
ARMS INDEX 
ABANDONMENT OF POSITION, 5615 
- resignation, 5615 
- separation and layoff, 5615 
- severance, 5615 

ABOLISHED POSITION 
- bumping lists, 5615 
- establishment, 5295 
- position lists, 5295 
- position changes, 5295 

ACCESS CARDS 
- distribution and control list, 1890 
- security, 1890 

ACCESS CONTROLS 
- system security and reliability, 6200 

ACCESS TO INFORMATION 
(see also SECURITY) 
- access requests, 1810, 1870 
- freedom of information, 1810 
- information, 1810, 1870, 1475 
- security, 1870 

ACCESSIONING,  1580 

ACCIDENTS 
- accident log, 5015 
- non-compensable, 5015 
- personnel, 5015 
- prevention, 5265 
- vehicle, 3470-3530 
- WCB claims, 5015 

ACCOMMODATION 
- accommodation reports, 2055 
- charges, 2020 
- expansion, 2055 
- employee housing, 2055 
- general, 2055 
- offers of space, 2055 
- planning, 2055 
- portfolio reviews, 2020 
- reorganization, 2055 
- reports and statistics, 2055 
- requirements, 2055 
- space allocation, 2055 
- statistics, 2055 
 
ACCOUNT NUMBERS 
- bank and financial institutions, 4180 

ACCOUNTABLE 
- advances, 4100 
- allowances, 5060 

ACCOUNTING 
- cash, 4040 
- cash blotters, 4040 
- cash control, 4040 
- cash input forms, 4040 
- cash mail records, 4040 
- cash receipt journals, 4040 
- codes, 4020 
- CR documents, 4040 
- general, 4020 
- general ledgers, 4020 
- interest rates on overdue accounts, 4020 
- letters of credit, 4020 
- motion for return, 4020 

- public accounts preparation records, 4020 
- reconciliations, 4020 
- security deposits, 4020 

ACCOUNTS 
- accounts payable, 4060 
- accounts receivable, 4080 
- accounts receivable invoice books, 4080 
- accounts receivable receipt books, 4080 
- cash register tapes, 4080 
- classification, 4020 
- credit cards, 4060, 4080 
- equalized payments, 4060 
- invoice records, 4060, 4080 
- invoice summary sheets, 4060 
- outstanding accounts, 4080 
- overdue accounts, 4060 
- payable, 4060 
- payment errors and compliance reports, 

4060 
- purchase cards, 4060 
- receipt records, 4080 
- receivable, 4080 
- refunds to vote, 4060 
- revenue accounts, 4520 
- statements of account, 4060 
- suspense accounts, 4520 
- timeliness of payment, 4060 
- uncollectible accounts, 4080 
- write offs, 4080 

ACTIVITY REPORTS 
- system reports, 6180 

ACQUISITION 
(see also PROCUREMENT) 
- audiovisual, 1585 
- books, 1585 
- buildings, 2120 
- facilities, 2120 
- furniture, 3215 
- interlibrary loans, 1595 
- lands, 2305 
- library materials, 1585 
- library purchase order forms, 1585 
- library services, 1585 
- lists, 1580 
- new title listings from other libraries, 

1580, 1585 
- newspaper, 1585 
- periodicals, 1585 
- publications, 1585 
- sound recordings, 1585 
- transportation services, 3470-3530 
- vehicles, 3445 to 3530 

ACTS AND LEGISLATION 
- comparative studies, 1035 
- drafting procedures, 1070 
- emergency order, 1070 
- external, 1080 
- federal, 1080 
- foreign, 1080 
- general, 1035 
- internal, 1070 
- local authorities, 1080 
- municipal bylaws, 1080 
- provincial, 1080 
- Saskatchewan, 1080 
- studies, 1035 

- territorial, 1080 

 

AD-HOC REPORTS 
- end-user support, 6080 

ADDRESSES 
- banks and financial institutions, 4180 
- buildings, 2105 

ADJUDICATION, 5445 
- arbitration, 5445 

ADJUSTMENT REQUESTS 
- buildings and properties, 2020 
- charges and invoices, 2020 

ADMINISTRATION 
- appointment books, 1000 
- benefits, 5045 
- chronological convenience files, 1000 
- circulars, 1205 
- contracts, 4300 
- correspondence management, 1520 
- databases, 6060 
- directives, 1205 
- emergency procedures, 1370 
- executive services, 1380 
- financial, 4000-4999 
- history, 1025 
- management function, 1000-1999 
- manuals, 1205 
- meetings, 1015 
- of oaths, 1545 
- organization, 1025 
- salaries, 5600 
- services, 5045 
- staff responsibilities, 5160 
- studies, 1025 
- vehicles, 3445 

ADMINISTRATIVE 
- circulars, 1205 
- classification and retention schedules, 

1780 
- directives, 1205 
- history, 1025 
- manuals, 1205 
- meetings, 1015 
- monthly reports, 1840 
- orders, 1205 
- regulations, 1205 

ADMINISTRATIVE SERVICES 
(see EXECUTIVE) 

ADVANCES, 4100 

ADVERTISING, 
- information services, 1435 
- newspaper, 1435 
- periodicals, 1435 
- projects, 1435 
- radio, 1435 
- staffing, 5680 
- television, 1435 

AFFIRMATIVE ACTION  
(see EMPLOYMENT EQUITY) 

AGENDAS 
- administrative meetings, 1015 
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- associations, clubs, societies, 1155 
- cabinet committees, 1220 
- conferences, 1255 
- deputy ministers' committees, 1220 
- external committees, 1235 
- federal committees, 1245 
-inter-institutional committees, 1235 
- internal committees, 1230 
- international committees, 1240 
- inter-provincial committees, 1245 
- seminars, 1255 
- symposia, 1255 

AGREEMENTS  
(see also AGREEMENTS AND 

ARRANGEMENTS - FINANCIAL) 
- agreements register, 1090 
- approved, 1090 
- collective, 5400 
- component, 5400 
- crown corporations, 4120 
- educational authorities, 1125 
- federal, 1100 
- financial, 4120 
- foreign, 1105 
- international, 1105 
- inter-provincial, 1115 
- intra-provincial, 1120 
- local authorities, 1125 
- master, 5400 
- memoranda of understanding, 1090-1125 
- municipal, 1125 
- non-approved, 1090 
- standing offer, 3405 
- territorial, 1115 

AGREEMENTS AND ARRANGEMENTS – 
FINANCIAL, 4120 

AIR CONDITIONING, 2435 

AIRCRAFT, 3470 

ALARM SYSTEMS 
- fire, 2215 
- intrusion detection, 1890 

ALLEGED FRAUD, 4000 

ALLOCATION 
- of space, 2055 

ALLOTMENTS AND TRANSFERS 
- reallocation of funds, 4140 

ALLOWANCES 
- benefits, 5060 
- foreign, 5240 
- northern, 5060 
- travel, 4560 

ALL-TERRAIN VEHICLES, 3495 

ALTERATION(S) AND REPAIR(S), 2135 

AMENDMENTS 
- records classification and retention, 1780 
- federal legislation, 1080 
- retention and disposal schedules, 1780 
- Saskatchewan legislation, 1070, 1080  

ANALYSIS 
- forms, 1400 

ANNUAL  
- reports and statistics, 1840 
- financial statements, 4500 
- performance reviews, 5190 
- personnel reports, statistics, 5570 

APPEALS 
- arbitration, 5445 
- classification, 5160 
- labour relations, 5445 

APPLICATION(S) 
- for employment, 5680 
- inventions, patents, copyrights, 1530 
- trademarks, 1530 

APPOINTMENT(S) 
- acting and temporary, 5645 
- books, 1000 
- casual, 5680 
- legislative, 5680 
- non-permanent, 5645, 5680 
- order-in council, 5680 
- permanent, 5680 
- temporary, 5645, 5680 

APPRAISAL(S)  
(see also REVIEWS) 
- of buildings, 2120 
- of land, 2305 
- of records, 1800 

APPRECIATION, INVITATION AND 
CONGRATULATION 
- greetings, messages, cards, 1145 
- invitations, 1145 
- complaint, 1250 
- congratulations, 1145 
- thanks, 1145 
- ombudsman's investigations, 1250 

APPRENTICESHIP PROGRAMS, 5680 

APPROPRIATION 
- expenditure control, 4360 

APPROVAL(S) 
- for outside employment, 5175 
- treasury board, 4580 

APPROVED 
- agreements, 1090 
- budgets, 4230 
- legislation, 1035-1080 
- orders, 1070 
- orders-in-council, 1170 
- regulations, 1070 

ARBITRATION 
- adjudication, 5445 
- appeals, 5445 
- classification, 5445 
- discharge, 5445 
- grievances, 5445 
- labour relations, 5445 
- leave, 5445 
- overtime, 5445 
- shift work, 5445 
- tribunals, 5445 

ARCHITECTURE 
- information technology, 6030 

ARCHIVES FINDING AIDS, 1745 

ARTICLES AND MANUSCRIPTS 
(see also BOOKS AND PUBLICATIONS) 
- information services, 1455 
- non-published, 1455 
- published, 1450 

ASSET(S) 
- disposal and surplus, 3150 
- equipment and supplies, 3030 
- fixed, 3030 
- inventories, 3030 
- lost equipment, 3030 
- lost inventory, 3030 
- stolen equipment, 3030 
- transfer, 3150 

ASSIGNMENTS 
- vehicle(s), 3445 

ASSISTANCE PROGRAM 
- employees, 5265 

ASSOCIATIONS, CLUBS, SOCIETIES 
- agendas, 1155 
- annual reports, 1155 
- minutes, 1155 

ATTENDANCE 
(see also LEAVE) 
- employee records, 5190 
- employees, 5475 
- leave management, 5475 
- reports, statistics, statements, 5475 
- training and development, 5800 

AUDIOVISUAL 
- accessioning, 1580 
- acquisition, 1585 
- aids, 1445 
- cataloguing, 1580 
- circulation, 1595 
- equipment history and research, 3040 
- equipment and supplies, 3040 
- information services, 1445 
- motion pictures, 1445 
- product and service information, 3040 
- production project files, 1445 
- slide shows, 1445 
- supplies, 3040 
- video tapes, 1445 

AUDITS AND REVIEWS 
- internal, 4160 
- management representation letters, 4160 
- provincial auditor, 4160 
- provincial comptroller, 4160 
- system maintenance, 6140 

AUTHORITY (IES) 
- canceled, 1355 
- classification, 1355 
- delegation of, 1355 
- disposition, 1780 
- educational, 1080 
- financial management, 1355 
- local, 1080 
- matrices, 1355 
- purchasing, 1355 
- signature sample cards, 1355 
- signing, 1355 
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- spending, 1355 
- staffing, 1355 
- temporary, 1355 
- time-dated, 1355 

AUTHORIZATION(S) 
- travel, 4560 
- vehicle repair, 3470-3530 
- for expenditure, 4360 

AUTOMATED 
- information systems, 6000 

AUTOMATIC SPRINKLERS, 2215 

AWARDS 
- Canadian awards and honours, 1720, 

5030 
- merit, 5030 
- past recipients, 5030 
- presentations, 5030 
- programs, 5030 
- public awards programs, 1510 
- recognition programs, 5030 
-recommendations, 5030 

BACKUP/RECOVERY PROCEDURES 
- system security and reliability, 6200 

BADGES 
- procurement and issue, 3055 
- protocol, 1720 
- use and wearing of, 1720 

BANKS AND BANKING 
- account numbers, 4180 
- addresses, 4180 
- bank statements, 4180 
- canceled cheques, 4180 
- deposit slips, 4180 
- establishment, 4180 
- financial institutions, 4180 
- financial statements, 4180 
- imprest bank accounts, 4100 
- maintenance, 4180 
- reconciliations, 4020 
- reports, statistics, statements, 4180 
- suspense accounts, 4180, 4520 
- termination, 4180 
- trust accounts, 4180 

BARGAINING 
- calendar, 5355 
- certification, 5355 
- certification orders, 5355 
- labour relations, 5355 
- salaries and wages, 5600 
- unit compensation issues, 5600 

BATCH CONTROL 
- cheques and financial transactions, 4260 

BENEFITS AND SERVICES 
- administration, 5045 
- allowances, 5060 
- Canada Pension Plan, 5060 
- deferred salary leave, 5060 
- dental, 5060 
- differentials, 5060 
- disability, 5060 
- group life, 5060 
- insurance, 5060 

