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FILES OUTLINE

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 file folder labels, type the files outline per the references.   (0151.02.01d)

2.  With the aid of references and given a files outline, how to properly label file drawers indicating the types of files per the references.  (0151.02.01e)
3. 3.333.  With the aid of references, identify the Privacy Act of 1974 statement per the references.  (0151.02.01f)
4.  With the aid of references, identify the proper placement of the Privacy Act of 1974 statement, per the references.  (0151.02.01g)
OUTLINE

1.  FILES OUTLINE  

    a.  The files outline is a legend or a map to what's inside a filing cabinet and is used to help locate a file folder by identifying what files are located in a filing cabinet.  It is maintained in an easily accessible location that is convenient for users of the files, normally taped to the side or front of a filing cabinet.  The Files Outline is prepared as a list consisting of three columns, and the files are listed in ascending SSIC numerical order, the same order that you would find the files in a cabinet.  I.E. 1000, 1320, 5800, 7230.

    b.  Heading.  "FILES OUTLINE" is typed in all capital letters, centered and underlined, at the top of the page.  Return twice (to leave one blank line).  

        (1) The first column is titled File Number.  "FILE NUMBER" is typed at the left hand margin, in all capital letters, and is underlined.  

        (2) The second column is titled Subject.  "SUBJECT" is typed just left of center, in all capital letters, and is underlined.  

        (3) The third column is titled Retention Standards.  "RETENTION STANDARDS" is typed to the right of "SUBJECT", in all capital letters, and it too is underlined.  Return twice (to leave one black line).

    c.  File Number.  The SSIC for each file is listed in ascending numerical order under this column.  Looking at the File Identification label, type the SSICs in this column. I.E. 1000, 1320, 5800, 7230.  The SSICs must be listed in NUMERICAL ORDER.

    d.  Subject.  The corresponding SSIC subject for each file is listed under this column.  Looking at the File Identification label, type the subject in all capital letters.  I.E. MILITARY PERSONNEL (GENERAL), ORDERS TO PERSONNEL, LAWS AND LEGAL MATTERS (GENERAL), CIVILIAN PAY.   
    e.  Retention Standards.    The retention information for the corresponding SSIC and subject is listed under this column.

It lists the file type, its disposition, and the authority.  The information is almost the same as on the file folder "Disposal Action Label"… ALMOST!  

        (1) File Type.  Looking at the Disposal Action Label, you must first determine if the file is temporary or permanent.     I.E. Destroy, Transfer or Retire.
            (a) Temporary.  If the file will be destroyed, type "TEMP.", in capital letters, underlined and followed by a period.  The period is NOT underlined; two spaces follow the period.  

            (b) Permanent.  If the file will be transferred or retired type "PERM:", in capital letters, underlined, and followed by a colon.  The colon is NOT underlined; two spaces follow the colon.  

        (2) Disposition  

            (a) Temporary files have no information recorded at this point.  

            (b) Permanent files require the disposition and retention period information.  Looking at the Disposal Action Label for a permanent file, type the disposition information.  You will use NATURAL capitalization for this information.  I.E. "Retire to WNRC when 5 years old."; "Transfer to nearest FRC when 2 years old."  

Note:  Look in the Disposition Manual to find the "when ____ years old." retention period or deduce the information using the Date label on the file folder
        (2) Authority.  For both temporary and permanent files, looking at the Disposal Action Label, find the "Authority".  You will type the same information on the Files Outline, except you will not capitalize the "p" in part, the "c" in chap., or the "p" in par.  I.E. SECNAVINST 5212.5D, part III, chap. 1, par. 1000(3)(b).

        (3) Retention period is only recorded at the end for temporary files.  Looking at the Disposal Action Label of a temporary file, type the "Retention period".  On the Files Outline, it will contain a dash; number, of yrs or mos (lower case and abbreviated).  I.E. -2 yrs, -3 mos.

2.  PROPER FILE DRAWER IDENTIFICATION.  

    a.  MCO 5210.11, Records Management Program for the Marine Corps, requires the proper labeling of file drawers to indicate the type of files, inclusive file numbers, and calendar or fiscal years of the files contained in the drawer(s).  The label is placed on the front of each filing cabinet drawer.    

    b.  MCO P5000.14, Marine Corps Administrative Procedures (MCAP), provides the following as a sample of identification labels used in marking file drawers:  use CORRESPONDENCE FILES as your title; list the files contained in your drawer, I.E. 1000 - Military Personnel (General) to 7230 - Civilian Pay; and the year(s), I.E. Calendar Year - 2002; Fiscal Year 2002.  

CORRESPONDENCE FILES

1000 – Military Personnel (General)

to

7230 – Civilian Pay

Calendar Year – 2002

Fiscal Year 2002
3.  PRIVACY ACT OF STATEMENT.

    a.  A command's official correspondence files may contain certain items of "personal information" such as Social Security Numbers, home addresses, family affairs, or financial affairs for individuals who are or have been members of the command.  

The Privacy Act of 1974, MCO 5211.2 provides guidance relative to the use of Privacy Act Statements when requesting personal information of this type.

    b.  There is a requirement to display a "statement for the disclosure of certain information" in a conspicuous area where your files are stored.  In this way it becomes a "public notice" that the files are subject to The Privacy Act of 1974.   The statement is placed on the outside of all file drawers containing correspondence files.  

    c.    MCO P5000.14, Marine Corps Administrative Procedures (MCAP), provides that the following statement will satisfy that requirement:

“Per MCO P5211.2, the disclosure of certain information
from these correspondence files without approval of

the individual concerned is a direct violation of the

Privacy Act of 1974.”

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

REFERENCES: 

MCO P5000.14 - Marine Corps Administrative Procedures (MCAP)

MCO 5210.11 - Records Management Program for the Marine Corps

MCO P5211.2 - The Privacy Act of 1974
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SECNAVINST 5212.5 - Navy and Marine Corps Records Disposition Manual  
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