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	[bookmark: _GoBack]Register updated by:
	Chief Executive Officer

	Register type:
	Internal

	Legislative reference:
	Regulation 55(2) of the Local Government (General) Regulations 2021

	Document reference:
	LGR 3.3/2

	Date range:
	[Insert date range for the register – e.g. term of the council]


[The following are examples only of the minimum requirements for this register.]
Incoming correspondence:
	Date received
	Name of sender
	Subject matter
	Records management no.

	[14/10/2021]
	[Mr Brian Smith, General Manager, Power & Water Corporation]
	[Access to Infrastructure MOU]
	[Doc ID 67890]


Outgoing correspondence:
	Date sent 
	Name of recipient
	Subject matter
	Records management no.

	[29/11/2021]
	[Mr Brian Smith, General Manager, Power & Water Corporation]
	[Reply Regarding Access to Infrastructure MOU]
	[Doc ID 67895]


[Guidance notes for register:
1. On behalf of the Council, the CEO is to keep this register up-to-date.
2. Additional information can be recorded in this register as determined necessary by Council.
3. Sufficient information should be kept in this register to be able to locate the document in the council’s record management system.
4. This register is a permanent record.
5. For records management purposes, the classification of the correspondence register should be based on the council’s business classification scheme. For example, the classification would be: Governance – Control – Register – Correspondence (with the applicable date range i.e. September 2021 – August 2025).]
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