- management, 5060 
- medical, 5060 
- northern allowance, 5060 
- out-of-scope personnel, 5060, 5080 
- parking, 5080 
- pension, 5060 
- pre-retirement, 5585 
- professionals, 5060, 5080 
- services, 5080 
- superannuation, 5060 
- terms and conditions, 5400 
- travel insurance, 5060 
- unemployment, 5060 

BIBLIOGRAPHIES 
- library materials, 1565 
- library services, 1565 

BILLING ADVICE 
- buildings and properties, 2020 
- charges and invoices, 2020 
- buildings, 2135 

BILLS 
- drafting procedures, 1070 
- federal, 1080 
- foreign, 1080 
- internal, 1070 
- legislative matters, 1555 
- local authorities, 1080 
- provincial, 1080 
- Saskatchewan, 1080 
- Territorial, 1080 

BINDING 
- books, 1450 
- library services, 1575 
- publications, 1450 

BIOGRAPHICAL SKETCHES, 1430 

BIOGRAPHIES, 1430 

BLANK FORMS 
- design, 1400 
- printing requisition, 3350 
- procurement and issue, 3195 

BLANKET PURCHASE ORDER 
- procurement and receipt, 3365 

BLOOD DONOR CLINICS, 1190 

BLOTTERS 
- cash, 4040 

BOARDS, 1215-1245 

BONDS, 5080 

BOOKS AND PUBLICATIONS 
(see also INFORMATION SERVICES) 
(see also LIBRARY SERVICES) 
- accessioning, 1580 
- acquisition, 1585 
- binding, 1450 
- briefing, 1380 
- cataloguing, 1580 
- circulation, 1595 
- compilation, 1455 
- distribution, 1450, 1595 
- distribution lists, 1450 
- editing, 1455 

- external development, 1455 
- government, 1585 
- government publications catalogues, 1585 
- individual, 1455 
- information services, 1450 
- interlibrary loans, 1595 
- internal publication, 1455 
- library materials, 1565 
- library services, 1575-1605 
- loans, 1595 
- manuscripts, 1455 
- publication requests, 1450 
- originals used for publication, 1455 
- plans, 1450 
- preparation, 1455 
- printing, 1450 
- publication distribution summaries, 1450 
- publication initiation forms, 1450 
- publication inventory, 1450 
- publication listing, 1450 
- publication pricing, 1450 
- sale, 1450 
- subscription and renewals, 1585 

BRANCH OBJECTIVES, 1025 

BRIEFING NOTES, 
- books, 1380 
- executive, 1380 
- legislative matters, 1555 

BROCHURES 
(see also INFORMATION SERVICES) 
- corporations, companies, firms, 1300 
- information services, 1450 
- preparation, 1450, 1455 
- publication, 1450 

BUDGET(S) 
- approved budgets, 4230 
- budget development packages, 4230 
- budget forecasts, 4230 
- briefing books, 1380 
- estimates, 4230 
- expenditure reduction exercise, 4340 
- finalization minutes, 4230 
- interactive estimates, 4230 
- planning, 4230 
- submissions, 4230 
- working papers, 4230 

BUILDING(S) AND PROPERTIES 
(see also FACILITIES) 
(see also LANDS) 
- acquisition, 2120 
- addresses, 2105 
- adjustment requests, 2020 
- alterations, 2135 
- automatic sprinklers, 2215 
- billing advice, 2020 
- building codes, 2155 
- cancelled construction projects, 2155 
- cancelled expansion/renovation projects, 

2200 
- charges, 2020 
- cleaning services, 2235 
- concessions, 2320 
- conference rooms, 2105 
- construction contracts, 2035 
- contracts, 2035 
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- construction, 2155 
- damages, 2135 
- directories, 2105 
- disposal, 2120 
- elevators, 2235 
- expansion , 2200 
- expiry of lease, 2120 
- facilities management case files, 2105 
- fire alarm systems, 2215 
- fire contingency and planning, 2215 
- fire drills, 2215 
- fire evacuation and planning, 2215 
- fire inspections, 2215 
- fire prevention systems, 2215 
- fire regulations, 2215 
- fire report files, 2215 
- fires, 2215 
- inspection reports, 2235 
- investigation case files, 2135 
- janitorial services, 2235 
- land contracts, 2035 
- lease, 2120 
- locations, 2105 
- maintenance, 2235 
- materials, 3070 
- painting, 2235 
- planning, 2155 
- plans, 2055 
- portfolio review, 2020 
- renovation, 2200 
- repairs, 2135 
- security, 1890 
- signs, 2105 
- standards, 2105 
- tenders, 2035 
- transfer, 2120 
- types of facilities, 2105 
- utilities services contracts, 2035 

BULLETIN(S) 
(see also BOOKS AND PUBLICATIONS) 
- information services, 1450 
- library materials, 1565 

BUSINESS EXPENSES 
- claim documents, 4480 

BYLAWS 
- educational authorities, 1080 
- local authorities, 1080 
- legislative matters, 1555 
- municipal, 1080 

CABINET 
- agenda items, 1170 
- committees and commissions, 1220 
- decision items, 1170 
- directives, 1170 
- information items, 1170 
- minister's orders, 1170 
- orders-in-council, 1170 
- submissions, 1170 

CABINET COMMITTEES, 1220 

CAFETERIAS AND EATING FACILITIES, 
3240 

CALCULATIONS 
- pay records, 5600 
- seniority, 5475 

CAMPAIGNS, 1190 

CANADA 
- awards and honours, 1720 
- cooperation and liaison, 1300 
- currency, 4320 
- honours, 1720 

CANADA PENSION PLAN, 5060 

CANADA POST 
- mail, 1635 
- freight and courier services, 1635 

CANADA SAVINGS BONDS, 1190 

 

 

CANADIAN 
(see also CANADA) 
- awards, 1720 
- currency, 4320 
- honours system, 1720 

CANVASSING, 1190 

CAPACITY PLANNING 
- database development and administration, 

6060 

CARDS 
- credit cards, 3515, 4060, 4080, 4340 
- debit cards, 4080 
- purchase cards, 4060, 4080, 4340 
- greetings, condolences, congratulation, 

1145 

CASE FILES 
(see appropriate subject heading) 

CASH 
- accounting, 4040 
- blotters, 4040 
- control, 4040 
- CR documents, 4040 
- input forms, 4040 
- mail records, 4040 
- receipt journals, 4040 
- register tapes, 4080 

CASUAL 
- appointments, 5645 
- employees, 5190, 5645 
- positions, 5645 
- recruitment, 5680 
- staffing, 5645 

CATALOGUED LIBRARY MATERIALS, 
1580 

CATALOGUES 
(see also BOOKS AND PUBLICATIONS) 
- commercial, 1585 
- equipment and supplies, 3380 
- forms, 1400 
- government publications, 1585 

CATALOGUING, 1580 

CELEBRATIONS, 1720                                          
- protocol, 1720 

CENTRAL AGENCY 

- expenditure and control, 4340 
- manuals, 1205 
- vehicles, 3445 
- vehicle reports, 3445 

CENTRALIZATION, 1025 
- reorganization, 1025 

CEREMONIES, 1720 
- protocol, 1720 

CERTIFICATE(S) 
- air worthiness, 3470 
- registration, aircraft, 3470 

CERTIFICATION ORDERS, 5355 

CHANGE/ENHANCEMENT 
- positions, 5295 
- requests, 6140 
- system maintenance, 6140 

CHARGES AND INVOICES 
- adjustments requests, 2020 
- billing advice, 2020 
- books and publications, 1450 
- buildings and properties, 2020 
- client charge reports, 2020 
- portfolio review, 2020 

CHARTS 
- function, 1025 
- organization, 1025 

CHEQUES AND FINANCIAL 
TRANSACTIONS, 4260 

CHRONOLOGICAL FILES, 1000 

CIRCULAR(S), 1205 

CIRCULATION, 1595 

CIVIL DEFENCE, 1370 

CLAIMS 
- business expenses, 4480 
- by and against the crown, 4280 
- hospitality expenses, 4480 
- risk management and insurance, 1845 
- travel expenses, 4560 
- workers' compensation board, 5015 

CLASSIFICATION 
- accounts, 4020 
- appeals, 5160 
- arbitration, 5445 
- authority, 1355 
- employee, 5160 
- grievances, 5445 
- historical information, 5160 
- implementation, 5160 
- issues, 5160 
- job descriptions, 5160 
- job standards, 5160 
- library services, 1580 
- position history, 5160 
- position review, 5160 
- reclassification, 5160 
- review, 5160 
- standards, 5160 
- studies, 5160 

CLASSIFICATION AND RETENTION, 1780 
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CLEANING SERVICES 
- buildings, 2235 
- clothing, 3085 
- laundry, 3265 

CLIENT 
- charges, 2020 
- requests, 2135 

CLIENT-SERVER 
- databases, 6060 

CLIPPINGS 
- newspaper, 1430 

CLOTHING, 3085 

CLUBS, 1155 

CODE OF CONDUCT, 5175 

CODES, ACCOUNTING, 4020 

CODING INPUT ENTRY FORMS, 1580 

COLLECTION OF INFORMATION 
- executive services, 1380 
- personal data, 1870 

COLLECTIVE AGREEMENTS, 5400 

COLLEGES 
- cooperation and liaison, 1300 
- exchange of information, 1300 

COMMENDATIONS 
- employees, 5030, 5190 

COMMERCIAL 
- catalogues, 1585 
- system maintenance, 6140 

COMMERCIALLY DEVELOPED SPECIAL 
ITEM HISTORY, 3420 

COMMISSIONER REVIEWS/DECISIONS, 
1810 

COMMISSIONERS FOR 
OATHS/NOTARIES PUBLIC, 1545 

COMMISSIONS, 1215-1245 

COMMISSIONS OF INQUIRY, 1215 

COMMITMENTS 
- expenditure control, 4360 

COMMITTEES AND COMMISSIONS 
- cabinet, 1220 
- deputy ministers', 1220 
- federal, 1245 
- inter-institutional, 1235 
- internal, 1230 
- international, 1240 
- inter-provincial, 1245 
- intra-provincial, 1235 
- municipal, 1235 
- territorial, 1245 

COMMUNICATIONS 
(see also TELECOMMUNICATIONS) 
(see also INFORMATION SERVICES) 
- log, 1520 
- packages, 1510 
- plan, 1510 
- projects, 1510 

COMMUNICATIONS PLANS, 1430 

COMMUNITY ACTIVITIES, 1510 

COMPANIES, 1300 

COMPARATIVE STUDIES, 1035 

COMPETITIONS, 5660 

COMPILATION 
- books, 1455 
- data, 1515 

COMPLAINTS 
- criticisms, 1250 
- health and safety, 5265 
- investigations, 1250 
- labour relations, 5445 
- letters of, 1250 
- Ombudsman, 1250 

COMPLIANCE REPORTS 
- accounts payable, 4060 

COMPLIANCE REVIEWS, 4160 

COMPONENT AGREEMENTS 
- labour, 5400 

COMPTROLLER 
(see PROVINCIAL – comptroller) 

COMPUTER(S) 
- disks, 3100 
- electronic storage media, 3100 
- equipment evaluations, 3100 
- hardware, 3115 
- hardware history, 3115 
- hardware products and maintenance, 

3115 
- hardware problems and maintenance, 

3115 
- hardware product information, 3115 
- hardware research files, 3115 
- issue of, 3100 
- justification, 3100 
- magnetic tapes, 3100 
- maintenance, 3100 
- optical disks, 3100 
- procurement procedures, 3100 
- protection systems, 1890 
- repairs, 3100 
- search services, 1605 
- security, 1890 
- software, 3130 
- software history, 3130 
- software problems and maintenance, 3130 
- software product information, 3130 
- software research, 3130 
- user specifications, 3100 

CONCESSIONS 
- land, 2320 

CONDOLENCE 
- letters of, 1145 

CONFERENCES, SEMINARS, SYMPOSIA, 
1255 

CONFLICT OF INTEREST 
- employees', 5175 

CONGRATULATIONS 

- letters of, 1145 

CONTACT LISTS, 1000 

CONSERVATION 
- records management, 1745 

CONSTRUCTION 
- buildings, 2155 
- contracts, 2305 
- parking areas, 2385 
- projects, 2155 
- system development, 6120 
- vehicles, 3495 

