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Instant messaging and recordkeeping requirements
Purpose
This Records Advice has been prepared to provide ACT Government employees with guidelines for understanding recordkeeping requirements when considering using instant messaging applications to support ACT government business.
Background
Instant messaging refers to ‘real time’ communication (usually typed text) between two or more people that occurs over the internet or another network. Short messages are typically transmitted bi-directionally between two parties, when each user chooses to complete a message and select ‘send’.
Examples of instant messaging applications include:
	Cisco Jabber;
	Facebook Messenger; and

Skype.
The Territory Records Office recommends that communication through instant messaging applications should not involve discussions or decisions that are required to be managed as records. There is, however, the potential for instant messaging services to be used for:
	virtual meetings;

consultation; and
remote input into business activities.
If this is the case, these instant messaging exchanges should be considered records of the ACT Government. Agencies are responsible and accountable for managing their records however they are created, and must, when necessary, save them into an appropriate records management system.


Instructions
Instant messaging exchanges using ACT Government systems are likely to be ACT Government records. However, a decision needs to be made as to whether the exchanges are important business records or short-term, facilitative records.
For example, instant messaging exchanges must be saved into an appropriate records management system, if:
	business is transacted;
	requests are received from the public;
	advice is given to the public;

approvals are received or given;
	it is something that someone needs to act upon in an official capacity; or
	it relates to the rights and entitlements of employees (flex requests, leave requests etc).
There are two options for recording this information:
	technical solutions involve software which can create logs and records of instant messaging conversations. Sufficient metadata needs to accompany the message content, such as time and date and usernames.
	procedural solutions involve staff creating a note for file and saving it in a records management system as soon as possible. The note for file should include information on the parties involved and any decisions or agreements made.

Short-term, facilitative records can usually be destroyed immediately in accordance with an approved Normal Administrative Practice (NAP) policy or guidelines.
For more information
See Records Advice 2 Normal Administrative Practice (NAP).
The complete list of Records Advices is on the internet at http://www.territoryrecords.act.gov.au/recordsadvice
More detailed information on the ACT Government records management regime may be found in the Territory Records Office Standards http://www.territoryrecords.act.gov.au/standards and the related Territory Records Office Guidelines http://www.territoryrecords.act.gov.au/guidelines.
This Records Advice was informed by the National Archives of Australia.

