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Forwarn 70 THE 2001 EDiTioN oF THE
REGISTRY PROCEDURES MANUAL

Today, it is an undenied tact that we are living in an information era where informa-
tion is regarded as a key resource in all places, from homes to work places, 1t is esh-
wated that 80% of office employees are information handlers. Thus, efficient and
effective managament of information underpin all arcas of government and facilitate
immeasurably to the success.

Documentary evidence provides the framework for accountability, which is the cor-
nerstone of good governance. The Government ol Tanzania, which has embarked on
reforming its public service, seeks W improve the management of records threugh the
Public Service. Records Mapagement is, therefore, becoming an important msieu-
ment of management of change process upon which prineiples and practices of mod-
ern management depend. The success depends on the oxtent 1o which information
and records are organized, stored and managed throughout their lile cyvele,

In order 1o ensure that there was a robust information service that formed the basis
af an aceountable administration, the Government of Tanvania imitiated the Records
Management Project in 1997, The Project has o number ol siucesses, Une of the tan-
gible successes is production of a Registry Precedures Manual.

This manual has been developed in the wake of mapping current and emerging best
practices and the introduction of a *Keyword™ System where file headings reflect
functions instead of hierarchical system in which file headings reflect themes; thus
this manual supercedes the Standard Registry Procedures of 1954,

In conjunction with desk instructions for registry sraff, this manual should therefore
ensure @ consistency of practice and sustainability of system’s nmprovements. As
records and information management develops Further and systems are further
enhanced, the guidance series will be altered to reflect these changes.

With a shared commitment to our commen goal of an efficient and accountable gov-
ernment. | look forward to a strong relationship that benefits all citizens of Tanzama.

S ph AL M. Rugumyambeto
PERMANENT SECRETARY (ESTABLISHMENT)
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Section 1 INTRODUCTION
h

1.1 THE NEED FOR SOUND REGISTRY PROCEDURES

Mo government could survive without written records. Without them, all organised
administration would quickly come 1o a halt. Because recerds are so inportant, they
must be effectively managed at all siages of their existence from their creation Lo their
eventual disposal, Responsibility for this rests primarily with the Records and Ar-
chives Management Division (RAMD)!, working closely with its clients - the users
of the records. The effectivencss of this partnership will depend upon the degree of
understanding and co-operation between them,

1.2 Tue FUNCTIONS OF REGISTRY
The essential functions of a Registry are 1o:

* Recewve, record and distribute incoming and interally created mail of all
kinds {e.g. letters, memoranda, faxes). to attach relevant reference papers
and 1o pass the correspondence to officers;

* Open, index. build up and control the files upon which users depend for
information about the conduct of povernment business:

* Know the lecation of all ofMicially registered files in their care and be ahle

o produce them guickly, by means of effective indexing, classification and
tracing procedures;

* Provide storage, repository and reference services for all officially registered
files and other documentation in their care;

* Record and smange for the efficient and timely despatch of all COrrespon-
dence produced by the officers they serve;

* Roeview and dispose of all outdated files or ather recards in accordance wilh
relentian periods a5 agreed between Records and Archives Management
Davision (RAMD), the ministry or departrent concerned and other relevan:
officials.

T This Manual desenbes the roles, ﬂ&ﬂ_nsibi!:ltic& and celiionships tha will emengee fnllrrwing
the passipe of the Matonal Records asd Aechives Act.
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1.3 MasAGEMENT RESPONSIBILITIES FOR REGISTRIES

Responsibility for the manapement of Repistries s shared between thePresident’s
Office-Public Service Management (PSM) and Ministries, Departments and
Agencies (MDAs). PO-PO-PSM is responsible for all professional and lechnical mat-
ters relating to the delivery of effective and efficient Registry services. Minislries are
respansible for all matters regarding the welfare, discipline and non-specialist train-
mg of Registry stalll The separate responsibilities of these two management chaings
must be closely co-ordinated.

The Public Serviee Management is responsible for developing Registry policy and
for introducing it in consultation with senior management in each of the ministries
and departments served. This technical and professienal management responsibility
in-cludes:

Ensuring, in consuliation with managers responsible for Registry staffing,
that all Registry stat? are adequately trained 1in the full range of Registry
duties;

Ensuring, also in consultation with line managers, that all Registnes are
Fully stafted by suitable staft o approved complement levels;

Giving adviee and direction to all Registry stall on their duties: disciplinary
matters will be referred to line managers;

Making regular inspections of Registry services and making reports 1o lecal
line managements; and

Providing a source of advice and guidance on all aspects of the management
of current records to Registry stafl and Registey users.

Ministries are responsible 1o the Director of Records and Archives Managemeni
Division for the following aspects of the management of their individual Registrics:

Co-operating in providing all necessary technical and professional training
for Registry staft’

Munitoring the pood discipline and standards of attendance by Registry stall
and cnsuring that absences are fully covered by suitable substiutes:

Making proviston for the welfare, carcer development and annual leave
arrangements for all Registry staff: and

Dealing with all nen-specialist general administrative matters pertaining o
Registres.

Megistry Peaocedfises Managl, POCPELS




The head of the Regisury has immediate responsibility for day-o-day control of the
Registry, He'she must manage the stafl, monitor and control the workflow and
Repistry systems 1o ensure an efficient service. He/she reports to the line manager
responsible for the Registry on the performance of the Registry and on any problems
where support is required . He! she liaises with DRAM through Director Adminis-
tration and Personnel (TPAP) of the responsible ministry on any echmical records
management or procedural matters.

1.4 RESPONSIBILITIES OF REGISTRY STAFF TowarDs USERS

Registrics cxist in order to provide a scrvice ta the officers who need to use the
records. Users are always shown the maximum possible courtesy and co-operation,
and effcient Regstry stall will take every opportunity o learn the particular needs
and requirements of their apency. The Repistry staff will react promptly to complaints
by users. Suggestiions for improvements from users are warmly received and actively
encouraged and are implemented wherever possible,

1.5 RESPONSIBILITIES OF LISERS

Well-run Registries depend upon an active partnership between Repistry staff and
uscrs. Registry staffs relv upon uscrs tor

«  I3cal with files promptly and returmn them to the Registry when they are no
langer required;

Use the Bring-Up system when action on a file needs to be temporarily
suspended;

Keep files free of unnecessary material such as duplicates, drafis ete;
Inciude the relevant file and letter reference on all autgoing
correspondence:

Give clear guidance on how they wish their mail to be indexed;

Provide the Registry with a completed file movement slip whenever they
pass a file to another officer or elsewhere other than the Registry; and

Co-operate fully with all necessary record checks, including censuses and
searches conducted by Registry staff

Rq'g.'-:.'r].' Prncedures Woural SORPSY




1.6 THE REGISTRY AxD THE LIFE CyCLE OF RECORDS

Registries are, for the most part, concermed with fles, which are i active use. How-
ever, les usually go through a number of phases between their creation and their
evenual destruction. or their transfer o the Records Centee or Archives Scetion of
RAMID. The life cvele approach o records management is based on the ides that cach
file may be regarded as having a “life’, beginning with its creation (or “birth™y and
ending with its destruction {or ‘death’). The refatively small number of files that are
permanently retained in RAMD may be regarded as having achieved a kind of
‘immentality’.

Registries are concemed with files in the carlier “operntional” phases of their hves
during which the files are used for the purposes for which they were created. 1t is
imporiant however that Registries know not only how and when to pass files on to
subscquent stages of their life evele but that they understand the significance of those
SLages.

The RAMD manages all phases of the life cycle in order to ensure that Tanzama's
information requirements are met efficiently. In addition to its responsibilities for
Regmistries, it manages the Interim Records Store and the Archives Section,

Records Centre provide a central storage and retrieval service for semi-current
records. These are records which are no longer needed for dav-lo-day use, but which
must be kept because they are used oceasionally or becanse they have legal and finan-
cial value. These records are not available to the public; nor are they available 1o min-
wstrics or departiments other than the ones that created them, or o the appropriate suc-
cessor body in the case of a defunct ministry or departiment. Records Centre are a vital
link between the Registries and the Archives Scetion. By making regular use of the
Tanzania Interim Records Store or their own Mimisiry s semi-curment stlorage location,
Registry staff will be able to provide a valuable service w users. This will also
achieve improvemnents o their own working conditions, as they will keep the
[Remistrics clear of files which are not necded for current work, The role of a Records
Centre is described in greater detail in section 10,

The Archives Scction of RAMD preserves recerds which are of permanent historieal
value 1o the nation. Onee these records hecome 30 years old they are normally open
tar the public Tor purposes of research.

Megisrne Procedies Managl, PU=PRY




Section 2 INCOMING CGRRESPDNDENCE

2.1 TyYrrs oF CORRESPONDINCE

Registry staff must deal promptly and aceurately with many different kinds of corre-
spondence. Incoming comesmndence may reach the Registry in o number ol ways,
Bome will come through the mail, some by hand, and some by fix. There will also
be differences in the wity in which items arc addressed. Some will be addressed 1o
the ministry or department, some o mdividuals cither by mame or by title of office.
Other items may be either nadequately or illegibly addressed. Some ftems will hoar
secunty or privacy markings, such as *Confidential or ‘Personal . Some mail may
contain cheques, money or other valuable items, which will need o be carcfully
recotded and accounted for in the Registir,

2.2 OPENING MajL

All mail received in the Registry, whether from the Post {Hice. or from other minjs-
fries or departiments, must by apened as soon as it is received by o designated officer
(normally the head af the Registry) in the presence of another officer. This protects
the officers involved AEAINSE accusations in the event ol correspondence, or valuahle
Or impartant enclosures, going astray. If there is only one officer in g Regisiry,

nofficer from elsewhere to be present when the mail

How the mail is opened is impartant. Envelopes are shit across the tap, Wherever
possible, envelopes are saved for Fe-usc. Care must be taken to ensure the comtents of

slamping of the mail, all letters should be kept in a box file or other suitable comainer,
Many enclosures are received louse from their covering documents. 11 is vital 1o
attach such enclosures, but in so daing care must be aken not to damage cheques,
certificates or similar items, In Ay eventd, all sachments must be noted on the
covering document. This is particularly important when the enclosures are valuable
Or 81 personal paper.

