RECORDS MANAGEMENT GUIDELINE 12
Instructions for Records Management Staff for Issuing, Tracking and Returning 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.

Issuing Files
Files should always be returned to the Records Management Unit when they are not being used by an officer. This helps to keep the files safe from loss or damage, as they are held in the secure Records Management Unit. It also makes it quicker to find files when they are needed if they are kept in the Records Management Unit, as there is no need to search filing cabinets and desks around the office to find out where the file is.

When staff members need a file, either to refer to papers already on a file or to place new papers on a file, there are three ways they can request to see the file:

· by visiting the Records Management Unit and asking for the file;

· by sending a File Issue Request form to the Records Management Unit; or

· by using the Bring Up system.

Any of these methods is acceptable, and it is not always necessary for staff to fill in a form to have a file sent to them from the Records Management Unit.

Staff should always check a copy of the File List to find the name and number of the file they want. Providing this information will make it easier for the records management staff to quickly find the file that is needed. If staff members do not have time to visit the Records Management Unit in person they should fill out a File Issue Request form like the one below, or write a note to the Records Management Unit that includes this information.
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When a request to issue a file is received in the Records Management Unit, either in person or on a File Issue Request form, staff should locate both the file that is being requested and the File Register Card for the file. 

Staff should first check if a new volume should be created for the file. Very large files can become hard to handle and may become damaged. As a general rule, if a file has more than 150 folios a new volume should be created before any more folios are added to it. See Guideline 16 for information on how to create a new volume. 

RMU staff should fill out the ‘For Action By’ section of the movement ladder on the front of the file with the name or post of the person requesting the file. On the File Register Card for the file the RMU staff should make a new entry with the date, and note that the file has been issued to the person requesting the file, either by recording their name or post. The staff member issuing the file should also initial his or her entry on the File Register Card. 

If the Records Management Unit is using a file reminder system, staff should also make a note in the RMU daily diary. See the section called File Reminder System later in this Guideline. The File Register Card can then be put back in its place in the File Register. Staff should check that there are some blank File Movement Slips attached inside the cover of the file. See the section below on Tracking File Movements for information about using File Movement Slips. The file can then be sent to the person who is requesting it.

If the file is not in the Records Management Unit, staff should inform the requesting officer of where the file is:

· If the file is marked out to another officer, give this information to the requesting officer, and tell him or her to retrieve the file from the other officer and fill in a File Movement Slip when this has happened (see the section Tracking File Movements below);

· If the File Registration Card says the file is missing, make up a temporary file (see the section called Missing Files for instructions on making and managing temporary files and searching for missing files);

· If the file has been sent to the Archives, ask the senior records manager or another records management supervisor to arrange for the file to be brought back from the Archives;

· If the file has been destroyed, inform the requesting officer and make up a new file for the topic if there are new papers that need to go on the file.

Bring Up System

It is important that files should be returned to the Records Management Unit as soon as possible. It is bad practice to keep files on desks and open files should never be kept in drawers or cabinets except in the RMU. 

If a file is needed in the future (for example, to check whether a reply has been received or to send a reminder) it should be returned to the Records Management Unit and the RMU staff should be asked to bring up (BU) the file at a given date. To do this, simply mark the movement ladder on the front of the file. In the ‘For Action By’ column, staff should write RMU (for Records Management Unit). Instead of writing a number in the ‘Folio Number’ column, write the letters BU (for Bring Up) and the date the staff member needs to see the file again. They also need to include the name or post of the person requesting that the file be brought up. Staff may need to use more than one line of the movement ladder to fit all of this information in. The file should then be returned to the Records Management Unit.

When the Records Management staff receive a file marked BU for bring up, they should write the file’s number in the daily diary on the date that the file is needed again. See Guideline 13 for information on keeping a daily diary. Write the letters BU next to the file number so that staff can quickly see what action is required for that file on that day.

