FR = The government archives will fully
retain dispute resolution program case
files because they document the
development, implementation, and
evaluation of government programs
designed to provide innovative methods
for resolving disputes and reducing use
of the courts.

(Continued on next page)

A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction

FD Final Disposition NA Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention

PUR = Public Use Records y = year FOI Freedom of Information/Privacy
OPR Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.
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29400 DISPUTE RESOLUTION RESEARCH AND PROGRAM DEVELOPMENT
(Continued)

NOTE: Classify under this secondary records
of the development and implementation
of any programs in which Dispute
Resolution Office is involved,
including the British Columbia Mediator
Roster and Court Mediation Program, and
other inititatives. Routine records
and other records not directly related
to the programs should be filed under
the appropriate ARCS or ORCS
secondaries rather than here; for
example, minutes and correspondence
relating to membership in the Mediator
Roster Society should be filed under
ARCS secondary 160-20.

-30 Dispute resolution research case files SO+ly 5y DE
(contains research and information
sometimes done in conjunction with
specific initiatives, programs and
projects)
(arrange alphabetically by topic of
research)

SO = when no longer required for further
research and reference or the
development of projects or programs

A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction

FD Final Disposition NA Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention

PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

[
0
e
=
»}

29450 DISPUTE RESOLUTION TRAINING

Records relating to developing and providing dispute
resolution training resource materials. The Dispute
Resolution Office (DRO) co-ordinates and delivers
training to the judiciary, legal professionals, and
client ministries and agencies regarding the use of
dispute resolution processes.

Includes forms, educational materials, reports,
correspondence and memoranda.

For British Columbia Dispute Resolution Practicum
Society, see ARCS primary 160.

For conferences, seminars and symposiums, see ARCS
primary 220.

For contracts, see ARCS primary 1070.

For lectures and speeches, see ARCS primary 324.

Unless otherwise specified below, the ministry OPR
(Dispute Resolution Office) will retain these
records for: CY+ly nil DE

Except where non-OPR retention periods are
identified below, all other ministry offices
will retain these records for: SO nil DE

-00 Policy and procedures - OPR SO S5y FR
- non-0OPR SO nil DE

-01 General
-02 Dispute resolution training reports and SO 2y DE
studies
(consists of background materials from
other jurisdictions)
(arrange alphabetically by issue)

SO

when a report or study is superseded by
another on the same topic or when the
topic is considered obsolete

(Continued on next page)

A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction

FD Final Disposition NA Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention

PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM
This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.
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29450 DISPUTE RESOLUTION TRAINING (Continued)

-10 Dispute resolution series training binders SO 2y FR

SO = when the the binders are discontinued or
substantially revised

FR = The government archives will fully
retain the dispute resolution series
training binders because they document
dispute resolution techniques developed
and promoted by the Dispute Resolution
Office, in cooperation with other
organizations. These binders are used
to train judges, legal professionals,
government staff, and other persons in
these techniques.

Office staff will select one complete
copy of the existing binder series at
the time this ORCS is approved, and box
it with other records scheduled for
retention by the archives. If and when
the binders are discontinued or
substantially revised, another complete
set will be provided to the archives.

A = Active CY = Calendar Year SO = Superseded or Obsolete
SA = Semi-active FY = Fiscal Year DE = Destruction

FD Final Disposition NA Not Applicable SR = Selective Retention
PIB = Personal Information Bank w = week m = month FR = Full Retention

PUR = Public Use Records y = year FOI = Freedom of Information/Privacy
OPR Office of Primary Responsibility VR = Vital Records
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS

LEGAL SERVICES
Operational Records Classification System (ORCS)

INDEJX

This index provides an alphabetical guide to ORCS subject headings and relevant
primary number(s). It should enable the user to locate the primary number(s) in
which documents relating to a specific subject or function may be classified.

It should also aid the user in retrieving, by subject, documents which have been
classified and filed.

Employees responsible for records classification should use this index as a
means of access to the contents of ORCS. Once they have located what appear to
be relevant index entries for a given subject, they should refer to the primary
or primaries listed in order to determine the correct secondary. Often, the
primary scope notes will clarify whether or not a document should be classified
in a given primary. Primary scope notes should be read carefully as they
delineate a primary's subject and content.

