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EXEUmvE ORDER NO. 80-3 

WHEREAS, Public I.a:\-J 6-64 created the "Records Managarent Act" relating 
r 
! 

I • to the estab1islTrent of continuing programs for the efficient and econanical 

,- m:magarent of goverrnrent records; and 
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WHEREAS, Section 6701. (a) defines "Records" IIEaIlS docurrents, lxoks, 

p3.p:rr, r:ilotogra.t=h, Somrl recording or other material regardless of ti1ysi~l 

form or characteristics made or received pursuant to law or in connection 

with the transaction of official business; and 

WHEREAS, Secticn 6701. (b) defines "Agency" to DBaI1 any depa.rt:nent, 

office, carmission, board or other unit, ~ designated, of the 

Executive Branch of the Governm::mt of Guam; and 

~, secticn 6702 Wich reads - "Director of Finance," was repealed 

am. reIlUltDered to section 6004 of the Governrent Code of Guam by Pub?-ic Law 

11-219 to read "Director of Administration," herein referred to as the 
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"Director," shall establish and administer in the Executive Branch a re<x)rO.s 

mmagarent program, which will aw1y efficient and ecco::mical rnanagEm2Jlt 

rrethcrls to the creation, utilization, maintenance, retention, presenratioo 

and diSJ;XJsal or records; and 

WHEREAS, since the creation of the "Records Managerent Act" was signed 

into effect on February 26, 1962 - ~t the Depa..rt:rrent of Administration had 

deerred the necessity to establish "Rules and Regulatioos" for the pul:IX)ses 

of car:rying out the Act; 

NCNl , THEREEORE, BE IT RESOLVED, THAT, I, PADL M. CALVO, Govenlor of 

Guam, by virtue of the authority vested in rre by the Organic Act of Guam, as 

arrended., Section 6710 of Public Law 6~4, do hereby prcnulgate the attached 

"Records Managarent Harrlbook" and advises all departrrents and agencies 

within the GoverrItEnt of Guam that schedules, instructicns, procedures, 

maintenance and au"iliJrity of files therein shall be in effect ~tely. 

Signed and prarclgated this 18th day of April, 1980 in the City of. 

Agona, Guam. 

/s/JOSEPH F. ADA 
JOSEPH F. IDA 
Lieutenant Governor 

/ s/ PAUL M. CALVO 
PAUL M. ·CALVO . 
Goverlx)r of Guam 
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***~*** 

This H.and1:xx:lk is prepared by the Records Manage:rent Officer in cooperation 
with the Training and Developrent Division, Depa.rtrrent of Mninistration. 

Director of Administration 
WILFRED G. AFI...N:;UE 

Administrator - SYLVIA E.P. GlJZMAN 
Training and Develcprent Division 

Prepared by: 

JOaquin T. .AngoCo 
Rerords Managerrent Officer 

Depart:rrent of Mninistratioo 
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r - 'Ihis ha.ndl:xx:lk prescribes FOlicies I procedures I resp::>nsibili ties I and 
I 
Ie _ 

standards for diSfOsi tion of noncurrent Governm:nt of Guam ~tation. 
r-I It awlies to all p:rrsannel that create or accunulate dcx:::u!rentation at all 
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Gove.nment of Guam acti vi ties. 
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l - IlGet Ire the facts on the Jones case." In ~rds like these, Govenurent 
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decision makers continually call for needed infonnation. The facts care 

fast fran the files-if the records are carefully plarmed, if the files are 
-

systematically maintained, and if the requester gives the right clues. If 

not, ~rk falters and tempers flare. 

. Finding a folder in the files or placing papers .in the right folder seems a 

s~le matter-until sanethincj cannot be found or until sanething is 

misfiled. Then an office staff cares face to face with the age-old problem 

of record keeping. Members of the staff wish they had rnastered the guiding 

principles when they established the files and had then consistently applied 

those principles in their daily filing. 

This hanCfi:xx)k is written primarily to assist the offices having only four or 

five filing cabinets of papers, where specified a-rployees keep files as one 

of their mcmy administrative duties. Nevertheless this should not lessen 

its value to offices with full-t:im.:3 recordkeepers. Its basic J?UrlX)se is to 

help all these persons understand and successfully awly the basic 'n1les 

\: L govenring their filing ~rk. It does not replace any agency's instructions 

L 
for its ~ offices, of course; nor does it apply to offices where 

recordkeeping has been mechanized. 

