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STUDENT OUTLINE
FILING CORRESPONDENCE
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 OBJECTIVE.  With the aid of references and given simulated correspondence for filing, file the correspondence within its file folder per the references.  (0151.02.01h)
OUTLINE
1.  records.  
    a.  Record material is defined as any material, regardless of physical form, made or received by any agency of the United States Government and cannot be destroyed without approval of and in accordance with the SECNAVINST 5215.5D (Disposal Manual Instructions).  See SECNAVINST 5215.5D, APPENDIX C, paragraph 74 for the complete definition.  I.E. The actual signed piece of correspondence you produce or receive is record material.    

     b.  Non-record material is defined as materials that are accumulated in the process of producing records and has no record value.  Some examples of non-record material are routing sheets, rough drafts, notes, and extra copies.  See SECNAVINST 5215.5D, APPENDIX C, paragraph 69 for the complete definition and examples.  Non-record material is not filed in the unit’s correspondence files and should be confined to the waste basket (trash) or burn bag as appropriate.  I.E. The copy of correspondence that your admin chief had to mark-up in red ink and give back to you for correction is non-record material.  Exceptions can be made; route sheets that contain comments or information important to documentation are considered record material and should be attached to the document when filed.    

2.  REQUIREMENTS.  

    a.  Documents.

        (1) Outgoing Correspondence.  This is the correspondence that you produce and send out.  Ensure that a copy of all outgoing correspondence is made and retained in the files.  

        (2) Incoming Correspondence.  This is the correspondence that comes into your office for action or information.  After action has been completed, it will be retained in your files.  If you are the "TO" or the "COPY TO", you will file the original incoming document; if you are the "VIA", make a copy for your files and forward the original.

    b.  SSIC's on correspondence that are incorrect, meaning they do not match the subject, should be changed to reflect the proper subject.   Cross out the incorrect SSIC and write in the correct SSIC above it.  I.E., On a piece of correspondence with the SSIC 5000 and the subject line "REQUEST ORDERS TO TIM-BUCK-TO", you would cross out 5000 and write 1300.     

    c.  Permanent/Temporary.

        (1) Determine whether records are permanent or temporary.

If you will recall, permanent records are those records that are sufficiently valuable for research or other purposes to warrant permanent preservation.  They have a disposition instruction listed as "Retire" or "Transfer" in the Disposal Manual.  Temporary records are those records disposable after a fixed period of time or after an event; their disposition is listed as "DESTROY" in the Disposal Manual.

        (2) Separate permanent and temporary records.

        (3) We must identify the permanent and temporary records.  The letter “P” for permanent or “T” for temporary will be written on the document prior to filing.  The letter is handwritten and is marked in the upper right hand corner next to the SSIC.

3.  FILING.  

    a.  Loose filing is the preferred method of filing correspondence in file folders.  The use of prong fasteners to secure papers in a file folder is accepted for certain types of files, but should not be used for correspondence files as it slows the filing and retrieving process.      

    b.  Permanent and Temporary.

        (1) File permanent records separate from temporary records.  The folder containing permanent files should be placed in front of the related folder containing temporary files.  

        (2) When utilizing one folder for both; separate them by use of a divider.  Permanent records will be placed in the front of the folder, followed by a divider and the temporary records will be placed in the back.

    c.  Sequence.  There are two factors that determine the filing sequence of correspondence in its folder.

        (1) Documents are filed in numerical sequence by SSIC.

        (2) Insert papers in the folder latest date forward.  Documents with the same SSIC are filed with the latest date on top.  I.E. 1320 dated 6 Jun 02 would be filed in front of 1320 dated 5 Jun 02.      

     d.  Related Material.  All enclosures, endorsements, and replies will be "married up" and filed with the basic correspondence.

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

References: 
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