This index contains an alphabetical listing of:

all keywords which appear in primary titles;

all keywords which appear in secondary titles;

all keywords which appear in standardized tertiary titles;
Keywords which appear in primary scope note;

common synonyms for indexed keywords; and

common abbreviations.

Hh® QQOQ

Cross-references:

"See" references indicate that the subject heading sought is indexed under an
alternate entry (a more appropriate keywords, a full or official name, etc.).

"See also" references are used when additional information can be found in
another entry.
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS

ABORIGINAL
- groups (See secondary -20 under appropriate
subject primary in section 3)
- justice 33100
- right (See secondary -20 under appropriate
subject primary in section 3)

ABORIGINAL CULTURE CASE FILES 33050
ABORIGINAL RESERVES 33650
ABUSE
- substance 33750
ACID RAIN 33420
ACT (S)
- annual list 34600
- dispute resolution 29475
- drafts 34200
- editing 34200
- in force memo 34600
- repeals and title changes list 34400
- unproclaimed Acts and amendments 34800

ADHOC FAMILY LAWYERS

- appointment 32320, 32440
AD MEDIUM FILUM AQUAE 33570
ADMINISTRATION OF JUSTICE CASE FILES 33100

ADMINISTRATIVE LAW

- litigation 31200
ADOPTION
- aboriginal 33750
ADVICE
- dispute resolution 29475
- legal 32780
ADVISORY SERVICES (dispute resolution preparation case files) 29475
- contracts and agreements 29475
- clauses 29475
- miscellaneous 29475
- policy 29475
- regulation 29475
- Statutes 29475
- treaties 29475

ADVOCATE, FAMILY (See FAMILY ADVOCATE)

AGENCIES, REGULATORY (See REGULATORY AGENCIES)
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
AGREEMENTS

- comprehensive claim 33200-33210

- cooperative management 33550-33590

- dispute resolution drafts 29475

- federal-provincial 33825

- McKenna-McBride 33825

- ministry 32010-32090

- Nisga's framework 33870

- specific claim 33800
AGRICULTURE 33470
ATR QUALITY 33420
ALCOHOL

- abuse 33750
ANNOTATED

- Bills 34480

- Gazette Part II 34600
ANNUAL

- Act list 34600
APPEALS

- family law 32420

- taxation 32920
APPLICATIONS

- for patents, copyrights, or trademarks 32100
APPOINTMENTS

- of family advocate 32320, 32380

- of family lawyers 32440
APPROVED REQUESTS FOR LEGISLATION 34200
AQUACULTURE CASE FILES 33150
ARGUMENT

- memoranda of (See FACTUMS)

ART

- aboriginal 33050
ARTICLES

- family advocate 32340
ARTWORK

- regulation 34600

ASSESSMENT APPEALS (See TAXATION)

AUTHORITIES
- books of (See BOOKS OF AUTHORITIES)

G:\ORCS\LSBINDEX\2003/05/29 Application 142698 Amends Schedule 105050 ORCS/LSB INDEX - 3



OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS

BACKGROUND MATERIAL
- government dispute resolution service agencies case files 29250
- non-government dispute resolution service organization 29250
case files
- in litigation case files (See tertiary -20-03 under
appropriate subject primary in section 1)

BARRISTERS DIVISION

- litigation 31100-31200
BEQUESTS
- charitable 32120
BILL(S)
- annotated 34480
- binder 34480
- dispute resolution drafts 29475
- drafts 34200
- publication of 34420
- record of third reading Bills borrowed 34480
- table of enacted 34480
- table showing Bill numbers and corresponding chapter
number of Acts as they will appear in the Statutes
of British Columbia 34480
- that have not been enacted 34800
- third reading Bill Queen's Printer instruction
copies 34480
- Third Reading Bills of British Columbia 34480
- Third Reading Bills of British Columbia drafts 34480
- Third Reading Bills of British Columbia markup 34440
- with no legislative authority 34800
BINDER
- Bill 34480
- ministries/statutes 34600
BINGO
- on aboriginal reserves 33660
BLUE CLERICAL CHANGE CARDS 34400
BOARDS
- judicial hearings before 32820