L 
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machines that grind out reams of copy in a day, and data processing 

equiprent that turns out trerrendous quantities of paper in the fonn of tab 

] istings and reports that have outlived their usefulness. 

'Ihis lack of amtrol over the creation, maintenance, and- disposition of 

records manifests itself in a number of ways. I.cok, for exarrple, at your. 

CMI1 office. Do you know hCM ffi311y records you have? What p:>rtion of them 

are in office space, and what portion in storage? Who uses the records and 

hc:M often are they used? Do you have any idea hew Imlch t.im= yoUr clerical 

staff is wasting on the maintenance of inactive records? Do you know hc:w 

Irn.1ch rroney you have invested in file equiprent? Ikles your agency have 

disp::lSition schedules covering all of its records? Are they being applied? 

If you have dispJSi tion schedules, when did you last reviewed than to see if 

the retention periods could. be shortened? After asking yourself these 

questions, you will probably agree that Irn.1ch re:nains to be done. 

WHAT IS RECORDS DISPOSITIOO? 

Records disposition is the systematic transfer fran office to storage 

of records that are not needed _for everyday q:erati<;ms arrl the destruction 

of records that no lcnger have any significant value. It is one element of 

a total pa~rk rnanagerent program. 

OBID:TI\7ES OF A RECOIDS DISPCSITIOO PRCX;RAM 

*To save space by rem:wing fran office records not required fo~ daily 

operations; by rem:JVi.ng £rem storage· areas records that no longer· l?ave 

significant value; arrl by maintairiing a regular, crotrolled flow of records 

fran offices to storage to aestl;uctlon. 
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**To save rroney by controlling the purchase of equipnent and supplies 

r to file unneeded records; by providing ineY.peI1sive storage facilities for 

I less active records; and releasing surplus filing equiprent for reuse or 

r- sale. 
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*To save time in locating records by removing inactive materials fran 

office files: by installing a system ~ereby the agency )ma-,s what record 

it has and where they are kept; and by providing an orderly methcx::l of 

storing inactive records under the supervision of trained records center 

personnel. 

ESI'ABLISHING THE PRCGRAM 

To establish a successful records disp::>sition program, several things 

must be done at the outset. First, top management must be made aware of the 

papeThDrk problem cmd understand the im:p::>rtance of finding a solution to 

it. To insure success of the program, mcmagement must believe it, and must 

let it be kna,.m that the program is supported at the -top of the 

organization. Once managerrent 5UpFOrt for the program has been secured, the 

r - agency must develop the necessary organization to put it into effect. While 
t 
l~ 

ITOst of the records dispositio~1 job will be done by the operating units, 

r ... there is a need for ccx::irdination and stimulation of the program by central 
I..,L ~. 

staff of the agency • Sareone should be assigned the task of making the 

L" program nove and given enough authority to see that it does. In m:Jst cases 

the agency records officer is the logical choice for this role. The 

inp)rtant p:::>int is that the function be recognized and that resp:msibili ty 

for it be assigned at a level within the organization that has easy access 

to management and all divisions of the agency. , 
L 

, . , 
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REn)RDS INVEN'IORY 

[ , Once you have organized for a records disposition program, it is 

necessary to find out what records there are, wi.1ere they are stored, their 

quanti ty, and how they are used. ~'li thout this information you cannot have a 

records disposition program. 

Conducting a records inventory is often a fonnidable job, and 

consequently sore organizations never get :pass this hurdle. They protest 

I' 
L 

that they cannot possibly divert their already overworked staff fran 

existing assignrrents to conduct a records inventory. For this reason it is 

:iJnpJrtant that the records officer, the line manager, the file clerk, and 

the stenographer be acquainted with the problem and understand that I with 

their cooperation, it is possible to find an answer to the flood of :paper 

that is crov..Uing them out of their offices -- an answer that will rTBke their 

job easier. 

WHAT ARE REn)RDS? 

