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PREPARE FILE FOLDERS

LEARNING OBJECTIVES

TERMINAL LEARNING OBJECTIVE.  Given a requirement to maintain correspondence files, general office supplies, a files outline, and references, maintain correspondence files per MCO 5210.11, MCO P5000.14, MCO P5211.2, SECNAVINST 5210.11, and SECNAVINST 5212.5.  (0151.02.01)

ENABLING LEARNING OBJECTIVES 

1.  With the aid of references and given a situation to prepare file folder labels, type the file identification label for the file folder per the references.  (0151.02.01a)
2.  With the aid of references and given a situation to prepare file folder labels, type the opening/closing date label for the file folder per the references.  (0151.02.01b)
3.  With the aid of references and given a situation to prepare file folder labels, type the disposal action label for the file folder per the references.  (0151.02.01c)
OUTLINE
1.  RECORDS MANAGEMENT PROGRAM. 
    a.  Records management is defined as an active, continuing program of managing and controlling the creation, maintenance, use, and disposition of the records used within an organization to document and transmit its business.

    b.  The size and complexity of the Navy and Marine Corps demands standard methods for filing paperwork.  Standardization frees personnel from learning new filing systems when moving form one activity to another.  Navy and Marine Corps files are set up based on Standard Subject Identification Codes (SSIC) (SECNAVINST 5210.11).  SSICs are required on all documents and are assigned according to their subject.  The use of SSICs provides a tested method for filing documents consistently and retrieving them quickly.

    c.  The Marine Corps Record Management Program (MCO 5210.11) is designed to improve administration by properly maintaining and disposing of documents and assuring preservation of needed documents.

    d.  Navy and Marine Corps Records Disposition Manual (SECNAVINST 5212.5) prescribes policy and procedures for the disposition of records.  

2.  RECORDS DISPOSITION.  

    a.  The current edition of the Navy and Marine Corps Records Disposition Manual (SECNAVINST 5212.5), commonly referred to as the "disposal manual", provides the regulations, retention standards, and instructions for administering an effective documentation disposition program.  As such, the manual establishes guidelines for the systematic disposition of records either by preservation or destruction.

    b.  There are five parts to the Navy and Marine Corps Records Disposition Manual (SECNAVINST 5212.5):

        (1) Part I, Authority and Procedures for Records

        (2) Part II, Applying Records Retention Standards

        (3) Part III, Retention Standards for Naval Records 

        (4) Part IV, Decommissioned Vessels' Records

        (5) Part V, Records of Armed Conflict

    c.  Part III, Retention Standards for Naval Records is where we find the instructions we need to ensure the systematic preservation and security of valuable records and their orderly disposition through destruction, transfer, or retirement.  

        (1) Disposal action is the final action taken on files. Temporary records are those records that can be disposed after a specific period of time or after a specific event occurs.  They are destroyed.  Permanent records are those that have research, legal, or historical value and are retired or transferred to an outside agency (I.E. Federal Records Center (FRC) or Washington National Records Center (WNRC)) for further storage or preservation.

        (2) Retention period is the length of time the unit is required to keep this file on hand before disposing of it.

     d.  Part III is broken down into 13 chapters, one chapter for each of the 13 major subject groups identified in the SSIC manual (SECNAVINST 5210.11). I.E. Part III, Chapter 1 is MILITARY PERSONNEL.

    e.  Chapters are broken down into Paragraphs, one paragraph for each SSIC.  I.E. Part III, Chapter 1, Paragraph 1320 is ORDERS TO PERSONNEL.

    f.  Paragraphs are broken down into sub-paragraphs, instructions for specific information contained in filed documents.  I.E. Part III, Chapter 1, Paragraph 1320 "sub-paragraph" (1) would be used for documents issuing flight orders where as Part III, Chapter 1, Paragraph 1320 "sub-paragraph" (4)(a) would be used for documents that were used for screening/ interviewing candidates for training or school who were chosen; but (4)(b) would be used for those not accepted.  

3.  FILES.  

    a.  All in-coming and out-going correspondence in the form of standards letters, endorsements, administration action forms, naval messages, directives and other government forms are some of the types of documents that make up our files.

    b.  When establishing unit files at the beginning of a new calendar year, make 13 "general" folders (1000-13000) representing the 13 major subject groups.  File all documents per their assigned SSIC within these folders.  I.E. documents with the SSIC 1000-1999 will be filed in the 1000 MILITARY PERSONNEL (GENERAL) folder.

    c.  Open Date.  The opening date for a file is dated the day a file is established.  

        (1) All correspondence files except those dealing with money (fiscal) are established on a calendar year basis, i.e., open on 1 January of each year.

        (2) Files that pertain to "money" or fiscal matters (like those in the 7000 series), are established on a fiscal year basis, i.e., open on 1 October of each year.

    d.  Close Date.  The closing date for a file is dated the day a file is closed.  

        (1) Closing dates are normally 31 December for files established on a calendar year basis.

        (2) Closing dates are normally 30 September for files established on a fiscal year basis.

    e.  Expansion Files.    As the year progresses, files may expand beyond the original 13 major subject groups or our file folder is reaching its 3/4" capacity.