BOOKS OF AUTHORITIES (See tertiary -20-08 under appropriate
subject primary in section 1)
- indices (See tertiary -20-07 under appropriate subject
primary in section 1)
- master file (See secondary -30 under appropriate subject
primary in section 1)
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
BORROWING

- government 32620, 32640
BRIDGES

- on reserves 33680

BRIEFS ON AUTHORITIES (See BOOKS OF AUTHORITIES)

BRITISH COLUMBIA RULES OF COURT AND RELATED ENACTMENTS 34420
- dispute resolution 29475
- drafts 34420

BURIAL GROUPS

- aboriginal 33050

BUSINESS
- aboriginal 33350

_C_

CARDS
- blue clerical change 34400
- white clerical change 34400
- regulation card index 34600

CASE FILES
- aboriginal culture 33050
- administration of justice 33100
- aquaculture 33150
- claim 33200
- constitutional question act 33250
- corridor 33680
- Crown land transaction 32160
- cut-off claim 33825
- Delgamuukw 33210
- discrimination 33300
- dispute resolution clauses preparation 29475
- dispute resolution contracts and agreements preparation 29475
- dispute resolution policy preparation 29475
- dispute resolution project 29400
- dispute resolution program 29400
- dispute resolution regulation preparation 29475
- dispute resolution research 29400
- dispute resolution resource development 29400
- dispute resolution rules of court preparation 29475
- dispute resolution statutes preparation 29475
- dispute resolution treaties preparation 29475
- drafting of legislation 34200
- economic development 33350
- editing of acts 34200
- energy and mineral resource 33555
- environmental 33400
- family advocate 32360
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
- fiduciary duty 33450
- filed regulations 34600
- First Citizens' Fund Loan Program 33500
- fish resource 33560
- forest resource 33565
- gambling 33660
- government agencies 29250
- historical treaty 33860
- judicial initiative 29400
- judicial training (dispute resolution) 29450
- land resource 33570
- legal professional training (dispute resolution) 29450

- litigation (See secondary -20 under appropriate
subject primary in section 1)

- ministry and inter-ministry training (dispute resolution) 29450
- miscellaneous dispute resolution documents preparation 29475
- natural resources 33550
- Nisga'a negotiation 33870
- non-government dispute resolution service organizations 29250
- non-participating 31200, 31500
- 0il and natural gas 33575

- other jurisdictions (See secondary -03 under
appropriate subject primary in section 3)

- parks 33580
- pesticide 33410
- pollution 33420
- request for legislation 34200
- request for legislation - rejected 34200
- research materials 33600
- reserve 33650
- self-government 33700
- social issues 33750
- specific claim 33800
- statute 34800
- taxation 33670
- treaties 33850
- Treaty Commission 33880
- water resource 33585
- wildlife resource 33590
CASE LAW
- family 32500
CASINO (S)
- on aboriginal reserves 33660

CHANGE CARDS

- blue clerical 34400

- white clerical 34400
CHAPTER NUMBERS LOG 34480
CHARITABLE TRUSTS 32120
CHECKLIST

- /instruction sheet 34440
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
- publication 34400
CIGARETTE TAX 33660
CIVIL
- litigation 31100

- disobedience (See secondary -30 under appropriate
subject primary in section 4)

CIVIL DISOBEDIENCE

- on comprehensive claim 33200-33210

- on natural resources 33550-33590

- on reserve boundaries 33650
CLAIM CASE FILES 33200
CLAIM(S)

- comprehensive 33200-33210

- cutoff 33525

- Delgamuukw 33210

- Nisga'a 33870

- specific 33800-33825
CLIENT (S)

- agreements 32010-32090
CLAUSES (Dispute resolution) 29475
COMMON LAW

- interpretation of 32780

COMPLAINTS (See secondary -02 under appropriate
subject primary in section 3)

COMPREHENSTIVE
- claim 33200-33210
- order in council (OC) Act and provisions list 34400

