RECORDS MANAGEMENT GUIDELINE 13
Daily Procedures for Records Management Staff
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 11:  Instructions for Records Management Staff for Creating New Files

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

· 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.

Minimum requirements
There are a broad range of structures that government agencies can use to manage their files. Ideally, each Ministry will have its own Records Management Unit that is responsible for all of the records in the Ministry. However, this many not always be possible, and some Ministries may share their records management unit with other Ministries. Others may not have a separate unit, but instead may give responsibility for managing records to individual people in each division, or to a central person such as a typist or the Executive Personal Secretary.

Whatever structure is in place, Ministries should adhere wherever possible to the procedures in these Guidelines. While all of the procedures in the Guidelines can help to ensure that records management processes are comprehensive and efficient, at a minimum, every government agency must:

· assign overall responsibility for records management to a senior officer who will ensure that correct procedures are implemented (see the Records Management Policy in Guideline 1);

· have a system for naming files (see Guideline 14);

· have a numbering system that makes sure file numbers aren’t reused (see Guideline 14);

· have a File Register and keep it up to date (see Guideline 10);

· have a secure place for storing files with limited staff access (Guideline 19);

· number all of the pages in its files (see Guideline 4); and

· have arrangements for the secure opening of mail and registration of valuables (see Guideline 15).

If an agency’s Official Records Manager decides that the procedures in these Guidelines do not suit the Ministry’s needs, he or she must first consult with the Government Archivist before making any changes to local procedures. 

Records Management Unit Daily Diary
Every Records Management Unit or registry should have an RMU daily diary. A daily diary can help to keep track of the day-to-day activities of the RMU and make sure that staff remember to carry out the various ongoing checks and processes that need to happen. 

You will find references to the Daily Diary throughout these Guidelines. A Daily Diary should be used to remind staff of:

· which files have been requested by an officer to be Brought Up each day (see Guideline 12);

· when they should check to see if a file has been returned from another department (see Guideline 17);

· when routine checks of storage areas are due, such as changing cockroach baits or testing fire extinguishers (see Guideline 19); and

· when reminders are due for staff to return files to the records management unit (see Guideline 12).

The RMU Supervisor should make sure that someone checks the daily diary first thing each day, and also ensure that all of the jobs due on that day are allocated to a staff member and carried out promptly.

Daily Procedures
Using a Records Management Unit daily diary makes it much easier to keep track of which files need action each day, and also helps staff to remember to do other tasks such as checking fire extinguishers and conducting file searches. The daily routine for a Records Management Unit should be guided by the daily diary, and might look something like the list below.

1 Check the daily diary and prepare any files due to be brought up.

2 Prepare the Float File.

3 Collect the mail from the Post Office.

4 Open the mail and register any valuables.

5 Conduct the first delivery round for the day – deliver mail, BU files and the Float File.

6 Collect File Issue Requests, New File Requests, File Movement Slips, and files that are being returned to the RMU.

7 Put away the returned files and update the File Register.

8 Check the File Movement slips and update the File Register for any file movements.

9 Take out any files that have been requested for issue, either from the morning’s round or from the previous day, and update the File Register.

10 Make up any new files that have been requested, either from the morning’s round or the previous day, and create new File Register Cards for each new file.

11 Check the daily diary and see if any files due for reminders have been returned.

12 Prepare reminders for files due that haven’t been returned.

13 Conduct the second delivery round – deliver new files and other files that have been requested for issue, as well as file reminders.

14 Collect outgoing mail and any File Issue Requests, New File Requests, File Movement slips and files to be returned to the RMU.

15 Put away any returned files and update the File Register.

16 Check the File Movement slips and update the File Register for any file movements.

17 Put any File Issue Requests and New File Requests in a tray to be made up the following day.

18 Check the daily diary for any reminders to other departments to return files, and make any telephone calls that are necessary to remind the other department.

19 Deliver the mail to the Post Office.

20 Check the daily diary for any other tasks, such as inspecting storage areas.

On some days there may be extra tasks the staff should do. These might include:

· Updating the Float File circulation list;

· updating the File List; 

· checking stocks of forms and other important materials;

· asking staff to conduct a monthly file search; and

· checking the filing cabinets to look for lost files or just to check that things are in order.

It is not necessary that all of the daily activities of the RMU be carried out in this order. You may need to change this routine depending on what time of day the mail is ready at the Post Office or for other reasons. This list is, however, a good guide, and provides a logical order for the daily routines in a Records Management Unit. 
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