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Vital records
Vital records are records that are deemed essential for the ongoing business of the agency.  If these records were to be irretrievably lost or destroyed, the agency would have difficulty in continuing to function effectively or re-establish business operations.
The Territory Records Standard and Guideline No. 8 Business Continuity and Records Management provide further information on vital records, which are those records which are essential for the protection of the agency’s financial and legal positions, preserving the rights of staff and ensuring the entitlements to community individuals serviced; and those necessary for the agency to continue functioning during an emergency response situation.
Vital records should be identified via a risk management process which takes into account:
	legislative requirements and obligations (both Territory and Commonwealth);
	standards and codes of practice where applicable;
	the rights and entitlements of individuals;
	community expectations.

The identification of vital records should be a collaborative process involving records staff and business units, in order to: 
	determine the kinds of records required to meet the needs noted above; and
	identify the specific groups of records, their quantity and location(s).

Once vital records are identified, an agency is able to develop processes and procedures to protect these records, including requirements as part of the Business Continuity Plan to ensure continued accessibility in the event of a disaster.
Vital records may be considered vital only in the short term, or may retain this status indefinitely. They may be in any format (e.g. hardcopy, microfilm, electronic, maps or plans, etc.) and can have any records security classification associated.
NOTE: The storage requirements for each format of vital record will not necessarily be the same, refer to the Territory Records Standard for Records Management No. 7 – Physical Storage of Records for further information.
Examples of vital records include:
	original signed agreements, contracts, leases or licenses;
	signed minutes of meetings with legislative basis or Cabinet significance;
	agency wide financial and personnel records;
	current major policies and procedures;
	insurance records;
	software source codes;
	delegations of authority;
	plans to vital infrastructure;
	records management control records;
	records of enduring value to the community.

NOTE: Not all agencies will be required to identify all of these examples as vital records and may have other records that are essential to the operation of their business.
When an agency has identified its vital records holdings, the information should be included in the records management program and should incorporate:
	how the vital records are identified, listed, protected, handled, recovered and restored;
	procedures - forms part of the counter disaster plan for records and recordkeeping systems;
	the preventive measures for protecting vital records that have been implemented;
	timetable for review of the vital records list, component of the policy and procedures and include this review in the procedures.