COMPREHENSIVE CLAIM
- injunctions 33200

CONCORDANCE 34800

CONSOLIDATED REGULATIONS OF BRITISH COLUMBIA

- logbook 34600
CONSTITUTIONAL LAW

- litigation 31200
CONSTITUTIONAL QUESTION ACT CASE FILES 33250
CONTRACTS

- client ministry 32020

- dispute resolution 29475

- equipment 32080
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
CONVEYANCE

- land 32160
COOPERATIVE MANAGEMENT AGREEMENT (S)

- relating to aquaculture 33150

- relating to specific claims 33800
COPYRIGHT

- applications 32100
CORRIDOR CASE FILES 33680

CORONERS INQUIRIES AND INQUESTS
- government liability at issue in 32140

CORRESPONDENCE
- in litigation case files (See tertiary -20-02
under appropriate subject primary in section 1)

COUNSELLING 33280

COURT INJUNCTIONS

- on comprehensive claim 33200-33210

- on natural resources 33550-33590

- on reserve boundaries 33650
CRIMINAL

- records of teachers 32170

CROWN CORPORATIONS

- debt transactions for 32620

- incorporation 32660
CROWN LAND

- aboriginal use of 33350

- real estate transactions 32160

- tenures 32160
CULTURE

- aboriginal 33050
CUT-OFF LAND CLAIMS 33825

_D_

DEBRT

- transaction assistance 32620
DECERTIFICATION

- of teachers 32170
DELGAMUUKW

- comprehensive claim 33210

- fiduciary duty 33450
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
DELGAMUUKW CASE FILES 33210
DESCENDANTS 33620

DESIGNS, INDUSTRIAL (See INDUSTRIAL DESIGNS)

DEVELOPMENT
- economic on aboriginal reserves 33350
- hydroelectric 33585
DISCRIMINATION
- aboriginal 33300
DISPUTE RESOLUTION
- advisory services 29475
- contracts and agreements 29475
- clauses 29475
- miscellaneous documents 29475
- policy 29475
- regulation 29475
- rules of court 29475
- statutes 29475
- treaties 29475
- general 29000
- government agencies 29250
- judicial initiatives 29400
- judicial training 29450
- legal professional training 29450
- ministry and inter-ministry training 29450
- non-government organizations 29350
- notice to mediate 29050
- other jurisdictions (Canada) 29400
- other jurisdictions (International) 29400
- project case files 29400
- program case files 29400
- research case files 29400
- sample dispute resolution clauses 29475
- training 29450
DISPUTES
- involving reserve boundaries 33650
- out of court settlements of 32180

DOCUMENT PREPARATION

advisory services 29475

- contracts and agreements 29475

- clauses 29475

- miscellaneous documents 29475

- policy 29475

- regulation 29475

- rules of court 29475

- statutes 29475

- treaties 29475

DOUGLAS TREATIES 33860
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
DRAFT
- Acts 34200
- British Columbia Rules of Court and Related
Enactments 34420
- Bills 34200
- dispute resolution 29475
- orders in council 34200
- regulations 34200
- Revised Statutes of British Columbia 34440
- Statutes of British Columbia 34460
- Third Reading Bills of British Columbia 34480
DRAFTING
- Acts 34200
- Bills 34200
- dispute resolution 29475
- orders in council 34200
- regulations 34200
DRAFTING OF LEGISLATION CASE FILES 34200
DRUG
- abuse 33750
_E_

ECONOMIC DEVELOPMENT

- on aboriginal reserves 33350

- First Citizens' Fund Loan Program 33500
ECONOMIC DEVELOPMENT CASE FILES 33350
EDITING OF ACTS CASE FILES 34200
EDITING LOG 34200
EDUCATION

- aboriginal 33750

- dispute resolution resources 29350
ENERGY AND MINERAL RESOURCE CASE FILES 33555
ENERGY RESOURCES 33555

- aboriginal economic development of 33350
ENFORCEMENT

- of maintenance orders 32480

ENVIRONMENT (AL)

- case files 33400
- in Crown land real estate transactions 32160
- issues affecting aboriginals 33400
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
EQUIPMENT

