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EXPROPRIATION COMPENSATION OPERATIONAL RECORDS CLASSIFICATION SYSTEM 

Attorney General 
E~:pI~Ot)r:La1tilon Compensation Board 

~ 

Expropriation Compensation Operational Records Classification System 
(ORCS) covers all operational records created, received, and maintained by the 
Expropriation Compensation Board. 

These records document the process of determining the amount of 
compensatiori to be paid to an owner whose property has been expropriated by a 
public agency as provided under the Expropriation Act (SBC 1987, c. 23). 

For further descriptive information about these records, please refer to 
the attached executive summary. 

*1987/06/26-ongoing see attached schedule 



Sherry Andrews, Office Manager, 387-4321 

These records are created and received under the authority of the 
Expropriation Act (SBC 1987, c. 23), and subsequent legislation governing the 
operational responsibilities and functions of the creating agency. 

The retention and final disposition guidelines specified in the attached 
Operational Records Classification System meet the creating agency's 
information requirements, ensure fiscal and audit control, protect 
government's legal rights and liabilities, and provide for effective 
management of the agency's operational functions. Upon expiry of the active 
and semi-active retention periods, the records covered by t~is recommendation 
will no longer be of any primary value to government. 

*Before 26 June 1987, when the Expropriation Compensation Board was 
created, a disagreement on the amount of compensation being awarded was 
adjudicated by an arbitrator appointed by both parties involved in the 
expropriation. Records of the arbitration were considered the property of the 
arbitrator, although copies of the arbitrator's decision were retained by the 
expropriating authority. 

The final disposition recommendations protect records considered to have 
archival values. 

Record series or groups of records which will be retained in their 
entirety are indicated by "Full Retention." 

Record series or groups of records which will be retained in part are 
indicated by "Selective Retention." Selective retention means a sampling, a 
percentage or statistical sample, or a selection based on recognized archival 
techniques. For the meaning of selective retention with respect to a specific 
record series, see the attached schedule. 

The definitions of both selective and full retention provide that 
unnecessary duplicates, transitory materials, and ephemera may be discarded. 



                    OPERATIONAL RECORDS CLASSIFICATION SYSTEM                    

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

(RSBC 1979, c. 95.  It constitutes authority for retention and disposition of 

the records described herein provided ORCS has been implemented according to 

standards approved by the British Columbia Archives and Records Service.  For 

assistance in implementing ORCS, contact your Records Officer.                                                                                               

      A SA FD 

 

 

  
 

 

                                                                                  

A  = Active CY = Calendar Year DE = Destruction 

SA = Semi-active FY = Fiscal Year SR = Selective Retention by BCARS 

FD = Final Disposition NA = Not Applicable FR = Full Retention by BCARS 

OPR = Office of Primary Responsibility w  = week  m = month  y = year 

PIB = Personal Information Bank  VR = Vital Records   PUR = Public Use Record 

BCARS = B.C. Archives and Records Service SO = Superseded or Obsolete 
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Expropriation Compensation 

  

 Operational Records Classification System 

 

 Executive Summary 

 

 

 This Operational Records Classification System establishes a 

classification system and retention and disposition schedule for the 

operational records created by the Expropriation Compensation Board.  

The active and semi-active retention periods specified in the schedule 

meet all operational, administrative, legal, fiscal, and audit 

requirements.  The British Columbia Archives and Records Service has 

reviewed the final disposition to ensure that records having residual 

values to government or historical values are preserved. 

 

 The summary which follows describes the basic types of records and 

identifies the retention periods and final disposition: 

 

 

 1) Exhibits   SO nil DE 

   (secondary 82100-03) 

  

  Upon the conclusion of the hearing, and 

expiry of all statutory limitations on 

appeals the records are returned to owner.  

If the owner does not want the exhibits, or 

if a reasonable attempt to return them has 

failed, the records are destroyed. 

 

 

 2) Expropriation compensation case files SO 7y FR 

   (secondary 82100-20) 

   

  Appealed expropriation compensation case 

files are retained for seven years after the 

expiry of the appeal period and completion of 

appeals to the British Columbia Court of 

Appeal.  Final disposition is full retention 

by BCARS.  

       

 

          (Continued on next page) 
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 3) Expropriation compensation index SO nil DE 

   (secondary 82100-02) 

 

  Each expropriation compensation index is 

destroyed after it has been updated.  

 

 

      

 4) Policy and procedures SO 5y FR 

   (secondary -00 throughout ORCS) 

 

  Expropriation compensation policy and 

procedure files are retained for five years 

after becoming superseded or obsolete.  Final 

disposition is full retention by BCARS. 

 

 

 5) General Records  CY+1y  3y DE 

   (secondary -01 throughout ORCS) 

 

  Expropriation compensation general records 

are destroyed four years after the calendar 

year in which they are created. 
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For further information, call your Record. Officer, 
Terrence KcKenny, 356-6528 

British COlumbia Archive. and Recorda Ssrvice 
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BXPROPRIATION COMPENSATION BOARD 

OPJRA;IOIIJU, RlC9IU1' g.usrrICAtIOII 'XS:rp 

Part 1, Th. Operational Record. Cl, •• ificatioD 'y,tam 'ORCS) 

1.1 Introduction 
1.2 Purpose 
1.3 Records and Recorded Information 

Part 2, 

2.1 

An Bffective Records Management Syetem 

Introduction 

2.2 The Classification Syst .. 
2.2.1 staff Responsibiliti •• and Procedure. 
2.2.2 Classifying Record. 

a) Alphabetic Subject Index 
b) Broad Subject Approach 
c) Policy and Procedure. Files 
d) General File. 

2.3 The File Li.t 

2.4 other Finding Aids 

2.5 
2.5.1 
2.5.2 

Filing and Maintenance Procedure. 
File Maintenance 
File Circulation 

2.6 BOxing and Transfer Instructions 
2.6.1 Accession Humbers 

a) One-time Accession Humbers 
b) Ongoing Accession Humbers 
c) Ongoing Accession Humbers for Expropriation compensation ca.e 

Files 
2.6.2 Transfer of semi-active Records to Off-site Storage 
2.6.3 Transfer of Inactive Recorda to Off-site Storage 

2.7 Freedom of Information and Protection of Privacy 

2.8 Information System OVerview 
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1.1 

PART 1 DB OPIBAt'QW' UCOBDI sa"trJc;pIQl 'JnPI (OICI) 

An Operational Record. Cla •• itication Sy.t,. (~l i. a tool to 
facilitat. the organization, r.tri.val, .torage, and di.po.ition of 
operational r.cord. throughout th.ir lit. cycl., from cr.ation to final 
di.po.ition. Operational r.cord. relate to the operation. and •• rvic •• 
provided by your board in carrying out it. lIaIldat. of-'xproprJ.ating ,land 
and providing compen.ation. 

Admini.trativ. record. ar. common to all unit. of gov.rnment and ar. 
u.ually di.tinct from operational record.. Admini.trativ. record • 
• upport hou •• ke.plog function. .uch a. the management of faciliti •• , 
property, _t.rial, financ •• , peraonn.l, and information .y.t_. 
Admini.trativ. r.cord. al.o r.lat. to common _nagement proc ••••• , 
including committ ... , agr.ement., contract., information •• rvic •• , legal 
opinion., and oth.r .imilar function.. Although th ••• r.cord. ar. 
conaidered adminiatrativ., th.y _y have con.id.rabl. operational 
impact. 

Th. Briti.h COlumbia Archiv.. and R.cord. S.rvic. ha. d.v.loped a 
.tandard government-wid. cla •• itication .y.t .. for all admini.trative 
r.cord. of the Government of Briti.h COlumbia. It i. known a. the 
Administratiye Record. Cla •• ificotion Sy.tag (6B&l). 6B&l provide. 
common h.ading. for cla •• ification of common record. acro •• government. 

Each QB£l i. tailored to fit the .pacific operational r.cord. of • unit 
of government. Thi. QB£l cover. all operational record ••• ri •• created 
or r.ceived by your board .inc. 26 Jun. 1987. It doe. not includ. older 
r.cord •• rie. to which addition. ar. no longer being _de. To obtalo 
approval for di.po.ition of .uch r.cord., .ubait via your Record. 
Officer on. r.cord ••• rvic •• application (fora ARB 118) for .ach r.cord 
.erie •• 

Each mini.try, gov.rnment ag.ncy and Crown corporation ha. a d •• ignated 
person r.sponlibl. for implementing and coordloating r.cord. ~agement 
procedures. This record. offic.r, often called the Hini.try Record. 
Officer, .hould be contacted for further information whenever nece.sary. 
If you cannot determine who your Record. Offic.r i., call thl Archiv •• 
and Records Service at 387-1321. 

~ i. a atandard cla'lification .y.t .. for operational r.corde. It i. 
a .y.tem for the identification and ~agament of operational r.cord. 
regardl ... of phy.ical format (paper fil •• , a!orofila, optical dilk, 
_go.tic tape, dillc.att .. , etc). It helpa ~ find thl information ~ 
need, when you need it, at thl l.a.t pos.ibl. co.t. QB£l alao provide. 
a framework to manage the r.t.ntion and di.po.ition of record.. With 
the QB£l you can id.ntify and pre •• rve the •••• ntial and dispo.e of the 
valuel... 10 a timely fa.hion. 

~ lotegrate. thr.e vital record. ~agament conc.pt. into one 
comprehen.iv. management plan for ~r board'. operational r.cord •• 
~ i. organized to •• rv. a. a retri.val aid, a record. clas.ification 
.yet .. , ~ a r.cord. r.t.ntion and di.po.ition .chedul •• 
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A r.cords schedule is a timetable d.soribing and gov.rning the lif.span ( 
of a r.oord from the date of its creation through the period of its 
activ. and s .. i-activ. us., to the date of its disposition, .ith.r by 
d.struction, transf.r to the custodian.hip of the Archiv.. and R.cord. 
S.rvic., or removal from the control of the Gov.rnment of Briti.h 
COlumbia. 

Th. r.cord. .ch.dul.. incorporated into ~ identify r.cord. of 
perman.nt valu., prot.ct the operational, audit, legal, and fiacal 
valu.. of all r.corda, and pera1t the rout in., ooat-.ff.ctive 
di.poaition of inaotiv. r.corde. 

Th. .tructur. and organization of ~ is d.scribed in d.tail in the 
"Bow to 0 •• ~. s.ction. All technical t.rIIII uaed h.r. and .lsewh.r. 
are d.fined for your oonv.nienc. in the glossary which ia located at the 
back of the "Bow to Os. !2BS:I" s.ction. 

