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External Relations

14
Publishing

The function of producing publications for distribution internally or externally.

Publications include material published in any medium and format.

14.1
Publishing Strategy Development
The activities involved in developing and establishing the institution’s publishing strategy

	Description
	
	Retention Period
	
	Notes

	Records documenting the development and establishment of the institution's publishing strategy.
	
	Superseded + 5 years
	
	Review for archival value

Consult Records Manager before disposal


14.2 Publishing Planning 

	Description
	
	Retention Period
	
	Notes

	Records documenting the formulation of plans for the implementation of the institution's publishing strategy.
	
	Superseded + 5 years
	
	Review for archival value

Consult Records Manager before disposal


14.3 Publishing Performance Management 

The activities involved in monitoring the institution’s performance against the plans for implementing its publishing strategy.

Activities include: developing performance indicators and measurement mechanisms; measuring, monitoring and analysing performance; conducting formal reviews of performance and responding to the results, including preparing and implementing action plans to address under-performance or other issues raised. 

	Description
	
	Retention Period
	
	Notes

	Records containing data on, and analyses of, performance against the plans for the implementation of the institution's publishing strategy.
	
	Current academic year + 1 year
	
	

	Records containing reports of performance against the plans for the implementation of the institution's publishing strategy.
	
	Current academic year + 5 years
	
	Review for archival value

Consult Records Manager before disposal

	
	
	
	
	

	Records documenting the conduct and results of audits and reviews of the publishing function, and responses to the results.
	
	Current academic year + 5 years
	
	Review for archival value

Consult Records Manager before disposal


14.4 Publishing Policy Development 

	Description
	
	Retention Period
	
	Notes

	
	
	
	
	

	Records documenting the development and establishment of the institution's publishing policies.
	
	Superseded + 5 years
	
	Review for archival value

Consult Records Manager before disposal


14.5 Publishing Procedures Development 

	Description
	
	Retention Period
	
	Notes

	
	
	
	
	

	Records documenting the development of the institution's publishing procedures.
	
	Superseded + 3 years
	
	


14.6
Publication Management
The activities involved in managing the design, production and distribution of individual publications.

Activities include: designing publications; commissioning, writing and editing content for publications; ensuring compliance with institutional, industry and legal requirements for publications; liaising with specialist staff on the production of publications; liaising with specialist staff on the marketing of publications; distributing publications; authorising disposal of surplus or redundant stocks of publications.

For procurement of external services for the design or production of publications, use the appropriate section of 35 Procurement.
For storage and management of stocks of publications, use the appropriate section of 33
Equipment & Consumables Management.
For retailing of publications, use 7
Retail Trading Management.
For handling payments for publications, use 28.7 Finance Management – Financial Accounting. 

	Description
	
	Retention Period
	
	Notes

	
	
	
	
	

	Records documenting the design, commissioning, editing and production of publications.
	
	Issue of publication + 1 year
	
	

	
	
	
	
	

	Records documenting the development of marketing plans for publications.
	
	Life of publication
	
	