Certificates, deeds and other legal documents require special care. 1 is useful, T
possible, o place such decuments in separate cuvelopes, noting the contents apnd hie
mumber of the file on (he outside, These are recorded in g valuables register
{sec Section 2.4), stored in 4 safe place and cross-referenced on the file,

Hegiiee Provednnss Mangar, SRR




2.3 IncoMiNG CORRESPONDENCE REGISTER (Fic. 1) anp "Main Box’

After the mail has been opened and all enclosures accounted for, each letier must be
registercd in the Incoming Correspondence Register. All columns of the register must
always be completed. The details to be entered initially are:

{1y Date the letter was received:

(2)  Datc on letter;

{3)  Reference on letier;

(%)  From whom the letter was received; and

{5} Subject of the letter.

Incoming mail 15 placed in a "'mail box" or folder for preview by a senior officer in
the ministry, usvally the Principal Secretary or Dircctor of Administration and
Personnel. The number of letters sent for preview 1s marked on the cover of the file.

Where there is more than one preview of mail cach day, correspondence delivered
after the mail box has been dispached should be held over and included in the subse-
quent batch, except for any that are marked “urgent” which must be delivered immedi-
ately. In Registries receiving mail once a day only, it may still be necessary 1o have
a second preview to deal with letters delivered by hand from other ministries or
departments or from elsewhera.

When the mail box is returned to the Registry the documents ave immediately placed
on the appropriate files, 11 an approprizte file does not already exist, & new file must
be apened. The procedures for opening new files are deseribed in Scetion 4. Belore

the files are passed to the nominated officers (either dirget 10 the appropriate action
officer, or to & senior member of staff for distribution 1o action officers), a member of
the Registry staff will note on the relevant file transit sheet (see Section 6.2) the name
of the officer and the date of transit. At this time the following information will be
recorded in the Incoming Correspondence Register:

(6} Reference number of the file on which the letter was placed; and

(N Date the letter was filed and passed 1o the officer responsible, and
mitials of the officer’s post,

The files must be passed to the relevant oflicers without delay.

RL‘__L‘J:rrr‘_p Frodedures Wanoeal, PE-PEW
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2.4 MalL CONTAINING VALUABLES

Letters containing, or likely to contain, cheques, money orders or other valuable
items must be carefully safepuarded from the tme they are recerved. Mail must
alwavs be opened prompily, wherever possible by officers working under direct
supervisien or in pairs. These pairs should be changed frequently.

Acwritien record of all chegues and money orders received each day must be prepared
(in addition to the Incoming Correspondence Register) and signed by the post open-
er{s) {see Figure 2). The following information is recorded in the Valusbles Register
by Registry stafl;

{1} Ihate recerved;

{2}  From whom;

i3y To whom:

{4} Whether by registered mail or by despatch. with register number where
appropriste;

{3} Aol

i) Chegue or money order number;

(7Y Signature of receiving olTicer; and
(81 Signature of Accounts Section officer.

Fach sheet of the register must be serially numbered. Cash received is counted and
noted n the register as well ag on the accompanying document by the poast-opencr and
a supervising officer. Any uncrossed cheques/postal orders are crossed, Erasure and
pencil entries must not be made in the register. A wrong entry may only be cancelled
by ruling it through and correcting it with a new entry that leaves the original entry

legible. The post-opener and the supervising officer must inttial all such alterations
Jointly,

The completed Valuables Register together with the cheques, money erders and other
monelary items are taken 1o the Accounts Section where they are signed for in the
final column (8] of the Register by an officer of the Acecounts Section.

Regwiry Mmocedures Waanal, #0050



The Accounts Section is responsible for examining cheques and money orders (o
ensure that;

* The amount agrees with that on the remittance advice slip or other aceam-
panyving document;

* The amounts in wards and figures agreg;

* They are correctly completed as ro date and payee: and
* They are sipned {excluding postal and pavable orders).

If the purpose for which = remittance was sent cannot be identified, it is included
other valuable items. Action will be taken by the Accounts Section o obtain the
necessary information,

In cases in which money apparently has been omitted or differs in amount trom tha
stated on documents received by post. a note must be made on the document jointly
by the post-opener and the supervising officer. The Accounts Section will nead to
advise the sender that the item Bas been omitted or the wiang payment has been
received, The remittance may be banked in the meantime,

VALUABLES REGISTER

Sheet Mo

(L} (2 2 44 (51 (i {7} £
[rane From T Begister | Amount Clheque or Signature | Signature
Beceived | Whom Mz or by Money Order of af Aceounts
Baceiving | Section
CMTicer Oilicer

MOTE: Entries must not be emsed or obliterated, Mistakes must b comected by ruling thraugh.
FIGURE 2
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2.5 Faxgs axD ELECTRONIC Mall (E-MAIL)

An increasing quantity of mail is reccived by fax. As ‘junks mail is sometimes sent
by fax, care should be aken to ensure thet faxes received concem genuine office
busingss. There 15 also o growing endeney for routine non-urgent correspondence o
be sent by fax. The unnecessary use of fax should be discouraged. Faxed malerial
tends to fade if prinied on thermal paper. Once it has been established that a fax con-
cems urgent official business, the fax should be photocopied and the copy placed in
the mail box or on the appropriate file as necessary, The fax, as received, should then
be placed on a fax file. All incoming faxes on the fax file should be destroyed afler
six months as a matter of routine. 117 the original of the document faxed is recervedl al
a later date in the Registry, it should be filed on the appropriate file. Both the photo-
copy of the fax and the enginal document should be retained on the file. The reason
for this is that the photocopy may have had comments written an it by action officers,

In the future, more communications will be received by clectronic mail. or e<mail. on
computers used by action oflicers. The use of computers 15 becoming more wide-
spread and as more computers are networked or linked 1o the Internet, so e-mail com-
munications will become more commaen. E-mail, which is sent or received on a gov-
ernment computer, is an official public record just like paper correspondence and
musl be managed as such.

The first step o managing electronic mail 15 W ensure that action oflicers create elec-
troni¢ folders on their e-mail system. Creating separate folders which relate wo differ-
ent subjects. and share the same key words as the paper hles, allows for linkages
between the paper and clectronic records and will promote efficient retrieval of mes-
sages. However, e-mail can accumulate rapidly, and it is cssential that umimportant
mwssages be removed from the svstem as soon as possible. Ephemeral messages such
as, general information notices, invilations o events, reminders and personal mes-
sages can be deleted as soon as they have been read and are no longer required.

The action officer whe sends messages a5 pant of his‘her functional responsibility
should maintain an electronic copy for at least one month afler sending the message,
and should also print & copy and file it on the approprate file. For example if the public
relations officer issues an e-mail invitation o an awards ceremony a copy of the invi-
tatiom should be printed and placed on file and the clectronic copy should be retained
in the appropriate electronic tolder for a month after the event occurs. Recipients of
this message can delete it anee they have noted the particulars in their calendar.

10 HMegrste Procedures Managl, PORPEW




Action officers who receive e-mail will have to determine if the message is direcily
related to their work and 1f 5o to then print a copy and file it on the appropriate file.
A good guideline to printing c-mails is whether or not any action is required, or am
regular activity is affected by the e-mail, if the answer 15 yes to cither of these ques-
tions the messape should be printed and filed.

The regesiry staff will also need to make sure that files do not comain mulliple copiss
of the same e-mail message. Unless any notes have been made on the copies. one
copy of cach message is sufficient,

The tinal thing to consider is how to manage electronic attachments that are seni
along with e-mail. If" these attachments are text documents requiring action it is
preferable to print them out and file them, with a copy of the message in the appropri-
ate file. IFthe documents are simply for reference they should be stored electronically,
ar sent to the library, Non-text attachments, such as hyperlinks, or detailed graphical
unages, should be copied to the mam drive of the computer and maimained i elec-
tromie form for as long as they are required. A copy of the message should be filed
and the location of the electronic document noted.

Reisiry Proveduwriy Maowal, FOLESM il




Section 3 Filing Papers

3.1 THE REGISTRY FILE

The registry Ale 15 an organised assembly of documenss relating e a speeitic subject,
type of ransaction or area of husiness, kept together for use. The registry file has
three components:

« A cover to protect the contents and aet as a title page and a record of the
lile’s circulation:

* The contents; and

« Some methed of securing the whole together.

File covers {2lso known as jackets or folders) are usuvally made ol rigid manila paper
or baard, cut larger than the dimensions of the documents to be filed, and folded 0
enclose the documents and so minimise damage from handling and use.

The cowvers are often pre-ponted with the name of the ministry or agencey and the
| appropriate division or branch of that agency. They include a space for the file ttle,
index headings or kevwords, security classification, references 1o previous, subse-
guent or related files, and file period (ie the date or year of opening, and closure when
known). They also have a gnid {or ladder) for recording the file's circulation when in
use. See Figure 3 A and 3B for an example of a file cover.