Th. priaa¥1' purpos •• of gaga. 

• !2BS:I i. a tool for .x.cutiv. oontrol of recorded inforaation. 

• lm!:l provide. a legal "'a1& on whioJa th. integrity, authentJ.city, 
iapartJ.ality, and ~let_ •• of operational recorda _,. be 
•• tablished. 

• 2B!a ia a k.,. .l_t of .. agaDCJ". vJ.tal record. progr ... 

• 2B!a ia a retri.val d.vic. to aid .ffectiv. aaDageaeBt of re.ourc.a. 

• lm!:l i. a filiag .. 4 record. ola •• ifioation .rat.. for inforaatJ.on 
r •• ourc ••• 

• lm!:l i. a aanag ... nt plan for th. retention and dJ.apo.ition of 
reeorcls. 

• 2B!a i. a fr..-rk for tba au4J.t and revJ._ of operation. functJ.on •• 

1.3 Recorda 1A4 Recorde4 Ipfonytiop 

Th. pocument pitpo,al Act (RSBe 1979, c. 95, Be 1983, c. 20) .atabliah.a 
approval requirement. for the r.t.ntion and di.po.ition of record. and 
r.cord.d information. An!2BS:I i. approved under the provi.iona of the 
pocument pi.po,al Act and deacribea type. of operational r.oorde and 
,pecifi.a th.ir r.t.ntion perioda. 

The poc"' .... nt pisposal Act uaea the t.ra "r.oord" aa d.fined in the 
Interpretation Act (RSBC 1979, c. 206, a. 29). Recor4 ia d.fined 
broadly to includ. all recorded information regardl.,a of phyaical 
format. 

"record include. booke, document., map., drawinga, photographa, 
letter., vouch.rs, paper. and any other thing On which information 
ia r.corded or stored by an mean. whether graphic, .l.ctronic, 
mechanical or oth.rwi ••• • 

Thia definition appli.s to All r.corded information cr.ated, kept, u.ed, 
or filed by the mini.triea, commia.iona, board., and oth.r inatitutiona 
of the Executiv. Government of Briti.h Columbia to which the P9$"'mnnt 
piepoell Act appli.a. 
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The Document pi.po.al Act e.tabli.he. procedure. tor the approval ot the 
record •• chedule. and cla •• itication .y.t ... developed by the Archive. 
and Record. Service and government mini.triee. Thi. ~ wa. reviewed 
by the Apprai.al and Acqui.ition Section of the Archive. and Record. 
Sarvice, your mini.try exacutive, the Public Document. Committ .. , and 
the Select Standing Committ .. on Public Accouot. (commonly called the 
Public Account. Committ .. ,. It wa. then approved by re,o.lution of the 
Lagillative AI.ambly. That relOlution e.tabUebed thLa iB!<l .. the
retention and di.po.ition .cbedule for the operational record. of the 
Expropriation Compen.ation Board. 

Soma cate;orie. of record. or data have 'pecial retention and 
di.poaition requir_nta and may be handled by davelopioq .pecial 
record •• chedule.. The.e .chedule. can be .tandardi.ed tor all 
mini.tria., and can cover both admini.trative and operational raoord •• 
They can be u.ed effactively to di.po.e of routine racord. and eph_ral 
material, can be adju.ted to meat the retantion probl ... po.ed by 
changing tachnologie., and can protact the long-term value. of exacutive 
record •• 

The following catagoria. of 'pacial record. .chedulee are contained in 
the ~ Kaoual. 

Trao.itory Recorda 
Tran.itory Electronic Record. 
Elactronic Mail 
Word Proce •• ioq Recorda 
Special Hadia Record. (iocludiog photograph., _ion picture., audio
vi.ual _terial., videotape., etc., 
axecutive Record. 
Commieeion of Inquiry aacord. 
Record copie. of Publ1.he<l Map. 

S.. tha epacial echedula. .action of tha ~ Kaoual for a da.cription 
of the.e racord. and the racorde retention and di.po.ition .chedule. 
covaring them. 
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PART 2 M llnC'flD gmp. MMMIMIFD nnw 

2 .1 tptro4ue1;iop 

Thi. part outlin.. the major f.atur.. of a r.cord. management ay.tam .nd 
d •• cribe. the tool. n.eded for .ff.ctiv. filing operation •• 

. An .ffective r.cord. management .y.t .. ha. five •••• ntial .lement. to 
.id retri.v.l and maintenance, 

• The Cla •• ific.tion/scheduling 8y.tam 

• The Pile Li.t 

• Finding Aid. (indexe. and cre •• -r.terence guide.) 

• Filing and Maint.nance Procedure. 

• Boxing and Tran.f.r In.truction. 

2.2 1'- Cl,.,ifiea\iop By.t .. 

2.2.1 

A .tandard cla •• ification .y.t ... uch a. ~ i. the corner.tone of an 
effective record. management .y.t... The cla •• ification give. an 
indication of wh.t record. are cr.ated and u.ad by the .gency and how 
the record. are placed within a record •• y.t... The aection., 
primarie., .cope note., and .econdarie. of ~ not only indic.te 
.tandard cla •• ification and filing categorie., but .lao aid .cc ••• and 
guide r.triev.l. 

For the freqgent u •• r, .earching for a place to file a commonly u.ed ( 
record, ~ verifie. cla •• ification. Por both the experienced and the 
inexperienced u.er faced with a new .ubject or form, ~ indicate. the 
appropriate primary location for the record. Por all u.er., ~ 
provide. a catalogue of gener.l .ubject heading. for retrieval and 
ace •••• 

The cla •• ification .yetam ie the ba.i. for other finding aid., .uch a. 
file liet. and indexe., 2B£l indicat •• all of the operational record. 
which sight .xiat in an office. The file liat document. thoae file. 
which have actually been opened. 

Staff ... poa.ibilitie, ap4 Procedure. 

The Archive. and Record. Service recommend. that each .taff member be 
r.aponeible for cla •• ifying document. which he or .he create.. Thi. 
includee recording the complete primary and eecondary number on the top 
right hand corner of the document before it ie typed, photocopied, or 
diatributed. Over time, your corr •• pondente will begin to quote your 
file number on return mail and lee. incoming mail will reqgired 
cla •• ific.tion. 

The Archive. and Record. Service .1'0 recommend. that the etaff member 
re.poneible for opening, logging, and di.tributing incoming mail 
cla •• ify .11 incoming mail before it i. di.tributed to the .ddr...... If 
that individual i. unable to cla •• ify an individual it .. , he or .he 
.hould refer it to the recipient for a primary and •• condary number. 
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2.2.2 '11 •• ,(.i89 IIs9Ed' 
It ia important to be conaiatent in aaaigning primary and .. condary 
numbera, aa the filing and retrieval of the information ia dapendent 
upon the claaaification number aaaigned to a document. 

The Archivea and Recorda Service recommenda that a memo deal with only 
one aubject. Cecaaionally, it may be nece.aary to photocopy a document 
which deala with more than one aubject, place it on two or more filea 
and croaa-reference it appropriately. If the document haa more than one 
page, only photocopy the f!rat pege and croaa-reference it to the 
location of the complete document. 

Recorda are claaaified baaed upon how they will be referenced or 
retrieved. In order to aelect a claaaification number, firat read and 
underatand the document. The aubject ia not alwaya obvioua. When the 
document deala with mora than one aubject and you are having difficulty 
claaaifying it, think about whare aomeone other than your .. lf would look 
f!rat for the information. 

Uae either the alphabetic aubject index or the broad aubject approach, 
or a combination of tha two, to decide upon a number. PamaGber that the 
number reflecta the aubject of the document and not nece.aarily the 
aender or recipient. 

a) Alphabet!; lub1agt Inde. 

To uae the index, think of varioua aubject tarms which deacribe the 
record. Look under that tere or aynonyma in the index. Locate a 
number, and then refer to that primary block in the claaaification 
ayatam to enaure that the number ia the beat poaalble one. Read1ng 
the primary acope notea will clarify whether or not a document ahould 
be clasaified in a given primary. If the appropriate clasaification 
waa difficult to locate, conaideration ahould be given to updating 
the index. For a discuaaion of the index, aee part 2.4 of thia 
introduction. 

b) Broad Subject Approach 

When it ia difficult to deacribe a document in aubject terms, decide 
under which of the main primary heading the record 1& moat .likely to 
fall. Turn to the liat of primariea for the moat relevant ~ 
.. ction, pick one or more primariea which aight be applicable and 
than browae through tho .. primariea, read1ng acope note. and 
reviewing .. condary numben and titlea. Chao.. tha mqat; appropriate 
primary and aacondary and claaaify the document accordingly. 

c) Policy and Procedure Pile. 

Within each primary, the atandardized aecondary -00 ia reaerved aa a 
policy and procedurea file. Thia aecondary ia uaad for recorda that 
reflect uaagea, regulationa, precedent a and other material which in 
some way document management deciaiona on tha aubject matter of the 
primary. 

Policy and procedurea filea contain recorda relating to the plana, 
deciaiona, and actiona embracing the general goala and acceptable 
procedures of the creating agency. They include correapondenca and 
other recorda relat1ng to draft and approved policiea on a .pecific 
aubject including actual policy atatamenta, interpretationa of 
policy, development and diacuaeion of policy, and inquiriea regarding 
policy. 
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d) qan.r.l ril •• 

Within each primary, the .tandardiaed .econdary -01 i. re.erved a. a 
g.n.ral file. Record. which .. et one or more of the following 
crit.ria may be filed in the general file., 

• The r.cord doe. not fall within any of the exi.ting .econdarie., 
but doe. tall within the primary. 

• The record deal. with two or more .ubject. in the primary. In 
thi •• ituation, you could be more preci .. and file the original 
or a photocopy of the record in each .pacific file. 

• There i. no axi.ting cla •• ification number for the ~t. The 
general number i. u.ed until the .ubject i. .ignificant enough to 
warrant creating a n_ primary or .econdary number and title. 

In caa.. wh.re the ret.ntion period for .. condary -01 i. .hort.r than 
that of the .pecific .ubject or ca.e file aecondary, and/or the 
r.corda are .cheduled for •• lective or full retention by the Archive. 
and Record. S.rvice, a .eparate file ~ be opened. 

