RECORDS MANAGEMENT GUIDELINE 22
Transferring Records to the National Archives

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 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 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 National Archives of Solomon Islands arranges for the selection of government records that will be kept for their historical value. This means that from time to time you will need to transfer older records to the National Archives. 
Sometimes staff from the National Archives will approach your Ministry about transferring older records. If that is the case the Archives’ staff will give you advice on how to manage this process. It is usually best to arrange to transfer files to the Archives on a regular basis. 

When to Transfer Files

How old the files must be before you can transfer them to the Archives must be decided between your Ministry and the Archives. The National Archives Act says that records that have been selected for permanent preservation must be transferred to the Archives before they are thirty years old. Your Ministry or the Archives may, however, prefer to transfer records before they are thirty years old.

Most files should be able to be transferred to the Archives once they are ten years old. Some Ministries, however, may need to keep their files for longer if they are likely to use them for a long time. For example, the Lands Department is likely to need to use its records about land ownership and boundaries for a very long time. The Prisons and Police Commissions may also need to keep some of their files for longer than ten years, for example when someone has received a very long sentence for a crime.

Transferring records after they reach ten years of age does not mean that you only transfer files to the Archives every ten years. Instead, you should aim to transfer a small quantity of files to the Archives every year. 

Use your current File Register to identify all of the files that are more than ten years old. You can find more information about how File Registers work in Guideline 10. Start at the beginning of the file register and find the first file that was created more than ten years ago. The date each file was created should be the first entry on the card. Don’t worry about calculating the exact date – just look for files that were created in the year that was ten years ago. For example, if today’s date is 29 March 2007, you should look for all of the files that were created in 1997, regardless of what day in 1997. 

When you find a file that was created ten years ago or earlier, look at the date of the last time that file was issued to someone. If that date was more than two years ago, this file is probably suitable to be transferred to the Archives. Again, don’t worry about the exact date – just look for a year that was two or more years ago. For example, if the date is 29 March 2007, any file that has not been issued in 2006 or 2007 can be transferred to the Archives. 

As you find each file that can be transferred to the Archives, write its file number, its title and its creation date on a list. Once you have looked through all of the cards in the current File Register you can take this list to the filing cabinets and start retrieving the files you will be sending to the Archives. 

Example: Suppose today’s date is 4 December 2008. Files that were created in 1998 or earlier might be able to be transferred to the Archives. However, of those files created in 1998 or earlier, only those ones that have not been marked out to an officer in 2007 or 2008 can be transferred. You may find files like these:


File number 01/05/29 


To be transferred

created on 16 June 1994

last issued on 30 July 2005

File number 01/05/32


Not to be transferred

created on 18 June 1994

last issued on 14 February 2007

File number 04/08/15


Not to be transferred

created on 15 August 2001

last issued on 24 April 2004

In the first example, the file was created more than ten years ago, and was last issued more than two years ago, and can be sent to the Archives.

In the second example, the file was created more than 10 years ago, but was last issued only one year ago, and should not be transferred yet.

In the third example, even though the file has not been issued for more than two years, the file is not yet 10 years old, and should not be transferred to the Archives yet.

Make sure that you keep the files that you are sending to the Archives in the same order that they are in the File Register and on the shelves. This will make it easier for both for you and the Archives staff to keep track of the files. 

As you find each file, look at the most recent page on the file, and write the date of this document on your list, next to the file’s creation date. The date of the last paper on the file will help the staff at the Archives make decisions about when the file can be destroyed if it does not have any historical value.

Some files on your list may be missing. If a file that you have selected for transfer is not on the shelf, draw a line through its name on your list.

Try to put the files in boxes, always keeping them in the right order. Mark the outside of the box with the number of the first file and the last file in each box. If you do not have boxes, tie the files up in bundles. The number of files in each bundle will depend on how fat the files are. The size of the bundle is not very important, but make sure that each bundle is not too heavy for a person to lift and carry.

The Archived Records File

Every Records Management Unit should have an ‘archived records file’. This should be a registered file. If you are using the Administrative Record Plan in Guideline 25, the archived records file will have the title Information Management – Control – Archived Records. Its file number should start with the numbers 03/02, and the third part of the file number will be the next available number in this sequence. For example, if you do not have any other files using this heading, the archived records file would be file number 03/02/01. 

The archived records file should contain copies of all the lists of files you have sent to the National Archives. It should also contain copies of any confirmation you have received from the Archives that it has received the files from your Ministry. The archived records file provides important documentation of how you have handled your Ministry’s files. You may not be able to prove that you handled your Ministry’s files correctly when you sent them to the Archives if you do not have an archived records file. Remember, though, not to send your archived records file to the Archives!

Updating the File Register 

When you have boxed or bundled all of the files ready to be transferred to the Archives, take your list back to the current File Register. If you have crossed out any file names on the list because you could not find them, find the File Register Cards for those files and write ‘missing’ and the date on the card. 

Make a copy of the list of files that you will be sending to the Archives. Give the original to the Archives staff, and put a copy on your archived records file. You should also give a copy of your department’s Record Plan or File Index to the Archives with the files.
For each of the files that you have prepared to send to the Archives, find the File Register Card and write ‘archived’ and the date, the file number of your archived records file, and the folio number of the list that shows the file is being sent to the Archives.

Take all of these cards out of the current File Register and move them into the Archived File Register. Make sure that you sort the cards so that all of the cards in the Archived File Register – the new ones you are putting in as well as the old ones that were already there – are in the right order. See Guideline 10 for more information on Archived File Registers.
Transporting the Records

The Archives’ staff may arrange to pick up and transport the files to the Archives, or they may ask you to arrange this. If you are arranging for files to be moved to the Archives – or anywhere else – you should never transport them in an open truck. Papers and files can fall out of open trucks or be stolen while the truck is stopped or parked. Remember that government information in files needs to be protected, and should not be allowed to be lost or stolen. Always make sure a responsible government officer travels with the files so that he or she can keep watch over them while they are in transit.
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