        (1) When 10 or more pieces of correspondence with same SSIC accumulate in the major subject group file; open a new file for that specific SSIC.  I.E. If on the 15th of April you had 10 documents with the SSIC 1650 in the 1000 MILITARY PERONNEL (GENERAL) file, you will open a new file for 1650 (DECORATIONS, MEDALS, AND AWARDS) and the open date will reflect the earliest dated document in the new file.  

        (2) When a file reaches it 3/4" capacity; open a new file for that SSIC.  The open date will reflect the day after the last file was closed.  I.E.  If on the 14th of April your folder reached its 3/4" capacity, you would close that folder on 14 April and create a new folder with an open date of 15 April; the new file will close when full or at the end of the year.

    f.  File Folders.  There are two types of file folders that you will use for correspondence.

        (1) The first type of folder used is a kraft "brown" folder.  This folder is used for filing correspondence.

        (2) The other type of folder used is a manila folder.  This folder is used routing purposes or for use as temporary case files.

4.  FILE LABLES.  Each file folder will be labeled.  White, pressure-sensitive (sticker type) labels will be used.  Each folder will posses three labels.  The first label is the "File Identification" label, the second is the "Date" label, and the third is the "Disposal Action Label".

    a.  File Identification Label.  The File Identification label is the first label.  It consists of the SSIC and Subject title.  The SSIC and title are typed in all caps with one space between the SSIC and the title.  The label is placed in the top left corner of the file folder. 

        (1) The SSIC is recorded on the file identification label to identify the general or specific pieces of correspondence that are filed inside.  

        (2) The subject title is the corresponding title of the SSIC.

    b.  Date Label.  The second label on the folder is the Date label.  It records the dates a file folder was opened and closed.  The dates are centered on the label with the open date on top and the close date on the bottom.  (You will not be able to record the close date until you actually close the file.)  The dates are listed in the format DD MMM YYYY, all caps and underlined.  The label is placed in the top center of the file folder.

        (1) Open Date
            (a) The opening date for file folders established on calendar year files is 1 JAN 2002; 1 OCT 2002 for fiscal year files (like those in the 7000 series).

            (b) If a "GENERAL" file folder has accumulated 10 pieces of correspondence with the same SSIC, the opening date would reflect the earliest dated piece of correspondence.  I.E. If on the 15th of April 2002 you had 10 documents with the SSIC 1650 in the 1000 MILITARY PERONNEL (GENERAL) file, you will open a new file for 1650 DECORATIONS, MEDALS, AND AWARDS; the earliest dated document in the new file is dated 5 Jan 02, the open date for the new file date label will be 5 JAN 2002. 

            (c) If a file folder has been filled to its 3/4" capacity, the open date on the new folder will be the "next" day.  I.E. If on the 14th of April 2002 your folder reached its 3/4" capacity, you would close that folder on 14th April and create a new folder with an open date of 15 APR 2002.

        (2) Close Date
            (a) The closing date for file folders established on calendar year files is 31 DEC 2002; 30 SEP 2003 for fiscal year files (like those in the 7000 series).

            (b) File folders that have been filled to their 3/4" capacity will be closed on the date filled.  I.E. If on the 14 of April 2002 your folder reached its 3/4" capacity, you would close that folder and the close date would be 14 APR 2002.

    c.  Disposal Action Label.  The third label on the folder is the Disposal Action Label.  It records the retention period, disposal action and the authority.  The information is typed in all caps and natural caps.  The label is placed in the top right corner of the file folder.  There are three items of information required on the disposal action label:  Retention period, Disposal action, and the authority.

        (1) Retention Period is typed in the MMM YYYY format, all caps, followed by a space-dash-space.  I.E.  JAN 2005 -   

        (2) Disposal Action is typed after the space-dash-space and is all caps.

            (a) Temporary files have the word DESTROY.  I.E. JAN 2005 - DESTROY

            (b) Permanent files have TRANSFER or RETIRE followed by instructions.  I.E.  JAN 2007 - TRANSFER TO WASHINGTON NATIONAL RECORDS CENTER (WNRC)

        (3) Authority.  On the next available line after the "Disposal Action" type the authority that established the retention period and disposal action. I.E. SECNAVINST 5212.5D, Part III, Chap 1, Par. 1000(2).  Pay special attention to the capitalization when typing this information, it is a mixture of upper and lower case and includes three commas.

            (a) Temporary files have the number and the abbreviation for months or years required for retention typed one space after the paragraph number and in all caps.  I.E. 

JAN 2005 - DESTROY

SECNAVINST 5212.5D, 

Part III, Chap 1, 

Par. 1000(2) 2 YRS

            (b) Permanent files have "PERM" typed one space after the paragraph number and in all caps.  I.E.

JAN 2007 - TRANSFER TO WASHINGTON

NATIONAL RECORDS CENTER (WNRC)

SECNAVINST 5212.5D, Part III, 

Chap 1, Par. 1000(1) PERM

----------------------------------------------------------------
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