Individual documents within a file must be sccured so that they do not become mis-
placed or lost, The "Treasury tag’ is still the cheapest and easiest system of securing
documents within a file. The tag 15 inserted through a hole punched in the wop lefi-
hand comers of the felded bBle cover and of cach document within it, thus minimis-
ing the risk of losing information when the hole is punched.

! Maintaining the order of documents within the file is a vital requirement of filing.
i This ¢stablishes the context within which decisions and actions were taken, and the
sequence of those decistons and actions. Henee, papers should be filed in the same
order as the transactions of which they form part. This is not the same as saying that
the individual papers are filed in their date order. In practice. papers are nocmally
placed within a file in the order in which they are received inthe Registry for filing,
For example, an owgemg letter dated 29 May 1998 will be filed before an incoming
| letter dated 26 May o the oulgomg letter 15 sem oul and a copy filed before the
incoming letter was received,

e
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3.2 IDENTIFYING THE SUBIFCT OF A PAPER

Mail is received in the Registry after registration or on retumn from cireulation and 1s
placed on files as soon as possible. Many leners returned from circulation will
already have dircetions for filing written on them.

If no directions on filing have been given by action officers and if the letter does not
quote a reference 1o a file in the Registry, the officer responsible for filing must read
the letter carcfully to determine its subject. The keyword index is then consulted o
select the two keywaords which most accurately describe the subject of the letter. The
Fegistry staff must try 1o find the mest appropriate kevword and must never use a
broader keyword when a marrower term relates 1o the same concepl. For instance,
United Natioms Development Programme would be used in preference o United
Mations, and they would never be used together.

The keyword index is then checked under each of the keywords selected. If there is
already & fle with the combination of kevwords identified. and il the letter clearly
relates 1o the title of this file, the letter is marked in pencil with the same fle refer-
ence. If no approprate file is histed i the mdex, the number codes associated with
the selected kevwords will form the basis of a new file reference: The procedures for
ppening a new lle and assigning it a reference number are discussed in Section 4.

3.3 Tue SrniT FILE SYSTEM

The split hle system is the standard methed of maintaining papers on registered fles.
[ this system. papers are divided thos:

= Incoming letters, copies of outgome letters, memoranda, notes of meetings
and similar documents are placed on the right-hand side of the file and
secured by the treasury tag,

« (n the left-hand side of the file is a scries of sheets headed “Minute Sheets',
secured on the ather end of the freasury tag. The purpose of these sheets 15
to enable officers and Registry statf 1o record each document placed on the
right-hand side of the file and o bring attention o particular actiion points,
€., a particular point to be made in & reply, a request Tor addibonal papers
or a Bring-Up date.

Ingtructions or notes on minute sheets should be shart and to the peint. as shown in
the example in Figure 4.
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SPECIMEN REGISTRY CONFIDENTIAL FILE COVER

PRESIDENT'S OFFICE
PUBLIC SERVICE MANAGEMENT

CONFIDENTIAL

CONNECTEDR FILES FILE PERIY

Previous
Subsequent

INDEX HEAIMNGS

Cfficer | Far [ Lnciials | Daes Adlion G!‘Iiuﬁ] For |lmigmls .r-.ﬂinn'ﬂn'xcr Iniciads | Actian
or lAaction Taken ar [ Actian 1aken af T
Scetion | Fiud vide | Section| Fiu vide ) %eclicn Ltk
Fitd g viche

FIGURE 3A
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SPECIMEN REGISTRY OPEN FILE COVER

PRESIDENT'S OFFICE
PUBLIC SERVICE MANAGEMENT

COMNECTED FILES
Previons
Subsequen:

PERICHD
INDEX| HEAD[NGS 1

{Hilier Foor | lmivals Actign O Mzer Inizials Action  Officer | For | Inizials) Actian
o AcTiin tiken ey Xen or [ Aetion Dk

Section | BRI vide QSectivn| T vale  JAection| Fikd lakin

F Fim il

l_

FIGURE 3B
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MINUTE SHEET

FILE No. AB/I23/456701 PAGE 1

Futokallaxina 2812197
Ewenda Hazina 137905
Kutoka Income Tax 1272790
Kwenda Income Tax 18/3/96
Futoka Income Tax 13/3/06
LMOD

F

Hili n1 ombi la kibali cha kununua.. AD(S)

21340

FIGURE 4

Documents and the sccompanying enclosures must be placed on the right-hand side
of files in date arder (the most recent on the top). Each paper must then be numbered
conseeutively in the top right hand comer, with the rumber being enclosed in a small
eircle, This 15 called the folic number: If a document runs to more than onc page, the
whole document, not the individual pages, is numbered. If the document has several
attachments, then these must be given alphabetic sulfices, for example:

« Nain document =17
* First enclosure -12A

= Second enclosure - 1213,

3.4 CroOSS-REFERENCING axD REMOVING Parers FrROM FILES

If a single lener or other ilem of correspondence relates 1o more than one file, the
eriginal sheuld be placed on the file for which it has most relevance and photocopics
placed on the other fles. The origimal letter should note the file nembers on which
additional copies have been placed. Similarly, a note of the location of the original
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should be made on each copy placed on other files, Alternatively, if a photocopier is
nuot available or copyving is considered 1o be too coslly, the original may be placed on
the file Tor which is has most relevance and 2 note placed om each of the other files o
which the letter relates giving the date of the letter, s subject and the file on which
it can be found.

I1a letter is received which refers o an earlier letter, the folio num ber of that curlier
letter is cross-referenced on the new letter and the new letier is placed on the same
[le as the as the carlier letier

Papers may only be removed from files in exceptional circumsiznces instruction of
the head of the Registry or histher line manager, When papers are remaved, a tem-
parrary note must he placed on the file at the point from which the Paperis) have been
cxtracted. This will indicate the suhject of the paper(s) and where mav he found. It
must be signed by the member of stall responsible for the removal,

3.5 FiuinGg CHECKLIST

The following questions must be asked regularly:

*  Docs the document belong on the file selected?

* Dwoes the file number on the document agree with the reference number of
the file? (It should, unless it is 4 copy being used for cross- referencing .}

* Areall pages of a multiple page document present?
* Arc all anachments present?

Records staff should not Gle:

*  Spare copics of letters, old drafls, ete, unless there is likelihood that they
will be significant in the foreseeable fisrure. Such documents should either
be destroved or, il there is a genuine need o keep them, stored away from
the file.

= Ephemeral material such as announcements of parlies, events thal have
ne relevance o the work of the ministry

*  Published material and bulky reports. Much of the published waterial
received in the Registry has no relevanee o the work of the miristry.
With the agreement of the line manager this material should be
destreyed. Bulky published material or reports, which are relevant,
should be marked with a file and folio number and stored scparately,
The covering letter must also be marked to indicate where the maerial is
stored.
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Section 4 Creating a New File

4.1 OQrENING A NEw FILE

When a decument comes into the Registry, the Registry staff must decide whether
an appropriate file already exists, as described in Scetion 3.2, by checking the key-
word index under cach heading that may be relevant. If no appropriate file exists, it
will he necessary to create a new file and to give it a number and a title, No new lile
may be opened before there 1s correspondence to go on it Opening fles in the expec-
tation of fulure correspondence leads to waste of effory, waste of valuable file cov-
ers and, most damaging of all, confusion in the keyword index. IF there is any doubt
at all about whether a new file is required. the head of the Registey will ask the rel-
evant user for advice. Users are also encouraged 10 indicate their need for files.

If a new file is required, the Registry staff will have o think carefully about what it
will contam and how i will grow. The important peint to remember is that each file
should relate to a single subject, a well-defined area of business or a particular type
of transaction. Files relating to specific subjeets or arcas of business should iell their
own discrete story. As long as a file tells a story in its own Aght, and no more. it is
mmmaterial whether the file remains thin or develops inta seveml parts.

If the scope of the file is 1o narrow and specific, it may only tell part of the swory.
Too many small files of this sort make i difleult Tor users (o understand what is
going on, and they cannot be certain that they have the whole story. Files which are
gy narrow in seope will also cause filing and retricval problems as uncertaintics
arise about the correct Aile on which documents should be placed or found,

A Ale which covers too many issues is also hard w use, The user will have 1o search
through a mass of paper to get to the story and the story may well become fragmented
by the inter-filing of papers on other subjects. Moreover, the lile will prow quickly
and new volumes will have o be epened frequently making the problem worse,
When a file grows very quickly, or when a file is used for seemingly unrelated
papers, this is usually a sign that the fle title is too bread and that there s a need Lo
break the file down inte mare specifically titled files, On the other hand. files aceu-
mulate documents at different eates and certain files which cover well defined areas
ol business May still expand rapidly. It is essential, therefore, that the Registey stafd
take the time to find the right balance.

Mot all papers need to be placed on registered files. The aim is to keep ephemeral
papers off files altogether {see Section 3.5) or on files that can be destroved early.
Hewever, 1t is essential that files destined for early destruction contain only papers
that have a shoot-term life or a short-term potential value, Further information about
file disposition is included in Scction 10,
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4.2 SecuriTy CLASSIFICATION OF FILES

A cireular issued by the Permanent Secretary, Public Service Management, contains
all details on the security classification of files. This can be supplied on request by
PO-PSM. 1L covers: top secret, seeret and confidential files; Cabinel papers; custody
of classified documents and their handling: and the destruction and disposal of classi-
fied waste, This cireular is the authorily on the subject and must be consulted.

