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Purpose  

The purpose of this appraisal report and accompanying disposal schedule is to obtain disposal authorisation from 
the Chief Archivist for records created by Ministers of the Crown. 
 
Currently, some records created by Ministers are covered by disposal authority DA214 (which is administered by 
the Department of Internal Affairs). Records that are not covered by this disposal authority are appraised when 
offered to the Chief Archivist for deposit with Archives New Zealand, under section 42 of the Public Records Act 
2005 (the Act). 
 
DA214, which was approved by the Chief Archivist on 22 November 2005, expired on 22 November 2015. With 
the approval of the Chief Archivist, the expiry date was extended to 22 November 2021 and has since been 
extended until 21 December 2022. 
 
Between December 2014 and September 2015, the Chief Archivist undertook a review of the management of text 
messages under the Act. This included an analysis of the recordkeeping advice, support, and systems provided to 
the Prime Minister and Ministers of the Crown in meeting their obligations under the Act. The review also clarified 
that Ministers of the Crown are public offices under the Act, and that records that Ministers create and receive 
when operating in their official capacities are public records and should be managed as such. 
 
At the end of the review, the Chief Archivist recommended that Ministerial Services group work with the 
Department of Internal Affairs information management specialists to update the disposal authority (DA214) for 
Ministers, to cover all public records in any format created or received by Ministers. The appraisal report supports 
the disposal actions set out in the disposal schedule. 
 
Scope 

This appraisal report covers records of members of the Executive branch of the Government of New Zealand, 
including the Prime Minister (in their capacity as a Minister of the Crown), Ministers of the Crown (both within 
and outside of Cabinet), Associate Ministers, and Parliamentary Under-Secretaries. 
 
Previous guidance and advice provided to Parliament covered leaders and deputy leaders of political parties, the 
Speaker and Deputy Speaker of the House of Representatives, and Members of Parliament (MPs) wanting to 
deposit their papers. This proposed schedule will not cover these positions as they are not considered public 
offices under the Act. Guidance will still be provided to those positions if requested, pursuant to section 42(1)(c) 
of the Act. Parliamentarians with an existing deposit relationship with Archives New Zealand will continue to be 
managed in accordance with section 42 of the Act. 
 
Records covered by Archives New Zealand’s General Disposal Authorities (GDAs), Common Corporate Service 
Public Records (GDA6 – DA558), and Facilitative, Transitory, and/or Short-Term Value Records (GDA7 – DA576) 
are also excluded from this appraisal.  
 
This appraisal report specifically excludes private records (such as personal correspondence, personal diaries), 
records relating to constituencies (such as the management of electorate offices, constituent correspondence), 
party-political records (such as correspondence with party officials, party-political material including party 
manifestos and advertising, and election material) and Parliamentary records (such as copies of Select 
Committee papers). 
 
It also excludes records of the Government agencies that support the Executive branch of Government, such as 
the Department of Internal Affairs (Ministerial Services), the Department of the Prime Minister and Cabinet, and 
the Cabinet Office. These public offices have disposal authorisations that cover the public records they create 
and maintain in the conduct of their functions and activities. 
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Format 

This appraisal report covers records created in all formats (e.g., paper, electronic (including, but not limited to, 
SMS (Short Message Service), emails, voice recordings, voice and text messages)). 
 
Agency Information  

Executive Branch of Government 
 
Under section 4 of the Act, Ministers of the Crown, associate Ministers and Parliamentary Under-Secretaries are 
public offices, as they are part of the Executive branch of the Government of New Zealand. 
 
The Executive consists of the Prime Minister, Ministers of the Crown, and the ministries and departments that 
oversee the delivery of public services in accordance with Government policy.  
 
Cabinet is the central decision-making body of Government. It provides the forum in which Ministers collectively 
consider, debate and decide on the key issues facing the nation. All significant decisions or actions taken by the 
Executive are first discussed and collectively agreed by Cabinet. Cabinet is made up of Ministers in Cabinet, but 
Ministers outside Cabinet and Parliamentary Under-Secretaries attend Cabinet for discussion on particular items, 
with the express prior permission of the Prime Minister.  
 
Cabinet committees provide the forum for detailed consideration and discussion of issues before they are 
referred to Cabinet. Current ministerial portfolios are listed in Appendix 1. 
 