2.3 %he rile Li.t 

The file li.t i. a li.ting of each file which i. currently in u .. or 
which hal been created within an office. An accurate file li.t i. an 
•••• ntial record, a. it document. the creation and exi.tenca of 
gov.rnment record.. It aa.ure. the integrity and authenticity of 
r.cord. and may •• rve a. l.gal evid.nce. 

The file liet i. vital to 2BQI and i •• primary tool for the retri.val, 
control, and maintenance of record.. The Admini.tratiye Record. 
Claesification SYetem (ABQi) .pecifie. that file li.t. .hall be 
maintained and cla •• ified und.r ~ 423 Rteord' Managemant - lile 
control. ~ 423-03 cla •• ifie. current li.t. and ~ 423-04 
cla •• ifie •• uper.eded li.t.. Plea.e note that the .. file li.ta cover 
beth operational And admini.trative file. and that .uperaeded li.t. are 
.electively r.tained by the Archive. and Record. Service. 

The file li.t i. alao a ready retrieval guide. lor the frequent uaar, 
it indicat.. which file. have been opened and quickly direct. the uaar 
to t.he proper primary and .econdary. If a fUe doe. not. appear on t.he 
curr.nt file 11at., a file may be opened under t.he appropriat.e primary 
and •• condary. lile li.t. •• hould be regularly updated. 

2.. O\her ripding lid. 

There are a wide variety of finding aidl which may be ueed to facilitate 
r.trieval and cla •• ification of operational record.. The.e include 
.ubject and keyword index •• , automat.ed r.tri.val .y.tema, file tracking 
.y.tem., and list.. of ca.e file code. and corre.ponding t.itl ••• 

Office. may al.o develop indexe. to meet 'pecial needa, including 
subject cross-reference indexe., automated keyword indexe., proper name 
indexes, geographic location indexe., .tc. The indexe. t.hama.lve. are 
classified in ~ 423-05. Plea.e not. t.hat they are •• lectively 
retained by t.he Archive. and Record. Service. 
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Th. ind.x ingluded with this ~ gontain. an alpbabetigal li.tin; of 
primary and aegondary .ubj.gt., frequ.ntly u.ed t.rma, organi.ation., 
fora title. or number., etg. Tbi. index i. the .. in agg ••• point by 
wbigb the user .. y quigkly logat ••• ubjegt and tb. appropriate primary. 
For .ubject. or forma wbicb are commonly u.ed, the index allow. r.pid 
acc... into tb. cla •• ification .y.t .. in order to d.t.rmin. a primary 
number. 

2.5 Pll!PR ap4 laipt.paPC9 'ros!dpr •• 

2.5.1 

Filing and maint.nanc. procedur.. are •••• nti.l to tb. u.. and 
maint.nanc. of any r.cord-keeping .y.t... They are vital to record. 
gontrol. Tb.y •• tabli.b rule. for con.i.tency of cl ••• ifigation and 
gontrol of logatioD and agc.... They provide a .at of ragulu 
operation. for identifying record., incorporating tb-. into the 
cla •• ification .y.tem, controlling tb.ir u •• , and diapo.ing of tb .. wben 
no longer required. 

Tbe ba.ic function. or activities of filing and maint.nanc. are. 

• Hail Hanagement 
• Sorting 
• ltAtgi.tration 
• Cla •• ification 
• Indexing and cross-r.feranc. 
• Location COntrol 
• Filing 
• Cbarge-out 
• Di.tribution 
• ltAtcall and Searcb 
• ltAtf 11 ing 
• Pby.ical Maint.nanc. 
• Purging 
• ltAttention and Di.po.ition 

ltequirement. for record. retrieval, control and maint.nanc. vary fram 
office to office, and filing and maint.nanca procedur ••• bould r.flect 
tbese need.. Tbere are • vari.ty of _tbod. and .y.t ... wbicb can 
provide effective operation. for tbe •• ba.ic function •• 

U.. of ~ doe. not dictate a specific set of progedures for 
regi.tration, indexing, logation, cbug.-out, atc. Rather, ~ i. 
fl_ibl. .0 that it can tit into a wid. vuiaty of recorda-keeping 
.nvironment •• 

To .ffectiv.ly iJDpl_nt and maintain ~, offic ... hould develop and 
document progedures to cov.r thos. fUnction. wbicb they require. Filing 
and maintenance procedures are cla •• ified in ~ 423-02. Your ltAtcords 
Officer can belp to develop appropriate progedures for your offic •• 

Fil. KaintenMge 

An ~ covers many type. of operational records stored in various 
pby.ical formats. The agency respon.ibl. for tbe record. baa special 
needs and requirement. for it. filing .yetem. Bacb agency must 
establisb standard. for maintaining tbeir fil.s. For many offices, tb. 
following system works be.t. 
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Wh.n incoming mail end other r.cord. have been cla •• ified, they are 
fil.d in fold.r. labell.d with the compl.t. primary and eaoondary number 
end corra.ponding titl •• 

The Archiv •• end "cord. S.rvic •• upport. Project aLP (Eliminat. Legal
.iz. Fil •• ) end r.commend. the u •• of l.tter .iz. fil. fold.r., paper 
and filing equipment wh.r.v.r po •• ibl.. The purpo •• of aLP i. to reduce 
government co.t. by .liminating the nece •• ity of having both l&9al and 
l.tt.r.i.. paper. for record. and corre.pondenc.. Contact your "cord. 
offic.r for further information about thi. importent initiative. 

The file fold.r label ia prepared with the primary and eecondary number 
on the l.ft and the title on the right. It ie not _ ••• ary to type the 
full title in all ea.... Type the portion. of the title whieh make the 
label meeningful. COGImon .an •• ie uled to prepare label. whieh are 
conci •• , y.t di.tin9Ui.h fil •• adequately. The actual file .equ.nce end 
phy.ical location within the office will be dictated by acce •• 
requirement. and indicated on the fil. li.t. 

Pr.par. document. for filing by checking that the primary and .econdary 
number ia indieated, paper elipl are rllDOved, and duplie.te copi •• of no 
further value are di.carded. Document •• hould be filed in ehronolQ9ical 
order with the olde.t on the bottom. 

In the ca •• of flimay paper, .ueh a. fac.imile document. not produced on 
bond paper FAX machine., photocopy the information onto bond paper prior 
to filing end di.card the flimay copy. Flimay paper fac.imile document. 
rapidly deteriorate end the information th.y contain i. lo.t when i. 
procedure i. not followed. 

Monitor the file. for bulk and when the papar thickne.. exceed. the 
.coring on the bottom of the folder, clo •• the full folder and .tart a 
new one labelled volume 2, 3, 4, .tc. Place a coloured paper a. the top 
document in ord.r to indicate that a file i. clo.ed. Indicate on that 
coloured .heet the date renge and wh.r. further information will be 
filed. Related volume. are .tored tQgether While they are active, end 
older one. are placed in .emi-active .torage when their u.e become. 
infrequent. If multi-volume .et. are frequently opened under a .ingle 
cla •• ification, thi. may indicat. the n.ed to create naw, more apacific 
cla.aification •• 

Where poa.ibla, aheet. ahould be fa.tened in the file folder. When thia 
ia not po.aible or for _ae in culling file. at the end of the year, the 
Archive. end .. corda Service rec_M. attaching ~. to a file 
back Iheet. The file back .hould be labelled with the fl.eal or 
calendar year and ela •• ification number. U.a a cloaed flle notic. for 
aach file back when the flla i. cloaed and mark on it the method and 
date of final di.po.ltion 'e.g., "for DB on 1 April 1991", "for sa on 1 
April 1992", "for PR on 1 April 1993",. 

Hinimize mi.file. in the following way.' 

1. Iteep file labala legibla and .imple. 
2. Haintain 3-4 inches of free .pace on each file Ihelf or drawer. 
3. Place paper. in folder. 10 they do not go beyond the .coring on 

the folder or cover the file label. 
4. Write correct file number or heading on each document or 

underline it if it appear. in the text. 
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2.5.2 ,il. Circul'\'QR 

To avoid 10 •• ot tile., .apecially wh.n numeroua atatt r.t.r to the .ame 
r.cord., u •• circulation or ·out· card. when removin9 a tolder trom the 
cabinet. Write the borrower'. initial. on the out card. Only remove 
papera tor photoCOPYin9 and return the paper. to their ori9inal location 
in the tile. Return tilea promptly atter u.e. 

When photocopie. are III&de tor u .... _rkin9 paper., .ark th4a clearly 
a. a ·copy· with a atamp which u.e. a colour ot ink other than black. 

2.6 101J.u aM J'ru,hr IR'1;ruc1;!OP, 

The record. achedulea contained in ~ .pecify tbe active, .ami-active, 
and inactive phaae. ot the life cycle of tbe record and provide for the 
efficient and .y.t8lll&tic tran.fer of .ami-active and inactive record. to 
the off-aite .torage facilitie. provided by tbe Archive. and Record. 
Service. Bach ottice .hould document in.truction. and procedure. tor 
the r89Ular boXin9 and tran.ter ot recorda to ott-.ite .tora98. Por. 
di.cu .. ion of record •• chedule., pl ... e ... part. 2.9 and 2.10 ot ·Bow 
Te v.e ~. which follow. thi. introduction. 

In acme c.... tbe record. .chedule will provide tor tbe immedi.te 
de.truction of r.cord. when they are no 10n98r .ctiv.. In thi. ca.e, 
contact your Record. Ottic.r. Tbe Record. Officer can provide you with 
information about the .v.ilability ot recyclin9 and/or de.truction 
.ervicea. Rotify your Recorda Offic.r betore any de.truction of recorda 
occur. 

To identify record •• uitable for boxin9, review the ~ .chedule. 
annually and determine wh.t operational r.cord. have become .ami-activ. 
or inactiv. durin9 tbe pa.t year. Cont.ct your Record. Officer to 
report that you have .ami-active or inactive .cheduled operational 
record. which are re.dy for tranaf.r. Your Record. Officer will then 
reque.t off-.ite .torage and r.tri.v.l •• rvice. from Record. centre 
Services, Archive. and Recorda servic •• 

If .ccumulation. of active record. produce apac. problema in office 
areaa before the annual r.view, contact your Record. Officer. 

Recorda centre S.rvice., Archive. and Recorda Service, i •• ue. and tracka 
all .cc.aaion number.. An acce •• ion number i. • number identifyin9 a 
9rouP of record. to be tran.ferrad, and 18 u.ad to label, tran.fer and 
.tor. recorda. Bach box within an acce •• ion i. 9iven • unique box 
number by addin9 .equential number., be91nnin9 with number one, to tbe 
accession number. The full number mu.t appear on the label of .ach box. 
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lor the purpo... Of illu.tration, we .hall u.e 91-0123 a. an example of 
an acc8 •• ion number. '9 affiS' ,hou1« pl' it; t;o pnMn DPArst. for 
'Aplltr. 