CONSULAR CORPS, 1720 

CONSULTANT 
- contracts, 4300 
- fees, 4380 

CONTACTS 
- emergency measures, 1370 
- media, 1495 
- lists, 1000 

CONTRACTS 
- administration, 4300 
- buildings and properties, 2035 
- construction, 2035 
- consultant, 4300 
- contract bid/tender bonds, 4300 
- contract register, 4300 
- employee, 4300 
- equipment and supplies, 3015 
- labour, 4300, 5400 
- lands, 2035 
- rejected/denied contracts, 4300 
- requests for proposal, 2035, 3015,4300 
- secondment contracts, 5645 
- service contracts, 2035, 4300 
- standard contract form information, 4300 
- utility service, 2035 

CONTROL 
- cash, 4040 
- establishment, 5295 
- forms, 1400 

CONVERSION OF DATA, 1775 

COOPERATION AND LIAISON 
- educational authorities, 1300 
- exchange of information, 1265-1300 
- external, 1300 
- federal, 1300 
- general, 1265 
- inquiries, 1265-1300 
- international, 1300 
- internal, 1300 
- inter-provincial, 1300 
- intra-provincial, 1300 
- local authorities, 1300 
- municipal, 1300 
- first nations groups, 1300 
- offers of service, 1265-1300 
- provincial, 1300 
- schools, 1300 
- universities, 1300 
- territorial, 1300 

CO-OP STUDENT PROGRAMS, 5680 
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COORDINATION 
- telephone services, 3425 

COPYRIGHT, 1530 

CORPORATION(S), 1300 

CORRESPONDENCE 
(see COMMUNICATION) 

COST RECOVERIES 
- revenue control, 4520 

COUNCILS, 1215-1245 

COUNSELING 
- health, 5265 

COURIER, 1635 

COURSE(S) 
- attendance, 5800 
- conferences, 1255 
- development, 5800 
- evaluations, 5800 
- history, 5800 
- seminars, 1255 
- symposia, 1255 

CREDIT LETTERS, 4020 

CREDIT CARDS 
- issuance, 4340 
- payment, 4060 
- receipts, 4080 
- vehicles, 3515 
 

CRESTS 
- equipment and supplies, 3055 
- use and wearing of, 1720 

CRIMINAL RECORD CHECKS, 5630 

CRITICISM 
- letters of, 1250 

CURRENCY, 4320 

CUSTOMS AND EXCISE TARIFFS, 4540 

CVA VEHICLES, 3445 

DAILY REPORTS                                           
- administrative, 1840 
- financial, 4500 

DAMAGES 
- buildings, 2135 
- mail, 1635 
- vehicle, 3470-3530 

DATA 
- conversion, 1775 
- dictionaries, 6030 
- entry, 1775 
- flow, transborder, 1870 
- information models, 6030 
- input forms, 1775 
- integrity and definition, 6030 
- personnel, 5190 
- processing, 1775 
- modeling, 6030 
- resources, 6030 
- system operations, 6160 

DATABASE(S) 
- administration, 6060 
- capacity planning, 6060 
- client-server, 6060 
- design, 6060 
- development, 6060 
-  evaluation, 6060 
- maintenance, 6060 
- operation, 6060 
- performance monitoring, 6060 
- performance testing, 6060 
- planning, 6060 
- projects, 6060 
- software, 3130 
- standards, 6060 

DEBATES 
- legislative matters, 1555 

DEBIT CARD RECEIPTS, 4080 

DECENTRALIZATION, 1025 

DECISIONS 
- legal, 1545 

DEDUCTIONS 
- pay records, 5190 
- salaries, 5190, 5600 

 

DEFENCE 
- civil, 1370 

DEFERRED SALARY LEAVE, 5060 

DELEGATION OF AUTHORITY, 1355 

DENIED CONTRACTS, 4300 

DENTAL 
- benefits, 5060 

DEPOSIT(S) 
- cheques and financial transactions, 4260 
- security, 4020 
- slips, 4180 

DEPRECIATION 
- equipment and supplies, 3000 

DEPUTY MINISTERS' COMMITTEES, 1220 

DESCRIPTIONS 
- job, 5160 

DESCRIPTIVE MANUALS 
- cataloguing, 1580 

DESIGN 
- databases, 6060 
- forms, 1400 
- networks, 6100 
- stationery, 1720 
- system development, 6120 
- visual identity, 1720 

DESIGNATED HOLIDAYS, 5475 

DESTRUCTION 
- disposal, 3150 
- surplus, 3150 
- of records, 1800 

DEVELOPMENT 

- budget, 4230 
- classification and retention, 1780 
- courses, 5800 
- databases, 6060 
- information systems, 6120 
- lands, 2335 
- network design and management, 6100 
- parking areas, 2385 
- publications, 1455 
- resources, 5815 
- systems, 6120 
- training, 5785 

DIARIES, 1000 

DIFFERENTIALS, 5060 

DIGNITARY VISITS                                      
– Protocol and Diplomacy, 1720                                        

DIPLOMACY 
(see PROTOCOL AND DIPLOMACY, 
1720) 

DIRECT DEPOSITS 
- pay administration, 5510 
- pay records, 5190 
- salaries and wages, 5600 

DIRECTIVES 
(see also REGULATIONS AND 

DIRECTIVES) 
- administrative, 1205 
- cabinet, 1170 
- external, 1205 
- internal, 1205 
- operational, 1205 
- provincial comptroller, 4000 
- training and development, 5785 
- Treasury Board, 4580 

DIRECTORIES 
- buildings, 2105 

DISABILITY, 5060 

DISASTER PLANNING, 1370 

DISCIPLINE, 
- labour, 5415 
- employee, 5190 

DISCS 
- computer, 3100 

DISPLAYS, 1510 

DISPOSAL 
- asset transfer, 3150 
- buildings, 2120 
- destruction, 3150 
- equipment and supplies, 3150 
- facilities, 2120 
- files and filing, 1800 
- garbage, 2455 
- hazardous material, 2455 
- lands, 2305 
- record disposals, 1800 
- records management, 1780, 1800 
- recycling, 3150 
- requests and approvals, 1800 
- sales, 3150 
- salvage, 3150 
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- surplus, 3150 
- write-offs, 3150 

DISPOSITION 
- authorities, 1780 
- buildings, 2120 
- lands, 2305 

DISPUTES 
- salary, 5600 

DISRUPTIONS 
- labour, 5355 

DISTANCE REPORTS 
- vehicle, 3470-3530 

DISTRIBUTION 
- access cards, 1890 
- books, 1450 
- keys, 1890 
- library materials, 1595 
- publications, 1450 

DRAFTING PROCEDURES 
- acts and legislation, 1035-1080 
- bills, 1070 
- lectures and speeches, 1485 
- legislation, 1035-1080 
- orders-in-council, 1070 
- regulations, 1070 

DRAWINGS, 2155 
- building alterations, 2135 
- building expansion, 2200 
- building renovations, 2200 
- building repairs, 2135 
- custom equipment, 3420 
- special items, 3420 

DRILLS 
- fire, 2215 

DUPLICATION SERVICES, 1665 

EARLY CLOSING, 5280 

EARLY RETIREMENT PROGRAMS, 5585 

EARNINGS AND DEDUCTIONS, 5190 

EASEMENTS, 2320 

EATING FACILITIES, 3240 

EDITING 
- books, 1455 
- publications, 1455 

EDUCATIONAL AUTHORITIES 
- acts and legislation, 1080 
- agreements, 1125 
- bylaws, 1080 
- cooperation, 1300 
- liaison, 1300 

EDUCATIONAL LEAVE, 5785 

ELECTRICAL 
- utilities, 2420 

ELECTRONIC MAIL, 1635 

ELECTRONIC STORAGE MEDIA, 3100 

ELEVATORS, 2235 

ELIGIBILITY LISTS, 5660 

EMBLEMS 
- procurement and issue, 3055 
- use and wearing of, 1720 

EMERGENCY 
- civil defence, 1370 
- contact list, 1370 
- disaster planning, 1370 
- evacuation procedures, 1370 
- measures, 1370 
- orders, 1070 
- planning, 1370 

EMPLOYEE(S) 
(see also BENEFITS AND SERVICES) 
(see also HUMAN RESOURCES) 
(see also PERSONNEL) 
(see also STAFF(ING)) 
- approval for outside employment, 5175 
- assistance program, 5265 
- attendance, 5190 
- classification, 5160 
- commendations, 5190, 5030 
- conflict of interest, 5175 
- contract employees, 4300 
- development, 5785 
- discipline, 5190 
- employee file, 5190 
- health & wellness, 5860 
- hours of work, 5190 
- housing, 2055 
- income tax forms, 5190 
- leave, 5190, 5475 
- morale, 5860 
- oaths, 5190 
- orientation, 5785 
- pay records, 5190 
- performance appraisals, 5190 
- personal data, 5190 
- recreation, 5860 
- relations, 5355 
- resumes, 5190 
- training, 5785 
- wellness, 5860, 5190 
- work history, 5190 
- work plans, 5190 

EMPLOYMENT 
- applications, 5680 
- equity, 5205 

EMPLOYMENT EQUITY, 5205 

ENCUMBRANCES, 4440 

END-USER SUPPORT, 6080 

ENHANCEMENT 
- job, 5330 
- requests, system maintenance, 6140 

ENRICHMENT 
- job, 5330 

ENVIRONMENTAL CONTROL, 2435 

EQUALIZED PAYMENTS, 4060 

EQUIPMENT AND SUPPLIES 
- asset control and inventory, 3030 
- asset transfer and disposal, 3150 

- audiovisual, 3040 
- badges, 3055 
- building materials, 3070 
- cafeteria, 3240 
- catalogues, 3380 
- clothing, 3085 
- computer hardware, 3115 
- computer software, 3130 
- computers, 3100 
- contracts, 3015 
- crests, 3055 
- destruction, 3150 
- disposal, 3150 
- eating facilities, 3240 
- electronic storage media, 3100 
- emblems, 3055 
- ergonomics standards, 3380 
- facsimile, 3425 
- firearms, 3170 
- flags, 3055 
- foods, 3185 
- forms, 3195 
- fuels, 3205 
- furniture, 3215 
- inventories, 3030 
- kitchen facilities, 3240 
- laboratory, 3255 
- laundry facilities, 3265 
- medical, 3280 
- micrographic, 3295 
- office machines, 3315 
- office supplies, 3315 
- photographic, 3335 
- price lists, 3380 
- printing services, 3350 
- procurement, 3365 
- product information, 3070, 3380 
- radio and telephone, 3425 
- receipt, 3365 
- recycling programs, 3150 
- rental rates, 3380 
- restraints, 3170 
- sales, 3150 
- salvage, 3150 
- special items, 3420 
- standing offer agreements, 3405 
- stationery, 3315 
- stock inventory, 3030 
- surplus, 3150 
- telecommunications, 3425 
- telephones, 3425 
- tenders, 3015 
- vehicles, 3445 – 3530 
- weapons, 3170 
- write-offs, 3150 

ERGONOMICS STANDARDS, 3380 

ESCALATIONS 
- end-user support, 6080 

ESTABLISHMENT 
- bank accounts, 4180 
- control files, 5295 
- establishment control, 5295 
- position history, 5160 
- positions, 5295 
- technical changes, 5295 
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ESTIMATES, 4230 
- printing services, 3350 

EVACUATION 
- fire, 2215 
- procedures, 1370 

EVALUATIONS 
- database development and administration, 

6060 
- information systems planning, 6030 
- network design and management, 6100 
- plans, 1680 
- programs, 1680 

EXAMINATION 
- health, 5265 

EXCHANGE OF INFORMATION 
(see COOPERATION AND LIAISON) 

EXCHANGES 
- job, 5330 
- staffing, 5645 

EXCHANGE RATES, 4320 

EXCISE TARIFFS, 4540 

EXCLUSIONS, 
- labour relations, 5430 

EXECUTIVE SERVICES, 1380 

EXEMPTIONS 
- hours of work, 5280 

EXHIBIT(S) (IONS), 1510 

 

EXPANSION 
- accommodation, 2055 
- buildings, 2200 
- facilities, 2200 
- renovation, 2200 

EXPENDITURE(S) 
- appropriation, 4360 
- commitment control, 4360 
- commitment reports, 4360 
- commitments, 4360 
- control, 4340 
- credit cards, 4340 
- expenditure forecasts, 4340 
- guidelines, 4340 
- reduction exercise, 4340 
- statements, 4340 
- transactions, 4340 
- travel, 4560 

EXPENSES 
- business, 4480 
- hospitality, 4480 
- relocation, 4560 
- travel, 4560 