Roles and Responsibilities of the Executive Branch of Government 
 
Prime Minister 
The Prime Minister is the head of the Government. There is no statutory provision that constitutes the office of 
Prime Minister or defines its role. 
 
The Prime Minister has several key constitutional roles: 
 

• The Prime Minister is the principal adviser to the Sovereign and to the Sovereign’s representative, the 
Governor-General, as long as the Government commands the confidence of the House, and the Prime 
Minister maintains support as the leader of that Government; 

• By constitutional convention, formal communication with the Sovereign is a matter for the Prime Minister. 
The Prime Minister advises the Sovereign on substantive matters; for example, the appointment of a new 
Governor-General, amendments to the Letters Patent Constituting the Office of Governor-General of New 
Zealand 1983 (the Letters Patent), and the conferment of royal honours; 

• The Prime Minister alone has the right to advise the Governor-General to: 
o appoint, dismiss, or accept the resignation of Ministers; 
o dissolve Parliament and call a general election. 

 
The Prime Minister is also the head of Executive Government. This role includes the task of forming and 
maintaining a Government, which, in a proportional representation system, will often involve working with other 
parties. The Prime Minister determines portfolio allocations and ministerial rankings, taking into account 
practical and political considerations. 
 
The Prime Minister determines the title and scope of each portfolio – that is, the portfolio’s area of operation, 
the legislation administered within the portfolio; the department(s), Crown entities, and other organisations 
reporting within the portfolio; and (where necessary) the relevant Vote(s) or appropriations within Votes. 
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As the chair of Cabinet, the Prime Minister approves the agenda, leads the meetings, and is the final arbiter of 
Cabinet procedure. The Prime Minister determines the terms of reference and membership of Cabinet 
committees. 
 
The Prime Minister has an important role in maintaining and coordinating the Government by overseeing the 
Government’s general policy direction. 
 
The Prime Minister customarily is the Minister in charge of the Security Intelligence Service and Minister 
responsible for the Government Communications Security Bureau and may also hold other portfolios. 
 
The Prime Minister’s ministerial and executive duties are separate from the leadership role within the Prime 
Minister’s own political party and caucus. 
 
Ministers 
Collectively, Ministers direct the Executive branch of Government. Ministers: 
 

• are members of the Executive Council; 
• formally advise the Governor-General, either individually, or collectively in the context of the Executive 

Council; 
• take significant decisions and determine Government policy; 
• exercise statutory functions and powers under legislation within their portfolios; 
• determine both policy direction and the priorities for their departments; 
• in most cases have financial responsibilities; 
• are supported by and (to varying degrees, depending on the nature of the entity) direct officials in the state 

services and wider state sector; 
• are Members of Parliament and are accountable to the House for their policies, their own performance, 

and the performance of entities within their portfolios; and 
• have a political role in maintaining Government stability, which requires maintaining close working 

relationships with all other parties as issues arise. 
 
Ministers’ powers are derived both from the common law powers of the Crown (including the prerogative) and 
from statute. Legislation may confer a power on a specified Minister or on the Minister authorised by the Prime 
Minister as responsible for administering the Act. 
 
Associate Ministers 
The Prime Minister may, by letter, assign responsibilities to Associate Ministers. Associate Ministers assist 
portfolio Ministers to carry out tasks relating to their portfolios. Any statutory powers or functions that they 
exercise on behalf of the portfolio Minister are exercised under the authority of section 7 of the Constitution Act 
1986. Associate Ministers are members of the Executive Council and, in most cases, have other ministerial 
portfolios in their own right. Associate Ministers, whether inside or outside Cabinet, are bound by the principle 
of collective responsibility. 
 
The control of a portfolio always rests with the ‘portfolio’ or ‘principal’ Minister. When an Associate Minister is 
appointed to support a portfolio Minister, the principal Minister must provide a formal letter clearly setting out 
the role of the Associate Minister in the portfolio, any delegated responsibilities, and relevant working 
arrangements. The Prime Minister, through the Secretary of the Cabinet, must be consulted on each letter 
before it is finalised. Once the letter has been finalised, the portfolio Minister provides copies to the Secretary of 
the Cabinet and to the Chief Executive of the department or departments concerned. 
 