Box Number. 91-0123-1 

91-0123 • the acce •• ion number i •• ued by Record. centre Service. 
-1 • the fir.t con .. cuti"e box number in acce •• ion 91-0123 

There are two type. of acce •• ion number.. one-t~ and oaqoing • 

• ) one-tiM Ace.alion Ilnmhtr. 

A one-time acce •• ion number i. u.ed by a .ingle office for a one-t~ 
tran.fer of record. to the Archi"e. and Recorda Service. 

Por further info~tion about one-time acce •• ion number., contact 
your Recorda Officer. 

b) Ongoing 19A,.iop 'umber. 

The Archive. and Record. Service .. y e.tabli.h ongoing acce •• ion 
number. for categories of admini.trative or operational record. which 
can be tran.ferred to off-.ite .torage or archi"al cu.tody year after 
year. The purpo.e of an ongoing acce •• ion number i. to group 
together the ._ type of recorda and facilitate tranater of tho .. 
record.. The ongoing acce •• ion number for a category of record. ~.t 
only be u.ed for future tran.fer. of the .... type of recorda. 

The "ROTB" format indicated below i. u.ed in sm&;l to annotate 
.econdary number. and title. to which an ongoing acce •• ion number 
applie •• 

NOTE. The OPR will &tore (RBCORJ)S SllUIS 
TITLE) under ongoing RCS acce •• ion 
number 91-0123. 

If 91-0123 were a real ongoing acce •• ion nWllber, the office to which 
it wa. issued would u.e it for a .pacific records .erie. or category 
of records. Accession number 91-0123 i. reserved for use by the .ame 
office for the ._ record .erie. until box number 9999 i. reached. 
Then, please ask your Records Officer to obtain a new ongoing 
accession number from Record. Centre Services. 

An ongoing accession number differs from a one-t1me number in thet 
box number. within an acces.ion are always con.acuti"e. lOr example, 
if box number. 91-0123-1 to 91-0123-10 were transferred in July 1991 
and ten more boxe. were ready for transfer in October 1992, the box 
number. used in october 1992 would begin with the next unused number 
(i.e., in october 1992 numbers 91-0123-11 to 91-0123-20 would be 
used) • 

The ongoing acce •• ion number uniquely identifie. the transferring 
office and the category of record. which may be tran.ferred a. part 
of the acce •• ion. 

If .everal office. are re.ponsible for transferring recorde of the 
same type to semi-active storage or archival cu.tody, each office 
will be ae.igned it. own ongoing acce •• ion number. other .pacial 
arrangement. may be made in con.ultation with your Record. Officer 
and the Archive. and Record. Service. 
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2.6.2 

2.6.3 

c) Ongoing AsS ••• igD HUmbtE for Ixpropri.~i9n Sgmpen'etiQD ca" ril •• 

In 28£1, ongoing acces.ion number. have been e.tabli.hed for the 
following categories of "OPR" record.. The acce.sion numbers are 
ba.ed upon .emi-active retention period. and final di.po.ition 
recommendation.. The Record. Officer i. re.pon.ible for maintaining 
the li.t of ongoing acce •• ion number. relating to this ~. 

ONGQING AQClSSIOH NQKBIB. 

91-0362 .xpropriation eampen.ltioQ CI.. file. 
82100-20 

JA 

7y 

m 
rR 

For further information about ongoing acce •• ion number. and li.t. of the 
number., contact your Record. Officer. 

Trap.f.r of 1.'-191;'.' "FOrd. 1;0 0'(-"1;' Bonu 

The Archive. and Record. service provide. off-.ite .torage for all 
record. which have a .cheduled .emi-active retention period. If a 
record. .chedule does not provide for .emi-active .torage for a record 
.erie. which, in your opinion, require. it, contact your Recorda Officer 
to propo.e that the .chedule be _484. 
You .hould organise .emi-active recorda for transfer .. follow •• 

1. Box ._i-active record •• cheduled for DB (De.truction) .eparately 
frOal .emi-active record •• cheduled for sa (Selecti.ve Retention) or rR 
(Pull Retention) by the Archive. and Recorda service (_ "Sow to V .. 
~," part 2.10.3, for definitional. 

2. Box record. of the ._ type together if po •• ible. For example, ca .. 
file aeries or large .ubject file .eri.s should be boxed togeth.r. 

3. If record. have different ._i.-acti.v. retenti.on period., box fir.t by 
retention peri.od and then within retention period. by prJ.mary and 
.econdary numbers. 

4. Arrange boxes by the length of the semi-active retention period, 
placing boxes wi.th the longest retenti.on period at the begi.nning of 
the acc ••• i.on. 

For record. whi.ch do not have a .cheduled aemi-active retention 
period, but which have a .cheduled fJ.nal di..po.i.tiOl1 of .. lective or 
full retenti.on by the Archi.ve. and Record. Service, ... Part 2.6.3 
regardi.ng the tran.fer of inactive record. to off-.ite .torage. 

Transfer of Inactiye Record. to 0ff-.it. storage 

The Archives and Recorde Service provi.des off-site storage for all 
inactive records scheduled for .electiv. or full retention. If a 
records schedule doe. not provide for the archival ret.ntion of a r.cord 
seri.es which does, in your opini.on, have historical, archival, or other 
resi.dual values, contact your Records Officer to propos. that the 
schedule be amended. 
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Tha ArQhiva. and ReQord. SarviQa aleo providea off-.ita atora9a for 
raQord. 'Qheduled for da.tructicn in a draft aohadula where thera ia no 
'Qhaduled .ami-activa ratention pariod or where the aami-Ictive 
ratantion pariod haa alraady expired. SUQh rlQord. will be atored until 
tha 'Qhadula i. approved by the Lagialative Aaaambly. 

Boxin9 and dalivery in.tructiona will vary dapendin9 upon tha final 
diapo.ition, age, volume, and location of the reQord.. The ArQhiva. and 
RaQord. SarviQl will in .ome in.tanQaa Qontact you to diaQU.. the 
reQord. or to arran'le to ... thea prior to boxin<jJ. 

You .hould or9ani.a inactive rlQord. for tranafer a. followa. 

1. Box inactive raQord. 'Qheduled for SR (Selective Retention) or PR 
(Full Retention) .eparataly from all other recorda. 

2. Box raQord. in primary and aeQondary numbar ordar. 

2.7 rnadaa of Ipfppaatiop ap4 PmtlCt;ipP pf 'riylqy 

The purpo .. of the rrudOlP of Information and Protaction of Privaqy Act 
(SBC 1992, c. 61) i. to anaura that the publiQ ha. tha ri'lht to aQQa.a 
'l0varnmant reQord. and to protact paraonal information about an 
individual from unauthorised QOllaction, u.e or di.cloaura. That 
legialation affact. the deai9O, devalopDlnt, retention .Qhadulin'l, and 
implamantation stage' of all oparational and adaini.trative raQOrd. 
Qla •• ifiQation .y.t .... 

ror information about whather your raQord. are axampt under the 
legialation, how your &<jJenc:y plan. to diaQlo.e information under thi. 
legi.lation, or how to datermine if your racord. contain pareonal or 
confidantial matarial, plaaaa contact your agancy'a ReQord. Officer or 
Hanagar/Director of Information and Privacy. If you hava quaationa 
apacifiQ to fila operation. or procedura., plaa.e contact your Record. 
OffiQar. 

2.8 Ipforutiop h.t .. OVervi .. 

Information that haa baan Qraated, Qollacted, maintained and/or ratained 
by a govarnment &<jJency i. Qlaaaified and .cheduled within QB£i, 
re9ardle.a of media. The additional teQhnical information required for 
tha 'Qheduling of alactroniQ raQorda ia documented u.ing the standard 
format for the Information Syat .. OVervi_ (ISO) and Information Syat .. 
OVervi_ for an Application (ISOA). 
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BOW TO USB ORCS 

For further information, call your Record. Officer, 
Terrence McKenny, 356-6528 

British COlumbia Archives and Record. Service 

G: \ORCS\BCHOWTO: 95/07/12 Schedule 118257 ORCS/BC BOW TO - 1 



PART 1: 

1.1 
1.1.1 
1.2 
1.3 
1.3.1 
1.4 
1.5 

PART 2: 

2.1 

2.2 

2.3 
2.3.1 
2.3.2 
2.3.3 

2.4 
2.4.1 
2.4.2 

2.5 

2.6 

2.7 

2.8 

2.9 
2.9.1 
2.9.2 
2.9.3 

2.10 
2.10.1 
2.10.2 
2.10.3 

2.11 

2.12 

EXPROPRIATION COMPENSATION 

OPBMTIOHAL UCOJU)I CIJ\IIIrICATIOH IYUIII 

The Organization of an Operational Record. Cla •• ification Sy.tem 

Clas.ification System 
Information Sy.tem OVerview 
Implementation of ~ 
Review and Evaluation 
Operational Reviews 
Advi.ory Service. 
Amendment and Update of 2BQl 

The Structure of an QB&l 

Primary Number and Title 

Scope Note 

Secondary Number and Title 
Reserved Secondary Number. 
Subject Secondary Numbers 
Case File Secondary Number. 

Coded Series 
Coded Ca.e File Series 
Coded Subject File Serie. 

Interim Secondary Number and Title 

Freedom of Information and Protection of Privacy Flag. 

Explanatory Notes 

Levels of Responsibility 

Records Retention and Disposition Schedule Format 
Active Retention Period Column 
Semi-active Retention Period Column 
Final Disposition Column 

How to Read the Record. Schedule 
Abbreviation. Used in the Active Retention Period COlumn 
Abbreviation. Used in the Semi-active Retention Period Column 
Abbreviations Used in the Final Dispo.ition Column 

Hedia Designations 

Vital Records Flags 

G: \ORCS\ECHOWTO: 95/07/12 Schedule 118257 ORCS/BC HOW TO - 2 

( 

( 



( 
PAR2 1 TIll MOMIIAtIOI or M OBC' 

1.1 A Cla •• ific.tioD 8y.t .. 

2B£i i. organized to facilitat. record. cl ••• ification, r.tri.v.l, 
retention, .nd di.po.ition. It i •• block numeric record. 
clas.ification .y.tam based upon the feder.l gov.rnment'. mod.l for the 
development of cl ••• ification .y.tama. 

