RECORDS MANAGEMENT GUIDELINE 15
Mail Handling

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 14:  File Numbering and Titling systems

· 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.

Introduction

The Records Management Unit should responsible for handling all incoming and outgoing mail in the Ministry. If a Ministry has more than one Records Management Unit the Official Records Manager should assign responsibility for receiving and delivering mail for all of the Ministry to one of those units. Only RMU staff should collect mail from the Post Office, and the Post Office should be instructed to only give the Ministry’s mail to these staff. Each Ministry may need to give the Post Office a list of staff authorised to pick up the mail.

All mail must be opened in the Records Management Unit so that staff can check for registered mail and other valuables. There should always be a supervisor present when the mail is opened to ensure that the recording of any valuables in done correctly.

Registered Mail and Valuables

Registered mail and mail containing valuables should be recorded in a valuables book. The book should have columns for seven entries as in the table below.

When opening the mail, RMU staff should complete columns one to five for any registered mail or valuables. The valuable contents should be handed to the accounts officer or other nominated person, who should sign column six. Column seven should also be completed by the accounts section.

	Date received
	Registered number
	From
	Content
	Amount
	Signature of Accounts Officer
	Number of receipt, license etc

	The date the item was received
	The registered mail number (if applicable)
	The person sending the mail item
	A description of the contents (eg cash)
	The dollar amount of the cash or cheque
	
	


Once any registered mail and ordinary mail that contains valuables has been opened and noted in the valuables book the mail can be delivered to the officer or division it is addressed to. It is the officer’s responsibility to ensure that the mail is placed on the correct file, and you can find instructions on how to do this in Guideline 4.

Float Files
Many departments use something called a Float File to distribute documents around the office. Float Files are an important tool to ensure that staff have access to new information about the activities of the office.

Float Files should be used to distribute copies of documents for information. They should NOT be used to distribute original documents for action. 
Float Files should not be kept in normal registered file covers, but can be circulated in binders or other kinds of folders. The binder should have attached to the front of it a circulation list of all the officers in the Ministry who are expected to look at the Float File. The last entry on the list should be the Records Management Unit.

Whenever an officer writes a letter or memorandum, he or she should consider whether its contents would be of interest to colleagues who will not see the file. If so, he or she should make an extra copy, mark the copy ‘Float File’ and send it to the Records Management Unit. When the RMU receives a copy of document marked ‘Float File’, staff should place it in the Float File folder or binder. 

The Float File should be circulated around all officers on the Circulation List once a week. Records management staff can use the daily diary to remind themselves when it is time to circulate the Float File. The Float File should be delivered to the officer at the top of the list, usually the Permanent Secretary. When officers have finished with the Float File, they should initial their names on the list and pass the Float File to the next officer on the list. This should continue until the Float File is passed back to the Records Management Unit. 

Some organisations keep all of the copies of documents that have been circulated in the Float File for a year. If this is the case, place the contents of the Float File in a binder so that staff can look up the documents in the Float File when they need to see them. Then attach a new copy of the Float File circulation list to the front of the folder and use it again. 

Some other departments choose not to keep copies of documents that have been on the Float File. If your department does not keep a whole set of Float file documents, staff should remove the copies of the documents in the Float File and securely destroy them when the Float File returns to the RMU. They should then attach a new copy of the Float File circulation list to the front of the folder and use it again. The senior officer in the records management unit should make sure that the circulation list is up to date, and create a new list if a new post needs to be added. 

If there are lots of staff who need to see the Float File it may take more than a week before it is returned to the Records Management Unit. If this is the case each RMU may need to have more than one folder available to use for the Float File, so that you do not need to wait for the old one to come back before you can send the next week’s Float File for circulation.
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