Delegations to Associate Ministers are set out in a schedule of delegations compiled by the Cabinet Office. The 
schedule is presented to the House of Representatives to clarify accountability (so that, for example, 
parliamentary questions can be directed to the appropriate Ministers for answer). 
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Associate Ministers may submit papers to Cabinet committees or Cabinet within their designated area of 
responsibility, provided that the paper clearly indicates that the portfolio Minister agrees with the submission of 
the paper. 
 
Associate Ministers who are not already members of a Cabinet committee in their own right may attend the 
committee to take through a paper submitted by the appropriate portfolio Minister, with the approval of that 
Minister and the committee chair. If a committee is considering an item that is relevant to an Associate 
Minister’s own responsibilities, the Associate Minister will receive the relevant papers and may attend the 
meeting. 
 
Parliamentary Under-Secretaries 
The Governor-General, under section 8 of the Constitution Act 1986, may appoint any Member of Parliament to 
be a Parliamentary Under-Secretary in relation to the ministerial office or offices specified in the warrant of 
appointment. The Governor-General appoints Parliamentary Under-Secretaries on the advice of the Prime 
Minister. Although they form part of Executive Government, Parliamentary Under-Secretaries are not members 
of the Executive Council, so they are not empowered to act for Ministers under section 7 of the Constitution Act 
1986. 
 
Parliamentary Under-Secretaries are appointed to assist Ministers, and their authority derives solely from the 
Minister they are assisting. 
 
The relevant Minister must provide to the Parliamentary Under-Secretary a formal letter clearly setting out the 
role of the Parliamentary Under-Secretary in the portfolio, any delegated responsibilities, and relevant working 
arrangements. The draft letter must be approved by the Prime Minister through the Secretary of the Cabinet, 
and the Minister should provide copies of the final letter to the Secretary of the Cabinet and the Chief Executive 
of the department concerned. As with Associate Ministers, the letter should set out clearly the Parliamentary 
Under-Secretary’s area of responsibility, including any limits on authority, on the ability to make public 
statements, and on the relationship with the department. 
 
Support Services 
Ministerial Services 
Ministerial Services, which is part of the Department of Internal Affairs, is responsible for providing a range of 
services to the Executive arm of Government and delivering support and advisory functions for bodies, such as 
the Gambling Commission and other statutory and ad hoc bodies. 
 
Within Ministerial Services, the Ministerial Resourcing team provides office support and staffing to the Prime 
Minister and Ministers of the Crown. It also manages ministerial entitlements under the Members of Parliament 
(Remuneration and Services) Act 2013 and any Determinations made by the Remuneration Authority under the 
Act. The records of Private Secretaries/Senior Private Secretaries that support Ministers of the Crown, which are 
created in that official role are covered by this authority. 
 
Cabinet Office 
The Cabinet Office, which is a part of the Department of the Prime Minister and Cabinet, supports central 
Government decision-making processes. It supports Ministers of the Crown by providing impartial secretariat 
services to the Executive Council, Cabinet, and Cabinet Committees. It also provides advice to the Governor-
General, the Prime Minister, and other Ministers on certain constitutional, policy and procedural issues. 
 
The Cabinet Office is also responsible for producing the Cabinet Manual, which is the authoritative guide to 
central Government decision-making for Ministers and their offices. It is also a primary source of information on 
New Zealand’s constitutional arrangements. Chapter 8 of the Cabinet Manual provides high-level information 
management requirements, including obligations under the Official Information Act 1982, the Privacy Act 2020 
and the Act. 
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System Information 

Each ministerial office maintains their own recordkeeping systems, which office staff use on a day-to day basis to 
support Ministers in carrying out their roles and responsibilities. The Department of Internal Affairs provides 
guidance and support in the creation and maintenance of these systems. 
 
Recordkeeping systems are developed based on each Minister’s individual requirements, and the operation of 
their offices. 
 
Most records relating to Ministers’ portfolio responsibilities are managed by their responsible public offices and 
are therefore maintained in the information management or recordkeeping systems of those public offices. 
 
Records created and maintained within the Ministers’ offices are managed in physical and electronic systems. 
Physical records are kept in filing cabinets and are generally arranged at folder level (usually by subject). Legacy 
physical records are held at offsite storage (Iron Mountain) until they can be transferred to Archives New 
Zealand. Electronic records are kept in a variety of systems including shared drives, Microsoft Outlook mailboxes, 
Microsoft Excel or Access, and Objective (Prime Minister’s correspondence). 
 