2B£i i. a claa.ific.tion .y.tem b •• ed upon function and .ubj.ct. B.ch 
subject i. aa.igned a unique fiv.-digit number which i. called • prim'ry 
number and i. the .y.tem'. main building block. '.l'hi. number i. u.ed to 
clas.ify .11 information rel.ted to • .ubject or function, r.gardle.. of 
phy.ical format. 

Primarie. which form a logic.l group of r.lated .ubject. or function. 
are aaaigned .equenti.l number. in what i. called a primary block. Bach 
block contain. primary subject. .ubordinate to the major function of the 
block. 

primary subject. are usually arranged in an alphabetical .equence, 
except for the first primary within a .ection or primary block. Th. 
first primary i. the general primary and contain. record. of a gener.l 
nature relevant to the entire .ection or primary block, a. well a. 
individual gen.ral aubject. which do not ju.tify being a •• igned a 
separate primary. The numerical arrangement of the .ection or prtmary 
block i •• ufficient to permit expan.ion and amendment. 

A primary may contain a variety of type. of record. or fil •• , .uch a. 
policy and procedure., general and rout in. fil •• , .ubjact fil •• , and 
case file.. Bach type i. de.ignated by •• ubnumbar called a .econdary 
number. Secondary number. aignify .ubdivi.ion. .ubordinat. to the major 
function of the primary .ubject and de.cr1be and delineate .pecific 
type. or .erie. of record.. When. greater detail for file. i. required 
for any sub-aubject, the .ubordinat. file. may be coded. 

A secondary may contain record. created in variou. media, .uch aa paper, 
microfilm, microfiche, magnetic media, and optical disk. In addition, 
Per.onal Information Bankl (PIB), Public U •• Record. (PUR) and Vital 
Records (VR) are identified, clas.ified and .cheduled at the secondary 
or record .erie. level. 

Inforwation Iy.t.. Oy.ryi,. 

Information that hal been created, coll.cted, maintained and/or retained 
by a government agency mu.t be cla •• ified and .cheduled within ~, 
regardles. of media. Input r.cord., computer generated report., and the 
electronic record. themselv •• , are integrated into ~ and r.tention 
periods and final disposition. are assigned. Th. addition.l technical 
information required for the .cheduling of .l.ctronic record. i. 
documented using the standard format for the Information Syatem OVerview 
(ISO) and Information Sy.tem OVerview for an Application (ISOA). 

Information to be included within an ISO/ISOA include. the purpo.e of 
the aystem or application, .ource. of information for the .y.tem, output 
reporta, hardware and software speCifications, .y.tem mile.tonea, etc. 
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I.pl ••• ptatiop of ORC' 

One of the chi.f f.atur.. of 2BCI i. the int'gration of the r.cord. 
classification .y.tam with the record. ret.ntion and dispo.ition 
.chedule. A. a r.sult, u •• of ~ a. a record. r.t.ntion and 
dispo.ition .ch.dul. d.pends upon .y.tamatic implementation and 
effective maint.nance of the cla •• ification .y.tam, in accordance with 
.tandard ••• tabli.hed by the Archiv.. and Record. Service and the agency 
respon.ibl. for the r.cord.. . 

Each mini.try, government agency and Crown corporation hal a de.ignated 
officer respon.ibl. for implementing and coordinating r.cord. management 
procedur... Thi. record. offic.r, oft.n called the Hini.try Record. 
Offic.r, .hould be contact.d for further information wh.never nece •• ary. 
If you cannot determine who your Record. Offic.r i., call the Archiv •• 
and Record. Service at 387-1321. 

The Records Officer plan. and coordinate. the implementation of ~. 

The eight requirements for implementation and maintenance of QBCl ar.: 

1. Executive .upport. 

2. A record. management policy. 

3. An imPlementation and training plan. 

4. Designated respon.ibiliti.. for implementation and maintenance of 
QRg. 

S. Designation of office. of primary re.pon.ibility for type. of 
operational record. requiring multiple level. of ret.ntion. 

6. Training in QB&§ and general record. management for .upport .taff in 
a training program established by your Record. Offic.r. 

7. Establi.hed procedures for the .torage and r.trieval of sami-activ. 
r.cord. and di.position of inactive record •• 

8. Established maintenance, review, and update procedure. under the 
administration of the Record. officer. 

1.3 Revi.w and Byaluatiop 

Before a ~ni.try, Agency, or Crown corporation can be granted the 
ongoing authority to use the .chedul.. in ~ for the di.po.ition of 
government r.cord., a review and .valuation of record. management 
systems and operation. may be required to provide As.uranc. to .enior 
management and Treasury Board that records management policie. and 
standard. are being applied .ffectively. 

An evaluation would include a review of the agency" record. management 
systems, operations, and facilitie. for compliance with both internal 
and government-wide policies and .tandard •• 
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1.3.1 Operational Beyi ... 

Operational r.view. will b. conduct.d at int.rval. of not more than five 
y.ar., a. authorized by the agency" •• nior management. Review and 
.valuation t.am. will compri •• appropriate r.pr ••• ntativ •• of on. or 
.everal Ofl 

• Mini.try or agency .taff ( •• g., int.rnal auditor.);. 

• Th. Offic. of the Comptroll.r Gen.ral; 

• The Archiv •• and Record. Servic., or 

• Private •• ctor agenci •• under contract to the Archive. 
and Becord. Service. 

1.. Idvi.ory s.ryic •• 

The Archive. and Record. Service provide. limited advi.ory .ervice. to 
asai.t r.cord. officer. with the implementation and maint.nanc. of QB&I. 
Your record. offic.r i. available to h.lp you .atabli.h .ffici.nt filing 
procedure. and .ff.ctiv. r.cord. admini.tration. Other .ervic •• that 
may be provided by your r.cord. offic.r ar.a 

• Proj.ct planning and coordinator a •• i.tanc. 

• Fil. conver.ion. 

• A record. management training program 

• Selection of equipment and aupplie. 

• Assi.tanc. with r.tri.val .yatem., index •• , file tracking 
and activ. record. control 

• Off-site storage and retrieval of semi-active records 

• Disposition of inactive records 

• Transfer of permanently valuable record. to archival 
custodianship 

• Automation of recorda management function •• 

1.5 AIlendaent and Update of ORCS 

Maintenance of QB&I, including the us. of primarie. and secondari •• , i. 
a joint responsibility of the records holder and the Record. Offic.r. 

Effective maintenance is dependent upon: 

• Trained records staff 
• Documented policies and procedures 
• COOrdination and review by the Records Officer 
• Designated responsibilities for 

- r.cords classification 
- maint.nanc. of index.. and file li.t. 
- other record and file operation •• 
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The Archives and Records Service maintains the master edition of this 
QS&I and is responsible for administering the amendment and review 
process. The Records Officer is responsible for advising the Archives 
and Records Service of proposed amendments. Distribution of amendment 
pages is a responsibility of the agency. Amendments shall be effective 
upon the approval of the Legislative Assembly. The agency responsible 
for the records will implement amendments within one year of legislative 
approval. 

Filing instructions and explanations of changes accompany the 
distributed amendments. After updating the~, insert the 
instructions behind the Register of Amendments, located at the front of 
the manual. Date and sign the Register of Amendments. 

Offices should refer proposals for new primaries and secondaries or 
other suggested changes to their Records Officer, who will in turn refer 
them to the Archives and Records Service. proposals will be jointly 
reviewed by the Archives and Records Service and the Records Officer. 

Changes in the status of primaries, secondaries, and scope notes will be 
highlighted in two ways: 

II 
I I 

• 

Double vertical bars indicate a proposed change at the primary 
or secondary level or to a scope or explanatory note. Proposed 
changes may be used for classification purposes, but require the 
approval of the Legislative Assembly bafore they may be used for 
records disposal actions. 

A bullet indicates a change at the primary or secondary level 
which has been approved by the Legislative Assembly. 
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Although the .tructure of thl. Operatlonal Rtcor4' Cl ••• lflgatloa 'Y'~" 
ha. been de.cr1bed ln the -Introductlon-, you vlll need to know more 
about it ln order to apply the ~ .chedule effectlvely. 

Bere 1. a .ample pr~ to lllu.tr.te the .tructure of~. The plge. 
whlch follow thl. example expl~ln each of the numbered It .... 

2.1 Pr~ .umber and Tltle 
2.2 Scope Bote 
2.3 Secondary Bumber and Tltle 
2.4 Coded serle. 
2.5 Inter~ .econdary xu.ber and Tltle 
2.6 ~r~ of Informatlon and Protectlon of Prlvacy ~llg. 
2.7 &xplanltory Bote. 
2.8 Level. of Re.pon.1blllty 
2.9 Record. Retentlon and Dl.po.ltion .chedule ~ormat 
2.10 Record. Schedule by 
2.11 Medl1 De.lgnltlon. 
2.12 Vlt.l Record. ~la9'. 
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IWCPLI 'JIIMY m u.t.pIDAD Olea 

A IA m 
2.1 82100 IXPROPRIATIQN OOMPINSATIQN 

\ I 
2.2 

2.8 

Record. relatlng to bearing. wbich determine the 
amount of ccx!lpensatlon to be paid to an owner who .. 
property has been upropriatecS by a publlc agency a. 
provided under the Ixpropriation Act (SBC 1987, 
c.23). 

Include. application. for determination of 
compen.at ion , recording. of hearing., corre.pondence, 
pleading. and tran.cript •• 

Unle •• otherwi.e .pecified below, the corporate OP. 
(Expropriation Compen.ation Board) will retaln the.e 
record. fora 

Except where non=OPR retention period. are identiflecS 
below, all other corporate office. will retain the.e 
record. fora 

-00 - OP. 
- ftOn-OP• 

-01 General 
-02 Expropriation compen.ation index 

2.9 

/ \ 
Cf+ly 3y DB 

12- nU a 
SO 5y n 
&- nil DB 

SO nil DB 

2.3 
(include. name of property owner, and 
corre.ponding file number) 
(arrange by name of property owner) 

-20 

SO. when index i. updated 

Bxpropriation compen.ation ca.e file. SO 
(include. application. for.determination 
of compen.ation, corre.pondence, 
pleading., and tran.cript.) 
(arrange fir.t chronologically by year, 
then by .equential number) 

2.10 

7y 

-----------~ 
A • Active Cf • calendar Year 
SA • Semi-active FY • Fi.cal Year 
PO • Final Dispo.ition KA. Not Applicable 
OP' - Office of Primary Respon.ibility 
.IB - .er.onal Information Bank VI. Vital 
BCARS • B.C. Archive. and Records Service 

DI • De.truction 
S8 • Selective Betention by 8CARS 
n • Full Betention by BeARS 
w • week •• IlOnth y. year 

Record. PUR. Public U.e Record 
SO • Superaedad or Obsolete 
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2.1 pri.ary Ifu,b.r lAd ZitI. 

