RECORDS MANAGEMENT GUIDLELINE 11
Instructions for Records Management Staff for Creating New Files
The Solomon Islands Government has produced 25 Guidelines that set out the rules and procedures for Records Management in all Solomon Islands Government agencies. The other Guidelines available in this series are:

· Guideline 1: Solomon Islands Government Records Management Policy

· Guideline 2:  Introduction to Records Management for all Solomon Islands Government Officers

· Guideline 3:  Records Management Tools for all Solomon Islands Government Officers

· Guideline 4:  Requesting, Using and Returning Files

· Guideline 5:  Organising a Records Management Unit

· Guideline 6:  Choosing the Right Records Management Staff

· Guideline 7:  Performance Indicators for Records Management Units

· Guideline 8:  Electronic Records

· Guideline 9:  Creating a Record Plan

· Guideline 10:  File Registers

· Guideline 12:  Instructions for Records Management staff for Issuing, Tracking and Returning Files

· Guideline 13:  Daily Procedures for Records Management Staff

· Guideline 14:  File Numbering and Titling systems

· Guideline 15:  Mail Handling

· Guideline 16:  Opening and Closing Volumes

· Guideline 17:  Access to Records by Government Officers

· Guideline 18:  Access to Records by the Public

· Guideline 19:  Proper Storage and Handling of Records

· Guideline 20:  Disaster Preparedness and Recovery

· Guideline 21:  Conducting a File Census

· Guideline 22:  Transferring Records to the National Archives

· Guideline 23:  Transferring Records to Secondary Storage

· Guideline 24:  Deciding Which Records Can Be Destroyed

· Guideline 25:  The Solomon Islands Government Administrative Record Plan
All Solomon Islands Government officers should be familiar with Guidelines 1, 2, 3 and 4.

Senior government staff are responsible for ensuring that the records of their agencies are being managed according to all of the guidelines. These staff should also be familiar with Guidelines 5, 6, 7 and 8.

Records Management or registry staff should have access to and be able to refer to all of the guidelines in order to carry out their day-to-day work.

Creating a New File

When staff members have a document that needs to go on a file they should first check the File List to see if an appropriate file is already available. If the correct file is already on the File List, they can request that the file is issued to them. There are instructions on issuing files to staff in Guideline 12. If there is no file on the File List that is appropriate, staff members can request a new file using a New File Request Form like the one later in this Guideline. The process for creating a new file is outlined below.
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When the RMU receives a New File Request, staff should follow the steps below:

Step 1 Check the New File Request to make sure that it uses the headings in the Record Plan (or the File Index, if your Ministry is still using this system). If the headings are not correct, note this on the New File Request and send it back to the requesting officer. There is room on the form to suggest a more correct heading to the requesting officer. The requesting officer can choose to accept this suggestion and send back the New File Request Form. If the requesting officer does not agree with the suggested title he or she should fill in another New File Request and suggest another title. 

Step 2 Check the File Register Cards to make sure there is not already a file that covers the topic being suggested on the New File Request. It is important to check the File Register Cards rather than the File List, as there may be new files that have already been created since the File List was last updated. 

Step 3 If there is already a file with a different title from the one in the New File Request but that appears to cover the same topic, note this on the form and send it back to the requesting officer. The requesting officer can choose to see this file, or request that you make up a new file as originally requested.

Step 4 If there is already a file with exactly the same title as the one in the New File Request you may need to create a new volume of the same file. Go to step 6.

Step 5 If there is not already a file with that title, make up a new file cover and tick Option 1 in Section 2 of the New File Request and place it as the first paper on the file. Write the date in the section on the file cover marked ‘File Begins’. Use the headings given on the New File Request as the title and find the correct file number as follows:

a. If your department uses a File Index, write the number on the file cover as it is given in the File Index and go to Step 9.

b. If your department uses a Record Plan, check the File Register to find out what is the next available number in the file sequence you are using. For example, if the new file requested has headings that correspond to the numbers 07/02, check the cards in this section of the File Register to find out what the third number is for the last file created with the number 07/02. If the last file in this section was 07/02/05, you will need to use the next number, which is 07/02/06. It is important to check the File Register Cards rather than the File List, as there may be new files that have already been created since the File List was last updated. Make up a new file cover with the title from the New File Request and the correct number for that title. Then go to Step 9.

Step 6 Find the file with the same title as the one being requested. 

a. If the file does not have many papers on it, tick Option 3 in Section 2 of the New File Request form, and return the form with the existing file to the requesting officer. Make sure you mark the File Register Card for the existing file to show which officer you have sent it to.

b. If the file is very large and has lots of papers on it, you will need to create a new volume. Write the same file number on the new file cover as on the old file that has the same title. Check the number of the last volume and add the next available volume number to the file cover. For example, if the last volume with the file number and title you are using is volume 2, the new file you are creating should be called volume 3. Then go to Step 7 below.