Separate file covers have been desizned for open and classified files. Classified files
are clearly marked with the appropriste classification and should contain handling
instructions printed or pasted inside the front cover of the file.

4.3 Giving Fioes TiTLES

It is important to choose a clear and precise title for each file. The title should be as
descriptive as possible to provide adequate details of the liles actual and likely con-
tents. [t ought to trigger in the users’ minds what the file contains. At the same fime
it ought 10 he specific encugh that the Registry staft do not use the file to cover dif-
ferent aspects or developments of the original story that really should be the subjects
of several files. File titles thus describe the contents of a file and help o lmit the
scope of the maverial placed on it.

However, file titles need play no direct part in finding the file. That is the function of
the kevwards which are chosen 1o index the file (see Section 4.6). Titles do not even
need (o include the kevwaords unless that is useful. Titles must be as concise and as
brict as possible, while accurately reflecting the contents of the file.

When adding new papers to a file, care must be taken 1o ensure that the file tithe con-
tinues 1o reflect the contents accurately, Al the same time, it is unwise 1o change the
title of a file unless absolutely necessary, Users become familiar with titles and
changing them leads (o confusion. It is better 1o create new files for new papers and,
if necessary, to make cross-references to the files comaining earlier related papers.

If there is any doubt whatsaever ahout the title of a file, an appropriate user should
be consulted. Users™ views on file tithes should always be taken seriously.

Where 1t does seem justified to change the title of a file, the permission i the head
ol the Registry, or his/her line manager, must be obtained before any change is made.
In cxceptional circumstances, a file whose title no longer reflects its contents should
be closed and a new file with the correet ntle opened.

A commen practice is Lo write the title of confidential files on the inside of the front
COVEE.
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4.4 AssIGNING REFERENCE NIUMBERS

The complete reference number for a file will comprise a letter code for the series 1o
which the ile belongs, twao keyword codes and a sequential file number preceded by
‘0. For instance, a fle used by the Public Service Management’s Policy
Development Division dealing with retirement policy for the public service might
have the reference AR 13254017 wherne;

*ABT -is the code for the series of files of the Public Service Management
relating to Policy Formulation,

213" -is the code i the keyword index for the keyword “palicy’

234" «is the code for the kevword ‘retirement”
“ne —mmelicates that the file is the Drest one i the 213254 theme,

More information about assigning kevword code numbers s given in Section 4.0.

4.5 IDENTIFYING THE FILE SERIES

The first step in assigning a file number 15 to deternine the appropriate file series. In
wendral, there 15 a file series for cach of a ministry™s or department’s clearly identifiable
prineipal functions, IF the ministry or department has been organised in selfconmined
sections which support these lunctions, there will be a file series for each section. For
mstance, file series based on the functional scetions within the Public Scrvice
Management include the following:

Policy Development Division

Policy Formulation

Policy Implememation and Evaluation
Gender

Library

Management Services Division
Orzanisational Analvsis

Staft Urnilisation

Management Svstems Developmaent
Establishment DVivision

Stall Grade

Middle and Common Cadre
Kamus

Payroll Contral Linit
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Human Resouwrces Division

Staff Development A
Management Training 2B
Technical Co-operation D

[T, for example, o document For which a file is to be created concerns the
Crganisational Analysis Section, its prefix will be *BA. Where it to concern the
Establishment Division's Staff Grade Section, its prefisx would be "CAL and sa an,

Note that the double letters, AA, BB, *CC* ete, are avoided.

It may be that one scerion or unit handles several distinct functions which are hest
supported by several series, Allernatively, two sections served by the same Registry
may routinely work together on & conunon function. In this case it may be most help-
ful to establish one file serics to cover this shared area of work, However, where see-
tions share some files but in general have different fles for their own particular fune-
tions, two file series will be required. In the example of Public Service Management
file series listed above, two closely related but distinctive functions - Policy
Formulation end Policy Implementation and Evaluation - have separate series but
share some files,

The functions ol a mimstry or department may sometimes be difficult 1o relate o
organisaticnal units, In such cases, the content and scope of the file series will have
o be worked out carefully with the users,

4.6 ASSIGNING KEvworp Cone NUMBERS

The second element of the reference number, ie, the two numbers following the
series code, is produced by combining the code numbers for the twe kevwords which
best describe the subject of the file. These are selected from he index of kevwords
kept for & particular Registry. Two versions of the kevword index are mamtained, one
in alphabetical order and the other in numerieal order, The numerical version ensures
that each new Kevword created is assigned the next number in sequence. The alpha-
betical index enables registry staff 1o look up keywords easily when searching for an
apprapriate keyword or for the number code assigned to a particular keywaord.

The number associated with a keyword must never he changed. The index must
never be renumbered. and 0o number may ever be re-used for a different keyword.

Because it is often difficult 1o decide which of the twe kevwords used 1o deseribe a
file 15 the more importani. the rule adopted is 1o place the code numbers in numerical
order so that the lower number is always lirsl. The kevword index (see Section 5,3)
will draw together files on the same subject by listing under each keyvword all the
hiles that have been assigned that keyword.
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In exceptional cases, only one kevword may be required to describe a file. occurs,
the same keyword code s repeated n the ile reference. However, in p: il s nearly
always possible to assign files two keywords. In some cascs, Registry staft may
decide that three kevwords are required-to index a file. This is dealt with i detail in
Section 5.3,

4.7 ASSICNING SEQUENTIAL NUMBERS

The last element in the file reference is a sequential number preceded by the d 1T, for
mslance, several separate files dealing with staft grade issues (code “2737) in the
Ministry of Labour and Youth Development (cade * 1607} were raised Establishment
Division of Public Service Management, they would be distingnished by adding a
number, n sequence, preceded by *0°, thas:

AC/ AT Staff Grade: Ministry of Labour and Youth Development
Appoiniments

AC/TON2TA02  Stalf Grade: Ministry of Labour and Youth Development
Promotions

AC/E 60727303 Stalf Grade: Ministry of Labour and Youth Development:
Acting Appointments
The growth of seguential numbers needs 1o be closely monitored. When they exceed
20 for any given theme pair this will be an indication that the keywords used nced to
be re-examined and at least one of the keywords replaced by a more specific term,

4.8 OpreENING NEW FILE ParTS

If it 15 found 1o be necessary to open a new part or “volume' of an cxisting file beeause
the current part has become full or becanse it contains papers which span more than
five years, this is indicated by the use of sequential leters of the alphabet. thus:

ACZ2NTEN] {first pary
A2 TR A {second part)
ACRYITIRNDIB {third part)

Note that the second part is numbered *A°. Many documents already filed on the first
file part, as well as all the cegistey’s Hle conteol torms will alecady bear the file refer-
ence number ACZ22/ 1 TR, These cannot be ehanged. Any previows and subsequent

file parts should be written in the relevant boxes on the file cover and fle transit sheo
{see Section 5).
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4.5 ADDING NEW KEYWORDS TO THE KEYWORD INDEX

If the index headings required to describe a file do not exist in the approved keyword
imdex it will be necessary to oreate new keywords. The keywords in use are controlled
centrally throughout the Civil Service so that there is consistency in the use of terms,
Aay new additions must be approved by the Master Keyword List Manager and in no
circumstances may Hegistries create or nuwmber their own kevwonds without being
aiven permission 1o do sa.

When a new keyword i1s needed. the Registry will submit a proposal 1o the Master
Keyword List Manager to create a new kevword on & "Reguest Tor & New Keyword”
form, as illustrated at Figure 5. On reccipt of a completed request form, the Master
Keyword List Manager will decide whether or not the proposed keyword (s appropriate
lor addition o that Registey's keyword index and also to the master kevword list
Hedshe will noetify the head of the Registey on a reply form which is printed on the
back of the request form, If the proposal is not approved. an aliernative word will be
FIVCH.

When a new keyword is approved, the Master Keyword List Manager will ask the
Registry for the next available number on its keyword index befoare retuming the
torm The Master Keyword List Manager will then indicate the number assigned 1o
the approved keyword in histher reply. The head of the Registry will ensure that this
word is added to the Registry’s keyword index immuediately,

It is essential that the Master Keyword List Manager responds to such request
promptly. Failure to do so will delay the leter being filed.

Heads of Registries are expected to abide by the decisions of the Master Keyword
List Manager. IF they feel genuinely unable to aceept a decision, then they sheuld
attempt o reselve the difficulty by speakimg to the Master Keyword List Manager,
that Fals Lo setile the issue, the matter 15 referred to the line manager responsible
for the Registry,

The Registry files the forms returned by the Master Keyword List Manager and has
them available for inspeetion during routine monitoring visits.
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REQUEST FOR A NEW KEYWORD

Ta: Master Keyword List Manager, [Record Management Team)
From:  The Head of Registry
Minstry/Diepurtment

Date: |

This Registry wishes ro add the tollowing new keyword 1o its index:

We require the kevword urgently so that we may register a new file entitled:

We will not add this keyword o our index until we have received your approval.

Signeid
Head of Hegistry

FIGURE 5
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5 Recording the Existence of a
Section New File

5.1 Establishing Control Over New Files

When a new file is created, it is essential that its existence is comprehensively recorded,
This will cnable the Registry to manage the [ile and produce it whenever it is
reguired,

There are a minimum of three contrel mechanisms that must be applied to every file,
It any one of these is omitted, then the Registry will not be able to keep track of the
file and this will prevent action officers from carrying out their work efficiently. The
three contrel mechanisms are the file diary, kevword index and the file transit sheet,

3.2 KEyworp INDEX (SEE FIGURES 6-7)

First, the file must be indexed. The kevword index is the kev w rapid retrieval of files
and ta the efficiency of the Registry. Great care must be taken in preparing and using
the keyword index, It 15 the basic tool of the Registry, but it can also be consulted by
users under close Registry supervision. It must be stored securely by the stafl at the
end of the dav.