Bach operational aubj.ct titl. ia allocated a uniqu. fiv.-digit primary 
numb.r and titl. within 2B&l. A primary number ia u •• d to cla •• ify III 
information r.lat.d to I aubj.ct or function, r.gardl ••• of it. phy.ical 
format •• 

2.2 Scope Bot. 

2.3 

2.3.1 

2.3.2 

Th. .cope not. d.scrib.. the function., u... and cont.nt of the 
record. which art to b. claa.ifi.d within a primary r.cord. 
claaaification. A .copt not. indicate. the admini.trativ. or 
operational function to which the r.cord. r.lat. and .hould give I 
general atatement about the r.cord type. (memo., form., r.port., .tc.) 
and media (photograph., video r.cording., .tc.) cov.red. 

A .cope not. may Ilso contain information about the method(.) of r.cord. 
arrangement or organization, finding aid. and indexe., record. uaag., 
information .ource., r.cord. which art .pecifically .xcluded from the 
primary cla •• ification and fil.d .l.ewher., and .ourc.. in which the 
information i. reported in .ummary form. Fr.edom of information and 
privacy legi.lation conaideration. may be included. 

Seconclaa 811M,r ap.d 'Ii1;.l. 

S.condary number. and titl •• d •• ignat •• ubdivi.ion. of the prtmary 
.ubject. Th. two-digit •• condary number i. add.d to the fiv.-digit 
primary number to form a compl.t. file number. S.condary number. and 
titlea deacribe .pecific type. of record. and link them to the record. 
retention and disposition achedul •• 

To enaure proper us. and maint.nanc. of the record. schedules, 
secondaries within a given primary in the 2B&I are standardized. All 
officea ahould use the same number to r.f.r to the .ame r.cord. 
Standardization ensures continuity and consist.ney in ret.ntion and 
disposition of operational records. 

Three types of secondary numbera exist within QB&l: reaerved 
secondaries, subject secondaries, and cas. fill secondarie •• 

Re.ea" Secondary If .... r. 

Two secondari.. have been reserved throughout all 2B&I and the 
Administratiya Record. Clas.ificatiop Sy.tem 'ARcs). S.condary number 
-00 i. alway. r.served for -Poliey and procedur •• - which r.fl.ct 
operational function., polici.s, procedur •• , regulation., and pr.cedent 
or which reflect management decision. and usage. S.condary number -01 
is always reserved for general r.cords which cannot be clas.ifi.d in the 
specified subject or caae file .econdarie.. For further di.cus.ion, .ee 
the introduction. 

Subiect. Secondary Juaber. 

Within a primary, subject secondari •• repre •• nt fil •• for .pecific 
subjects. A subject file usually bring' tog.ther record. and 
information on on. topic in ord.r to facilitat. information r.trieval. 

Subj.ct secondariea are usually aa.igned •• condary number. -02 to -19. 
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2.3.3 CA" rill ',codaa "'a.h.r. 

Casa fill saria. ara usually assigned secondary number. -20 and above 
(-30, -40, -SO .tc.). Case fill .eri •• con.i.t of many diff.r.nt fil •• 
relating to a common function, .ach of which contains record. pertaining 
to a .pacific time-limited .ntity, .uch a. a per.on, .vent, project, 
transaction, product, organization, .tc. The component record. within 
each file in a cas. file series are generally .tandardiz.d. (See part 
2.4 for additional information on subdivision •• ) 

2.' coded S.ri •• 

2.'.1 

2.'.2 

Reserved, subject, and case fill .econdarie. may be .ubdivided through 
the us. of code •• 

coded ca" ril, S.ri •• 

When a cas. file sacondary ( •• g., client file., mineral claim fil •• , 
property file.) i. coded, the result i. a coded cas. fill .eri ••• 

Case file aerie. are aometime. arranged by tha full name or title of the 
case (parson, event, project, transaction, product, organization, etc.), 
but are, for tha purposes of abbreviation and identification, more 
commonly arranged by numeric or alphabetical cod •• (abbreviation.) which 
correapond to the entitie. to which the file. r.lat.. An oblique (I) 
separates the identifying code from the .econdary number. 

coded Sub1.ct rill s.ri •• 

When a reserved or subject secondary is coded, the ra.ult i. a coded 
subject file aeries. Although caae files ara the moat common example of 
coded aeries, codes may also b. uaed to arrange subject secondari.s 
where coding will facilitate retrieval (e.g., atudie. on different 
aspects of on. interprovincial agreement). 

Coding is used to subdivide a secondary subject file when all .ub
subjects require the same active and semi-active retention perioda and 
when the number of sub-aubject. i. likely to be large or when the topic. 
or names covered by .ub-subject. will vary over time. A. a result, 
coded subject fill .eries usually consi.t of many different fil •• , .ach 
dealing with a different aspect of the .ame .ubj.ct. Th. r.cord. within 
a coded aubject serie. usually vary from fill to fil •• 

Subject file. are often arranged by the full name or title of the .ub
subject, but are .ometime. arranged by alphabetical code. 
(abbreviation.) which correspond to the .ub-.ubject. to which the files 
relata. An oblique (I) separates the identifying cod. from the 
secondary number. 

2.5 tnt.ria Secondary Ruaber and Title 

When a secondary title not included in QB&l i. required, an office may 
opan a file under an interim secondary title by placing the asterisk 
symbol -.- in front of the temporary number. To obtain interim 
aecondary numbers, contact your r.cord. Officer immediat.ly. In turn, 
your Records Offic.r will refer interim .econdary number. to the 
Archive. and Records Service for .cheduling. Tho.e which are approved 
will be included in ~ when your manual i. updated ( ... part 1.5 for 
further information regarding the amendment and r.view proce •• ). 
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2.6 rr"do8 of IDforwation Ind Prot.ction of PriYlcy rll9' 

PIB 

PIB/ 
PUR 

2.7 

Th. Archiv •• and R.cord. S.rvic. r.quir.. that all ptr.onal information 
Bank. (PIB) and Public u •• R.cord. (PUR) be flagged within a r.cordl 
classification .y.tem. Th. flag. ar. plac.d in the l'ft-hand column, 
dir.ctly in front of the a.condary that th.y qualify. 

-20 

-45 

SECONDARr TITLE 

SECONDARr TITLE 
(arrang' by Iddr •• I) 

so 2y DE 

cr+1y nil SR 

In certain inatanc •• , a more aptcific ju.tification a. to why the 
information contained in a r.cord a.ri.. i. r •• tricted from public 
diaclosur. i. requir.d for inclu.ion in the r.cord. cla'lification 
Iystem. In thol' case., a Iptcial form of explanatory not. il u.ed to 
explain the acce.. reltriction. for the •• condary and to point to the 
section of the Freedom of Information and Protection of Privacy Act (SBC 
1992, c. 61) that allowa for the exemption. 

-20 SECONDARY TITLE 

FOI: AI th.a. r.cord. DO WHAT?, acc.a. i. 
reltricted under .ection ?? of the 
Freedom of Information and Prot.ction 
of Privacy Act (SBC 1992, c. 61). 

3y 5y SR 

If you have any que.tion. on procedur.. for information dilclo.ur., or 
if your records contain peraonal information or confid.ntial mat.rial I. 
defined in the legi8lation, pl.aa. contact .ither your ag.ncy'a Record. 
officer or Manag.r/Dir.ctor of Information and Privlcy. 

Ixplanatory lot •• 

Explanatory not.a may be used in 2B£l to r.f.r to the int.rnal ttructure 
of 2B£l or to provide information critical to under.tanding the .ystem. 
lot.a may also be ua.d to ,xplain office procedur •• and prlctic. or to 
aummarize atatutory proviaiona gov.rning the cr.ation, proce.aing, 
access to, or disposition of documenta. 

Two categories of explanatory notes are used throughout ~: 

i) 

ii) 

NOTE: 
Refera to the internal atructur. of ORCS or provide. information 
critical to understanding the syatem. 

NOTES II PARBHTHBSBS: 
Appear below •• condariea and describe aecondary cont.nt and fill 
arrangement. 
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2.8 Lev.lI of Bt.pop.ibUity 

The retention and di.position r.quirement. for r.cord. which ar. 
duplicated in central servic. or headquart.r. branche. and fi.ld offic •• 
often differ. To accommodat. two differing requirement., ~ contain. 
two statements regarding the level. of respon.ibility for record. within 
an agency. 

For each primary .ubject, 2B&i distingui.he. between the offic. or 
office. having primary respon.ibility for a category of r.cord. (OPR[.]) 
and all other office. which hold copie. of the .ame record. (non-OPR'). 
The OPR maintain. the official or ma.ter record. in order to .ati.fy 
long-term operational, financial, l'gal, audit, and other requirement •• 
All offices holding duplicat. copie. are non-oPR office. and maintain 
th.ir copie. for a .horter r.t.ntion period. All non-oPR r.t.ntion 
period. and final di.po.ition. are under.cored. 

For .econdarie. which have retention or di.po.ition requirement. 
different from the general retention and di.po.ition value. ..tabli.hed 
for the primary, the OPR and/or non-OPR r.tention period. are li.ted in 
the column to the right of the record. cla •• ification. 

The Record. Officer will en.ure that the offic. or office. which have 
primary responsibility for the retention and di.po.ition of record. 
clas.ified in .ach primary ar. de.ignated and notified that they are to 
retain tho.. record. a. the OPR. Th. Record. Officer will on an ongoing 
basis notify the Archive. and Record. S.rvic. of changes to the OPR. 

The office of primary responsibility (OPR) for all primarie. i. the 
Expropriation Compen.ation Board. 

2.9 Records RetentiOn apd pi.po.ition Schedule rorwat 

2.9.1 

Schedule information for each records series i. indicated in the three 
columns to the right of the classification system. These columns are 
headed A (Active), SA (Semi-active), and YO (Final Dispo.ition). They 
correspond with the active, semi-active, and inactiv. phase. of the life 
cycl. of the record. The abbreviation. used in .ach column are 
explained in part 2.10, WHow to Read the Record. schedul •• w 

Active Retention Period COIn,! 