EXPIRY OF LEASE 
- buildings, 2120 
- lands, 2305 
 
EXPRESSIONS OF INTEREST, 2035, 3015 

FACILITIES 
(see also BUILDINGS AND PROPERTIES) 

- acquisition, 2120 
- alterations and repairs, 2135 
- construction, 2155 
- damages, 2135 
- disposal, 2120 
- expansion, 2200 
- fires, 2215 
- maintenance, 2235 
- management, 2105 
- renovation, 2200 
- types, 2105 

FACSIMILE MACHINES, 3425 

FAIRS, 1510 

FAX MACHINES 
(see FACSIMILE MACHINES) 

FEDERAL 
- acts, 1080 
- agreements, 1100 
- bills, 1080 
- committees and commissions, 1245 
- cooperation, 1300 
- protocol and diplomacy, 1720 
- exchange of information, 1300 
- financial agreements, 4120 
- legislation, 1080 
- liaison, 1300 
- regulations, 1080 
- taxes, 4540 

FEDERAL COMMITTEES AND 
COMMISSIONS, 1245 

FEDERATIONS, 1155 

FEES, 4380 

FENCING, 2335 

FILES AND FILING 
(see RECORDS MANAGEMENT) 

FINALIZATION MINUTES 
- budget estimates, 4230 

FINANCE  
- administration, 4000-4999 
- agreements and arrangements, 4120 
- alleged fraud, 4000 
- briefing books, 1380 
- fraud, 4000 
- management function, 4000-4999 
- motions, 4020 
- provincial comptroller directives, 4000 
- tenders, 2035, 3015, 4300 

FINANCIAL AGREEMENTS, 4120 

FINANCIAL MANAGEMENT 
- authorities, 1355 
- delegation of authority, 1355 
- management services, 1645 

FINANCIAL REPORTS 
(see REPORTS, STATISTICS AND 

STATEMENTS - financial) 

FINANCIAL STATEMENTS 
(see REPORTS, STATISTICS AND 

STATEMENTS - financial) 

FINANCIAL TRANSACTIONS 

(see CHEQUES AND FINANCIAL 
TRANSACTIONS) 

FINGERPRINTING, 1885 

FIRE PREVENTION, 2215 

FIREARMS, 3170 

FIRST AID, 5265 

FIRST NATIONS, 1300 

FISCAL FORECASTING 
- budgets, 4230 

FIXED ASSETS, 3030 

FLAGS, 
- procurement and issue, 3055 
- use of, 1720 

FLEXIBLE HOURS 
- hours of work, 5280 

FLOAT 
- accountable advances, 4100 

FLOODS 
- flood damage, 2135 

FOODS, 3185 

FORCE ACCOUNTS, 4300 

FORECASTING 
- expenditure, 4300 

FOREIGN 
(see also INTERNATIONAL) 
- acts, 1080 
- agreements, 1105 
- allowances, 5240 
- bills, 1080 
- cooperation, 1300 
- currency, 4320 
- exchange rates, 4320 
- financial agreements, 4120 
- financial arrangements, 4120 
- legislation, 1080 
- liaison, 1300 
- postings, 5240 

FORMAT CONVERSION, 1775 

FORMS 
- analysis, 1400 
- authorization, 1400 
- catalogues, 1400 
- control, 1400 
- design, 1400 
- history, 1400 
- identification, 1400 
- issue, 3195 
- management, 1400 
- originals, 1400 
- preparation, 1400 
- printing requisition, 3350 
- procurement, 3195 

FOUNDATIONS, 1155 

FRAUD 
- finance, 4000 

FREEDOM OF INFORMATION, 1810 
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FREIGHT SERVICES 
- mail, freight and courier services, 1635 

FREQUENCY LICENSES, 3425 

FUELS, 3205 

FUNCTION 
- charts, 1025 
- organization, 1025 

FUND RAISING, 1190 

FUNDS, 4430 

FURNITURE AND FURNISHINGS, 3215 

GARBAGE DISPOSAL, 2455 

GARDENING, 2335 

GARNISHEES 
- employees, 5190 
- garnishees and other third party demands, 

4440 
- inter-departmental encumbrances, 4440 
- other encumbrances, 4440 
- pay records, 5190 
- requirements to pay, 4440 
- setoffs, 4440 
- third party demands, 4440 

GAS 
- utilities, 2420 

GENERAL APPLICATIONS, 5680 

GENERAL LEDGERS, 4020 

GENERAL PURCHASE ORDERS, 3365 

GOODS AND SERVICES TAX, 4540 

GRANTS, 4460 

GREETINGS 
- cards and letters, 1145 

GRIEVANCES, 5445 

GROUNDS 
- maintenance, 2335 

GROUP LIFE, 5060 

GUIDELINES 
- information services, 1520 
- security, 1870 

GUNS, 3170 

HARASSMENT 
- labour, 5445 

HARDWARE 
(see COMPUTER(S)) 

HAZARDOUS MATERIAL, 
- disposal, 2455 
- health and safety, 5265 
- safety, 5265 
- WHMIS, 5265 

HEADS OF STATE 
- protocol, 1720 

HEALTH 
- counseling, 5265 

- employee assistance program, 5265 
- examinations, 5265 
- hazardous material information, 5265 
- health and wellness, 5860 
- insurance, 5060 
- investigations or complaints, 5265 
- occupational, 5265 
- programs, 5860 

HEATING 
- fuels, 3205 
- systems, 2435 

HELP CENTRE 
- end-user support, 6080 

HISTORY 
- administration, 1025 
- classification, 5160 
- electronic storage media, 3100 
- forms, 1400 
- position, 5160 
- work, 5190 

HOLDINGS LIST 
- library services, 1580 

HOLIDAYS, 5475 
(see also VACATION) 

HONORARIA, 4380 

HONOURS 
- awards, 5030 
- Canadian, 1720 
- presentations, 5030 
- programs, 5030 
- recommendations, 5030 

HOSPITALITY AND BUSINESS EXPENSES, 
4480 

HOURS OF WORK 
- early closings, 5280 
- employees, 5190 
- exemptions, 5280 
- flexible hours, 5280 
- job sharing, 5280 
- overtime, 5280 
- time off, 5280 
- work schedules, 5280 

HOUSING 
- employee, 2055 

HUMAN RESOURCES, 5000-5999 
(see also EMPLOYEE(S)) 
(see also PERSONNEL) 
(see also STAFF(ING)) 
- directives, 5555 
- manuals, 5555 
- planning, 5295 
- regulations, 5555 
- reports and statistics, 5570 
- staffing, 5630-5750 
- studies, 5770 

HUMAN RIGHTS ISSUES 
- employment equity, 5205 
- labour relations, 5445 

HUMIDITY CONTROL, 2435 

IDENTIFICATION 

- methods, 1885 

IMAGING PROJECTS, 1775 

IMPREST BANK ACCOUNTS, 4100 

INCIDENTS 
- security, 1870 
- system reports, 6180 

INCOME TAX FORMS, 5190 

INCREMENTS, 5600 

INDEXES 
- catalogued library materials, 1580 

INDUSTRIAL DESIGNS, 1530 

INFORMATION 
(see also SECURITY) 
(see also INFORMATION MODELS) 
(see also INFORMATION RESOURCE 

MANAGEMENT) 
(see also INFORMATION SERVICES) 
(see also INFORMATION SYSTEMS) 
(see also INFORMATION TECHNOLOGY 
- access requests, 1810 
- access to information, 1810, 1870 
- commissioner reviews/decisions, 1810 
- fees, 4380 
- freedom of information, 1810 
- needs analysis, 6030 
- personal information banks, 1870 
- reference, 1475 
- release, 1870 
- resources, 1475 
- retrieval, end-user support, 6080 
- security, 1870 
- statistical information, 1810-1870 

INFORMATION MODELS, 6030 

INFORMATION SERVICES 
(see also LIBRARY SERVICES) 
- addresses, 1485 
- advertising, 1435 
- arrangements for speaking engagements, 

1485 
- articles, 1455 
- audiovisual, 1445 
- biographical sketches, 1430 
- books, 1450 
- brochures, 1450 
- bulletins, published, 1450 
- communications, 1510 
- communications plan, 1430 
- compilation of data, 1515 
- deputy ministers speeches, 1485 
- displays, 1510 
- drawings, 1450 
- exhibitions, 1510 
- exhibits, 1510 
- external development files, 1455 
- fairs, 1510 
- information resource and reference files, 

1475 
- inquiries, 1475 
- internal publication files, 1455 
- issues, 1430 
- lectures, 1485 
- manuscripts, 1455 
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- maps, 1450 
- marketing, 1435 
- media lists and contacts, 1495 
- media projects, 1495 
- microfilm, 1445 
- minister's speeches, 1485 
- motion pictures, 1445 
- news conferences, 1495 
- news releases, 1495 
- newsletters, published, 1450 
- newsletters, unpublished, 1455 
- newspaper clippings, 1430 
- non-published materials, 1455 
- originals used for publication, 1455 
- pamphlets, 1450 
- photographs, 1445 
- plans, 1450 
- polls, 1515 
- preparation of publications, 1455 
- press interviews (radio, television, etc.), 

1495 
- press releases, 1495 
- public awards programs, 1510 
- public programs, 1510 
- public relations, 1510 
- publication development files, 1455 
- publication distribution, 1450 
- publication listing, 1450 
- publication pricing, 1450 
- publication requests, 1450 
- publications, 1450 
- radio and television interviews, 1495 
- research, 1515 
- slide shows, 1445 
- source documents, 1455 
- speeches, 1485 
- standards, 1520 
- style, 1520 
- surveys, 1515 
- terminology, 1520 
- tracking, 1520 
- video tapes, 1445 
- websites, 1525 

INFORMATION SYSTEMS 
- automated, 6000 
- development, 6120 
- disaster recovery, 1370 
- maintenance, 6140 
- operations, 6160 
- reports, 6180 
- security, 6200 
- service requests, 6000 
- standards, 6000, 6120 

INFORMATION SYSTEMS PLANNING 
6030 

INFORMATION SYSTEMS AND 
TECHNOLOGY, 6000-6300 
- service requests, 6000 
- standards, 6000 

INFRINGEMENTS, 1530 

INJURIES, 5015 

IN-LIEU CHEQUES, 4260 

INPUT FORMS 
- cash, 4040 

INQUIRIES 
- cooperation and liaison, 1265-1300 
- corporation, 1300 
- freedom of information, 1810 
- information services, 1475 
- library reference, 1605 

INQUIRY LOGS 
- end-user support, 6080 

INSPECTION REPORTS, 2235 

INSTALLATION 
- network, 6100 
- telecommunications, 3425 
- utilities, 2420-2435 

INSURANCE 
- benefits, 5060 
- dental, 5060 
- group life, 5060 
- health, 5060 
- risk management, 1845 
- travel, 5060 
- unemployment, 5060 
- vehicle, 3445 

INTELLECTUAL PROPERTY, 1530 

INTER-DEPARTMENTAL  
(see INTRA-PROVINCIAL) 

INTEREST RATES 
- overdue accounts, 4020 

INTER-INSTITUTIONAL, 1235 

INTERLIBRARY LOANS, 1595 

INTERNATIONAL 
- agreements, 1105 
- committees and commissions, 1240 
- cooperation, 1300 
- legislation, 1080 
- liaison, 1300 
- meetings, 1240 

INTER-OFFICE MAIL, 1635 

INTERPRETATIONS, LABOUR, 5400 

INTER-PROVINCIAL 
- agreements, 1115 
- committees and commissions, 1245 
- cooperation and liaison, 1300 

INTERVIEW 
- formats, 5660 
- radio, 1495 
- television, 1495 

INTRA-PROVINCIAL 
- agreements, 1120 
- committees and commissions, 1235 
- cooperation, 1300 
- encumbrances, 4440 
- liaison, 1300 

INTRODUCTION 
- letters of, 1145 

INTRUSION DETECTION SYSTEM, 1890 

INVENTIONS 
(see COPYRIGHT) 

INVENTORY (IES) 
- asset control, 3030 
- asset loss, 3030 
- file control, 1745 
- lands, 2295 
- publications, 1450 
- records management, 1745 
- vehicles, 3445 

INVESTIGATIONS 
- building damages, 2135 
- health and safety, 5265 
- Ombudsman, 1250 