Step 7 Take out the previous volume with the file number you are using. Put a clean sheet of paper on top of the file and write the words “File closed – see volume X”, including the number of the new volume you have just created. Then, draw a line diagonally across the front of the file cover and write the word “Closed” along the line. Write the date in the section on the file cover marked ‘File Ends’. Then go to Step 8 below.

Step 8 Find the File Register Card for the old volume you have just closed. Write the date and the word “Closed” as the next entry on the card. Then make a new entry after the closed entry with the words ‘Issued to’ with the name or title of the officer who has requested the file, and include the date for this entry as well. Make sure that staff initial each entry that they make on a File Register Card. Put the File Register Card for the old volume away and go to Step 9 below.

Step 9 Make a new File Register Card for the new file you have just created. Make sure that the file title and file number are at the top of the card. Then, as the first entry on the card, write the date and the words ‘File created’ You should also make a second entry with the words ‘Issued to’ with name or title of the officer who has requested the file, and include the date for this entry as well. Make sure that staff initial each entry that they make on a File Register Card.

Step 10 Put the new File Register Card in its correct place in the File Register, tick Option 4 in Section 2 of the New File Request form and send the form and the file to the requesting officer. If you have created a new volume of the file also send the last volume to the requesting officer.

Using a Record Plan

A Record Plan gives part of the title of the department’s files, but it lets staff choose file titles that suit the topic of the file. This should mean that staff don’t need to put lots of unrelated material on the same file. Instead, they can create a file that is more specifically about the work that they are doing. 

In the Record Plan, each file title has three parts. The first is a very broad heading from the list in the Record Plan that describes a part of the major work the department does. These are often called functions.

The second part is another heading from the Record Plan that narrows down the topic in the first heading. These are often called activities.

The third part of the title is a more specific description of the file which you can create when you need the file, using guidelines that are included in the Record Plan. 

When a staff member needs a new file, they should find the main heading in the Record Plan that best describes the file they need. For example, if staff are working on a new brochure that explains your department’s work to the public they should choose the heading External Relations.

Under each main heading is a series of secondary headings which can be used with that heading. Choose the secondary heading from this group that best describes the work being done. There are descriptions of the types of records that belong under this heading that may help. 

For example, if you are filing drafts of a public information brochure, you should already have chosen the main heading of External Relations. From the group of secondary headings, Publishing would best describe the work of drafting the text of a brochure.

Under the secondary heading you have chosen you will find some suggestions of how to make up a third level of heading for your file. Decide on a third level of heading that fits in with this description.

The records management staff can then create a new file using these headings. Your new file title should look something like this:

External Relations – Publishing – brochure explaining licensing process

All of the headings in the Record Plan have a number. Because there are three parts to each file title, you will also have three parts to the file number.

The first part of the number comes from the main heading you have chosen. In our example, this is heading 01 External Relations.

The second part of the number comes from the second heading you have chosen. In our example this is 05 Publishing.

The third part of the file number is a running number. When you create a new file it should be given the next available number, so if there is already a file with the number 01 under the headings External Relations – Publishing, the next file with both of these headings should be 02.

The number should also have letters in front indicating which Ministry the file belongs to, so that one department’s files can’t be confused with another’s. For example, use CT for Minitry of Culture and Tourism, or HA for Ministry of Home Affairs. The numbers when they are all brought together form the file number and might look like this:

CT01/05/01

CT01/05/02

CT01/05/03

For the first and second part of the file number you can only use the numbers that are given for the heading you have chosen. For the third part of the number, though, there is no limit to the numbers you can use, as long as they are in the right order and you don’t miss any numbers. You can have file number 01/05/1000 if you need to!
New File Request Form





Section 1. To the Records Management Staff: [This section to be completed by the requesting officer]





Date:						





Officer’s name:								





Officer’s post:									





Proposed File Title – Check the Department’s Record Plan or ask the records management staff for advice before choosing a file title





First Heading:									





Second Heading:								





Third Heading:									





										











Section 2. To the Requesting Officer: [This section to be completed by records management staff and returned to the requesting officer– tick one of the options]





1.	New file created as requested





2.	Proposed file title is not correct. Please consider the suggested title and resubmit using Section 3 below: [insert suggested title here]





										





										





										





3.	Proposed file already exists and has been sent with this notice.





4.	Proposed file already exists and a new volume has been sent with this notice.





5.	Proposed file is similar to an existing file. Please indicate in Section 3 below if you wish to receive this file [insert title of similar file here]





										





										





										





Section 3. To the Records Management Staff: [This section to be completed by the requesting officer and returned to the RMU – tick one of the options below]





 	Please create a file with the title suggested in Section 2 option 2 above.





 	Please send me the file named in Section 2 option 5 above.





 	Please create a new file as requested in Section 1 above.










































































Make a new file cover





Update card for old volume





Yes





Send old file to officer





No





Send file to requesting officer





Create new registration card





Close the old volume





Make new cover with next volume number





Is the old file very large?





Yes





No





Is there a file with the same title?





Yes





No





Is there another file on topic?





Record Plan:


Check next number





File Index: Give number from Index





Return to requesting officer





No





Yes





Creating a new file





Is the title ok?








1