The vwe mast mportant subjects ol the file must be identified and the appropriate
kevwords selected. Oceasionally, it may be found that three or even four keywards
are required fo identify a file fully. In this case the file should be indexed under cach
of these words, but the file reference will only contain the codes of the two most
important keywords. The decision o index a file under additional keywords is taken
by the head of the Registry,

A separate index sheet must be created for each approved kevword, The kevword is
written clearly in capital letlers at the top of an index sheet and the code number for
the: keyword at the top right hand cormer of the sheet. Index sheets are filed in the key-
wond index book or binder in alphabetical order, Registry staff must never be tempted
ta ek sheets in or attach them to other sheets with pins, staples or paper clips, 17 the
keywaord index book Tooks as though it will soon become full, the Registey stall will
erder another book and divide the existing sheets between the books, The label on the
spine of the original book must be changed accordingly.

The officer responsible for filing will now tumn to the mdex sheet relating 1o the first
keyword used o deseribe the new file. Take, for cxample, a file on Technical Co-
operation with Uganda  which is vsed by the Human Resourges Division in the
Public Service Management. The index sheet is found for the first keyvword used, in
this case "“Technical Co-operation’. The second kevword used (in this case ‘Upanda®)
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15 enlered as a cross-relerence on the sheet Tor “Techmical Co-operation’ in the Hirst
available index heading box. The index sheet will now contain both the keyvwords
used to index the file.

The file number s then entered in the spaces provided against the index heading, The
prefix for the file series {in this example DC) is entered on the first line, the keyword
carles on the next line (for example, 2973 18) and the sequential number (01) on the
third line, as follows:

KEYWORD INDEX (FIRST INDEX ENTRY)

KEYWORD INDEX HEADING KEYWORD NUMBER
Techmical Co-aperation 279
Index Meadings File Series MNo. Index Headings File Series Mo
Do
Llganda TR
0l

FIGURE &
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Turning 1o the sheet in the keyword index book devoted o the second kevword (in
this case “Uganda’) the process is repeated. This time the kevword Technical Co-
operation” will be entered as a cross-reference, and the Gle number will be entered
again, as follows:

KEYWORD INDEX (SECOND INDEX ENTRY)

KEYWORD INDEX HEADING KEYWORD NUMBER
Uganda 3R

Cross Reference File Series Mo, Cross Relerence File Series Mo,

[
Technical

210318

Co-operition

0l

FIGURE 7

The file has now been fully indexed. However, if additional index entries are appro-
priate, the file reference also may be entered under a third heading. If a third index
heading 15 used, the second and third Beading should be entered in the same “Index
Headings® box on the relevant shaets.

If all the boxes on an index sheet have been filled up, a new sheet is opened under
the same index heading and filed immediately behind the existing sheet for the
same heading,
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When a file is closed, this is indicated on the index sheet by writing *CLOSED' and
the date of closure next to the file’s reference number, taking care not to ohscure any
af the reference number by writing over it. When all the files noted on the index have
been closed, the sheet is transferred to a keyword index book covering files, ar ta 3
lagged file kept for this purpose. The index sheets for closed Ble: be stored in alpha-
betical order. In due viurse, when this book or file i full, the will he removed, tied
up and transferred o the Records Centre,

3.3 FILE DiARy (SEE FIGURE 3)
Next, details of the new file must be

The file diary enables Regisiry s1aff to monitor the number of files that have been
epened during any given period and their titles, At the end of each vear, the file digary
sheets are placed on o registered file and a new sheet series begun. The head Regisiry
will submit an annual report to the Director ol BAMD on the number of files opened
during the vear,

E — —

FILE DIARY

| Sequential Drate File Previous
Number Opened Mumber File Mumber

FIGURE 8§
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5.4 FILE TransiT SHEET (SEE FIGURE 9)

The third step in recording the file’s existence is o prepare a file transit sheet, These
sheets show the Jocation at all tmes of all files apencd by the Registry, File move-
ments must be recorded prompaly to enable the Regisiry 1o provide an efficient and
reliable service,

The file transit sheets are arranged alpha-numerically in exacily the same way as the
files arc stored in the cabinets, and are kept together in a file transit boak or binder.
The following list shows a list of file numbers in alpha-numeric order:

AD 20/46/0] AC 23710001
AB 101723601 AL 2910001
AD 201/256/02 AC 29256/01
AC /187 AC 246/253/01
AC 118742 BA 1714201
AC 1/187/03 BA 123/198/01
AC 3102401 B 285/307/01

A new file transit sheet is ereated for the new file and the appropriate boxes com-
pleted, for instance:

FIGURE 9: FILE TRANSIT SHEET

l CLASSIFICATION FILE XUMBER
DC 27931801

FILE TITLE
Lake Victoria Project

IMTYEX TIEADLINGS Uganda
| Technical Co-operation

PREVIOUS FILE NUMBER SUBSEQUENT FILE XUMBER

SENT TO AT SENT TO DATE SEMT T DATE

B3 130000

Dhrector L5000

Registry 64117010
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If a file cxisted Previausly on the same sulnect but b
herl is inserted in the "Previous File Numbey® B

IFthe file j5 classified, the word ‘confidentia)’ {or the Appropriate securiny grading) js
WIItten in the hax headed ‘Claszification’ at the top left-land cormer of the transi
sheer.

Ifa new valume of an existing file j5 apened, this too must be fully recorded on 2 new
file transiy sheet, as wel] as i the fife diary and kevword index, i cxactly the same
Way az for a new fije,

tSCparale transit hogk, or a

12 sheets for files thag are a0 longer held in the Registry, The iran.

ed files should alsn be arranged n]phz:-uum-:*ri-:a]l!y, In due course

when this book ar file is full, e shects will he removed. tied up ang ransterred g

the Records Cenpre, T hese sheets are kept indefinitely g5 they provide a recorg ol the
dispasition of the file,




Section 6 Cnﬂtru]]ing Iile Movement

6.1 RECORDING FILE MOVEMENT
Files are issued 1o action officers in at least three circumstances:

A document is received in the Regisiry, 15 recorded and filed, and the file
is passed to the officer,

A file 15 10 he “hrought up’ (see Section 7.2 W the olTcer,

The officer requests the fle m person or by welephone,

In erder to be effective, the Registey must know the location of every file for which
it 15 responsible, Thus, cach time a file moves, this fact must be recorded in the Regs-
try. File movements are monitored in a number of wavs: on file transit sheets that are
filed in the file transit book (see Section 5.4), on transit ladders that appear on e
cavers, by means of file movement slips and through regular file censuses,

6.2 USING THE FILE TRANSIT SHEET

Each time a file is issued o a user, for whatever reason and for however short a period.
this fact must be noted by Registry staff in the “Sent to? and *Date’ boxes on the rel-
evant transit sheet. When the file is retwned to the Registry, this must be recorded.

6.3 FiLe MoveMesT Svies (SEE FIGURE 1)

Although users are encouraged 1o return files to the Registry when they have finished
using them, there are times when they will need 1o pass files dircetly to another
officer. 1 this happens, the officer who wishes 1o pass the file 1o anather officer must
complete a file movement slip and send it immediately to the Registry. The failure 10
do 5o could cause real embarrassment o the officer and the Registey stafl if the file
cannot be found. The head of the Registry will therefore ensure that action officers
always have an adequate stock of file movement slips.
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FILE MOVEMENT S1.1p

Please complete this form and sendd it 0 the Registry
whenever vou pass a file 1o another office. This wil)
cnable the Registry to ensure its records are accurare.,

File Mumber:

File Title:

Passed 102

Date:

Signature:

FIGURE 10

As soon as a file mavement slip is received in the Registry, the informatian iy Con-
tains must be recorded an the relevant tansit sheet, When this has been done the fije
movement slip is kept on a file for sjx months and then destroyved.

0.4 FiLe Traxst LADDERS

Fach file movement must be recorded on the transit ladder on the front of the file
cover. This records the same information that appears on the file transic sheet. In this
watk, & record will be cregted of all officers who have handled any particular file,

6.5 FILE Census (SEE Figure 1)

Although files ought never (o move between afficers or put of the Regisiry without
thetr movemem being recorded, it must he aceepied that this mav sometimes happen,
In order 1 confirm the locatien of files that are nor in the Registey's custoddy, it will
be necessary to CRITY OUL & Tegular census of every file. If no discrepancies are found
the frequency of the census may be reduced,
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The Registry stall must visit every action officer at regular intervals, at least once a
momith, and hist on s file census form all the files held by that officer. The person carrying
out the census signs the boltom of each census form used, and the form is also
indtialed by the relevant action officer. Upon return 1o the Registey, the information
on the file census form must be checked against that in the transit sheets to ensure
that the up-to-date loecation of cach file is correctly recorded. 1F there is any discrep-

ancy. the file transit sheet must be amended and the discrepancy reported 1o the head
of the Registry,

Tracing mussing files is dealt with in Section 6,9,

6.6 REcorpisG THE RETurN OF FILES TO REGISTRY CUSTODY

The return of a file to Registry custody is a *file movement” and must abaays be fully
recorded on the file’s wransit ladder and on the transit sheet,

6.7 OFFICE ATTENDANT

Otffice attendants are instructed to clear travs in the Registry and in the users’ offices
at regular mtervals, To assist the work of the office attendants, file users should main-
tain in their offices clearly marked trays for incoming and outgeing files,

6.8 REQUESTS ror FILES

All requests for files from the Registry are directed to the head of the Registry, who
is responsible for ensuring that file movements are fully recorded before files leave
the Registry. In the case of a request for a file that is in use elsewhere, the Registry
stalf will locate the file and ask the person requiring the file for instructions.