One of the first questions that must be a.l1swered is "what does the tenn 

[ 'record' include? Records is defined as ":papers, maps I exhibits I magnetic 

or :paper tapes I photographic films and prints, and other docurrents produced, 

r 
I 
L 

r' 

received I owned or used by an agency I regardless of physical fom or 

characteristics." 

To draw a clear distinction between records and non-record material is 

i 
l" difficult. However I there are certain kinds of materials that can be 

I 
8 
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discarded as soon as th€y are read and which should never reach a filing 

cabinet. Same examples are listed as follows: 

Transmi ttal letters and acknCMledgarents which do not add any infonnation to 

Llw material transmitted. 

Request for printed material after the r~ests have been filled. 

Infonnal notes, v.Drksheets, and rough drafts of letters, merroranda, or 

reports that do not represent basic steps in the preparation of docurrents. 

Shorthand notes, including stenographic note1:::x::.oks and stenotype tapes, and 

dictating rredia which have been transcribed. Miscellaneous notices of 

community affairs, employee meetings, or holiday. Stock of publications or 

unused forms that are kept for supply purposes only. 

Tickler, follow-up or suspense copies of. correspondence. 

PREPARATlOO FOR THE INVENTORY 

The task of taking an inventory will be easier if you do a good job 

planning for it. The plan should answer such questions as: 

Who will conduct it? 

What training is necessary? 

When will it start? 

In what sequence will office and storage areas be inventoried? 

How will the inventory data be canpiled and organized? 

When should it be canpleted. 

What infonnation will be obtained concerning each group of records? 

5 
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[Before starting the inventory, the p2rsons assigned to conduct it should 

rJ::ecare familiar with the op2rations of the agency. They should know all the 
! 
1 

iplaces ,,-'here the records are stored, including closets, safes, cabinets, 

istorercx:rns and baserrents. 
! 

LV1HAT INFDRHATIOO IS NEEDED? 

i· ,,... 

f. ,The attachec1 F.ecords Inventory Worksheet ~s provided to assist agencies in 

Lgathering the infonnation needed in a records disposition program. An 

f 'example of a canpleted worksheet is shawn on page 12. The i terns to be 
I 
L 

filled in on the Records Inventory Worksheets are discussed belCM: 

r c 

i 

L (1) A~ency, organizational unit, and file clerk or other person directly 
resoonsible for the records. . . 

L (2) Date of the inventory. This should' be the actual date the records 

, 
! 

are inventoried. 

L, (3) Records series title. A record series is a group of related records 
arranged under a single filing system or kept together as a lllit because 

r~they deal with a particular subject, result fran the sarre activity, or have 
I a special form (maps, blueprints, etc.). A record series may contain both 
--fonns and correspondence. 

It .1S rrost important that the title of each record series be as 

['accurate as p::lssible, since all future reference to the records will be by 
L 

the record series narre. Vague titles, such as "Miscellaneous Files" f 

L "Official Docurrents", or "Vital Correspondence", should not be used. A 

[.specific, recognizable title, such as a "M:mthly ~s Report File I'i or 

L "Property and Equiprent Control File", should be assigned to the series. 

r 
I 
L, 

The title of a record series generally should be the sane as the one 

L,used by the tmit responsible for the recordS, as long as it clearly 

I g 
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i' describes the records included in the series. If for sene reason the record 

series ti tIe differs substantially fran the designation used by the unit 
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resp:msible for the records, this should be stated under "Notes" on the 

worksheet. If it is not p:>ssible to assign a title to a recor'd "'series which 

identifies it accurately, a description should be included under "Notes". 

When conducting the inventory it must be rerrembered that drawer labels 

do not always state exactly what is in a drawer. IX:> not copy drav..>er labels 

without verifyinq that the label and the contents are identical. 

4. Location of the record series being inventoried. 'I11is includes the 

building address, roan number, and location of the records in that roan. An 

easy way to indicate the specific location of records is to draw a sketch of 

your section containing records on grid or graph paper. 'I11e sketch should 

show all filing .equiprent, and each piece of the equiprent should be 

designated by number (numbering fran left to right). 'I11is sketch will 

enable you to record on the Records Inventory Wor:k!-.;heets- the specific 

location of the records being inventoried in that roan. For example, if the 

record series were located in cabinet number 2 in Roan 301, their location 

would be recorded as 2 on the worksheet. 