Methodology 

This appraisal report is class-based, with each class being aligned to the roles and activities of Ministers of the 
Crown. It also incorporates classes and sub-classes in the current disposal authority DA214. 
 
State Records NSW (Australia) issued a general retention and disposal authority for records relating to New 
South Wales Ministers’ portfolio responsibilities on 23 December 2002 (GDA13). This authority has been used as 
a basis for the appraisal of records created and maintained by members of the Executive branch of the 
Government of New Zealand. 
 
The value statements for each class and sub-class are based on the appraisal criteria and indicators of value 
outlined in Archives New Zealand’s Appraisal Statement, published in 2019. 
 

Consultation 

Internal Consultation 
 
Internal consultation on disposal of these records has been an extended process, interrupted by changes of 
Executive, and has included workshops with ministerial office staff and other engagements. The formal 
consultation period involved circulating the draft appraisal report and schedule to selected internal stakeholders 
for comment. The three-week consultation period was completed in June 2022. 
 
The following interest groups were consulted: 

• Internal DIA Information Management and Privacy team 

• Selected internal DIA Ministerial Services staff and managers 

• Six Ministers of the Crown 

• Department of Prime Minister and Cabinet, information management staff 

• Parliamentary Service, CIO, and information management staff 

 
A small number of minor changes were made to the draft disposal authority based on feedback received. 
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External Consultation 
TBC 
 

 

Classes 
An analysis of the roles and activities of Ministers of the Crown has identified 3 classes of records: 
 

1. Portfolio responsibilities and other official assignments; 
2. Copies of Cabinet and Cabinet Committee papers; 
3. Copies of public office and departmental records. 

 
For the purposes of appraisal each class and associated sub-classes are described below, followed by the 
evaluation section that contains value statements. The value statements for each class and sub-class help inform 
the decisions made for the disposal actions set out in the disposal schedule. 
 

Class 1 – Portfolio responsibilities and other official assignments 
Description 
This class covers records relating to portfolio responsibilities and other assignments of Ministers of the Crown, 
including the Prime Minister. There are 18 sub-classes: 
 

1.1 Changes in responsibilities: Records relating to the creation of new agencies or departments, changes 
to the Minister’s portfolio responsibilities or changes to the functions of an agency within the Minister’s 
portfolio. This includes records that document the official assignments from the Prime Minister which 
are outside the Minister’s current portfolio but may be expected to lead to the creation of new 
agencies. 

1.2 Policy and legislation: Records relating to the development, implementation or review of policy and 
legislation concerning the Minister’s portfolio. This includes records relating to the preparation of 
Cabinet submissions, correspondence between the Minister, other Ministers and members of the House 
of Representatives on policy matters connected to the portfolio responsibilities of the Minister. 

1.3 Legislative responsibilities (appointments and appeals): Records relating to appointments made by or 
appeals to the Minister as part of their legislative responsibilities, or to deliberations, decision-making 
and actions on matters relating to their portfolio or other official responsibilities. 

1.4 Ministerial/portfolio correspondence: Correspondence to and from members of the public or private 
organisations, concerning matters relating to the portfolio responsibilities of the Minister, that has an 
impact on Government or portfolio decisions or legislation, and matters of high public interest, such as 
those attracting media attention. This includes correspondence to and from other Ministers and 
Members of Parliament, or Parliamentary offices (e.g., Office of the Clerk of the House of 
Representatives), relating to portfolio, ministerial, and all of Government matters. 

1.5 Routine ministerial/portfolio correspondence: Correspondence to and from members of the public or 
private organisations that does not have any impact on Government or portfolio decisions or legislation 
or relate to matters of high public interest. For example: general enquiries, individual matters, and 
correspondence referred to a public office for reply or not requiring direct ministerial action. This 
includes routine correspondence to and from other Ministers, Members of Parliament, or Parliamentary 
offices (e.g., Office of the Clerk of the House of Representatives). 

NOTE: This includes the Prime Minister’s routine invitations and meeting requests, standard form letters 
(e.g., New Zealand Honours list congratulatory letters) and correspondence not responded to or 
transferred to another Minister for their response. 