The active (A) column indicates the length of time a record should be 
retained in the active phase of it. life eycl •• 

Active recorda are record. which are referred to and required 
constantly for current u.e in the conduct of bu.ines. and which nead 
to be retained and maintained in the office .pac. and equipment of the 
user. 

If retrieval and reference acce.. i. more than one reference per 
linear foot (30 em) per month, the record. are active. Active records 
are maintained and stored in the office. of the agency respon.ible for 
the re~ord •• 
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2.9.2 

2.9.3 

... i-actiy. Btt.p1j.ioR •• ri04 COl"" 

The aami-activ. (SA) column indicatea th. l.ngth ot timt a r.cord ahould 
be retained in th. aami-active phaa. of ita lit. cycl •• 

Sami-active recorda are recorda which ar. not r'quired conatantly for 
current Ua' and n.ed not b. maintained in the IXpenaiv. offic. apac. and 
equipment of th. agency re8ponaibl. for them. Sami-activ. r.corda atill 
retain adminiatrativ., operational, fiacal, audit, or It9al valu •• 
storage of aami-activ. recorda in .conomical, off-ait. faciliti.a until 
all value a have lapaed reaulta in conaid.rabl. aavinga. 

If retrieval and reference acceaa ia l.aa than on. r.f.r.nc. ptr lin.ar 
foot (30 em) per month, the recorda art aemi-activ. and ahould be 
transferred to the off-a it. atorage faci1iti.a provided by Recorda 
Centre Servicea, Archivea and Recorda Servic.. For boxing and tranafer 
in8tructiona, a .. -Introduction,- part 2.6. 

The active and aami-activ. retention perioda enaur. that recorda art 
kept aa long aa required to me.t any operational, adminiatrative, legal, 
fiscal, audit, or other prLmary valuea which the recorda may hold. By 
retaining recorda for the retention perioda apecified in th. recorda 
achedul., creating officea will comply with atatutory, regulatory, and 
policy requirementa to maintain certain typea of information and data. 

ripal pi.po.itiop 991", 

The final diapoaition (PO) column enaurea that recorda with reaidual 
valuea art pr.served and th08e which have no reaidual valuea are 
de8troyed. 

Recorda are eligible for final dispoaition when they become inactive, 
that ia, when their active and aami-active retention perioda have 
lapsed. 

2.10 Bow to Read th. Recorda Schedul. 

82100 

QB£§ include8 a record retention and di8poaition 8chedule which 
indicatea how long recorda 8hould be retained in active atorag. apac., 
when they ahould be tranaferred to aami-activ. atorage, when they ahould 
be diapo8ed of, and what their final di8position ahould be. 

For .ach primary number, g.n.ral r.tention and diapoaition value a are 
a8signed for OPR and non-oPR officea. The following format ia uaeda 

EXPROPRIATION COMPENSATION 

Unless otherwiae apecified below, the miniatry OPR 
(Expropriation compen8ation Board) will retain 
these recorda for: 

Except where non=QPR retention periods are 
identified below, all other miniatry officea 
will retain the8. recorda for: 

m 

CY+1y 3y DB 

... 80&..... __ nil 
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The OPR and non-oPR retention and disposition apply to all records ( 
included in the primary except where specific retention and di.position 
values are assigned for a secondary. Por instance, in the example 
below, the retention and dispo.ition schedule for secondary -20 iSt 

EXPROPRIATION COMPENSATION 

-20 Bxpropriation compensation case files 
- OPR 
- non-oPR 

SO. upon expiry of the appeal period and 
completion of appeals to the Briti.h 
Columbia Court of Appeal. After the 
Board has determined the amount of 
compensation to be paid to an owner, the 
partie. have thirty day. to appeal the 
deci.ion on the ba.is of procedure or 
authority. 

so 7y 
.SO~ __ nil 

The general retention and dispo.ition values do not apply becau.e 
retention information is specified for the .econdary. The OPR will 
retain these record. in active office .pace until the expiry of the 
appeal period and completion of appeals to the Briti.h Columbia Court of 
Appeal. The record. will then be transferred to the off-aite .torage 
facilities provided by Record. Centre Service., Archive. and Record. 
Service. 

All other office. are non-oPR offices and will retain the.e records in 
active office space until superseded or obsolete. The record. will then 
be destroyed. 

The key at the bottom of each 2B&i page indicates the abbreviations 
used. The pages which follow explain how to read and interpret the 
records schedule and the possible abbreviations for each of the three 
columns. 
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2.10.1 AbbreyiatioD. V"d ia the Acthe Itttteatioa 'eri01l COl"" 

" • week 

• - month 

• year 

CY. Calendar Year - 1 January to 31 December 

rr. Fiscal Year • 1 April to 31 Karch 

so • Superleded or Ob.ol,t. 

"SO· identifie. records which should bt r.tained as long a. they are 
useful and for which an activ. retention period cannot bt predeteraintd 
because retention i. dependent upon th. occurrence of some event. Thi. 
retention category is used in ~ in two diff.rent ways. 

i) Boutin. Record. 

"SO" i. commonly u.ed to indicat. th. active retention period for 
routine records which are useful only for referenc. or 
informational purposes and which usually hav. no legal, fiscal or 
audit value.. In those cases, ·so· is not defined by a spacific 
event or action. Rather, it is used to delegatI to the creating 
offices the authority to decid. when th. r.cords have no further 
value and are ready for storage or dispoaition. 

The mo.t common form of delegated diapoaition authority ia: 

Actiye 
SO 

Semi-Active 
nil 

Final Dispe'ition 
DB 

This retention category ia u.ed throughout ~ to .treamlin. the 
disposition of records with ahort-term retention valu.. It 
delegate. the entire responaibility for r.tention and disposition 
of the records to the agency responsible for them. Records which 
have the above retention and dispo.ition schedul. may be 
destroyed when no longer required for operational purpo.es. 

For information on destruction service., contact your Record. 
Officer. 

ii) Specific Definition of SO 

·so· i. also u.ed to identify th. aetiv. ret.ntion period 
for records which must bt retained until a ca.. i. clo.ed 
or some other event occur. to end requirement. for the 
records. In those cases, it i. not possibl. to 
predetermine the length of time a file may bt open and 
required for active u.e, and "SO· is defined in terms of 
some specific action, event, or the completion of a 
procedure. 
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For instanc., in the .xampl. below, the r.t.ntion and 
disposition schedule for s.condary -20 i.a 

EXPROPRIAtION COMPENSATION 

-20 Expropriation compensation cas. fil.s 
- OPR 
- non=OPR 

SO - upon .xpiry of the appeal period and 
compl.tion of appaals to the British 
Columbia Court of Appeal. Aft.r the 
Board has determined the amount of 
compensation to be paid to an own.r, the 
parti.s have thirty days to appeal the 
d.cision on the basis of proc.dur. or 
authority. 

so 7y 
.. S~O __ nil 

Th. aPR will r.tain ,xpropriation compensation cas. fil.s in activ. 
office apAc, until expiry of the appeal period and completion of appeale 
to the British Columbia Court of Appeal. The r.cords will th.n be 
tranaf.rred to off-site storag •• 

2.10.2 Abbreyiations V'ed in the S .. i-actiy. "teRtion Period eo1yep 

82000 

• - aonth 

y - y.ar 

pil - po .,.i-active reteptiop period 

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

Many types of gov.rnment records remain active as long as they serve an 
operational function. When th.ir usefulnesa for that function ceaaes, 
they have no semi-active retention period. If they have any residual 
operational, legal, fiscal, or other valuea, 2B£i may apecify in the 
final disposition column that they are to be transferred to archival 
cuatodianship. Otherwise, the final disposition of such records ia 
uaually phyaical d.struction. 

For inatance, in the example below, the ret.ntion and diapoaition 
achedul. for secondary -00 ia: 

EXPROPRIAtION COMPENSATION - GENERAL 

-00 Policy and procedurea - aPR 
- non=OPB 

so - when superseded or obaolete 

so 
SO 

5y 
nil 

The non-oPR retaina the policy and procedur.a fil.a in activ. offic. 
apace until auperseded or obsol.t.. As th.r. ia no aemi-activ. period, 
the recorda are ready for immediate d.atruction upon expiry of the 
activ. period. 
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2.10.3 Abbr.yiation. V.ed ip the ripal pi.po.itiop Cob. 

Some govarnment record. contain information or data that ha. long-term 
value to the agency raapon.ibl. for them, the gov.rnment g.n.rally, or 
to the public. The •• record. ar. part of the documentary h.ritage of 
the Province of Briti.h Columbia and are tran.ferred to the 
custodian.hip of the British Columbia Archive. and Record. Service for 
archival preservation. The final di.position of operational record. 
which have enduring value can be. 

rR - rull Ret'ntion by the I.C. Archiye. apsl Record' S.aic. 

-FR- mean. that the Records Scheduling and De.cription Section, Archiv •• 
and Record. Servic., has determined that all of the record. in a 
primary, .econdary, or tertiary have .nduring valu.. The Archiv •• and 
Recorda Service preserves in it. .ntirety and in an acc.a.ible format 
the recorded information contained in .uch r.cord.. Und.r the term. of 
full retention, the archivist reaponsibl. may deatroy unnecea.ary 
duplicate., publications, waste and acrap material., aphemera (often 
publiahed mat.rial of short-term value), and other item. which art not 
an integral part of the record .eria •• 

SR - Selectiy. RetentiOn by the I.C. Archiy •• apsl R.c0rd' S.ryic. 

-SR- means that the Appraisal and Acqui.ition Section, Archive. and 
Records Service, has determined that a portion of thes. records have 
.nduring value and Ihould be retained. Th. archivi.t r.lpon.ible 
aelectively r.tain. portions of the r.cord aeri •• by mean. of a 
percentage, .tatiatical, or random .ampl., or by oth.rrecognized 
archival .election criteria. 

Do not de.troy record' .cheduled for .electiv. or full retentiop. 
For inatructiona on how to box and transf.r archival record. to off-.ite 
atorage, lee -Introduction,· part 2.6. 

Most government recorda aerve no further purpo.. to government or to the 
public once they become inactive. The final dispo.ition of .uch record. 
is: 

DB = DestructiOn 

The final disposition of inactive records which have no residual 
value or inauffient public value to juatify their preaervation ia 
phYlical deatruction. 

2.11 .edia De.ignatioD. 

