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         Driving through Nebraska  

         Watching a 24-hour marathon  of 

         Lawrence Welk reruns    

          

         Just about anything to do with filing

         Watching old television test patterns  

_______________________________________


Friday, August 2, 2002 

Wall Street Banks may be Fined for Trashing E-mail
According to The New York Times, securities regulators have told six investment banks, including the biggest firms on Wall Street, that they may have to pay as much as $10 million in penalties for not keeping e-mail messages as required.     

            (Thanks to Linda Lautiger, Onshore)
_______________________________________

TYPES OF FILES

·   CASE FILES

Case files contain records relating to specific events, persons, actions, transactions, projects, places or things.   These files contain mainly 

originals and/or photocopies of correspondence, reports, memos, maps, completed forms, and photographs.  Case files document something from its beginning to its end and may be comprised of one folder or a collection of folders.   The materials may cover one or many subjects, but they all relate to the specific name or number of the case file.

Each type of case file should be arranged by how it is most frequently requested, i.e., by lease number, company name, etc.  Examples of case files include Official Personnel Files, Audit Files, and Contract Files.

Most of the files in the Federal government are case files.  Generally, they are closed in the fiscal year upon the conclusion of an event, such as the completion of a contract, project, or an audit.

· CASE WORKING FILES
These are usually short-lived working documents accumulated in connection with a specific case file.  They include background and working materials, such as reference materials, drafts, and other preliminary or intermediate papers leading to final reports.  The most common types of working documents are surveys and questionnaires, feeder reports, reference materials, or extra copies of documents.

Case working files must be segregated from the official case files for ease of disposal and to prevent cluttering of case files.  Case working files usually have a different retention than the case files.


· SUBJECT FILES
Subject files are a small, but important, collection of records that do not lend themselves to arrangement by a specific identifier.  The records are arranged and filed according to general informational content.  For example, correspondence regarding leasing procedures should be filed in the subject files.  Correspondence relating to a specific lease should be filed in the case file for that lease number.

· TRANSITORY FILES

These materials consist of correspondence and other papers of short-term interest that should not be filed in subject files.  Usually transitory files consist of transmittal letters or forms, requests for routine information or publications, transmitting routine information, or announcements to other offices.  

Transitory information should be kept separate from subject or general files.  

They should be filed by date.  The MMS Records Management Handbook calls for these materials to be cutoff or closed each month and destroyed 3 months after cutoff.


· TECHNICAL REFERENCE FILES

These materials consist of publications that are of nonrecord value but have a direct relationship to the work of the office and are needed for reference.   Reference files may include technical reports, periodicals, handbooks, equipment manuals, and catalogs published by Government agencies, private research organizations, and colleges and universities.

Generally, technical reference files are destroyed when superseded, obsolete, or when no longer needed for reference. 

· CONVENIENCE FILES

These consist of extra copies of correspondence, forms, or other records kept only for convenience.  Duplicate files should be established only when justified, because duplicate files waste filing equipment, office space, reproduction costs, and employee time.

Examples of convenience files include:

1. Reading/Chronological Files.  Extra copies of outgoing correspondence arranged in chronological order and maintained or circulated for information.  

Generally, these records should be destroyed 

one year after they are cut off.  However, the 

chronological files for top officials are 

usually maintained longer.

2. Suspense Files.  These are usually notes or other reminders to take some action on a certain date.  They are filed chronologically and are destroyed once the action has been taken.

3. Personal Convenience Files.   Photocopies of records kept in an individual’s cubicle for reference or information.  These files should be destroyed at the same time (or sooner) as the official or record copy, because during the discovery phase of litigation, the opposing side can request these documents from MRM and can use them against the agency.



FILING SUPPLIES
· FOLDERS
Important characteristics for folders are stiffness and a minimum of thickness.  If the folder is not stiff enough, the contents cause it to bend.   Plus, a hard, smooth surface will resist soil.  The National Archives and Records Administration (NARA) recommends the Federal Government use Kraft folders, medium weight (11 point) with a reinforced straight cut tab (top-tab folders are used in file drawers and side-tab folders are used in lateral and open-shelf filing).  NARA also recommends the folders have full-cut tabs (see below).  Pressboard folders may be used where large or bulky papers must be filed and where handling or use outside the file drawer is frequent.


· LABELS

Not surprisingly, file folder labels are used to identify the contents of folders.  NARA recommends using a good quality pressure- sensitive label.  Information on the label should include the schedule item number or file code.  This is how all records are filed.  Labels also need to include the file name (from the  MMS Records Management Handbook),  the fiscal year (or inclusive dates of the records) in which the records were created, the cutoff or close date and the disposal date.  Other information useful to further identify the records may be added to the label.

The labels on file drawers should accurately reflect their contents.  Labels are usually available in card stock paper and can be slipped into the holders of the file drawers.
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According to the American Paper Institute, the volume of paper stock (in tons) made into file folders rises every year.  





The goal of filing is to be able to locate and retrieve information quickly.





For the past 10 years, the sale of file cabinets has increased approximately 18 percent each year.


So much for the paperless office!!
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