1.6 Prime Minister’s correspondence: Correspondence to and from public and private organisations and 
individuals, including any personalised responses from the Prime Minister. (Other records received, such 
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as children’s artwork, are included in this class if they receive a personalised response from the Prime 
Minister). This includes correspondence to and from other Ministers and Members of Parliament, or 
Parliamentary offices (e.g., Office of the Clerk of the House of Representatives), relating to portfolio, 
ministerial, and all of Government matters. This subclass also includes records of the administration of 
the Prime Minister's correspondence, such as mail registers or statistics. 

NOTE: This does not include routine invitations and meeting requests, standard form letters (e.g., New 
Zealand Honours list congratulatory letters), autograph requests and correspondence not responded to 
or transferred to another Minister for their response, which are covered by sub-classes 1.5. and 1.14. 

1.7 Ministerial advisory committees: Records relating to ministerial advisory committees set up by the 
Minister to provide independent advice on particular issues. These Committees are established on the 
request of a Minister and do not require legislative authority, although some legislation does provide 
for them (e.g., section 11 of the New Zealand Public Health and Disability Act 2000). 

NOTE: This does not include departmental, Parliamentary or Cabinet committees (where the official 
record is retained by the public office, Cabinet Office, or in the case of Parliamentary Select Committees, 
the Office of the Clerk of the House of Representatives). 

1.8 Significant briefing notes or papers: Briefing notes or reports created within the Minister’s office for 
the Minister concerning portfolio-specific or all of Government issues of significance, such as those 
attracting media attention, public debate or resulting in public inquiries. This may include briefings 
prepared for parliamentary question time or for meetings with stakeholder groups. Includes copies of 
public office or departmental briefing papers required for ministerial purposes, which contain significant 
annotations (e.g., regarding Government policy or decision-making) made by the Minister. 

NOTE: Original and source public office or departmental briefing papers should be returned to the 
creating public office or department for disposal under their own retention and disposal regime, once 
signed-off or approved by the Minister. 

1.9 Routine briefing notes or papers: Minor ministerial briefing notes or reports created in the Minister’s 
office, not concerning portfolio-specific or all of Government issues of significance. 

1.10 Speeches and addresses: Final versions of major speeches, addresses, and presentations created in the 
Minister’s office, and delivered by the Minister in their capacity as Minister or as a representative of the 
Government. Includes final versions that were annotated/edited/amended immediately prior to 
delivery. 

NOTE: This does not include party political speeches or speeches made in relation to the Minister’s 
parliamentary responsibilities on constituency matters. 

1.11 Media and publicity: Records relating to the release of information to the media or the publication of 
information by the Minister, in their capacity as a Minister. This includes final versions of media/press 
releases or statements, approved wiki, blog, social media or other web content issued by or from the 
Minister. 

1.12 Official visits, meetings, functions and ceremonies: Records relating to official visits, meetings, 
functions and ceremonies attended by the Minister, that are of national significance or importance (e.g., 
official visits overseas as a Minister, such as a trade delegation; or receiving a Minister or ministerial 
delegation from a foreign Government on official business), or mark major anniversaries (e.g., attending 
ANZAC Day remembrances in Turkey, or the anniversary of the Canterbury earthquakes), or result in 
major public interest or debate (e.g., formal dinners for distinguished guests such as Heads of State; 
roadshows and hui on the Trans-Pacific Partnership). Records include briefing notes and reports, 
minutes, official travel itineraries, photographic albums. 

1.13 Visits, meetings, functions and ceremonies; administrative records of all visits, meetings, functions 
and ceremonies; and low-level office administration: Records relating to visits, meetings, functions and 
ceremonies for events not of national significance; and administrative records of all visits, meetings, 
functions and ceremonies, such as room bookings, travel arrangements, catering requirements, meeting 
invitations and office administration. 
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1.14 Invitations both accepted and declined: Invitations, attendance lists and other items relating to any 
event. 

1.15 Newspaper and other media materials relating to a Minister’s portfolio: Newspaper cuttings, articles 
or reports, recordings or transcripts of media broadcasts; and other media material relating to a 
Minister’s portfolio. 

1.16 Office diaries: Office diaries and appointment books record the organisation of the Minister’s day to day 
activities, including when they are carrying out their duties in the House of Representatives, or 
representing their electorate or their political party. 