In same instances a single record series may fill one or a number of 

L, filing cabinets i in others, a record series will occupy only part of a 

r 
!. 

cabinet. 'I11is creates the need to distinguish its location in a manner 

other than just equiprent number. In such an instance, draWers or shelves 

of filing equiprent can be identified by letters starting with "A" at the 

bottan and going up as high as necessary, anitting the letters "I" and "0" 
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r' I to avoid confusion wi th ntnnbers. Thus, if a record series ~e contain' 
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entirely in the third drawer fran the rottan in the cabinet number 2, tr. 

location of the series would be recorded on the Records Worksheet as 2-C. 

c:: 
..J. 

the 

j- ,,,. 

Years covered by the record series. The period of years covered by 

record series should 1::le indicated by the earliest and latest years 

r ~(~dl~catlee:the19y7eOar-7s5)co' ver
In
ed.

5Ore 
cases, h~ver, it will not 1::le t=Ossible to 

I.. .l.-L' For instance, personnel folders may have to 1::le 

r' shown as active or inactive. 
, . 
t_ 

r-
! (6) Range of a specific p:?rtion of the record series. Records are 
t . 

r~ usually arranged in sequence by date, nurrericall y , alphabetically, 

l, subjectively, or by cede. The range of a' record series is the span of this 

r' prlirary filing arrangerrent. In J!Ost cases this colurm on the \l,Drksheet 
i 
L ... 

should 1::le canpleted only whf'.J1 the records are kept in separate locations. 
r' 

I For. example, if an alpha1::leticall v filed record series were housed in three 
L. 

file cabinets, all of which were in different locations, the ran<je might be 

l" A-J in the first cabinet, K-R in the second, and S-Z in the third. 

r ~ 
(7) Cu2J1ti ty of records in the series. 'Ihe quantity of records should 1::le 

r-: 
I recorded in voll.l1re (cubic feet) of space they occupy. 
L" 

'llie figure should 

f -
represent only those records on hand at the tirre of inventory. 
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A table has been included on the Records Inventory Worksheet to assist 

in determining volume. It sho\vs the capacitv of specific types of filina 

I equiprent. The figures apply to full, but workable, drawers or shelves and 

i' 

L 
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should be adjusted according to the compactnes's of the materiai-:" 

When the quantity of records in a record series has been determined it 

should be rounded off to the nearest one-half of a cubic foot. 

(8) Filing arrangement of t.l1e record series. While there are many ways 

to arrange file material, most of these represenL variatio0s or combinations 

of the three primary qroupings - alphabetical, ntmerical, or chronoloaical, 

by date or job. 

(9) Records series cut-off period. t-bst filing systems utilize file 

breaks to provide, a re90rd series cut-off period and aid in the rerroval of 

u~eeded records from office and storage areas on a regular basis. A file 

Break is a point in time when the agency stop filing mate:t:"ial in a given 

file on one day and on the following day starts a new file covering the Sam€4 

type of material, usually in a file arrangement similar to that of the 

closed file. For example, ma.terial filed by calendar year would permit a 

logical file bre:ak on December 31; material filed by fiscaJ year would 

permit a logical file break on September 30. HCMever, a file break ma.y be 

established on any date. Also, when materials are filed together because 

they relate to a specific project, it is possible to ITBke a file break at 

the completion of the project. 

I 
g 
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r~ 10. 'I'yp2 of Equipnent. There are many types of filing equipnent, 

I 
including two, three, four, or five drawer, letter (8 1/2 x 11) or legal (8 

r 1/2 x 13) size, metal \..u:::d.en cabinets i card files i open-shelf files i storage 

boxes i and map files. For purp:>ses of the records "inventory, howeveL~ it is 

r~SUfficient to indicate in general tenns the kind of equipre.nt used to house 

r~the records. 
! 
L 

r'll. Other information that can be obtained during the inventory. Certain 

other information, if available at the time of the inventory, should be 
[' 
I :1oted or. the worksheet under "Rema..r:ks" if it pertains only to one part of 

r':.he record series of under 

Lser ies . For example, sc:rne 

r' O 

' ''Notes'' if it relates to the entire record 

records may already have retention periods 

I~stablished. Also, file personnel or others using the records may ccmnent 
L 

regarding the activity of the files or the frequency of reference to them. 