6.9 Tracixvg Missing FiLes

If a file is missing, the Registry must proceed as follows:

The head of the Registrv must contact the officer o whom the file was last
recorded on the file's transit sheet and ask himdher 1o trace i,

IE this fails or is impracticable, the head of the Begistry must circulate a note
to all officers in the department/m visiy asking them to check whether they
have the file.

If the file still cannot be found, a seerch must be initiated by an officer with
specific authority to ensure the scarcii is effective. The search must be
repeated several times if necessary.
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DATE

FILE CENSUS FORM

File Mumher

File Title

Lecation/OMiear

SIGNED

INITIATED

34

FIGURE 11
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* A5 soon as the Hegistry staff learn that a file is missing they must write
the words ‘missing file” on the relevant transit sheet, This will ensurc that
a [urther action 15 co-ordinsted by the supervisor and that any further
movement of the file 15 wacked. A list of missing Giles must be maintains
perinlic searches carried out and a record made of areas searched.

[F it is necessary o continue action on a topic covered by o missing Ale, a tempo-
rary file may be opened but only 1f this 15 absolutely necessary. A temporary file is
opencd in the same way as a normal [le. It should be given the same number as the
missing file, and its existence should be recorded in the normal way. If available,
printed temporary file covers should be used. 11 onavailable, a stamdard file cover
should b used but must be baldly marked with the word TEMPORARY ™. All rele-
vant record sheets should simalacly be marked TEMPORARY ' {See Section 3 lor
instruction on recording the existence of & new file.) Mo temporary file should be
opencd with out the authority of the head of Registry™s line manager.

When the original file is found, all papers on the temporary file must be teansferced
o the original file {in proper date sequence) and must be renumbered in folic order,
The frant cover of the lemporary file must be endorsed with the date the original was
tound, The printed area and transit ladder of the temporary Gle should then be cut
[rom the file cover and placed just before the first Felio on the original file. The tem-
porary file's transit sheet and all index sheets must similarly he endorsed with the date
thar the original was Tound and then struck through but retained in the same place in
the respective books, The list of bost files must be amended.
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Handling Files Returned
Section 7 to the Registry

T.1 Revursine FILES 1O THE REGISTRY

Users mwst return files to the Registry as soon as they have finished with them. The
Registry staff must check 1o see whether any returned file contains mail to be dis-
patched, 1f so, the file copy must be filed immediately, any loose papers having first
heen firmly attached to the treasury tag, The letters for despatch are then removed,
recorded and dealt with, The fact that the file has been returned to the Registry must

be noted on the file's wansit sheet. It should already have been noted on the transit
ladder.

Nest the munute sheel muost be checked, T "bring-up’ action (BU) is required this
must be recorded in the bring-up diary (see Section 7.20. [ the file is o be passed w0
another officer, depariment or ministry, this must be noted on the transit sheet and the
fle dispatched.

[f there are no outstanding instructions for action, then the file must be put away
immediately. No file, other than those due w be ‘brought-up® for the next day (sec
below) must be lell out in the Registry at the end of the day.

1.2 BRING-UF INARY (SEE FiGures 12 -13)

The bring-up system enables an officer 1o request the Registry to re-issue a file on the
day that he'she needs it File users should be eneouraged to take advantage of this
Lacility when action needs to be temporarily suspended. This happens, for cxample,
when moere research s required, rephies 1o correspondence are awaited or follow up
action 15 needed at a later date, The bring-up svstem eliminates the need for users 1o
hold on to files for long periods if they are not working on them. The system must be
reliable 10 users are to trust it

The bring-up svstem is one of the prime indicators of the efficiency of a Registry and
ol the trust and reliance placed on it by users. 113 successful and efficient use prevents
many of the problems encountered by Registry staff, such as prolonged retention of
hles by users and the consequent difticulties m locating liles or the need (o spend
excessive amounts ol lime carrying oul consuscs.

Users will indicate the need for, and details of, any ‘bring-up’ ('BU") on the file
minute sheet. The Registry staff will record this request in the bring-up diary under
the appropriate date. The bring-up diary may be in the form of a pre-printed diary,

26 Regierm: Frocedivnes Mavaed, PO-PSA




. The
* dis-
* firat
e,
musg
ANEIE

BT
zd 1o
d ihe

Wiy
{see

1 the
‘this
1ple,
¥
5 b
it be

and
enits
noof
el

file
der
ary,

with a space for each day, or in the form of a separale BL diary sheet for cach week

or menth depending on the frequency the bring-up system is used by action officers
(see Figure [2).

Each afternoon, immediately before the elosure of the Registry, one of the Registry
stafl must ook al the bring-up entrics for the next day, tzke each file due 1o be
brought up oul of its cabinet and mark up the transit ladder and the transit sheet for
the file’s despatch to the relevant officer the next day.

It a file duc for BU is not in the Regisiry, then the registry stafl must locate i, using
the transit sheet, A form (Figure 13) should be sent or taken to the officer whe
requires the file, o report where the fle is and to seek further instructions, The fact

that the form has been sent must be recorded against the relevant entry in the BU
diary.

Bring-up records (dairy and forms) should be disposed of when they are of no further
use, usually after the compilation of annual statistics.
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BRING-UP DIARY

MONTH

DATE

Date of
Bring-up

FIGURE 12
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REQUEST FOR INSTRUCTIONS ON ‘BRING-UP ACTION

1 TO

FILE NUMBER

" SUBJECT

The file above, due to be brought forward to you today, 15 oul 1o

Please say whether you desine any action to be taken by ticking the
appropriate box below.

Signed: Dae:
Registry

2}y REGISTRY

Mo action (s NCCessary

Please obiain fils

Bl on

= Signed: Diate:

FIGURE 13
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Section 8 Handling Outgoing Mail
%

8.1 PREPARING LETTERS FOR DESPATCH

Every letter leaving the Registry must quote the full address and file and letter refs
crence of the originater, as well as the referenceis) of any other correspondence

quated in the text of the letter, Security or privacy markings are typed in a prominem
position ar the top and bottom of cach sheet,

Onee a letter has been signed by an action officer it must be returned to the Repistry
for despatch, The Registry stattwill coter its derails in the Outgoing Correspondence
Register and in the Despateh Book that the office attendant takes on his rounds,

8.2 OUTGOING CORRESFONDENCE RECISTER (SEE Figure 14)

The Registry staff are responsible for maintaining # record of what is desparched,
Information covering letlers sent by post or delivered by messengers can be recorded

in the same register. The tollowing details about letters leaving the office must he
entered:

(11 Date letter received for despaich.
(2} Date dispatched,

{3} To whom sent.

(4)  Reference number of the leiter.
{3} Subject of the letrer,

(61 Whether the letter is to be sent by the Post Office or despatch,
and the register number if appropriate,

8.3 OFFICE ATTENDANT S DEseaTcH Book (SEE FlGure 15)

This records correspondence which is o be taken by messenger and shows that it
he been safely delivered. The following details must be recorded:

{1} Date of letter.

(2)  Date of dispatch

{3} To whom sent,

(4] Reference number her of the letter,

(3)  Mame and signature of receiving officer, and date,
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8.4 DELIVERY OF Man.

The Registry passes letters ready for despatch to the office attendant, together with
the Despatch Book. When delivering the letters, the oflice attendant must obtain the
name and initials of the persons to whom the letters are delivered and the date of
delivery. This information is entered in the last column of the Despatch Book.

Pre-printed books of forms. 1ssued by the Tanzanmia Posts and Telecommunications
Corporation, are used to record registered mail/vegistered postal packets.

8.5 Cores oF OurcoisnGg LETTERS

The Registry will maintain 2 copy ol all putgoing letlers {called *llimsies’). These
should be filed in chronelogical order acgording to the date of the letter. Flimsies are
a useful record of recent correspondence but should not be kept permancntly, A
suggested retention period 15 one year.

‘ OUTGOING CORRESPONDENCE REGISTER

{1) (2) {3} (4] {5} ()

Date Date dis- | To Whaoin | Letter Subject For Past
Received | patched Sent Rcference Office/Despatch
fior Eecg, Mo,

Despatch
FIGURE 14
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DESPATCH BOOK

(1)
Date of
Lestter

()
Date of
Dispatch

(3)
To Whom Sent

{4)
Reflerence
Mo, of Letter

()
signature of
Receiving
(ficer and Date

— - h

FIGURE 15
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Section 9 Storing Files

3.1 STORAGE METHODS

There are three basic ways of storing Ales, These are the lateral, vertical and stacking
methods. Lateral filing is usually done in four-drawer filing cabinets with the files
held in position on their parrow edge, often within 2 “hanging folder™. Vertical filing,
where files are held upright with their “spines” facing outward, is done in cupbeards
{which may or may no be enclosed) or on racking/shelves. The stacking method
stores files flat. one on top of the ather, with the “spine” of the file facing o,

There are advantages and disadvantages to all three methoeds. Lateral filing in cali-
nets, using hanging folders, is (he least economical but provides easy access. Storage
on apen shelves is economical, but is unsuitable for confidential materials. The stacking
method is the cheapest but may cavse difficulties of rewrieval unless the stacks are
small. Files stored vertically on open shelves may slip down unless the shelves have
moveable dividers that can support the files and keep them upright. 11 racking is used,
it will be essential to dust the shelves and the files regularly,

9.2 StorinG CURRENT FILES

The entrance to the Registry must be strietly controlled, and cabinets containing con-
fidential records must be kept locked. The outer door to the Registry must always be
locked when no member of the Registry staff is present, and ground floor windows
should bave seeurity grills or bars. There should be a secure place where keys can be
stored so that members of staff’ do not take them home.