1.17 Published reports and papers: Published reports and papers readily available elsewhere (e.g., Hansard 
Reports and Annual Reports of Government departments) 

1.18 Reference material: Material supplied to or obtained for background research or reference purposes 
 

Value statement 

The portfolio and other assignments class of records document the accountability of the Executive Government to 
the public of New Zealand; demonstrate the rights and entitlements of New Zealand citizens; verify the source of 
authority and organisation of the machinery of Government; recognise the Crown’s obligations and 
responsibilities under Te Tiriti o Waitangi; and provide a source of knowledge on societal, cultural, and 
kaitiakitanga aspects, and in the development of a New Zealand identity. 
 

1.1 Changes in responsibilities 
Records of changes in responsibilities document the highest level of Government decision-making in the 
establishment of departments of state and other instruments of the Executive Government of New Zealand; 
the establishment, allocation, and alteration of Government functions and activities within the agencies and 
instruments of the Executive Government; the establishment, allocation, and changes within ministerial 
portfolios; and official assignments as directed by the Prime Minister that are outside the Minister’s portfolio. 
These records are recommended for retention as public archives. 
 
1.2 Policy and legislation 
Policy and legislation records document the development, implementation, and review of Government policy 
and resulting legislation at the highest level of Government. Such high-level decision-making impacts on 
current and future generations of New Zealanders as communities and as individuals; influences the way the 
Government intervenes in people’s lives; affects the rights and entitlements of citizens, and their participation 
in society as a whole; sets out the jurisdiction and powers of the Crown, including its agencies and 
instruments; establishes the mechanisms for the Crown to meet its responsibilities under Te Tiriti o Waitangi; 
and demonstrates the response of the Government to specific contemporary events and/or groups, and 
provision of services. These records are recommended for retention as public archives. 
 
1.3 Legislative responsibilities (appointments and appeals) 
 
Records of legislative responsibilities document appointments and appeals that are made by and to Ministers 
under New Zealand legislation. They provide evidence of the validation of authority of high-level public service 
appointments, and the privileges and required obligations of appointees; record the exercising of citizens’ 
rights and entitlements under New Zealand law; and provide proof of rights and qualification for ongoing 
rights. These records are recommended for retention as public archives. 
 
1.4 Ministerial/portfolio correspondence 
This correspondence documents interactions between citizens, interest groups and business, with the 
Government. It provides evidence of the provision of public services to various communities by the 
Government; records the development and management of infrastructure, as well as the management and 
monitoring of the natural environment; reflects cohesion and/or conflict between individuals, communities 
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and the Crown; identifies New Zealand’s place in the world during contemporary global events, and New 
Zealanders’ views of, and involvement with, international occasions, events and movements; and indicates 
innovation, development and/or improvement in scientific and technological services and processes that the 
State is involved in. These records are recommended for retention as public archives. 
 
1.5 Routine ministerial/portfolio correspondence 
Routine portfolio correspondence does not have an impact on high-level Government decision-making or 
relate to matters of high public interest, and is required for business purposes only. These records are 
recommended for destruction. 
 
1.6 Prime Minister’s correspondence 
The administration of correspondence is a central activity of the Prime Minister’s Office and due to the nature 
of the correspondence all but the most routine correspondence (e.g., form letters) are recommended for 
retention as a public archive. The correspondence is an accessible and comprehensive record of interaction 
between the public and the Prime Minister. The content of the correspondence is predominantly issues-
driven, providing a record of the ‘burning issues’ of the day. 
 
1.7 Ministerial advisory committees 
Records relating to ministerial advisory committees document Government interactions on national and 
contemporary issues and events; record independent advice given to a Minister and decision-making at the 
highest level of Government; provide evidence of any impacts on New Zealanders rights and entitlements; 
validate high-level appointments; and give proof of the Crown’s fulfilment or failure to fulfil its obligations and 
responsibilities under Te Tiriti o Waitangi. These records are recommended for retention as public archives. 
 
1.8 Significant briefing notes or papers 
Significant briefing notes or papers document high-level decision-making processes on public policy and 
legislation, and the Government’s position on particular issues, movements and events at a national and 
international level. Such records have importance in the protection and well-being of current and future 
generations of New Zealanders, affecting the level of public confidence in the actions of the Government. 
They provide evidence of the decision-making process in the provision or withdrawal of individual and 
community rights and entitlements, and of the Crown in meeting its obligations and responsibilities under Te 
Tiriti o Waitangi; and can explain any cohesion or conflict between individuals or communities and the 
Government. These records are recommended for retention as public archives. 
 