- agreements 32080

- leases to Crown corporations 32640
ERRATUM NOTICE 34600
ESCHEATS 32190
ESTATE

- files 32120

EXPERTS (See secondary -30 under appropriate subject
primary in section 3)

EXPROPRIATIONS 32840

_F_

FACTUMS (See tertiary -20-06 under appropriate
subject primary in section 1)
- master file (See secondary -40 under appropriate subject
primary in section 1)

FAMILY
- advocate 32310-32380
- law 32410-32500
- lawyers, appointment of 32320, 32380, 32440

FEDERAL (See secondary -20 under appropriate subject
primary in section 3)

- aboriginal policy 33540-33560

- provincial agreement 33825

- provincial fishing jurisdiction 33560
FIDUCIARY DUTY CASE FILES 33450
FILE (D)

- regulations case files 34600

- unproclaimed

34600

FILES

- case (See CASE FILES)

- estate 32120
FINANCING

- government activities 32610 - 32640
FISH RESOURCE CASE FILES 33560
FISH RESOURCES 33560

- aboriginal economic development of 33350
FISHING - OFFENSES 33560

- prosecutions 33560
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
FISHING - SUSTENANCE 33560
- federal - provincial jurisdictions 33560
FIRST CITIZENS' FUND LOAN PROGRAM 33500
FOREST RESOURCE CASE FILES 33565
FOREST (S)
- aboriginal economic development of 33350
- resources 33565
- roads on aboriginal reserves 33680
- tenures 32160

FRAMEWORK AGREEMENT

- Nisga'a 33870
FUTURE SPENT NOTES 34600
-G -
GAMBLING
- on aboriginal reserves 33750
GAMBLING CASE FILES 33660
GASOLINE TAX 33670

GAZETTE PART II

- annotated 34600

- weekly index 34600
GENDER INCLUSIVE LANGUAGE LIST 34800
GITKSAN

- comprehensive claim 33210
GOVERNMENT

- agreements 32010 - 32090

- financing 32610 - 32640

- liability 32140

- policy, legal advice on 32780
GRANTS

- natural resource exploitation 33140-33260

_H_

HARVESTING

- kelp 33150

- mushroom 33565
HEARINGS

- quasi-judicial 32820
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS

HERITAGE SITES

- aboriginal 33050
HIGHWAYS

- on reserves 33680
HISTORICAL

- research 33600

- trails 33050

- treaties 33860
HISTORICAL TREATY CASE FILES 33860
HOUSING

- in Crown land real estate transactions 32160
HUNTING

- offenses 33590

- prosecutions 33590
HYDROELECTRIC DEVELOPMENT 33585

- aboriginal economic development of 33350

HYDRO LINES

- on reserves 33680
_I_
INCORPORATION
- of non-profit societies and Crown corporations 32660
INDEX
- Gazette Part II 34600
- regulation card 34600
- Statutes 34600

INDUSTRIAL DESIGNS
- applications for 32100

INQUESTS
- coroners 32140

INQUIRIES (See secondary -20 under appropriate subject primary
in section 3)
- coroners 32140

INSTRUCTION SHEET/CHECKLIST 34440

INTELLECTUAL PROPERTY
- protection of 32100
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
INVESTMENTS
- government 32630
_J_
JUDICIAL
- hearings 32820
- initiative 29400

JURISDICTIONS, OTHER (See OTHER JURISDICTIONS)

JUSTICE
- administration of 33100
_K_
KELP
- harvesting 33150
_L_
LAND (S)
- aboriginal economic development of 33350
- claims (See COMPREHENSIVE CLAIMS)
- conveyance 32160
- cut-off claims 33825
- expropriations 32840
- impact of pesticides on 33410
- in Crown land real estate transactions 32160
- management of agriculture 33570
- management of wilderness 33570
- resources 33570
- selling of private 33570
LAND RESOURCE CASE FILES 33570
LANGUAGE
- aboriginal 33050
LAW(S)
- administrative 31200
- cases (See CASE FILES)
- constitutional 31200
- family 32310-32500
- interpretation of common 32780
LAWSUITS
- involving the Crown 31100-31500
- out-of-court settlements of 32180
LAWYER (S)
- appointment of family 32320, 32380, 32440
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
LEASES
- Crown land real estate 32160
- equipment 32640
- for client ministries 32040
LEGAL
- actions of government 31100-31999
- advice 32780
- opinions 32780
- services to government 32000-32999
LEGISLATION
- dispute resolution 29475
- drafting list 34200
- drafting on aboriginal issues 32720