l ).ny information obtaineC! duriJ:1g' the inventory that may assist in appraising 

r'che records should be noted. 
! 
t. 

f . After ccmpleting the inventory, all "-Drksheets pertaining to the sane 
L 
record series should be brought together. This will provide you with an 

[PPJrtunity to see where duplication exists within each record series. 

r"':fter collating the v.Drksheets you are in a position to begin appraising the 

'records, setting retention periods, and establishing disposition sc~edules. 
r • 
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~=ies Cut off Pertod: Type of Equipr..en t: @ 
c;.':':::::J."-."l. ITA:l. () @ 

?:sc~ ~AR () 
SIZE CI\ilI}'~l' (~ 

CC::7I!:C;o:.;S (~ 
CARD FILE ( ) 

S:!:'L'JI :·:C ( ) 
cr.H:::? ----- C':"'~TO:I ( ) 

C:i:ll::::l. ------

© 

3XS c;.;m FILE, SWCLE ROt-{ 12" 

4X6 CAHD FIj.2, SI::::iLE RCY.i 12" 

5:<:8 CARD FJL~, SIl':;:,E ROW 12" 

TAD CARD DR.\HER, SI:G..E ROW 25" 

Si~LVI~, 4 FT., LZ~TER.SIZE 

SHELVING, i\ c'T., L:::GAL SIZE 

1.5 cu. FT 

.2.0 cu. FT 

0.1 cu. FT 

0.2 CU. F7 

0.3 CU. fT 

0.3 CU. FT 

1.0 CU~ r:T 

2.3 CU· FT 

3.0 CU. FT 
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L RECORDS APPRAISAL AND SCHEDULING 

l. Once you knCM what records the agency has, the next step is to decide 

how long each record series should l::e kept in the office and in· -storage 

rl:::E:fore being destroyed. To do this you will have to detennine the inrnediate 

r ,and future usefulness (If the rec.ords to ij1e agency, as well as to the 
i 
Igov8rr.rr.ent. In general, TP.COrds should l::e retair~ in office areas as long 

r;?s they serve the imnediate administrative, legal, and fiscal purposes for 
L 

which they l.vere created. v,1"ien records no longer serve these purposes, they 

[;;hOUld either r...e destroyed or transferrw to the Records Center for storage. 

r' 
Lih"'Y APPRAISE RECORD? 

r c 

L. 
A sound records disp::lsi tion program requires a realistic appraisal of 

thf: records in relation to their period of usefulness and value to the 

f -
I gency that created tbeIn. By appraising recr,ros you are able to: 
l._" 

I' 
L 

r­
L 

L 

1. 

3. 

Establish reasonable retention periods. 

Identify records that can be destroyed ilrrr€diately. 

Identify records that can be transferred to a records 
center. 

4. IdE'J1tify records with lasting value that should be placed in 
perroaI1f>J1t storage. 

[IAT VAIDES SHOUID EE CONSIDERED? 

llministratiVE:Value. Records are cre..ated- to help accarplish the 

functions for which an agency is resp:msible. '!hey have administrative 
r--
L.Iue as long as they as&i..st the agency in perfonning either current or 

~ture work. The pr:imary aClministratJ.ve use of nost records is exhausted 
i 
Li 

I 12 L __ _ 

I 
8 



( 

when the transactions to wnich they relate have l::een ~leted. Frm that 

point on they lose their value rapidly. However, serre administrative 
r-
I records contain basic facts concerning an agency's origin, J;Olicies, 
L 

r­
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r t_ 

functions, organizations, and significant administrative decisions. These 

records should be preserved to provide adequate documentation of 2n agency's 

operations. 

legal Value: Records have legal value if they contain evidence of 

legally enforceable rights or obligations of the governrrent. Examples of 

these are records that provide the basis for action, such as legal decisions 

and opinions; fiscal doetnTeI1ts representing agreerrents, such -2S leases, 

ti tIes, and contracts; and records of action in particular cases, such as 

claim papers and legal dockets. 