9.3 SToring Crosep FiLes

Closed Hles and parts of files that are no longer required for day-to-day business must
be stored in the Interim Records Store or elsewhere in cheaper secure storage away

from registries. Arrangements for closing and ‘retiring” files and for using the Tnterim
Records Store are discussed in Section 10,
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Section 1OA Handling Closed Files

10.1 Crosivg Fioes

In order te avoid the accumulation of inactive records in the registry, closed files need
tr be removed. Closed files are sent 1o a semi-current storage location, either al the
RAMD Interim Kecords Store or within the Ministry itsell, where the records can be
maintained until they are ready for final disposition, The procedures for closing,
transferring and retrieving files should be consistent whether the records are main-
tained by the Interim Records Store or at a semi-current storage location in the Minismry.

Ire thas manual, the term Records Centre is used to refer o both types ol semi-active
storage locations,

The Registry staff must ensure that files are closed as soon as they either become
three centimetres thick or five years old, whichever happens sooner. This is necessary
hecause:

-

Files that are thicker than three centimetres are hard to manage and the
contents may become damaged

= Papers more than five vears old are rarely required for reference and
should not be reparded as current records.

Registry stafl must ensure that no further papers are added 1o the files after they are
closed,

The method of closmg & Ale is to write the word "CLOSED” diagonally in bold
letlers across the front cover, wgether with the date. The last (most recent) minute
sheet on the lefi-hand side of the file must also be cancelled in the same fashion. The
file tramsit sheet must be marked 1o show that the fle has been closed, the date when
this was done and demails of its wransfer o the Records Centre,

IT 1t 15 necessary for action 1o be continued on a topic covered in 2 file that has been
closed, a new file parl must be raised (see Scetion 4.8). The existence of the new part
must be noted on the transit sheet for the closed part. All the usual control records

(file diary, kevword index, transit sheet) must be completed for the new part.
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10,2 Custony oF CLosSED FILES

Although no new actiom may be taken on a ¢losed hle, and no new papers added,
closed files shouwld be kept available in the Registry tor a period of time so that users
may refer w them. This period of time is specified in retention schedules (sec Section
10,30 1F users request these files, the file movement should be recorded on the
relevan closed transit sheet in exactly the way i1 would have been were the file still
current. IT the Registry holds the current part of a closed file, that should be passed
to the action aflcer with the closed part, onee the transit records have been completed.

10.3 UsingG RETENTION SCHEDULES

The Government creates such large quantities of records each vear that they cannot
all be preserved permanently. The records must be kept for as long as they have legal
or administrative value. A small proportion of records are kept permanently because
of their historical value and research mility and are transferred to the National
Archives Records must be destroved as soon as they cease 1o have any value,
Howcewver, if records are not required for the conduct of curremt business, but have a
continuing value, they should be transferred to the Records Centre,

The Dicector BEAMIDY makes decisions, i consultation with the relevant officials,
about when closed files should be destroved or transferred to semi-current storage or
ta the Archives. Retention schedules are the means by which these instructions are
communicated, See Figure 16 for a specimen retention schedule.

There are two classes of schedules, These are general schedules, coverng records
relating 10 conmon agency functions such as finance and accounting or maotor vehicle
maintenance, and specific schedules relating exclusively to the records of individual
mimstries and departments, Registries wall be issued with the specific schedule
relating to their own ministry or department as well as with copies ot relevant
eenera] schedules.

In most cases the schedules will indicate that the ¢losed files should be transferred o
semi-current storage after a period of time has elapsed. Records, which are due for
destruction in five years or less, should not be transferred o semi-current storage.

The Records Centre staff will notify the Registry when records are duc for destruc-
tion and will forward a Records Centre Destruction Form. {See Figuare 17,

Registry staff should indicate on the relevant transit sheets that the files have heen
destroyed,

If there are any queries about how the retention schedules are applied, the staff at the
Interim Records Store will be glad 1o advise. Registry staff can either visit the Interim
Records Store at the Records and Archives Management Division.
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10.d TRANSFERRING FILES TO SEMI=ACTIVE STORAGF

When records are due for wansfer the Registry stafl’ must obtain the appropriate
emply boxes and copics of the Records Centre Transfer Forms {see Figure 18).

The files to be transferred must he arranged in the order in which they were originally
created. This will invelve sorting them into serics or eroups of similar records which
were ereated and maintained as units (see the definition of series in Appendix A),

Within each series the records must be arranged in the order of their ariginal
reference numbers.

The relevant file transit sheets must be marked W indicate thar the files have been
transferred o the Records Centre.

In preparing the documents for packing, care should ke taken to remove from the [iles
all loose, extraneous or ephemeral material (documents with short term value) such
a5 grecting cards, advertisements, extra copies of documents. The files shauld be
dusted and metal pins and clips removed if this will not cause papers o become
detached from the file, Ifa file is broken. it should be tied together with tape o twine,
Bulky lever-arch files and ring binders which will not fit comfortably into the boxes
should be tied up with twine and labeled.

The records must be placed in hoxes vertically with the spine upwards. They must be
packed firmly, but the bax must not he averloaded. This makes them much easier 1o
retrieve later. A Records Centre box will hold about cight three-centimetre files, 1f
pussible, the boxes should contain files closed at the same time. [Fany of the records
do not fit into the boxes, they should be ted inte bundles na deeper than 30 centimetres

The files in ¢ach box must be listed on g Records Centee Transfer Form with all avail-
able information included. Each box must be Hsted omn a separate form (with contin-
uation sheets as necessary), and three copies of the form should be made, The three
copies of the form should be placed on top of the files in the box ta which they refer
and the boxes should be transferred to the Records Centre,

The Records Centre staff will check the Records Centre forms and add the action
category, date, location. and the box number, If there are any queries the Registry will
be contacted. Otherwise one capy of the list will be returned to the Remstry.

The Registry must maintain 4 Records Contre Transler file. The forms returned from
the semi-active storage location should be added 1o the file i box number order, This
will provide the informarion far retrieving files in the future,
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10,5 Rerrieving FILES FROM THE REcorps CENTRE

Files that have been closed and deposited in the Records Centre may only be
retricved by authorised Registry stafl, Requests for confidential files will anly be
accepted from heads of unit. Files on loan from the Records Centre must be
returned within one month unless an extension to that peried has been granted,

When a user requests a file which is held m the Records Centre, the Registry staft
must consult the Records Centre Transfer file to determine the title, reference mumber,
box number and consignment number of the file required. Files can be requested in
person, by phone, or by mail. IF the request is by mail staff should then complete two
copics of the Records Centre Reguest Form {see Figure 1%}, Both copies of the form
must be sent or taken to the Records Centee and the file collected, [t will be neces-
saTy 10 sign for s receipt. As soon as the file is no longer required it must be returned
te the Records Centre.
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101 PersosNelL RECORDS

Specimen Retention

Schedule

Persennel files relae 1 the management of Public Servants, in most part they contain
records of actions and decisions pursuant to regulations issucd by the Public Service
Commission, the agency charged with the administration of the Public Service Act,
and to related regulations, orders and legislation, This schedule covers ]l personnel
files of Public Service employees exclusive of copies of investigative files. Records
needed in lnigation or appeal cases may be held bevond the required period,

ITEM | DESCRIPTION OF TRANSFER TO REVIEW
NO. RECORDS RECORDS CENTRFE

[

Personnel files of
pensionable afficers

[Transfer to Records
I(.‘t:nm: 2 vears aler ter-
minatiom of employment

Review 75 wears after
birth of employee or 65
years after date of
carliest dovument in
the file if date of hirth
can not be ascertained,
and every 5 years
thergafler, No personncl
file may be destroved
until 10 vears afler date
of cessation of payment
of pensicnable benefits
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RECORDS CENTRE DESTRUCTION FORM

Fepistey Code Number:

ffo:  The Head of the Registry

Ministry/Department

From:  Oflicer in Charge, Records Centre

RIS 24

[Fhe files listed have been reviewed Lo determine whether or not they have perma-
went value as archives. These fles will be destroyed on (date)
imless you advise us vou still require them,

hereby authorise the destruction of the following boxes of files if it is found that
hey do not have archival value {delete if destruction is not authorised);

Please retain the following boxes of files which are still required for official business.,

Wew review date

Bigned _ Position

Ministry

FIGURE 17
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Section 1 1 Maintaining the System

11.1 RECOVERING FILES

When a file transit ladder is full or when a file cover has been badly damaged, it may
be necessary o provide a new cover, When this is dore, the front page of the old file
cover {with the transit laddery must not be destroved or thrown away but will be kept
just before the first folio on the file.

11.2 MoxmmoriNnGg REGISTRY PERFORMANCE

Registry performance needs 1o be evaluated on an ongoing basis 1o ensure that the
Registry is meeting its responsibilities and assisting in the Tulfillment of the organisa-
tion’s objectives.

