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Version Control
Purpose
This Records Advice has been prepared to provide ACT Government employees with instructions for managing different versions of documents to ensure consistency with the saving of other records.
Instructions
The creation of a government record can rely on many sources of information, can be worked on by a number of individuals and requires various levels of feedback or approvals at different stages of its evolutionary life.  By the time that the resulting document becomes a Territory record and is signed off by the responsible officer or Minister there will be numerous versions of the document created either sequentially or potentially in parallel as it passes through the various stages of its development.  While these versions of the document are important during the evolutionary life of the document and must be managed carefully to ensure that the correct version of the document is always the one being worked on, they no longer retain the level of importance when superseded by later versions and eventually the final authorised record. 
Once the final version as the Territory record is on file the earlier versions should be reviewed to assess which if any should be retained.  It would only be if a significant change in direction or focus emerged during the creation of the document that that version should be retained as evidence of that change, otherwise the versions used to create the final record can be disposed of using the NAP (Normal Administrative Practice) provisions of the legislation.  See Records Advice no. 2 Normal Administrative Practice (NAP).