INVITATIONS, 1145 

INVOICE(S) 
- client charges, 2020 
- records, 4080 
- summary sheets, 4060 

ISSUES 
- classification, 5160 
- human rights, 5305 

JANITORIAL SERVICES, 2235 

JOB 
- abolition bumping lists, 5615 
- classification, 5160 
- descriptions, 5160 
- enhancement, 5330 
- enrichment, 5330 
- exchange, 5330 
- history, 5190 
- recruitment, 5680 
- rotation, 5330 
- separation and layoff, 5615 
- sharing, 5280 
- standards, 5160 

JOURNAL VOUCHERS, 4260 

JUDICIAL DECISIONS, 1545 

JUSTIFICATION 
- computers, 3100 
- telecommunications, 3425 

KEYS 
- distribution and control list, 1890 
-security, 1890 

KITCHEN FACILITIES, 3240 

LABORATORY, 3255 

LABOUR 
- arbitration, 5445 
- certification orders, 5355 
- collective agreements, 5400 
- complaints, 5445 
- component agreements, 5400 
- contracts, 4300, 5400 
- discipline, 5415 
- disruptions, 5355 
- exclusions, 5430 
- grievances, 5445 
- harassment, 5445 
- human rights issues, 5305 
- interpretations, 5400 
- issues and events, 5355 
- job action, 5355 
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- letters of understanding, 5400 
- master agreements, 5400 
- negotiations, 5400 
- petition, 5355 
- proposals, 5400 
- relations, 5355 
- strikes, 5355 
- union relations, 5355 

LAN(S) (LOCAL AREA NETWORK) 
(see NETWORK MANAGEMENT) 

LANDS 
- acquisition, 2305 
- appraisals, 2305 
- concessions, 2320 
- contracts, 2035 
- disposal, 2305 
- easements, 2320 
- expiry of lease, 2305 
- grounds maintenance, 2335 
- improvement, 2335 
- inventory, 2295 
- leases, 2305, 2320 
- licenses, 2320 
- maintenance, 2335 
- parking areas, 2385 
- parking facilities, 2385 
- parking signs, 2385 
- purchase, 2305 
- rights of way, 2320 
- road repair, 2335 
- sales, 2305 
- space assignments, 2385 
- transfer, 2305 
- valuation, 2305 
- zoning, 2295 

LANDSCAPING, 2335 

LAUNDRY FACILITIES, 3265 

LAYOFF 
(see SEPARATIONS AND LAYOFFS) 

LEAGUES, 1155 

LEASES 
- buildings, 2120 
- building disposal, 2120 
- land acquisition, 2305 
- land concessions, 2320 
- land disposal, 2305 

LEAVE 
- attendance, 5475 
- education, 5785 
- employee leave and attendance, 5475 
- individual employees, 5190 
- holidays, 5475 
- long term disability, 5475 
- seniority calculations, 5475 
- sick leave, 5475 
- special leave, 5475 
- vacation, 5475 

LECTURES AND SPEECHES, 1485 

LEDGERS 
- general ledgers, 4020 

LEGAL MATTERS, 1545 

LEGISLATION 
(see ACTS AND LEGISLATION) 

LEGISLATIVE MATTERS, 1555 

LEGISLATIVE APPOINTMENTS, 5680 

LETTERS 
- appreciation, 1145 
- complaint, 1250 
- condolence, 1145 
- congratulation, 1145 
- credit, 4020 
- criticism, 1250 
- greeting, 1145 
- invitation, 1145 
- ministers', 1380 
- rejection, 5660 
- thanks, 1145 
- understanding, 5400 

LETTERS OF CREDIT, 4020 

LIAISON 
(see COOPERATION AND LIAISON) 

LIBRARY SERVICES 
- accessioning, 1580 
- acquisition, 1585 
- audio-visual materials, 1580 - 1595 
- administrative functions, 1575 
- bibliographies, 1565 
- binding, 1450 
- books, 1580 - 1595 
- bulletins, 1565 
- cataloguing, 1580 
- cataloguing manuals, 1580 
- circulation, 1595 
- classification schedules, 1580 
- coding input entry forms, 1580 
- commercial catalogues, 1585 
- distribution, 1595 
- government publications catalogues, 1585 
- holdings list, 1580 
- indexes, 1580 
- interlibrary loans, 1595 
- library materials, 1565 
- loans, 1595 
- manuscripts, 1565 
- newsletters, 1565 
- newspapers, 1580 - 1595 
- on-line search services, 1605 
- periodicals, 1580 - 1595 
- publications, 1565 
- purchase orders, 1585 
- reading room requests, 1605 
- reference services, 1605 
- sound recordings, 1580-1595 
- subject analysis standards, 1580 
- subscription agency service, 1585 
- subscriptions and renewals, 1585 
- telephone requests, 1605 
- written requests, 1605 

LICENSES 
- land concessions, 2320 
- lands, 2320 
- permits, 1620 
- radio and telephone, 3425 
- vehicle, 3470-3530 

LIGHTING 

- utilities, 2420 

LISTS 
- acquisition, 1580 
- establishment, 5295 
- mailing, 1635 
- media, 1495 
- pre-retirements, 5585 
- publications, 1450 
- retirements, 5585 

LOANS 
- interlibrary, 1595 
- library services, 1595 

LOCAL AUTHORITIES 
- acts, 1080 
- agreements, 1125 
- bills, 1080 
- bylaws, 1080 
- cooperation, 1300 
- exchange of information, 1300 
- legislation, 1080 
- liaison, 1300 

LOCATIONS 
- building, 2105 

LOGBOOKS 
- aircraft, 3470 
- mail, 1635 

LONG TERM DISABILITY, 5060 
- leave, 5475 

LOST EQUIPMENT, 3030 

LOST MAIL, 1635 

MAGNETIC TAPES 
- computers, 3100 

MAIL, 1635 
- cash mail records, 4040 

MAINTENANCE 
- bank accounts, 4180 
- building(s), 2235 
- computers, 3100 
- databases, 6060 
- elevator(s), 2235 
- equipment and supplies, 3000 
- facilities, 2235 
- facsimile (FAX) machines, 3425 
- grounds, 2335 
- hardware, 3115 
- information systems, 6140 
- lands, 2335 
- radio-telephone, 3425 
- sidewalks, 2335 
- signs, 2335 
- software, 3130 
- system, 6140 
- system reports, 6180 
- telephone, 3425 
- utilities, 2420-2435 
- vehicle(s), 3470-3530 
- walkways, 2335 

MANAGEMENT 
- audits and compliance reviews, 4160 
- benefits, 5060 
- classification, 5160 
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- communication guidelines, 1520 
- delegation of authority, 1355 
- facilities, 2105 
- financial management services, 1645 
- forms, 1400 
- human resource directives, 5555 
- management improvement study, 1645 
- management information systems, 1645 
- management representation letters, 4160 
- office surveys, 1645 
- operational performance measurement 

systems, 1645 
- personnel management services, 1645 
- project management, 1645 
- services, 1645 
- work simplification reports, 1645 

MANUALS 
- administrative, 1205 
- cataloguing, 1580 
- external, 1205 
- human resources, 5555 
- internal, 1205 
- operational, 1205 

MANUSCRIPTS 
- information services, 1455 
- library materials, 1565 
- originals used for publication, 1455 
- publication(s), 1455 
- textual, 1455 
- unpublished, 1455 

MAPS, 1450 
(see also INFORMATION SERVICES) 

MARKETING, 1435                                 
(see ADVERTISING) 

MASTER AGREEMENTS 
- labour relations, 5400 

MATERIALS 
- building, 3070 
- library services, 1565 

MATRICES, 1355 

MEDIA RELATIONS, 1495 

MEDICAL 
- benefits, 5060 
- equipment and supplies, 3280 
- plans, 5060 
- product and service information, 3280 
- supplies, 3280 

MEETINGS 
- administration, 1015 
- cabinet committees, 1220 
- conducting, 1015 
- conferences, 1255 
- convening, 1015 
- deputy ministers' committees, 1220 
- directors, 1015 
- expense claims, 4480 
- federal, 1245 
- general, 1215 
- inter-institutional, 1235 
- inter-provincial, 1245 
- internal, 1015 
- international, 1240 

- policy and procedures, 1015 
- provincial, 1245 
- seminars, 1255 
- staff, 1015 
- supervisors, 1015 
- symposia, 1255 
- territorial, 1245 

MEMORANDA OF UNDERSTANDING 
(see AGREEMENTS) 

MENUS 
- cafeterias, 3240 

MERIT 
- awards, 5030 
- pay, 5600 
- salaries and wages, 5600 

MESSAGES 
- appreciation, complaint, invitation, etc., 

1145 

MICROGRAPHIC(S) 
- equipment and supplies, 3295 
- product and service information, 3295 
- project specifications, 1775 
- records management, 1775 
- technical guidelines, 1775 
- supplies, 3295 

MINISTER'S 
- cabinet, 1170 
- executive services, 1380 
- information services, 1485 
- inquiries, 1380 
- lectures and speeches, 1485 
- letters, 1380 
- orders, 1170 
- speeches, 1485 
- travel allowances and expenditures, 4560 

MINUTES 
- associations, clubs, societies, 1155 
- cabinet committees, 1220 
- conferences, 1255 
- deputy ministers' committees, 1220 
- federal committees, 1245 
- inter-institutional committees, 1235 
- inter-provincial committees, 1245 
- internal meetings, 1015 
- internal committees, 1230 
- international committees, 1240 
- seminars, 1255 
- symposia, 1255 
- territorial, 1245 

MISSION STATEMENTS, 1025 

MISSING EQUIPMENT, 3030 

MOBILE RADIOS, 1930 

MODIFICATION PROJECTS 
- system maintenance, 6140 

MONTH 13 REPORTS, 4500 

MONTHLY REPORTS, 1840 
(see also REPORTS AND STATISTICS) 
- administrative, 1840 
- financial, 4500 

MORALE 

- employee(s), 5860 

MOTION(S) 
- financial, 4020 
- for return, 1555, 4020 
- legislative matters, 1555 

MOTION PICTURES, 1445 

MOTOR FUELS, 3205 

MOTOR VEHICLES, 3445-3530 

MOVING EXPENSES, 4560 

MULTI-PARTY AGREEMENTS, 1090 

MUNICIPAL (ITIES) 
- acts and legislation, 1080 
- agreements, 1125 
- bylaws, 1080 
- committees and commissions, 1235 
- cooperation, 1300 
- liaison, 1300 

NATIVE (FIRST NATIONS) GROUPS 
- cooperation, 1300 
- liaison, 1300 

NATURAL GAS 
- utilities, 2420 

NEGATIVES 
- photographs, 1445 

NEGOTIATIONS, 5400 
(see also AGREEMENTS) 

NETWORK DESIGN AND 
MANAGEMENT, 6100 

NEWS 
- conferences, 1495 
- releases, 1495 

NEWSLETTERS 
(see also INFORMATION SERVICES) 
- general information, 1450 
- internal, 1455 
- library materials, 1565 
- preparation, 1455 
- publication, 1450 
- published, 1450 
- unpublished, 1455 

NEWSPAPER 
- accessioning, 1580 
- acquisition, 1585 
- advertising, 1435 
- cataloguing, 1580 
- circulation, 1595 
- clippings, 1430 
- marketing, 1435 
- subscriptions and renewals, 1585 

NON-APPROVED AGREEMENTS, 1090 

NON-COMPENSABLE ACCIDENTS, 5015 

NON-GOVERNMENT PERSONNEL 
- travel allowances and expenditures, 4560 

NON-PERMANENT 
- appointments, 5645, 5680 
- employees, 5190 
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NORTHERN ALLOWANCE, 5060 

NOTARIES PUBLIC, 1545 

NOTICES 
- cabinet committees, 1220 
- conferences, 1255 
- deputy ministers' committees, 1220 
- federal committees, 1245 
- general committees, 1215 
- inter-institutional committees, 1235 
- inter-provincial committees, 1245 
- internal committees, 1230 
- international committees, 1240 
- seminars, 1255 
- symposia, 1255 
- territorial, 1245 

NSF CHEQUES, 4260 

OATHS 
- commissioners for, 1545 
- employee, 5190 

OBJECTIVES, 1025 

OBLIGATIONS 
- staffing, 5750 

OCCUPANCY CHARGES 
- buildings, 2020 

OCCUPATIONAL HEALTH, 5265 
(see also HEALTH) 
- health and safety, 5265 

OFF-ROAD VEHICLES, 3495 

OFFERS 
- of employment, 5660 
- of space, 2055 

OFFERS OF SERVICE 
- cooperation, 1265-1300 
- corporations, 1300 
- liaison, 1265-1300 