The first thing every morning records management staff should check the daily diary and take out of the cabinets or shelving all of the files referred to. The movement ladder on the front of each file will tell staff what action is required for each file. Files that have a BU entry that has not been cleared can then be identified and sent to the officer who has requested it. Follow the normal procedures in this Guideline for issuing files to issue the file to the staff member. The entry in the daily diary can then be struck out so that other staff know that the action has already been taken.

If the file is not in the Records Management Unit, staff should first check the File Register and inform the requesting officer of where the file is.

· If the file is marked out to another officer, give this information to the requesting officer, and tell him or her to retrieve the file from the other officer and fill in a File Movement Slip when this has happened (see the section Tracking File Movements below).

· If the File Registration Card says the file is missing, make up a temporary file (see the section called Missing Files below for instructions on making and managing temporary files).
· If the file has been sent to the Archives, ask the senior records manager or another records management supervisor to arrange for the file to be brought back from the Archives.

· If the file has been destroyed, inform the requesting officer and make up a new file for the topic if there are new papers that need to go on the file.

File Reminder System

It is important that files should be returned to the Records Management Unit as soon as possible. It is bad practice to keep files on desks, and files should never be kept in drawers or cabinets except in the Records Management Unit. Officers should be encouraged to use the Bring Up or BU system instead of keeping files on their desks. 

To ensure that files are not kept outside of the Records Management Unit for too long, you may choose to put a reminder system in place. When a file is taken from the RMU by a staff member, write the file number on the date a week from that day’s date in the daily diary, and write the word ‘reminder’ next to the file number so that staff can quickly see what action is required for that file on that day. Staff should also make the usual notes in the File Register. One of the daily tasks of the records management staff would then be to look at the files listed each day in the daily diary. 

For each file on the list, first check to see if it has been put back in its place. Then check the File Register Card for that file. If the file is in its place on the shelf or in the filing cabinet, make sure that the Register Card has been updated for that file. If the file is still issued to a staff member, send a reminder to the staff member that he or she should return the file as soon as possible. Then write the file number on the date a week from the current date in the daily diary. You can then check the following week to see if it has been returned, and send another reminder to the officer. Regular checks such as these can make sure that staff are reminded to return files to the RMU, and can also catch mistakes in the File Register.

Returning Files
When a file is returned to the Records Management Unit staff should:

· check to see if the file cover is damaged. There is more information about repairing and replacing file covers in Guideline 19;

· check that no folios are missing from the file. There is more information about checking for missing folios below; and 

· check to see if there are any uncleared entries on the movement ladder. 

There are three possible entries on the movement ladder. 

If there is an entry requesting that the file be brought up at a later date, see the section Bring Up System above.

If there is an entry for an officer that has not been cleared, update the file’s File Register Card with the date, the officer the file is to be issued to and the RMU staff member’s initials, and send the file to the officer.

If the only uncleared entry on the movement ladder says ‘Put Away’ or ’P/A’, an RMU staff member should clear the entry with his or her initials, update the File Registration Card with the date, noting that the file has been Put Away, and initial the entry on the card. The file and its File Register Card can then be put in their correct places. 

Checking for Missing Pages

Each time a file is returned to the RMU, records management staff should do a quick check of the papers in the file to make sure that none are missing, by checking that all of the folio numbers are in sequence and that no numbers are missing. You do not need to check every single number – this would take too long – but have a quick look through the file and see if you notice any folio numbers missing. If there are folios missing the supervisor of the Records Management Unit should ask the person who returned the file why the folios are missing. If folios have been moved to another file, this should be done using the procedures described later in this Guideline under the heading Transferring Papers Between Files. If the supervisor is not satisfied with the reasons for removing folios on the file he or she should bring the problem to the attention of his or her supervisor. In serious cases the Permanent Secretary should be notified. Permanent Secretaries should take seriously any cases where staff have been found to be tampering with files, and should take appropriate disciplinary action.

Tracking File Movements
It is important that the Records Management Unit keeps the File Register up to date with the locations of all of the files that it is responsible for. This means that staff in the RMU need to be advised whenever a file is sent to a new person.