(See also secondary -20 under appropriate subject
primary in section 3)

- requests (approved) 34200
- requests (rejected) 34200
- publishing 34400

LEGISLATION PUBLICATIONS
- British Columbia Rules of Court and Related

Enactments 34420
- Consolidated Regulations of British Columbia 34600
- Revised Statutes of British Columbia 34400
- Statutes of British Columbia 34400
- Statutes of British Columbia drafts 34460
- Third Reading Bills of British Columbia 34440
LEGISLATIVE ACTIVITIES 32710-32760
LICENCES
- for client ministries 32060
- for crown land real estate transactions 32160
LIST
- Act repeal and title changes 34400
- annual Act 34600
- comprehensive order in council (OC) Act and
provisions 34400
- gender inclusive language 34800
- legislation drafting 34200
- looseleaf proclamation 34440
- obsolete statutes 34800
- order in council (OC) Act and provisions 34400
- plain language 34800
- subject index chapter numbers 34400
- statute schedule 34800
LITIGATION 31100-31500
LOANS
- for aboriginal economic development 33500
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
LOG
- chapter numbers 34480
- editing 34200
- looseleaf 34440
LOGGING
- aboriginal business 33350
LOOSELEAF
- camera ready Acts converted to the Queen's
printer database system 34440
- logs 34440
- page proofs 34440
- proclamation list 34440
- Revised Statutes of British Columbia 34440

LOTTERY (IES)
- on aboriginal reserves 33660

MAINTENANCE ORDERS

- enforcement 32480
MARKUP

- table of statutes 34480

- Third Reading Bills of British Columbia 34440
MARRIAGE

- aboriginal 33750
MCKENNA-MCBRIDE AGREEMENT 33675
MEMO

- Acts in force 34600

MEMORANDA OF ARGUMENT (See FACTUMS)

MINES 33555
- aboriginal economic development of 33350
MINERAL RESOURCES 33555
- aboriginal economic development of 33350

MINISTRY (IES)

- agreement 32010-32090
MINISTRIES/STATUTES BINDER 34600
MISCELLANEOUS (dispute resolution documents) 29475
MORTGAGE (S) 32160
MUSHROOM

- harvesting 33565

G:\ORCS\LSBINDEX\2003/05/29 Application 142698 Amends Schedule 105050 ORCS/LSB INDEX - 16



OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS

NATURAL GAS

- aboriginal economic development of 33350
- resources 33575
NATURAL RESOURCE CASE FILES 33550

NATURAL RESOURCES

- economic development of 33350
NEGOTIATIONS

- treaty 33880
NISGA'A

- comprehensive claim 33870

- fiduciary duty 33450

- framework agreement 33870

- treaty 33870
NISGA'A NEGOTIATION CASE FILES 33870
NON-PARTICIPATING CASES 31200, 31500
NON-PROFIT SOCIETIES

- incorporation of 32660
NOTE (S)

- future spent 34600
NOTICE

- erratum 34600

- of tax assessments and appeals 32920
NOTICE TO MEDIATE PROCESS 29050

_O_

OBSOLETE STATUTES LIST 34800
OFFENSES

- fishing 33560

- gambling 33660

- hunting 33590

OFF-LENDING

- to Crown corporations 32620
OIL AND NATURAL GAS CASE FILES 33575
OIL RESOURCES 33575
- aboriginal economic development of 33350
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
OIL SPILLS 33420
OPINIONS

- legal 32780
ORDER IN COUNCIL (0OC)

- Act and provisions list 34400

- drafts 34200
ORDER (S)