All government records, regardless of physical 
under either an ~ or ~ secondary number. 
of different media versions of a aingle record 
only the phyaical format for the record seriea 
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media, must be clasaified 
Th. information content 

I.ries remaina the same, 
changes. 
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2.12 

VB 

vital R,cord' r1ao' 

The Archive. and R.cord. Service recommend. that the vital r.cord. (VB) 
of an agency b. flagged within a r.cord. cla •• ification .y.tem. Th. 
flag i. placed in the l.ft-hand column, dir.ctly in front of the 
.econdary that it qualifie •• 

-20 SECONDARY TITLE ?? 11 

PIS/PUR/VB -45 SECONDARY TITLE ?? ?? 11 
(arrange by addr ••• ) 
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                   OPERATIONAL RECORDS CLASSIFICATION SYSTEM                                 

This records schedule is approved in accordance with the Document Disposal Act (RSBC 1979, c. 

95.  It constitutes authority for retention and disposition of the records described herein 

provided ORCS has been implemented according to standards approved by the British Columbia 

Archives and Records Service.  For assistance in implementing ORCS, contact your Records 

Officer.                                                                                     

      A SA FD 

 
 

 

                                                                                 

A  = Active             CY = Calendar Year    DE = Destruction 

SA = Semi-active        FY = Fiscal Year      SR = Selective Retention by BCARS 

FD = Final Disposition  NA = Not Applicable   FR = Full Retention by BCARS 

OPR = Office of Primary Responsibility        w  = week  m = month  y = year 

PIB = Personal Information Bank  VR = Vital Records  PUR = Public Use Record 

BCARS = B.C. Archives and Records Service     SO = Superseded or Obsolete 
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 E X P R O P R I A T I O N  C O M P E N S A T I O N   

 

 

 

 

 P R I M A R Y  N U M B E R S 

 

 

 

 8 2 0 0 0  -  8 2 9 9 9 

 

 

 

 This section covers records relating to services provided by the 

Expropriation Compensation Board.  These records document the process of 

determining the amount of compensation to be paid to an owner whose 

property has been expropriated as provided under the Expropriation Act 

(SBC 1987, c. 23). 
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95.  It constitutes authority for retention and disposition of the records described herein 

provided ORCS has been implemented according to standards approved by the British Columbia 

Archives and Records Service.  For assistance in implementing ORCS, contact your Records 
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A  = Active             CY = Calendar Year    DE = Destruction 

SA = Semi-active        FY = Fiscal Year      SR = Selective Retention by BCARS 

FD = Final Disposition  NA = Not Applicable   FR = Full Retention by BCARS 

OPR = Office of Primary Responsibility        w  = week  m = month  y = year 
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 82000 - EXPROPRIATION COMPENSATION - 82999 

 

 PRIMARY NUMBERS AND PRIMARY SUBJECTS 

 

 

82000 EXPROPRIATION COMPENSATION - GENERAL 

 

82100 EXPROPRIATION COMPENSATION 
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This records schedule is approved in accordance with the Document Disposal Act (RSBC 1979, c. 

95.  It constitutes authority for retention and disposition of the records described herein 

provided ORCS has been implemented according to standards approved by the British Columbia 

Archives and Records Service.  For assistance in implementing ORCS, contact your Records 

Officer.                                                                                     

      A SA FD 
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PIB = Personal Information Bank  VR = Vital Records  PUR = Public Use Record 

BCARS = B.C. Archives and Records Service     SO = Superseded or Obsolete 
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82000 EXPROPRIATION COMPENSATION - GENERAL 

 

 Records not shown elsewhere in the expropriation 

compensation section which relate generally to the 

expropriation of land and the appropriate 

compensation.  Includes correspondence and memoranda. 

 

 NOTE: Only records which cannot be classified in a 

more specific primary or secondary may be 

classified under this primary. 

 

 Unless otherwise specified below, the corporate OPR 

(Expropriation Compensation Board) will retain these  

 records for:    CY+1y 3y DE

  

 

 Except where non-OPR retention periods are identified 

below, all other corporate offices will retain these 

 records for:    SO     nil    DE 

      

 -00 Policy and procedures         - OPR SO 5y FR 

                  - non-OPR SO     nil    DE 

 -01 General 

 

  5y = satisfies reference and research 

requirements 

 

  FR = BCARS will fully retain for their 

evidential value all policy and 

procedure files created by offices 

having primary responsibility for policy 

and procedure development and approval. 

Draft and duplicate materials which hold 

no evidential value may be purged and 

discarded. 

 

  DE = BCARS will destroy these records at the 

end of their semi-active retention 

period.  They do not document the 

services provided by the  Expropriation 

Compensation Board as well as records in 

secondary 82100-20, which is recommended 

for full retention.  



                   OPERATIONAL RECORDS CLASSIFICATION SYSTEM                                 

This records schedule is approved in accordance with the Document Disposal Act (RSBC 1979, c. 

95.  It constitutes authority for retention and disposition of the records described herein 

provided ORCS has been implemented according to standards approved by the British Columbia 

Archives and Records Service.  For assistance in implementing ORCS, contact your Records 

Officer.                                                                                     

      A SA FD 
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SA = Semi-active        FY = Fiscal Year      SR = Selective Retention by BCARS 

FD = Final Disposition  NA = Not Applicable   FR = Full Retention by BCARS 

OPR = Office of Primary Responsibility        w  = week  m = month  y = year 

PIB = Personal Information Bank  VR = Vital Records  PUR = Public Use Record 

BCARS = B.C. Archives and Records Service     SO = Superseded or Obsolete 
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82100 EXPROPRIATION COMPENSATION 

 

 Records relating to hearings which determine the 

amount of compensation to be paid to an owner whose 

property has been expropriated as provided under the 

Expropriation Act (SBC 1987, c. 23). 

 

 When land is expropriated and the owner questions the 

amount of compensation offered, the Expropriation 

Compensation Board arranges a public hearing to 

consider the market value of the land, interest, 

business losses, reasonable legal and appraisal costs 

and other expenses to the owner.  Decisions made by 

Expropriation Compensation may be appealed to the 

British Columbia Court of Appeal. 

 

 These records also document decisions on 

interlocutory matters.  Interlocutory matters involve 

questions of procedure or authority. 

 

 Includes applications for determination of 

compensation, recordings of hearings, correspondence, 

pleadings and transcripts. 

 

 Unless otherwise specified below, the corporate OPR 

(Expropriation Compensation Board) will retain these  

 records for:    CY+1y  3y DE 

 

 Except where non-OPR retention periods are identified 

below, all other corporate offices will retain these  

 records for:    SO     nil    DE 

                                                         

 -00 Policy and procedures         - OPR SO 5y FR 

                  - non-OPR SO     nil    DE 

    -01 General 

 -02 Expropriation compensation index SO nil DE 

   (includes name of property owner, and 

corresponding file number) 

   (arrange by name of property owner) 

 

  SO = when index is updated 

 

 (Continued on next page) 
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This records schedule is approved in accordance with the Document Disposal Act (RSBC 1979, c. 

95.  It constitutes authority for retention and disposition of the records described herein 

provided ORCS has been implemented according to standards approved by the British Columbia 

Archives and Records Service.  For assistance in implementing ORCS, contact your Records 

Officer.                                                                                     

      A SA FD 

 
 

 

                                                                                 

A  = Active             CY = Calendar Year    DE = Destruction 

SA = Semi-active        FY = Fiscal Year      SR = Selective Retention by BCARS 

FD = Final Disposition  NA = Not Applicable   FR = Full Retention by BCARS 
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PIB = Personal Information Bank  VR = Vital Records  PUR = Public Use Record 

BCARS = B.C. Archives and Records Service     SO = Superseded or Obsolete 
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82100 EXPROPRIATION COMPENSATION (Continued) 

 

 

 -03 Exhibits   SO nil DE 

 

  SO = Upon conclusion of the hearing, and 

expiry of all statutory limitations on 

appeals.  Exhibits may be returned to 

the property owner. 

 

 

  -20 Expropriation compensation case files SO 7y FR 

   (includes applications for determination 

of compensation, correspondence, 

pleadings and transcripts) 

   (arrange first chronologically by year, 

then by sequential number) 

 

  SO = upon expiry of the appeal period and 

completion of appeals to the British 

Columbia Court of Appeal.  After the 

Board has determined the amount of 

compensation to be paid to an owner, the 

parties have thirty days to appeal the 

decision on the basis of procedure or 

authority. 

 

  NOTE: The OPR will store Expropriation 

compensation case files under RCS 

accession number 91-0362.  

 

  7y = The six-year limitation period specified 

in the Limitation Act (RSBC 1979, s. 

236, ss. 3(4) and 8) serves as the 

guideline in establishing the semi-

active retention period for these case 

files.  The additional year is the 

period allowed for the serving of notice 

on all parties. 

 

  FR = BCARS will fully retain these records in 

order to document the expropriation 

process.  An average of ninety 

applications are filed every year. 
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 Expropriation Compensation 

 

 Operational Records Classification System (ORCS) 

 

 I N D E X 

 

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 which is the correct classification 

and also to determine the correct secondary.  Often, the primary scope notes 

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: 

 

     a)  all keywords which appear in primary titles; 

     b)  all keywords which appear in secondary titles; 

     c)  keywords which appear in primary scope notes; 

     d)  common synonyms for indexed keywords; and 

     e)  common abbreviations. 

 

Cross-references: 

 

"See" references indicate that the subject heading sought is indexed under an 

alternate entry (a more appropriate keyword, a full or official name, etc.). 

 

"See also" references are used when additional information can be found in 

another entry. 



SUBJECT HEADINGS    PRIMARY NUMBERS 
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 - A - 

 

APPEALED EXPROPRIATION COMPENSATION 82100 

  

 

 - B - 

 - C - 

 

CASE FILES 

  -appealed expropriation compensation 82100 

  -expropriation/compensation 82100    

  

COMPENSATION     82100 

 

 

 - D - 

 - E - 

 

EXHIBITS     82100 

 

EXPROPRIATION     82100 

 

 

 - F - 

 - G - 

 - H - 

 

HEARINGS 

 -expropriation compensation 82100 

 

 

 - I - 

 - J - 

 - K - 

 - L - 

 - M - 

 - N - 

 - O - 

 - P - 

 - Q - 

 - R - 

 - S - 

 - T - 

 - U - 

 - V - 

 - W - 

 - X - 

 - Y - 

 - Z - 

 


	Executive Summary
	Table of Contents
	Introduction
	How to Use ORCS
	Section 1 Expropriation Compensation
	82000 Expropriation Compensation - General
	82100 Expropriation Compensation

	Index



