RECORDS MANAGEMENT GUIDELINE 14
File Numbering and Titling Systems

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 13:  Daily Procedures for Records Management Staff

· 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.

File Numbering Systems
Before you can start filing documents you need to decide what numbering system you are going to use so that you can find the files you need on the shelf.

Many Ministries use a three-number system to organise their files. This has the advantage of keeping files about similar subjects together, and can make it easier for staff to find the files that they need. 

Personnel files are often kept in alphabetical order by the staff members’ names. This system can work well because you don’t need to look up a File Index to know which file you are looking for.

Some Ministries may have a numbering system that they use for other purposes that they can also use for their files. For example, the Internal Revenue Division may choose to use existing taxpayer numbers to organise its taxpayer files, and the Solomon Islands College of Higher Education may allocate student numbers and use these to arrange its student files. These are known as self-numbering systems, and can be especially useful if you have some information in a database and want to be able to find information about the same case in your filing system.

Whatever system your Ministries uses, it is most important that each file in the Ministry has a unique number and you do not ever have two files with the same number but different titles.

File Titling Systems
Ministries also need to decide how staff will create titles for their files so that everyone can understand what each file is about. Good file titling makes it easier for staff to see if there is already a file on the subject they need. If everyone understands the file’s title it is easier to make sure that staff don’t create new files when the right file is already available. It is also easier to make sure that all of the information about a topic is in the one place, so that you have the whole history of the process on one file.

As with numbering systems, some types of files lend themselves to particular sorts of titling systems. For example, personnel files really only need to be called by the name of the staff member, and taxpayer files might also be able to be given a title that is the name of the person or company being documented on the file.

Most files, however, should be titled using a Record Plan. Record Plans describe the functions and activities of a Ministry and the types of records that might be created while these functions and activities are being carried out. A Record Plan gives part of the title of each file, but it lets staff, in consultation with the records management 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, you can create a file that is more specifically about the work that you are doing. 

Many Ministries already have something called a File Index which gives the titles that staff can use for their files. If this system is working well in your Ministry there may not be any need to change it. File Indexes are, though, quite an old style of naming files, and can sometimes be confusing for staff. File Indexes should also be updated regularly to make sure that they cover all of the types of files the Ministry will need. If the Ministry’s File Index is not working well, it may be time to update it to a newer system called a Record Plan. There is more information in Guideline 9 on Creating a Record Plan.
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