- in council 32740, 33720

- maintenance 32480
OTHER JURISDICTIONS (See secondary -03 under appropriate 32180

subject primary in section 3)

- dispute resolution (Canada) 29400

- dispute resolution (International) 29400

- family law 32460
OWNERSHIP

- of private land 33570

_P_
PARKS

- aboriginal economic development of 33350

- in Crown land real estate transactions 32160
PARKS CASE FILES 33580
PATENT (S)

- applications 32100
PESTICIDE CASE FILES 33410
PESTICIDES 33410
PETROLEUM RESOURCES 33575

- aboriginal economic development of 33350
PIPELINES

- on reserves 33680
PLAIN LANGUAGE LIST 34800

PLEADINGS (See tertiary -20-04 under appropriate subject
primary in section 1)

POLICING
- on reserves 33100

POLICY (See also secondary -00 under appropriate subject

primary)
- dispute resolution 29475
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS

- government, legal advice on 32780

- ministry fiduciary duty policy 33450
POLLUTION 33420
POLLUTION CASE FILES 33420
PRE-EMPTIONS 33570
PREFACE MATERIAL 34440
PRIVATE

- land 33570

PROCEDURES (See secondary -00 under appropriate subject

primary)

- dispute resolution 29475
PROGRAM (S)

- dispute resolution 29400

- First Citizens' Fund Loan 33500

- social 33750
PROJECT (S)

- dispute resolution 29400
PROPERTY (See also REAL ESTATE) 32100

- intellectual 32190

- reverted to Crown by escheat 33300
PROSECUTIONS

- fishing 33560

- hunting 33590

PROVINCIAL (See secondary -20 under appropriate subject
primary in section 3)

- policy
- federal agreement 33825
- federal, fishing jurisdiction 33560
PUBLICATION CHECKLIST 34400
PURCHASE
- of equipment 32080
_Q_
QUASI-JUDICIAL HEARINGS 32820
_R_
RAILWAY (S)
- belt resources 33570
- on reserves 33680
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
RANGELAND
- tenures 32160
REAL ESTATE 32830-32840
- Crown 32160

RECIPROCAL ENFORCEMENT

- of maintenance orders 32480
RECORD

- of third reading Bills borrowed 34480
REGULATION (S)

- artwork 34600

- card index 34600

- Consolidated Regulations of British Columbia logbook 34600

- drafts 34200

- dispute resolution drafts 29475

- editing 34200

- filed regulations case files 34600

- full text electronic record 34600

- legislative 32760
REGULATORY AGENCIES

- judicial hearings before 32820
REJECTED REQUESTS FOR LEGISLATION 34200
RELIGION

- aboriginal 33050
REPORTS

- family advocate 32340
REQUEST FOR LEGISLATION CASE FILES 34200

REQUEST FOR LEGISLATION CASE FILES

- accepted 34200

- rejected 34200
REQUEST FOR LEGISLATION - REJECTED CASE FILES 34200
REQUESTS

- for appointment of family advocates 32320, 32380

- for legislation 34200
RESEARCH

- aboriginal 33600

- dispute resolution 29400
RESEARCH AND PROGRAM DEVELOPMENT (dispute resolution) 29400

- other jurisdictions - Canada 29400
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
- other jurisdictions - International 29400
- reports and studies 29400
RESEARCH MATERIALS CASE FILES 33600
RESERVE CASE FILES 33650
RESERVES 33220
- access roads through 33680
- boundaries 33650
- dispute over aboriginal boundaries 33650
- forest roads on 33680
- policing on 33100
RESOURCES
- natural 33550 - 33590
- railway belt 33570
REVISED STATUTES OF BRITISH COLUMBIA 34440

REVISED STATUTES OF BRITISH COLUMBIA

- drafts 34440
RIGHTS

- aboriginal (See secondary -20 under appropriate subject

primary in section 3) 33220

RIVER DIVERSION PROJECTS 33585
ROADS 33220

- on reserves 33680

_S_

SALE (S)

- Crown land real estate 32160

- equipment 32080

- of private land 33570

- tax 33670
SAMPLE DISPUTE RESOLUTION CLAUSES 29100
SELF GOVERNMENT 33700
SELF-GOVERNMENT CASE FILES 33700
SERVICES

- social 33750
SETTLEMENT (S)