-~ 
.. -

FISCAL ~: Rec::6rds of fiscal value are those which pertain to the " 

fincncial transactions of the agency, such as budgets, ledgers, allotrrents , 

payrolls, and vouchers. After records have served their basic 

administrative function, they may still have sufficient fiscal value to. 

justify their retention in storage for a tine to protect the agency against 

court action or to account for the expmditure of ~. 

Research, Historical, or Archival Value: Sore records have enduring 

value because they reflect significant historical events or docurrent the 

history and develo:tm=nt of an agency. The :importance of preserving such 

records is obvious. Not so apparent, however, is the ileed to examine 

critically to ensure that the material being ~ccurm.llated is actually filling 

a_valid research need. 

1':l 
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DETERMINING RETENTICN PERIODS 

K~ping records, ei ther in offices or record center, costs large sums 

of rroney, ID~ver the actual or I=Dtential value of the records should be 

weighed against the cost. These is a calculated " risk in this bus±ness, and 

a gocd records disI=Dsition program requires that we take it. There have 

been instances wnen an organization becarre so enthusiastic al:::out the 

possibility. of freeing office space by clearing out its old records that it 

went too far and discarded rna.terial too soon. But usually this is not the 

problem. !v'.ost of us tend to be overly cautions and to exaggerate the 

frequency of our reference to rna.terial being considered for diSI=Dsi tion. 

The questions we Irn.lSt ask ourselves are: Hew serious v.DUld it be if we were 

unable to put our hands on a particular record 5 or 10 years fran new? Are 

the consequences serious enough to justify our keeping thousands of cubic 

feet of records for a long period of tirre at considerable cost? Is the 

infonnation available anywhere else? What v.DUld it cost to reconstruct the 

record if this became necessary? By asking ourselves these kinds of 

questions we can begin to take a rrore realistic approach to the _ problem of 

detennining hew long records should be kept. 

Setting retention period involves negotiation with those persons who 

use records. They must be encouraged to look realisticallY at their need 

for them. vJhile you should not accept the answer that the. records are used 

all the time" and therefore ·must be kept pennanently, you shoold look at the 

problem fran the viewpoint of the operating person and be willing to 

caupranise on a S-year retention period (even though only a 3-year retention 

may be justified) if the alternative has pot retention period at all. Past 

experiences and reference data obtafued by a file usage, in the case of 

14 
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r' 
! active records ana. fran the Records Center, provide a basis for reevaluating 

r·· the records at a later tirre and positively redticfug the retention petiOOs. 

I 

,-. 
l 

I 
I 

r 

I 

I: 

L 

L 
f 

I 
L 

I 
l 

When retention periods have been established for all records, a 

disposition schedule can be developed to formalize the decisions on 

retention periods and provide the basis for a continuing program of recOrd? 

disposition. 

WHAT IS A RffDRDS DISPOSITIOO SOiEDULE? 

A records disposition schedule is a written staterrent of actions to re 

taken with respect to all records prcrluced or maintained by the agency. It 

assist the agency in effecting the praupt disposal of records rio longer 

needed, the storage of records that ITn.lst be retained te:rq;:orarily after they 

are no longer needed for current operations, and the preservation of records 

- -
which are of lasting value. 

A records diSfOsi tion sch€dule should: 

(1) Cover all records created and maintained by the agency. 

(2) Provide a gcod description of each record.- series. 

(3) state the number of year (s) (retention period) each 
record series sha.Ild be kept before transfer to a 
records .center or destruction. 
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I 
APPRJVAL OF RETENl'IOO SCHEDULES 

Public law 6-64, Section 6704, Records ManagEm211t Act, defines the 

f ~ duties of the Agency Heads as follows: 

r­
! 

(a) Establish and maintain an active, continuing program for the 
If . ~ L, ecax:rnical and efficient management of the records of the agency; 

(b) Make and maintain records containing adequate and proper 

r Cccurrentation of the organization, functions I t=alicies, decisions , 

l" procedures and essential transactions of the agency designed to furnish 

". l," inforrration to protect the legal and financial rights of the governrre.nt and 

of persons affected by the agency's activities; 
r .. 