OFFERS OF SPACE 
- accommodation, 2055 

OFFICE 
(see also OFFICE SUPPORT SERVICES) 
- machines, 3315 
- supplies and stationery, 3315, 3365 
- product and service information, 3315 

OFFICE OF THE OMBUDSMAN 
(see OMBUDSMAN) 

OFFICE SUPPORT SERVICES, 1665 

OMBUDSMAN, 1250 

ON-LINE SEARCH SERVICES 
- library services, 1605 

OPERATING STANDARDS 
- vehicle, 3470-3530 

OPERATION(S) 
- databases, 6060 
- facsimile machines, 3425 
- FAX machines, 3425 
- radiotelephones, 3425 
- system, 6160 
- telephones, 3425 

- utilities, 2435-2455 

OPERATIONAL RECORDS SYSTEM (ORS), 
1780 

OPERATIONAL RECORDS 
CLASSIFICATION SYSTEM 
(see OPERATIONAL RECORDS SYSTEM 

(ORS)) 

OPERATIONAL RECORDS RETENTION 
SCHEDULE  
(see OPERATIONAL RECORDS SYSTEM 

(ORS)) 

OPERATIONAL PERFORMANCE 
MEASUREMENT SYSTEMS, 1645 

OPTICAL DISKS, 3100 

ORDER-IN-COUNCIL 
(see also ORDERS-IN-COUNCIL) 
- appointments, 5680 
- disposal authorities, 1780 

ORDERS 
- emergency, 1070 
- legislative matters, 1555 
- of the day, 1555 
- purchase, 3365 
- treasury board, 4580 

ORDERS OF THE DAY, 1555 

ORDERS-IN-COUNCIL 
- approved, 1170 
- cabinet, 1170 
- drafting procedures, 1070 
- drafts, 1070 
- information and working papers, 1070, 

1080 
- internal, 1070 
- Saskatchewan, 1070, 1080 

ORDINANCES 
- local, 1080 

ORGANIZATION 
- accommodations, 2055 
- administration, 1025 
- charts, 1025 
- classification, 5160 
- functions, 1025 
- objectives, 1025 
- relationships, 1025 
- reorganization proposals, 1025 

ORGANIZATIONS, 1155 

ORS 
(see OPERATIONAL RECORDS SYSTEM) 

OUTSTANDING ACCOUNTS 
- accounts receivable, 4080 

OVERDUE ACCOUNTS 
- accounts payable, 4060 

OVERTIME 
- hours of work, 5280 
- hours worked, 5190 
- pay, 5190, 5600 
- pay schedules, 5600 
- reports, 5280 
- salaries and wages, 5600 

PACKING SLIPS, 3365 

PAINTING 
- building(s), 2235 

PAPER CONVERSION, 1775 

PAMPHLETS 
(see also INFORMATION SERVICES) 
- general administration, 1450 
- preparation, 1455 
- publication, 1450 

PANELS, 1215-1245 
(see also COMMITTEES AND 

COMMISSIONS) 

PARKING AND PARKING AREAS 
- areas, 2385 
- benefits, 5080 
- construction, 2385 
- development, 2385 
- facilities, 2385 
- passes, 2385 
- signs, 2385 
- tickets, 3515 
- space assignments, 2385 

PARLIAMENTARY INQUIRIES, 1555 

PASS WORD(S) 
- system security, 6200 

PASSES 
- security, 1885 

PATENTS, 1530 

PAY 
(see PAY RECORDS and SALARY (IES)) 

PAY RECORDS 
(see also SALARY (IES)) 
- administration, 5510 
- calculation, 5600 
- deductions, 5190 
- direct deposit, 5190 
- employees, 5190 
- garnishees, 5190 
- increments, 5190 
- individual pay records, 5190 
- merit pay, 5190, 5600 
- overtime, 5190, 5600 
- payouts, 5190, 5510, 5600 
- payroll administration, 5510 
- payroll reports and registers, 5510 
- performance, 5600 
- reports, statistics, statements, 5190, 5510 
- salary disputes, 5600 
- salary schedules, 5600 
- severance, 5615 
- temporary adjustments, 5600 
- vacation, 5190 

PAYABLE ACCOUNTS, 4060 

PAYMENT 
- accounts, 4060 
- accounts payable, 4060 
- cheques and financial transactions, 4260 
- delegation of authority, 1355 
- payment errors and compliance reports, 

4060 
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- vouchers, 4260 

PENSIONS, 5060 

PERFORMANCE (HUMAN RESOURCE) 
- reviews, 5525 
- employee appraisals, 5525 
- pay, 5600 
- performance reviews, 5525 
- planning, 5525 
- probationary reviews, 5525 
- work plans, 5525 

PERFORMANCE (AUTOMATED SYSTEMS) 
- database, 6060 
- networks, 6100 

PERIODICALS 
- accessioning, 1580 
- acquisition, 1585 
- advertising, 1435 
- cataloguing, 1580 
- circulation, 1595 
- loans, 1595 
- subscriptions and renewals, 1585 

PERMANENT 
- employees, 5190 
- positions, 5680 

PERMITS, 1620 

PERSON YEAR REPORTS, 5295 

PERSONAL DATA, 5190 

PERSONAL INFORMATION BANKS, 1870 

PERSONNEL 
(see also HUMAN RESOURCES, 

EMPLOYEE(S), STAFF(ING)) 
- benefits, 5060 
- data, 5190 
- management services, 1645 
- person year reports, 5295 
- planning, 5295 
- reports and statistics, 5570 
- resource requirements, 5295 
- security, 1885 

PETTY CASH 
- advances accountable, 4100 

PHONES 
(see TELEPHONE) 

PHOTOGRAPHIC 
- equipment, 3335 
- information services, 1455 
- negatives, 1455 
- photographs, 1455 
- prints, 1455 
- supplies, 3335 

PHOTOGRAPHS 
(see PHOTOGRAPHIC) 

PLANNING 
(see also PLANS) 
- accommodation, 2055 
- budget, 4230 
- building, 2155  
- civil defence, 1370 
- database, 6060 

- emergency, 1370 
- evaluation and reviews, 1680 
- human resource, 5295 
- information resource, 6030 
- information systems, 6030 
- network design and management, 6100 
- performance, 5525 
- personnel, 5295 
- programs, 1680 
- strategic planning, 1900 
- system development, 6120 
- system maintenance, 6140 

PLANS, 1680 
(see also PLANNING) 
(see also PROGRAMS) 
- benefits, 5060 
- building, 2055, 2155 
- evaluation, 1680 
- information resource, 6030 
- information services, 1450 
- information systems, 6030 
- network design and management, 6100 
- program evaluation project files, 1680 
- program implementation files, 1680 
- program planning, 1680 
- publications, 1450 
- system development, 6120 
- work, 5525 

PLUMBING 
- utilities, 2420 

POLICY AND PROCEDURE 
(see secondary 00 under appropriate subject 

primary) 

POLLS AND SURVEYS 
- information services, 1515 

POOL VEHICLES 
- requisition, 3445 

PORTFOLIO REVIEW, 2020 

POSITION(S) 
(see also ESTABLISHMENT) 
- appeals, 5160 
- changes, 5295 
- establishment, 5295 
- history, 5160 
- reviews, 5160 
- temporary, 5645 

POSTAL SERVICES, 1635 

POSTING 
- foreign, 5240 
- general recruitment and appointments, 

5680 
- staffing, 5680 

POWERS OF ATTORNEY, 1545 

PRE-APPROVALS 
- Treasury Board, 4580 

PRE-RETIREMENT BENEFITS, 5585 

PRECAUTIONS 
(see EMERGENCY) 

PRECEDENCE LISTS, 1720 

PRESS, 1495 
(see also MEDIA) 
- press release, 1495 

PREVENTION 
- accidents, 5265 
- fire, 2215 

PRICE LISTS 
- cafeterias, 3240 
- equipment and supplies, 3380 
- publications, 1450 

PRINTING 
- books, 1450 
- equipment, 3350 
- estimates and specifications, 3350 
- printing requisitions, 3350 
- publications, 1450, 3350 
- supplies, 3350 

PRINTING SERVICES, 3350 

PRINTS 
- photographs, 1445 

PRIVACY 
(see SECURITY) 

PRIVATE CORPORATIONS, 1300 

PROBATION, 5525 

PROCEEDINGS 
- legislative matters, 1555 

PROCUREMENT 
(see also ACQUISITION) 
- audiovisual, 3040 
- badges, 3055 
- blanket purchase orders, 3365 
- building materials, 3070 
- cafeteria, 3240 
- clothing, 3085 
- computers, 3100-3130 
- contracts, 3015, 4300 
- crests, 3055 
- emblems, 3055 
- equipment, 3365 
- facsimile machines, 3425 
- firearms, 3170 
- flags, 3055 
- foods, 3185 
- forms, 3195 
- fuels, 3205 
- furniture, 3215 
- general purchase orders, 3365 
- hardware, 3115 
- kitchen, 3240 
- laboratory, 3255 
- laundry, 3265 
- library materials, 1585 
- local purchase orders, 3365 
- medical, 3280 
- micrographic, 3295 
- office supplies, 3315 
- packing slips, 3350 
- photographic, 3335 
- print, 3350 
- purchase orders, 3365 
- purchasing requisitions, 3365 
- radio, 3425 
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- receiving reports, 3365 
- restraints, 3170 
- software, 3130 
- special items, 3420 
- standing purchase orders, 3365 
- stockroom requisitions, 3365 
- supplies, 3365 
- telecommunications, 3425 
- telephone, 3425 
- vehicles, 3445-3530 
- weapons, 3170 

PRODUCT INFORMATION 
- audiovisual, 3040 
- badges, 3055 
- building materials, 3070 
- cafeteria, 3240 
- catalogues and price lists, 3380 
- clothing, 3085 
- computers, 3100-3130 
- contracts, 4300 
- crests, 3055 
- emblems, 3055 
- ergonomics standards, 3380 
- firearms, 3170 
- flags, 3055 
- foods, 3185 
- fuels, 3205 
- furniture, 3215 
- hardware, 3115 
- kitchen, 3240 
- laboratory, 3255 
- laundry, 3265 
- medical, 3280 
- micrographic, 3295 
- office supplies, 3315 
- photographic, 3335 
- rental rates, 3380 
- restraints, 3170 
- software, 3130 
- weapons, 3170 

PROFESSIONAL SERVICES 
- contracts, 4300 
- fees, 4380 

PROGRAMMING 
- system development, 6120 

PROGRAM MONITORING, 1380 

PROGRAMS 
- awards, 5030 
- employment equity, 5205 
- evaluation, 1680 
- general, 1680 
- health and safety, 5265 
- honours, 5030 
- planning, 1680 
- program implementation, 1680 
- public awards, 1510 
- review, 1680 

PROJECTS 
- construction, 2155 
- database development and administration, 

6060 
- files and filing, 1745 
- management services, 1645 
- micrographics, 1775 
- network design and management, 6100 

- records management, 1745, 1775 
- system development, 6120 

PROPANE 
- utilities, 2420 

PROPERTIES 
(see BUILDINGS AND PROPERTIES) 
(see LANDS) 

PROTECTION SYSTEMS 
- physical security, 1890 

PROTOCOL AND DIPLOMACY 
- badges, emblems, flags, 1720 
- Canadian awards and honours, 1720 
- ceremonies and celebrations, 1720 
- consular corps, 1720 
- invitations, 1145 
- itineraries, 1720 
- letters of appreciation, condolence, etc., 

1145 
- precedence lists, 1720 
- tours, 1720 
- travel, 1720 
- visits, 1720 
- visual identity program, 1720 

PROVINCIAL 
- acts, 1070 
- agreements, 1120, 4120 
- arrangements, 4120 
- auditor audits, 4160 
- bills, 1070 
- comptroller audits, 4160 
- comptroller directives, 4000 
- cooperation, 1300 
- exchange of information, 1300 
- financial agreements, 4120 
- inter-provincial agreements, 1115 
- inter-provincial committees, 1245 
- intra-provincial agreements, 1120 
- legislation, 1070 
- liaison, 1300 
- meetings, 1245 
- precedence lists, 1720 

PUBLIC 
- accounts, 4020 
- account preparation records, 4020 
- awards, 1510 
- information services, 1510 
- programs, 1510 
- relations, 1495 
- service employment, 5555 