- comprehensive claim 33200

- litigation 31100-31500

- out-of-court 32180

- specific claim 33800-33825
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
SHEETS

- status 34440
SITES

- heritage 33050
SOCIAL ISSUE CASE FILES 33750

SOCIAL PROGRAMS
- involving aboriginals and aboriginal groups 33750

SOCIAL SERVICE (S)

- involving aboriginals and aboriginal groups 33750
SOCIETIES
- non-profit 32660
SOLICITOR(S) 32000-32999
- litigation 31500
SPECIFIC CLAIM CASE FILES 33800
SPECIFIC CLAIMS 33800
- of railway corridor belt resources\ 33570
STATUS SHEETS 34440
STATUTE (S)
- case files 34800
- dispute resolution drafts 29475
- index 34600
- ministries/statutes binder 34600
- obsolete statutes list 34800
- Revised Statutes of British Columbia 34440
- schedule list 34800
- table of statutes markup 34460
STATUTE CASE FILES 34800

STATUTES OF BRITISH COLUMBIA

- drafts 34460
SUBJECT

- index chapter numbers list 34400
SUBSURFACE RIGHTS 33555
SUBSTANCE ABUSE 33750
SUMMARTIES

- family case law 32500
SUSTENANCE

- activities of aboriginals 33450

- fishing 33560
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
_T_
TABLE
- of enacted Bills 34480
- of statutes markup 34480

- showing Bill numbers and corresponding chapter
number of Acts as they will appear in the Statutes

of British Columbia 34480

TAXATION CASE FILES 33670

TREATIES CASE FILES 33850

- dispute resolution 29475

TREATY COMMISSION CASE FILES 33880

TREATIES (dispute resolution) 29475
TAXATION

- appeals 32920

- involving aboriginals and aboriginal groups 33670
TEACHERS

- decertification of 32170

TELEGRAPH LINES
- on reserves 33680

TELEPHONE LINES

- on reserves 33680
TENURES

- Crown land 32160
THIRD READING BILLS OF BRITISH COLUMBIA 34480

- drafts 34480

- markup 34440

- Queen's Printer instruction copies 34480

TRADEMARK (S)

- applications 32100
TRATILS

- on reserves 33680
TRAINING RESOURCES (dispute resolution) 29450

- judicial training 29450

- legal professional training 29450

- ministry and inter-ministry training 29450

- reports and studies 29450
TRANSFER

- of equipment 32080
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
TRANSMISSION LINES 33220
- on reserves 33680
TRAPPING 33590
TREATY (IES 33850 - 33870
- dispute resolution 29475
- Douglas 33860
- historical 33860
- modern-day 33200
- Nisga'a 33870
- negotiations 33880

TREE-PLANTING

- aboriginal 33350
TRIAL
- documents (See tertiary -20-05 under appropriate subject
primary in section 1)
TRUST (S)
- charitable 32120
- funds 32090
_U_
UNPROCLAIMED
- Acts and amendments 34800
- file 34600
_V_

VANCOUVER ISLAND

VILLAGE SITES

- aboriginal 33050
_W_
WATER RESOURCE CASE FILES 33585
WATER-RESOURCES 33585
- aboriginal economic development of 33350
- impact of pesticides on 33410
WET'SUWET'EN
- comprehensive claim 33210
WHITE CLERICAL CHANGE CARDS 34400

WILDERNESS AREAS
- in Crown land real estate transactions 32160
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This records schedule is approved in accordance with the Document Disposal Act (RSBC

1996, c. 99). It constitutes authority for retention and disposition of the records
described herein provided ORCS has been implemented according to standards approved
by Corporate Records Management Branch. For assistance in implementing ORCS,

contact your Records Officer.

SUBJECT HEADINGS PRIMARY NUMBERS
WILDLIFE RESOURCE CASE FILES 33590
WILDLIFE-RESOURCES 33590
- aboriginal economic development of 33590
- impact of pesticides on 33410

_X_

_Y_

_Z_
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