L 
(c) Suhnit to the Director, in accordance with the standards 

r~ , 
! record warrant..c; retentiOll._t<2! a.dministrative!.._!~ or fiscal p1IlX?S€S after 

I~ 

I 

it has been received by the _~~ 'I11e head of each agency also shall 

to subni t lists of goVernnent records in his custcdy that are not needed in the 

r-' transaction of current rosiness and that do not have sufficient 
I 
i 

[; administrative, legal or fiscal value to warrant their :furt:ller keeping for, 

r~:diSfOSal in confonnity with the requirarents of Section 6707. 
I 
L._ 

1-: 
I 

L~ (d) Cooperate with the Director in the corrluct of SUIVeyS made by him 

.. p.rrsuant to the provisions of ~i~ Chapter. 

uNote: See attachment for ~les on the preparation of retention 

schedules.' 

16 
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APPLYJ].K; DISPOSITICl'I SCHEDULES 

'Ihe p.lIp)se of a disposition schedule is to establish a pattern for the 

transfer or destruction of records on a continuing basis. A records 
j- • .". 

r~ disposition schedule is of little value, h<:Mever, unless it is applied 
I. 

r ~ 
L 

r-~ 

L 

i­
t _ 

I " 

regularly. If, after the initial house cleaning, the schedule is ignored, 

-
the results will be disappointing and the problem of accumulating unneeded 

record..s will remain unsolved. 

WHEN SHOOID A SCHEDULE BE APPLIED? 

Careful timing of the destruction and transfer of records holds down 

handling costs roth in the agency and in the records center. Records becare 

ready for destruction or transfer every day of the year; -however, to dispose 

of them so often ~ld be impractical and inefficient. Experience has shown. 

that nonnally records should be destroyed or transferred to storage once a 

year. Deviations frcin an annual tirretable may be justified if records 

accurrn.llate so rapidly that IIDre frequent disposition is necessary. 

ENSURING APPLlCATICl'I OF srnEDULES 

'lb ensure canpliance with disposition schedules, effective control ITD..lSt 

be maintained over all records in office and storage areas $ 'IWo teclmiques 

that have proved USeful for this pm:p:>se are: 

All iequests for filing space or equiptElt should be reviewed by the 

agency to detennine that the requesting unit is awlying itS schedules_ 

pranptly and not storing records that should be destroyed or transferred to 

I storage. 
L~ 

i -

I 
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r" 
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I 

r--I Pericdic rep~")rts to the agency records officer on the quantity of 
L 

records destroyed or transferred and the arrount of space or equiprent 
~' 

I , _ released are also helpful. Such reports are valuable not only to ensure the 
,-

r 
application of disposition schedules but also to determine the savings that 

! . have resulted fran the prcgram. 

KEEPING A SOIEDULE UP-TO-DATE 

A disposition schedule nrust be kept up-to-date if it is to be of 

i' value. Any aoditic.n, elimination, or significant change in an existing 
I 
i._ function makes it necessary to arrend the schedule to reflect the change. ,. 

Also, 
i 

retention pericds for scheduled records may have to be revised 

periodically to reflect changes in their refe~al rate. 

L be made pranptly and. that. those persons using the schedule be notified 

It is iJnt:;ortant that any change or addition to a disposition schedule 

r~ 

I i.rrrrediately. 
I. 

Any delay increases the chance of sareone relying on an 

incorrect schedule. 

[

' FOIl-ITS 'ID REl1EMBER 

, Avoid int£:>..rference with current operations. Re<xlrds should re 

I~~ destroyed or transferred dUring a slack period if p:>ssible. 
L_~ 

Handle by bulk. It seldan pays to destroy or. transfer records in 

l ~ 
very small quantities. 

1Q 
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7. FI LES PLAN (continued) 

TInE OR DESCRIPTION OF RECORD' SERIES 
FILING ARRANGEMENT OP DISPOSITION 

ITEM EACH SERIES 
NO. (Subjecti vely I numeric-

ally, alphabetically, 
etc. ) 

(A) 
(B) " 

(e) (D) 
f· ,.".. 

I 
-

5 Governor' a Circulars Chronological 1 year " 

: 

L 
6 Department of Admirllstration's Organ~' 

zational Circulars thronolo Jrlcal 1 year 

7 Executive Orders Chronological 1 year 

L 

-

-

i . 