PUBLIC DOCUMENTS COMMITTEE, 1 780 

PUBLICATION REQUESTS, 1450 

 

PUBLICATIONS 
(see BOOKS AND PUBLICATIONS) 
(see also ARTICLES AND MANUSCRIPTS) 
(see also CATALOGUES) 

PURCHASE 
(see also ACQUISITION) 
(see also PROCUREMENT) 
- buildings, 2120 
- lands, 2305 
- orders, 3365 

- vehicles, 3470-3530 
 
PURCHASE CARDS 
- issuance, 4340 
- payment, 4060 
- receipts, 4080 

PURCHASE ORDERS 
- blanket, 3365 
- general, 3365 
- library, 1585 
- local, 3365 
- procurement, 3365 
- standing, 3365 

PURCHASING 
- authorities, 1355 
- delegation of authority, 1355 
- library materials, 1585 
- requisitions, 3365 
- subscription agency service, 1585 

QUALITY 
- information services, 1520 

QUARTERLY AND TRIMESTER, 1840 

QUERIES 
- end-user support, 6080 

QUESTIONS AND RETURNS 
- financial, 4020 
- legislative matters, 1555 

RADIO 
(see also RADIO/TELEPHONE) 
- advertising, 1435 
- interviews, 1495 
- telecommunications, 3425 

RADIO/TELEPHONE, 3425 
(see also TELEPHONE) 

RATES OF PAY 
- salaries, 5600 

RATES ON OVERDUE ACCOUNTS 
- interest, 4020 

REALLOCATION OF FUNDS, 4140 

REASSIGNMENTS, 5540 

RECALL LISTS, 5750 

RECEIPT RECORDS 
- accounts receivable, 4080 
- books, 4080 
- credit cards, 4080 
- debit cards, 4080 
- journals, 4040 

RECEIVABLE ACCOUNTS, 4080 

RECEIVING REPORTS, 3365 

RECLASSIFICATION AND APPEALS, 5160 

RECOGNITION PROGRAMS, 5030 

RECOMMENDATIONS 
- awards and honours, 5030 

RECONCILIATIONS, 4020 

RECORDS MANAGEMENT 
- classification, 1780 
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- conservation issues, 1745 
- destruction of records, 1800 
- disposal, 1800 
- disposal requests and approvals, 1780 
- design and development projects, 1780 
- file control, 1745 
- file lists, 1745 
- Freedom of Information, 1810 
- format conversion, 1775 
- general, 1745 
- hard paper conversion, 1775 
- imaging technologies, 1775 
- implementation projects, 1745 
- inventories, 1745 
- micrographics, 1775 
- operational records classification system, 

1780 
- operational records system (ORS), 1780 
- physical disposal, 1800 
- project specifications, 1775 
- records transferred to other jurisdictions, 

1745 
- retention and disposal schedules, 1780 
- retrieval, 1800 
- S.A.B. finding aids, 1745 
- schedule development, 1780 
- storage, 1800 
- technical guidelines, 1775 

RECOVERABLE AMOUNTS 
- revenue control, 4520 

RECREATION 
- employee, 5860 

RECRUITMENT, 5680 

RECYCLING PROGRAMS, 3150 

RE-EMPLOYMENT LISTS, 5750 

REFERENCE 
- information services, 1475 
- library services, 1605 
- requests, 1605 

REFERRALS 
- correspondence, 1380 
- executive services, 1380 

REFRIGERATION SYSTEMS, 2435 

REFUNDS TO VOTE 
- accounts payable, 4060 

REGISTER 
- incidents, 1870 
- payroll, 5510 
 
REGISTERED MAIL, 1635 

REGISTRATION 
- transportation services, 3470-3530 

 

REGULATIONS 
- acts, 1070, 1080 
- circulars, directives and manuals, 1205 
- drafting procedures, 1070 
- federal, 1080 
- fire, 2215 

- human resources manuals and directives, 
5555 

- internal, 1070 
- legislation, 1070, 1080 
- provincial, 1080 
- public service employment, 5555 
- Saskatchewan, 1070 
- terms and conditions of employment, 

5555 
- territorial, 1080 

REJECTED/DENIED CONTRACTS 4300 

REJECTION LETTERS, 5660 

RELATIONS 
- employee-employer, 5355 
- labour, 5355 
- media, 1495 
- union, 5355 

RELOCATION 
- travel allowances and expense claims, 

4560 

REMITTANCE SLIPS, 4060 

RENEWALS, 1585 

RENOVATION, 2200 

RENTAL RATES 
- equipment and supplies, 3000, 3380 
- vehicles, 3455 

REOCCURRING INVOICES 
(see INVOICES) 

REORGANIZATION, 1025 

REPAIRS AND MAINTENANCE 
(see also under particular item) 
- buildings, 2235 
- computers, 3115 
- land, 2335 
- utilities, 2435 
- vehicle, 3470-3530 

REPLACEMENT (IN-LIEU) CHEQUES, 4260 

REPORTS AND STATISTICS 
- annual, 1840 
- building damage investigations, 2135 
- client charge reports, 2020 
- daily financial, 4500 
- daily administration, 1840 
- employment equity, 5205 
- financial, 4500 
- fire reports, 2215 
- human resources, 5570 
- information systems, 6180 
- monthly reports (administrative), 1840 
- monthly financial reports, 4500 
- month 13 reports, 4500 
- payroll, 5510 
- personnel, 5570 
- quarterly, 1840 
- RES reports, 4500 
- special/ one time, 1840 
- system, 6180 
- trimester, 1840 
- weekly, 1840 
- year end, 4500 

REPRODUCTION SERVICES, 1665 

REQUESTS 
- client, 2135 
- disposal, 1800 
- publications, 1450 
- for telephone service, 3425 
- reading room, 1605 
- reference, 1605 
- request for proposals, 2035, 3015, 4300 

REQUISITIONS 
- pool vehicles, 3445-3530 
- printing, 3350 
- purchasing, 3365 
- stockroom, 3365 

RES (REVENUE EXPENDITURE SYSTEM) 
REPORTS, 4500 

RESEARCH 
(see appropriate primary for EQUIPMENT 

AND SUPPLIES) 
- information services, 1515 
- information systems planning, 6030 
- issues, 1515 
- surveys, 1515 

RESIGNATIONS, 5615 

RESOURCES 
- data, 6030 
- information services, 1475 
- personnel, 5295 
- training and development, 5815 

RESPONSIBILITIES 
- staffing, 1025 

RESTRAINTS, 3170 

RESUMES, 5680 

RETENTION AND DISPOSAL SCHEDULES 
- amendments, 1780 
- files and filing, 1745-1810 
- records management, 1745-1810 

RETIREMENTS, 5585 

RETRIEVAL, 1800 

RETURNED CHEQUES, 4260 

RETURNS 
- legislative matters, 1555 

REVENUE 
- accounts, 4520 
- budgets, 4230 
- control, 4520 
- cost recoveries, 4520 
- recoverable amounts, 4520 
- revenue accounts, 4520 
- revenue forecasts, 4520 
- suspense accounts, 4520 

REVENUE CONTROL, 4520 

 

REVIEWS 
(see also APPRAISALS) 
- appeals, 5160 
- classification, 5160 
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- position, 5160 
- probation, 5525 
- programs, 1680 

REVOLVING FUNDS/SPECIAL 
ACCOUNTS, 4430 

REQUEST FOR PROPOSALS (RFP’S) 
2035, 3015, 4300 

RIGHTS OF WAY, 2320 

RISK MANAGEMENT, 1845 

ROADS 
- improvement and maintenance, 2335 

ROYAL COMMISSIONS, 1215, 1235, 
1240, 1245 

ROYAL VISITS, 1720 
- protocol, 1720 

S4 FORMS 
- travel vouchers, 4260 

SAFETY, 5265 

SALARY (IES)  
(see also PAY RECORDS) 
- administration, 5600 
- advances accountable, 4100 
- bargaining unit compensation issues, 5600 
- calculations, 5600 
- deductions, 5190, 5600 
- disputes, 5600 
- merit/performance pay, 5600 
- overtime pay schedules, 5600 
- rates of pay, 5600 
- regulations, 5600 
- schedules, 5600 
- temporary pay adjustments, 5600 
- wages, 5600 

SALES 
- books, 1450 
- disposal, 3150 
- equipment and supplies, 3150 
- land, 2305 
- publications, 1450 
- surplus, 3150 

SALES TAX 
(see TAXES) 

SALVAGE 
- disposal, 3150 
- equipment and supplies, 3150 
- surplus, 3150 

SASKATCHEWAN 
- acts and legislation, 1080 
- amendments to legislation, 1070 
- bills, 1080 
- cooperation, 1300 
- exchange of information, 1300 
- legislation, 1070, 1080 
- liaison, 1300 
- operational records system (ORS), 1780 
- orders-in-council, 1070, 1080 
- regulations, 1080 

SASKATCHEWAN PROPERTY 
MANAGEMENT CORPORATION 

- client requests, 2135 

SCHEDULES 
- classification, 1580 
- fees, 4380 
- retention, 1780 
- salaries, 5600 
- training and development, 5785 
- work, 5280 

SCHOOLS 
(see also EDUCATIONAL AUTHORITIES) 
- cooperation, 1300 
- exchange of information, 1300 
- liaison, 1300 

SEARCH SERVICES 
- computers, 1605 

SEASONAL LAYOFFS, 5615 

SECONDMENTS 
- staffing, 5645 

SECRETARIAL SERVICES 
- office support services, 1665 

SECURITY 
- access control, 1890 
- access to information, 1870 
- collection of personal data, 1870 
- deposits, 4020 
- fingerprinting, 1885 
- guidelines from outside agencies, 1870 
- identification methods, 1885 
- incidents, 1870 
- information, 1870 
- information systems, 6200 
- key distribution and control list, 1890 
- passes, 1885 
- personal information banks, 1870 
- personnel, 1885 
- personnel clearances, 1885 
- physical, 1890 
- privacy requirements, 1870 
- register of incidents, 1870 
- release of information, 1870 
- security breach, 1890 
- security clearance, 1885 
- security systems, 1890 
- special investigation case files, 1860 
- system reliability, 6200 
- threats, 1890 
- transborder data flow, 1870 

SELECTION STANDARDS, 5660 

SEMINARS, 1255 

SENIORITY 
- calculations, 5475 
- leave, 5475 
- reports and statistics, 5570 
- roster, 5570 

SEPARATIONS AND LAYOFF, 5615 

SERVICE CONTRACTS, 4300 
 
 
SERVICE INFORMATION 
(see appropriate primary under 

EQUIPMENT AND SUPPLIES) 

SERVICE REQUESTS 
- information systems and technology, 6000 

SERVICES 
- administration, 5045 
- benefits, 5080 
- bonds, 5080 
- contracts, 2035, 4300 
- data entry, 1665 
- duplication, 1665 
- end-user support, 6080 
- management, 1645 
- office support, 1665 
- parking, 5080 
- reproduction, 1665 
- telephones, 3425 
- translation, 1665 
- word processing, 1665 

SETOFFS 
- garnishees and other third party demands, 

4440 

SEVERANCE 
(see SEPARATIONS AND LAYOFFS) 

SHARING 
- data, 6030 
- job, 5280 

SHORT LISTS 
- staffing, 5660 

SICK LEAVE, 5475 

SIDEWALKS 
- improvement and maintenance, 2335 

SIGNATURE SAMPLE CARDS 
- authorities, 1355 

SIGNING AUTHORITIES, 1355 

SIGNS 
- building, 2105 
- lands, 2335 
- maintenance, 2335 
- parking, 2385 
- street, 2335 

SLIDE SHOWS 
- audiovisual aids, 1445 

SMOKING IN THE WORKPLACE, 5265 

SNOW REMOVAL, 2335 

SOCIETIES, 1155 

SOFTWARE 
- computers, 3130 
- defects, 6140 
- history, 3130 
- maintenance, 3130 
- problems, 3130 
- procurement, 3130 
- product and service information, 3130 
- system development, 6120 
- system maintenance, 6140 
- research, 3130 

 

SOLICITATIONS 
- corporations, companies, firms, 1300 
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SOUND RECORDINGS 
- accessioning, 1580 
- acquisition, 1585 
- cataloguing, 1580 
- circulation, 1595 
- library services, 1580, 1585, 1595 
- subscription, 1585 

