RECORDS MANAGEMENT GUIDELINE 3
Records Management Tools for all Solomon Islands Government Officers

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 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 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
Each division or office of a Ministry should have a range of tools to help staff to fulfil their records management responsibilities and to share information amongst their colleagues.

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.

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. The RMU will place the copy on the Float File for circulation.

Staff should remember to:

· never put original papers on the Float File; and

· pass the Float File on quickly so that others can see if before it is out-of-date.

File Lists

A File List is a list of all of the files that are currently available in each department. The purpose of a File List is to allow staff to see if there is already a file available on the topic they are working on, so that they can find all of the information on an existing file or decide if they need to create a new one.

Staff should remember to:

· always check the File List before asking for a file to see if there is already a file related to the work they are doing

Record Plans

If there is not already a file on the File List covering the issue a staff member needs to document, staff should request a new file. Some departments use a Record Plan to allow staff to construct a new file title that suits their needs. A Record Plan gives part of the title of the department’s files, 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, they can create a file that is more specifically about the work that they are doing. There is more information about using Record Plans in Guideline 4.
Staff should remember to:

· always check the File List before asking for a file to see if there is already a file related to the work you are doing; and

· if there is not already a relevant file available, use the Record Plan to construct a title for a new file.

File Indexes

A File Index is similar to a Record Plan, except that it shows all of the available file titles used in the Ministry. In Ministries that use a File Index rather than a Record Plan, staff who need a new file must choose a title from the ones in the File Index. Staff cannot create their own file titles as they can with a Record Plan. 

When creating a new file title using a File Index staff should remember to:

· always check the File List before asking for a file to see if there is already a file related to the work you are doing; and

· if there is not already a relevant file available, find the correct title in the File Index for a new file.
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