RECORDS MANAGEMENT GUIDELINE 16
Opening and Closing Volumes

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 15:  Mail Handling

· 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.

New Volumes
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.

To create a new volume:

Step 1 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 new 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.

Step 2 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 [new volume number]”. 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’.

Step 3 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. 

Step 4 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’. Make sure that staff initial each entry that they make on a File Register Card.

Step 5 Put both the new and old File Register Cards in their correct place in the File Register

Closing Files
Sometimes files can be closed without a new volume being opened. This may be because the file has not been used for a long time and is ready to be transferred to the Archives, or because the matter the file documents is completed and the file won’t be used again. If you need to close a file without opening a new volume, follow the instructions under the heading New Volumes above, but without performing steps 1 and 4. 
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