It is usually best if staff send files to other staff members via the RMU. This helps to keep the File Register accurate, as the RMU staff always know who the file has been issued to. To send a file to another officer via the Records Management Unit, staff need to mark the movement ladder on the file as follows:

· first, clear their own entry in the movement ladder by initialling next to their name or post in the ‘Action Taken’ column;

· in the next space in the ‘For Action By’ column write ‘1. RMU’;

· in the space after that in the ‘For Action By’ column write ‘2. [officer’s name or post]; and

· send the file back to the RMU.

When they receive a file with uncleared entries for action on the movement ladder, RMU staff should clear the RMU entry in the ‘For Action By’ column and immediately update the File Register Card for the file with the details of the officer the file is addressed to. The file can then be sent to the next officer on the movement ladder.

Sometimes it is inconvenient for staff to send a file back to the RMU before it can be issued to someone else, particularly if the next person who needs the file is sitting in the same office. If this is the case, staff can pass a file directly to another officer provided that they:

· clear their own entry in the movement ladder;

· mark the movement ladder ‘For Action By’ the officer they are passing the file to; and

· send a File Movement Slip to the Records Management Unit.

A File Movement Slip tells the RMU staff that a file has been given to another officer so that they can update the File Register accordingly. A File Movement Slip should look something like the example below:
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It is a good idea to attach several blank File Movement Slips to the inside of each file cover so that they are available when staff want to pass a file to someone else. If there are no slips available staff may not remember to tell the RMU when they have sent a file to someone else, and RMU staff will very quickly begin to lose track of where all of the department’s files are.

Using a file reminder system like the one described earlier in this Guideline can also help to remind staff to tell the RMU where they have sent files when they no longer have them. Records Management Units should also do a File Census at least once a year to help keep track of all of their files. Procedures for conducting a File Census are included in Guideline 21.
Missing files
If a file is not in its place on the shelf or in a filing cabinet when it is requested, staff should first look at the File Register to see where its last known location was. If the card says the file has been put away then the file may be missing. Note on the first working day of the next month in the daily diary the file number, and write the word ‘Missing’.

On the first working day of each month records management staff should instigate a search for all the missing files. All staff in the Ministry should be asked to check their own office to see whether they have the file, and a staff member should go systematically through all of the cabinets to see if it has been misfiled. 

If the file is needed before it has been found it may be necessary to make a temporary file. A temporary file is a file cover made out as the original file, but with the words ‘Temporary File’ written across the top. A temporary file can be used to keep papers on the subject of the original file until the original file is found.

When making up a temporary file staff should also update the File Register Card for the original file. Make an entry with the current date that says ‘File Missing’. Then make another entry, also including the date, that says ‘Temporary file created’. Any actions on the temporary file, such as issues, bring up requests or returns, should be marked on the File Register Card as normal.

If the original file is found, the contents of the temporary file should be transferred back to the original file. If there are entries on the movement ladder for the temporary file, the cover of the temporary file should be cut out and placed as the next folio after the new papers on the original file. The File Register Card for the original file should be updated with the entry ‘File Found’ and the date. The remainder of the temporary file cover can then be thrown away.
Transferring Papers Between Files

Sometimes mistakes are made and papers can be placed on the wrong file. If for any reason it is necessary to remove a folio from one file to another, the following procedure should be adopted:

Step 1 Take the folio from the old file.

Step 2 In its place on the old file place a sheet of paper saying ‘folio [number] transferred to file [number], folio [folio number on new file].

Step 3 Place the folio in the new file in the correct position for date order.

Step 4 Give the folio the number of the folio before it on the new file and add a small letter ‘a’ to it. For example, if it comes after folio 66, its new number will be 66a.

File Issue Request





Officer’s Name:						





Officer’s Post:							





File Number:			





File title:							





Date of Request:		





File Movement Slip





File Number				has been passed to 			





										 





on 					signed:					
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