1.9 Routine briefing notes and papers 
Routine briefing notes and papers do not have an impact on high-level Government decision-making and are 
required for business purposes only. These records are recommended for destruction. 
 
1.10 Speeches and addresses and 1.11 Media and publicity 
 
Speeches and addresses delivered by Ministers, and media and publicity records, document the strategy of 
communication by the Government with the public. They reflect the position and attitude of the Government 
of the day on contemporary affairs, such as domestic and foreign events; Government policy (development 
and implementation) and the impact of Government policy on citizens, particularly communities; on the 
Crown’s obligations under, and the principles of, Te Tiriti o Waitangi; and contribute to the knowledge and 
understanding of New Zealand history. These records are recommended for retention as public archives. 
 
1.12 Official visits, meetings, functions and ceremonies 
Records of official visits, meetings, functions and ceremonies document the attendance of Ministers at 
important and/or significant national and international events and ceremonies. They provide evidence of 
attendance and details of the activities that occurred at these events; provide context to any decisions that 
were made or actions that were carried out as a result of such visits, meetings, functions and ceremonies; 
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identify New Zealand’s place in the world during national and international events; and complement other 
classes of records such as policy and legislation, or ministerial/portfolio correspondence. These records are 
recommended for retention as public archives. 
 
1.13 Routine visits, meetings, functions and ceremonies; administrative records of all visits, meetings, 
functions and ceremonies; and low-level office administration 
Records relating to routine visits, meetings, functions and ceremonies, and administrative records for all visits, 
meetings, functions and ceremonies; and office administration are considered to be low-level office records 
that are required for business purposes only. These records are recommended for destruction. 
 
1.14 Invitations both accepted and declined 
Invitations both accepted and declined are low-level administrative records that are required for business 
purposes only. These records are recommended for destruction. 
 
1.15 Newspaper and other media materials relating to a Minister’s portfolio 
Newspaper and other media materials relating to a Minister’s portfolio are considered to be copies of original 
material and are required for business purposes only. These records are recommended for destruction. 
 
1.16 Office diaries 
Office diaries and appointment books are required for business purposes only and are recommended for 
destruction. 
 
1.17 Published reports and papers 
Published reports and papers are considered to be copies of the original reports and papers and are used for 
business purposes only (in addition, many texts published in New Zealand will be held by the National Library 
of New Zealand under legal deposit requirements). These records are recommended for destruction. 
 
1.18 Reference material 
Reference materials used for background research or reference purposes are transitory in nature and are only 
required for business purposes. These records are recommended for destruction. 

 
Retention and disposal recommendation 
Recommended for retention as public archives: 
 

Class 1 – Portfolio responsibilities and other official assignments 

Sub-
class ID 

Subclass Title Minimum Retention Period 

1.1 Changes in responsibilities 5 years 

1.2 Policy and legislation 5 years 

1.3 Legislative responsibilities (appointments and appeals) 5 years 

1.4 Ministerial/portfolio correspondence 5 years 

1.6 Prime Minister’s correspondence 5 years 

1.7 Ministerial advisory committees 5 years 

1.8 Significant briefing notes or papers 5 years 

1.10 Speeches and addresses 5 years 

1.11 Media and publicity 5 years 

UNCLASSIFIED 



 

Appraisal Report for records created by Ministers of the Crown              Page 12 

1.12 Official visits, meetings, functions and ceremonies 5 years 
 
Recommended for destruction: 
 

Sub-
class ID 

Subclass Title Minimum Retention Period 

1.5 Routine ministerial/portfolio correspondence 5 years 

1.9 Routine briefing notes or papers Retain until no longer required for 
administrative purposes 

1.13 Routine visits, meetings, functions and ceremonies; 
administrative records of for all visits, meetings, 
functions and ceremonies; and low-level office 
administration 

Retain until no longer required for 
administrative purposes 

1.14 Invitations both accepted and declined Retain until no longer required for 
administrative purposes 

1.15 Newspaper and other media materials relating to a 
Minister’s portfolio 

Retain until material is not required, or is 
no longer actively used and referred to 

1.16 Office diaries 5 years 

1.17 Published reports and papers Retain until material is not required, or is 
no longer actively used and referred to 

1.18 Reference material Retain until records is not required, or is 
no longer actively used and referred to 

 

 

Class 2 – Copies of Cabinet and Cabinet Committee papers 
Description 
This class covers all copies provided to Ministers of Cabinet documents relating to Cabinet and Cabinet Committee 
deliberations, including those that are made available through CabNet. These records include Cabinet agendas, 
Cabinet minutes, Cabinet papers, all associated memoranda, reports, draft legislation, submissions and advice. 
 