SOURCE DOCUMENTS 
- information services, 1455 

SPACE ALLOCATION, 2055 

SPACE ASSIGNMENTS 
- parking, 2385 

SPEAKING ENGAGEMENTS, 1485 

SPECIFICATIONS  
- classification, 5160 
- equipment and supplies, 3000, 3380 
- FAX machines, 3425 
- radiotelephone, 3425 
- telephone, 3425 

SPEECHES, 1485 

SPENDING SIGNING AUTHORITIES, 
1355 

SPRINKLERS 
- fire, 2215 

STAFF(ING) 
(see also HUMAN RESOURCES) 
(see also PERSONNEL) 
(see also EMPLOYEE) 
- acting appointments, 5645 
- advertising, 5680 
- apprenticeship programs, 5680 
- authorities, 1355 
- competitions, 5660 
- co-op student programs, 5680 
- security checks, 5680 
- delegation of authority, 1355 
- development and training, 5785-5815 
- direct recruitment, 5680 
- eligibility lists, 5660 
- exchanges, 5645 
- general, 5630 
- applications, 5680 
- general recruitment, 5680 
- internal recruitment, 5680 
- interview formats, 5660 
- layoffs, 5615 
- lectures and speeches, 1485 
- legislative appointments, 5680 
- meetings, 1015 
- obligations, 5750 
- offer letters, 5660 
- order-in-council appointments, 5680 
- posting, 5680  
- recruitment, 5680 
- re-employment lists, 5750 
- requirements, 5295 
- requisitions, 5680 
- responsibilities, 1025 
- resumes, 5680 
- secondments, 5645 
- security checks, 5190, 5630 
- separations, 5615 
- short lists, 5660 

- staff requisitions, 5680 
- summer student programs, 5680 
- temporary appointments, 5645 
- testing, 5630 
- vacancies, 5750 
- work experience programs, 5680 

STANDARD(S) 
- contract form information, 4300 
- building, 2105 
- classification, 5160 
- database development and administration, 

6060 
- end-user support, 6080 
- information systems and technology 

(general), 6000 
- information systems planning, 6030 
- network design and management, 6100 
- system development, 6120 
- system maintenance, 6140 
- system operations, 6160 
- system reports, 6180 
- system security and reliability, 6200 

STANDING 
- offer agreements, 3405 
- standing purchase orders, 3365 

STATEMENTS 
- bank statements, 4180 
- financial statements, 4500 

STATIONERY 
- design, 1720 
- office, 3315 
- protocol, 1720 

STATISTICS 
(see REPORTS AND STATISTICS) 

STATUS REPORTS, 6180 

STOCK 
- control, 3030 
- inventories, 3030 
- procurement, 3365 
- receipt, 3365 
- requisitions, 3365 

STOLEN EQUIPMENT 
- asset loss investigation reports, 3030 
- equipment and supplies, 3030 

STORAGE 
- physical disposal, 1800 
- records management, 1800 
- retrieval, 1800 

STRATEGIC PLANNING AND REVIEW 
- information systems planning, 6030 
- strategic planning, 1900 
 

STREETS 
- repair and maintenance, 2335 
- signs, 2335 

STRIKES 
- labour relations, 5355 

STRUCTURES 
(see BUILDINGS AND PROPERTIES) 

STUDENT PROGRAMS, 5680 

STUDIES 
- acts and legislation, 1035 
- classification, 5160 
- human resources management, 5770 
- surveys, 5770 

STYLE 
- information services, 1520  

SUBCOMMITTEES, 1215, 1230-1245 

SUBJECT ANALYSIS STANDARDS 1580 

SUBMISSIONS 
- budgets, 4230 
- cabinet, 1170 
- Treasury Board, 4580 

SUBSCRIPTIONS AND RENEWALS, 1585 

SUMMER STUDENT PROGRAMS, 5680 

SUPERANNUATION, 5060 

SUPPLIES 
(see EQUIPMENT AND SUPPLIES) 

SURPLUS, 3150 

SURVEYS 
- human resources, 5770 
- information services, 1515 
- studies, 5770 

SUSPENSE ACCOUNTS, 4520 

SYMPOSIA, 1255 

SYSTEM(S) (AUTOMATED) 
- access controls, 6200 
- activity reports, 6180 
- audits, 6140 
- backup, 6200 
- change requests, 6140 
- construction, 6120 
- data entry, 1775 
- data input forms, 1775 
- data processing, 1775 
- deployment, 6120 
- design, 6120 
- development, 6120 
- disaster recovery plans, 1370 
- documentation, 6120 
- enhancement requests, 6140 
- incidents, 6160 
- incident reports, 6180 
- integration, 6140 
- maintenance, 6140 
- maintenance reports, 6180 
- modification projects, 6140 
- monitoring, 6160 
- operations, 6160 
- planning and initiation, 6120 
- problems, 6160 
- projects 6120 
- project case files, 6200 
- project management, 6120 
- recovery procedures, 6200 
- reports, 6180 
- requirements analysis, 6120 
- security and reliability, 6200 
- space management, 6160 
- status reports, 6180 
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- system documentation, 6120 
- testing, 6120 
- user documentation, 6120 
- verification reports, 6180 

T4 SLIPS 
- income tax forms, 5190 

TARIFFS, 4540 

TASK FORCES, 1215-1245 

TAXES, 4540 

TD1 SLIPS, 5190 

TECHNICAL CHANGE, 5295 
- technical guidelines, 1775 

TELECOMMUNICATIONS, 3425 

TELEPHONE, 3425 
(see also RADIO/TELEPHONE) 

TELETYPE/TELEX, 3425 

TELEVISION 
- advertising, 1435 
- contacts with media, 1495 
- interviews, 1495 

TEMPORARY ASSIGNMENT OF HIGHER 
DUTIES (TAHD)  
- individual employees, 5190 
- pay administration, 5510 
- salaries and wages, 5600 

TENDER(S) 
- bonds, 4300 
- buildings and properties, 2035 
- equipment and supplies, 3015 
- finance, 4300 

TERMINOLOGY 
- information services, 1520 

TERMS AND CONDITIONS OF 
EMPLOYMENT 
- labour, 5400 
- regulations, 5555 

TERRITORIAL 
- acts, 1080 
- agreements, 1115 
- bills, 1080 
- committees and commissions, 1245 
- cooperation, 1300 
- legislation, 1080 
- liaison, 1300 
- regulations, 1080 

TESTING 
- database development and administration, 

6060 
- staffing, 5630 
- system development, 6120 

TEXTUAL MANUSCRIPTS, 1455 

THANKS 
- letters, cards, etc., 1145 

THIRD PARTY DEMANDS, 4440 
- garnishees, 4440 

THREATS 

(see SECURITY) 

THRONE SPEECH, 1555 

TIME OFF 
- hours of work, 5280 

TIMELINESS OF PAYMENT 
- accounts payable, 4060 

TOURS 
- protocol, 1720 

TRADE MARKS, 1530 

TRAINING AND DEVELOPMENT 
- attendance records, 5800 
- course evaluations, 5800 
- course history, 5800 
- course packages, 5800 
- courses, 5800 
- directives, 5785 
- educational leave, 5785 
- employee orientation, 5785 
- employee, record of, 5190 
- end-user support. 6080 
- general, 5785 
- resources, 5815 
- schedules, 5785 
- staff development and training, 5785 
- training equipment, 5815 
- training facilities, 5815 
- training program packages, 5800 
- tuition fees, 4380 

TRANSACTIONS 
- expenditure control, 4340 

TRANSBORDER DATA FLOW 
- security, 1870 

TRANSFER(S) 
- building, 2120 
- expenditures, 4340 
- land, 2305 
- personnel, 5540 
- reassignments, 5540 

TRANSLATION SERVICES, 1665 

TRANSPORTATION SERVICES 
(see VEHICLE(S)) 

TRAVEL ALLOWANCES, 4560 
- authorizations, 4560 
- claims, 4560 
- expenses, 4560 
- insurance, 5060 
- minister's travel, 4560 
- non-government personnel, 4560 
- protocol, 1720 
- relocation, 4560 
- S4 forms, 4260 
- travel case files, 4560 
- vouchers, 4260 

TREASURY BOARD, 4580 

TRIMESTER REPORTS, 1840 

TRUST ACCOUNTS, 4180 

TUITION FEES, 4380 

TYPING SERVICES, 1665 

UNCOLLECTIBLE ACCOUNTS 
- accounts receivable, 4080 

UNDERSTANDING, LETTERS OF, 5400 

UNEMPLOYMENT INSURANCE, 5060 

UNION RELATIONS, 5355 

UNITED WAY, 1190 

UNIVERSITIES, 1300 
(see also EDUCATIONAL AUTHORITIES) 

UPGRADE PLANNING AND 
INTEGRATION 
- system maintenance, 6140 

USAGE REPORTS 
- system reports, 6180 

USER DOCUMENTATION, 6120 

UTILITIES 
- air conditioning, 2435 
- contracts, 2035 
- disposal of hazardous materials, 2455 
- electrical, 2420 
- environmental control, 2435 
- garbage disposal, 2455 
- gas, 2420 
- general, 2415 
- heating systems, 2435 
- humidity control, 2435 
- installation, 2420-2435 
- lighting, 2420 
- maintenance, 2420-2435 
- natural gas, 2420 
- operation, 2420-2435 
- plumbing, 2420 
- propane, 2420 
- recycling, 2455 
- refrigeration, 2435 
- repair, 2435 
- systems, 2420-2435 
- systems/facilities, 2435 
- ventilation, 2435 
- water, 2420 
- water management, 2455 

VACANCIES AND OBLIGATIONS 
- staffing, 5750 

VACATION LEAVE, 5475 

VALUATION OF LAND, 2305 

VEHICLE(S) 
- accident, 3470-3530 
- acquisition, 3470-3530 
- administration, 3445 
- air, 3470 
- all-terrain, 3495 
- assignment, 3445 
- authorizations for repair, 3470-3530 
- central vehicle agency reports, 3445 
- construction, 3495 
- credit cards, 3515 
- CVA, 3445 
- damage, 3470-3530 
- disposal, 3470-3530 
- distance reports, 3470-3530 
- general, 3445 
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- insurance, 3455-3530 
- inventory, 3445 
- lease, 3015 
- licensing, 3470-3530 
- maintenance, 3470-3530 
- off-road, 3495 
- operating standards, 3470-3530 
- parking tickets, 3515 
- pool vehicle requisitions, 3445 
- private use of government vehicles, 3445 
- purchase, 3470-3530 
- registration, 3470-3530 
- rental, 3445 
- repairs, 3470-3530 
- research, 3470-3530 
- road, 3515 
- theft, 3470-3530 
- transfers, 3445 
- vandalism, 3470-3530 
- vehicle history, 3470-3530 
- water, 3530 

VENDING MACHINES, 3240 

VENTILATION SYSTEMS, 2435 

VERIFICATION REPORTS, 6180 

VIDEO TAPES 
- audio-visual aids, 1445 

VIREMENTS 
- Treasury Board, 4580 

VISION STATEMENTS, 1025 

VISITS 
- protocol, 1720 

VISUAL IDENTITY PROGRAM, 1720 

VOLUNTEERS, 5845 

VOUCHERS, 4260 

WAGES 
(see SALARY (IES)) 

WALKIE-TALKIES, 3425 

WALKWAYS 
- maintenance, 2335 

WAN(S) 
(see NETWORK MANAGEMENT) 

WARRANTIES 
(see individual equipment types) 

WARRANTS 
- treasury board, 4580 

WASTE DISPOSAL, 2455 

WATER 
- utilities, 2420 
- vehicles, 3530 
- water treatment, 2420 

WATER VEHICLES, 3530 

WEAPONS, 3170 

WEBSITES, 1525 

WEEKLY REPORTS AND STATISTICS, 1840 

WELFARE 
- employee, 5190, 5860 
- health and wellness programs, 5860 

WELLNESS, 5860 

WHMIS 
- hazardous material, 5265 

WORD PROCESSING 
- office support, 1665 
- services, 1665 
- software, 3130 

WORK 
- employees, 5190 
- history, 5190 
- hours of, 5280 
- performance, 5525 
- plans, 5525 
- schedules, 5280 
- simplification reports, 1645 

WORKERS' COMPENSATION BOARD 
(WCB) 
- claims, 5015 

WORKING GROUPS, 1215, 1230-1245 

WORKPLACE HAZARDOUS MATERIAL 
INFORMATION (WHMIS), 5265 

WRITE OFFS 
- accounts receivable, 4080 
- disposal and surplus, 3150 

Y2K PROJECTS, 6200 

ZONING 
- lands, 2295 