Initially, restructured registries will be reviewed to ensure that the restructuring proe-
ess was successful and to allow for any adjustments to the svstem that might be
necessary, The restructured Registry will be expected 10 meet the agreed targets
relating 1o the key performance indicators listed below:

« File retrieval time;

File accuracy;

Incidence of lost or missing files;

Fetrieval accuracy

Accuracy of file contents 1o title;

Physical staie of the registne;

Level of confidence in the system;

Time taken to deal with pending items;
« LEffectiveness of controlling file movement: and
* Adequacy of training,

The performance indicators will provide & conerete method of determining whether
or not the restructuring of the registry met its objectives. IF there is significant Jilli-
culty in mecting the targets, the system should be reassessed to identify problem
areas. Orver time the frequency of these initial reviews will decrease.
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Heads of Registries will initiate regular surveys of users® views of the services pro-
vided by the Registry and take immediate action 1o improve the service when prob-
lems are reporied. In the mediom term future it is intended o introduce service-level
agreements 2s means of monitoring both registry performance and user participation,

The head will submit regular reports reparding the performance of the Fegistry to the
line manager responsible for it These reports should inelude details of:

L

The number of files opened;

New index lerms created;

The number of letters received;

The length of time it takes o clear circulation folders:

The service provided to action officers in terms of the best and the worst times
it ook for them to receive files from the time a lelter was received: and

Any problems encountered in running the Registry.

1.3 Symproms oF a REGISTRY No LONGER WORKING WELL

The Registry and its procedures need attention when:

Mail folders take too long to circulate,
Papers are put on the wrong files;
There is lack of user confidence hecause papers are not readily available;

Users keep files and documents in their own rooms. thus making
information unavailable:

Users send files 1o the Registry only when they need space in their rooms;

The Registry has a filing or indexing backlog or cuts camers and therefore
the service sulfers;

Files become so thick that papers are damaged;
The Registry staff get discouraged, hide files or falsify records;

There is & backlog of inactive papers in the Registry which should have
been transferred Lo storage or to the Records Centre; and

The Registry becomes untidy, '
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114 OVERHAULING THE REGISTRY OR 118 PROCEDURES

There are several reasons why the Registry or its procedures may need overhauling
* Activities have increased and expansion is therefare required
* MNew functions have been assigned w the department ar ministry
— * Functions have been withdrawn from the department oF ministry

* There is a reorganisation of the area served by the Registry

L ]

The present system is ineffeetive through neglect or faulty desian.

Where a head of Registry or his‘her line manager feels that 2 Registry is in need of
attention heshe should consult the RAMID to request a review,
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Glossary of Terms
Appendix A

and Abbreviations

Aetion date: The date when records are due to be removed from a records contre and
either destroyed, sent to an archival institution or reviewed for future action.

Action officer. Anofficial engaged in the administration of an agency or in the imple-
mentation of its functions and activities.

Administrative records: Records relating Lo those general administrative activities
common Lo all organisations, such as maintenance of resources, care of the physical
plant or other routine office matters,

Appramsal: The process of determining the value of records For further wse, for what-
ever purpose, and the length of time for which that value will continue. Also known
as cvaluation. review or selection.

Archival Repositery: building or part of a building in which archives preserved and
made available for consultation.
Archives: records of enduring value selected for permanent preservation.

Baseline Survey: In records management is the initial evaluation of an organisation
Lo determine the status of its existing records management system, including acou-
racy of filing, user confidence and retrieval times.

Bring-Up Diary: Thary which records the dates when speeific files need o be given
to an action officer for further action.

Hoxes: This manuval refers ta the Archives and Recerds Management Division, stand-
ard issue haxes.

Case papers/fifes: Papers or files relating 1o a specific person, organisation or place
and forming part of a large series. Also known as particular instance files.

Classification: The process of identifying and amanging records in catcporics
according Lo their subject in a logically structured classification system.

Classified records: reconds that are restricied in their circulation and dceess beenuse
they hear & secunty marking (eg, ‘Confidential’, *Secret’, ‘Top Secret').

Continuation fife: A new file opened when the old file en the subjeet 15 more than
five vears old, or three centimetres thick.

Control docwmentation: Recorded information that menitors snd governs the cre-
ation maintenance, use and disposal of records.
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Current records: Records regularly used for the conduct of the current business an
arganisation or individual. Also known as active records.

Decongestion: The process of identifying records that arc no longer required for 1
the day to day administrative business of any orgzamsation. 1
Despateh Book: A register used to indicate when correspondence was despatehed, L
received. !
Dispesal: The aclions taken with regard to records as a consequence of their ap- i
praizal and the cxpiration if thoir retention periods. :
Disposal date: The date on which actions specified in a disposal schedule should be L
initiated, ]
Disposal schedule: The control document recording appraisal decisions and preserib- ‘;
ing disposal action. Also known as disposal list, disposition schedule, records sched-

ule, retention schedule, retention and disposal {or disposition} schedule or transfer |
schedule. 1
Pocument: Aoanitl of recorded information. 1
Efectramic mail (e-mail): A means of sending and receiving messages using compu- ‘
ter networks. The message or document can he viewed on a computer screen and |
printed out, E-mail can consist of a message and attachments, which are separate

electronic documents. *-

Ephemera: Documents of transitory use and value (cg advertisements, calling cards,
notices, brochures and tickets),

File (1): An organised physical assembly (usually within a folder) of documents
arouped together because they relate to the some subject, activilty or transaction.
Nate: A file is usually the basic unit within a record series

Fife ¢ 2); A logical gssembly of data stored within a computer system, Nove: In
word-processing systems 11 is intellectual representation of a physical document

File census: A periodic listing of all files held in the various office of an orgamsa-
tion. Also known as daily marking. |

File covers: The physical folder within which documents are placed (o create a file.
File diary: A complete listing of all files created within a ceriain registry, |

File movement sfip: The information note filled out by action officers and sent to
the registry when they transfer a file in their custody o another officer.

File transit sheer: A sheer which is nsed o recond all the movements of a specitied file
Falio number: The sequential number assigned o every document within a file.
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General disposal schedule: A disposal schedule that applies to categones of admin-
istrative records throughout an organisation.

Incoming correspondence vegister: A regisier used to record information about all
incoming correspendence.

Keywaord: A term ar combination of terms taken from the tide or text of a document
or lile characlerising its content and estallishing an aceess point for its retrigval.

Keyword list: A conrolled vocabulary that limits the choice of keywords when clas-
sifying ar indexing files. A list of words aranged alphabetical or numerical order.

Life-cyele: Refers 1o the life of records from their creation to their destruction or per-
manent retention,

Nan-ctrrent records: Records ne longer needed for the conduet of current business,
Also known as inactive records,

Objective: The statement of a specific goal in support of an organisation’s zms,
which it is intended 1o achieve within a specilied period of time.

Operational records: Records that are cresed lor the purpose of carrying out the
core functions of an organisation. Also known as functional records.

Ourgoing correspondence register: A register used 1o record all oulgoing correspondence.

Part: One of a number of physical units to which a file bas been subdivided chrono-
logically as it has increzsed in size, Also known as a volume or part file.

Performance measwre: An indicator of effectiveness based on a standard definition
al a process and the units for its measurement. Also known as 2 performance indicator
ar larget.

Personnel Files: A series case files relating to the saff employed by an organisation.
Preservation: The processes and aperations imvolved in the physical protection of
records and archives aganst damage.

Preview: The process of sending al! incoming correspondence to the Permanent See-
retary of Director of Administration and Personnel prior o fling,

Prbiic records: Records created or received and maintained in any public agency.

Records and Archives Management Division (RAMD): The organisation charged
with ensuring that public offices in Tanzania follow good record keeping practices,

Records venire: A building designed or adapted for the sterage, maintenance and
communication of semi-current records pending thear disposal.

Records Management Seetion: The administrative unit of Public Service Manage-
ment responsible for the management of the records of the Government of Tanzania.
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Records: Recorded information regardless of form or medium, created, received and
maintained by an agency, an individual, or private or public ergamsation, in pursu-
ance of its legal obligations or in the transaction of business.

Records management; That area of administrative management concemed with
achieving economy and efficiency in the ereation, maintenance, use and disposal of
the records of an organisation throughout their entire life cycle and in making the
information that they contain available in support of the business of that organisation.

Records survev: The process of gathering basic information regarding the quanticy,
physical form and type, location, physical condition. storage facilities, rate of accu-
mulation, uses and similar data a bout the records of an orgamsation,

Register. A document, vsually a volume, in which sequential of data 15 made

Registrarion: The process of recording standard mtormation about a document so
that it 15 captured in & reconds management system.

Registry: The administrative unit for the recelpt, control and maintenance of current
records,

Retention period: The length of time that records should be retained in an office or
records centre before they are transferred wo an archival institution or otherwise dis-
posed of.

Semi-current records: Records required only infrequently in the conduct of current
husiness. Also known as semi-active records.

Series: The level of arrangement of the files and other records of an organisation or
individual that brings together those relating 1o the same function or activity or hav-
ing a common form or some other relationship arising from their creation, reeeipt or
use, Also known as a file series or records series,

Tracking: The process of documenting the movements and use of records so that
their whereabouts are known,

Treasury tag: A physical device used to sceure documents to the file cover.

Virlwaldes Register: Register used to record all significant attschments, such as
chegues, deeds or legal documents,

Weeding: The removal of individual documents lacking continuing value from o
file. Also known as siripping,
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