The original source Cabinet documents described in this class are retained by the Cabinet Office for disposal under 
their own retention and disposal regime. Ministers have access to them through CabNet (or in hard copy on 
request to the Cabinet Office) for business purposes. 
 
Value statement 
By convention, Ministers are permitted to retain personal copies of Cabinet records on leaving office. The 
documents, however, are not their personal property. The licence to retain Cabinet records continues only for a 
Minister’s lifetime. 
 
Copies of Cabinet and Cabinet Committee papers provided to Ministers are therefore recommended for 
destruction (they may be returned to the Cabinet Office for disposal once no longer required). 
 
NOTE: Where copies of Cabinet records contain significant annotations (e.g., regarding Government policy or 
decision-making) by the Minister, refer to class 1 for disposal actions. 
 

UNCLASSIFIED 



 

Appraisal Report for records created by Ministers of the Crown              Page 13 

Retention and disposal recommendation 
Recommended for destruction: 
 

Class ID Subclass Title Minimum Retention Period 

2 Copies of Cabinet and Cabinet Committee papers Retain until material is not required, or is 
no longer actively used and referred to 

 

 

Class 3 – Copies of public office or departmental records 
Description 
This class covers copies of public office or departmental records required for ministerial purposes. Records from 
public offices or departments within a Minister’s portfolio(s) are registered and maintained by those public 
offices or departments within their own recordkeeping or information management systems. 
 
There are processes that require a Minister to sign or comment on certain documents, which are returned to the 
creating public office or department once the process is completed. Occasionally a Minister may keep a copy of 
such records for ministerial purposes. 
 
Value statement 
Copies of public office or departmental records included with a Minister’s portfolio records are required for 
business purposes only. Original or source records are held by the creating public office or department. These 
records are recommended for destruction. 
 
NOTE: Where copies of public office or department records contain significant annotations (e.g., regarding 
Government policy or decision-making) by the Minister, refer to class 1 for disposal actions. 
 
Original and source records should be retained by the creating public office or department for disposal under 
their own retention and disposal regime. Any original or source public office or departmental records held by a 
Minister when they leave office must be returned to the originating public office. 
 
Retention and disposal recommendation 
 
Recommended for destruction: 
 

Class ID Subclass Title Minimum Retention Period 

3 Copies of public office or departmental records Retain until material is not required, or is 
no longer actively used and referred to 

 

 

Transfer and Access Recommendations 
Ministers’ papers are defined under the Act as records created or received (whether before or after the 
commencement of the Act) by a Minister while holding office as a Minister of the Crown. They are a sub-set of 
public records. 
 
The transfer of these papers or records will be carried out as a deposit under section 42(1)(b) of the Act. Public 
access conditions to the papers or records will be agreed to in writing by the Minister or person depositing the 
papers or records and the Chief Archivist, as set out in section 42(3)(c) of the Act. 
 

 

UNCLASSIFIED 
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November 2021). 
 
Cabinet Manual 2017 – Cabinet Office (Department of the Prime Minister and Cabinet), 
https://dpmc.govt.nz/sites/default/files/2017-06/cabinet-manual-2017.pdf (accessed 15 
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portfolios/directory (accessed 15 November 2021). 
 
 

General Instructions 

• Examples given in this schedule are only representative of record types. They are not an exhaustive list 
and should not be used as such. 

• Records must be kept for the minimum retention period specified in this disposal schedule. 

• All classes with the disposal action of ‘destroy’ can be securely destroyed once the minimum retention 
period has passed. However, records do not have to be destroyed at this point and Ministers of the Crown, 
including the Prime Minister, may keep them for longer. 

• All classes with the disposal action of ‘Retain as public archives’ can be transferred only if Archives New 
Zealand is satisfied with the transfer requirements and conditions. Consult with Archives New Zealand 
before initiating transfer process. 

• This authority is valid for a period of 10 years from date of signing, unless previously agreed with the Chief 
Archivist. 

UNCLASSIFIED 