L . 

r' 
L 

.. ' 

1-
L, 

1-
~ 

--
~ 
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I -'. o:ffice but which ImlSt be available for a SF€Cified pericx:1 of t.irre on an 

i 
inte~ ttent refer~ce basis I or to satisfy legal requirerrents. 

f 
i._ 

r­ A gc:x:x1 records ce..nter will prcx1uce useful data concerning tp~. rate of .' 
I - reference to records. This can be TIOSt useful in helping agencies to leak 

[' critically at their disposition schedules._ Reference data provide a factual 

basis on which to evaluate the use of records and an agency I s need for them. 

r -
L 

L 
f -

TRANSFERRING REXX)RDS TO THE REX::ORDS CENTER 

w1IAT INFORMATION roES THE REDJRDS CENTER NEED? 

: Before an agency transfers records to the Records Center lit should SUWly 
L 

the following information: 

Types of records to be transferred (rraps I punched cards I ledgers, etc.). 

Quantity of records to be transferred. 

L Awrox:irrate date when the records will be transferred. 

Records being transferred to the Records Center should be arranged in 

[, the sarre order as they are kept in the agency files. This makes it ~sible 
L: for Reco

ted

- rdsby theCenter personnel to locate specific, records when they, are 

reques agency • 

fO 
L Records' will be packed in records center containers only. 

containers are available for purchase at the Purchasing Section, Suf:ply 

[ lo'.anagarent Division, in Piti.·, Each container holds one cubic foot; of 

! 

L 
1-

L 20 
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,-0 
I reCords, which may consist of 15 filing inches of letter size (8 1/2 x 11) 
I 

rraterial or 12 inches of legal size (8 1/2 x 13) rraterial. The Stock: Numl::er 
r: l. for this container is as follows: 

r' 

Box, Storage (18 t1 x 12" X lOti) - 8105-003-01 
Tape, Filament (3/4" x 60") - 8105-003-01 

Note: Filament tape should be used only on the botton flaps of l:oxes. 

When the records are transferred" the agency should number each tax in 

the shiprent consecutively, starting with No.l. The Records Transfer and 

Receipt Fonn must be prepared in "ThD copies and sul:rni tted along with the 

records being transferred. (see attachrrent for examples on hc:M to cauplete 

1_ the Records Transfer and Receipt Form) . 

L 

L 
L 
L 
f " 

L 

REFERRAL TO RECORDS IN THE RECORDS CENI'ER 

Records transferred for storage in the Records Center may be referred 

-
to or withdrawn at any tirre during ~rking hours by the depositing agency. 

In requesting such records the agency should identify them by reference to • 

the Records Transfer Receipt Form which accanpanies the transfer shiprent. 

'llie records are funlished by the Records Center on a charge-out basis. When 

the agensr no" longer needs the withdrawn records, they sOOuld be returned 

"imredii:l.tely to the Records Center in person. 

21 
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DESTRUCTICN' OF REXDRDS 

The destruction of records stored in the Record Center is not autcmatic when 

the retention pericxl expires. The Records Managerrent Officer will notify 

the dep::>si ting agency that the records are subject to desb:uction and that 

they will be carefully reviewed again if further retention is required. 

Lpon determination that records no longer should be retained at the Records 

Center, a -request for diSp::>sal authorization must be prepared and submitted 

to the Director of Administ.ration and the Attorney General (in turn) for 

awroval. 

I Note: See attachment for example on haw to prepare for diSp::>sal 

authorization. 

I 
l, 
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BOX . CODE: 
'.:" 

\~ RECORDS, T/R DATE: 
~ -

~ ~ 
. ~ , I 

DISPOSAL DATE: 
" 

Note: Please use a black rnarker to print the 
above on the front and rear ends of the box . 

• ~,~"'=-~ "L-J ~, .. ~ LJ ~ L~J L~ L~ r'o' L .... _...J LJ ~ Cl-.J ~ ~ L ~ I 



DECORDS TRANSFER AND RECEIPT Page: Of: 

f-EPARTMENT OR AGENCY: CODE NUMBER: RECORDS STORAGE CENTER 
L 
Fee records described herein may be destroyed as so specified without further 
j:::mcurrence. (Please check one box) Yes [] No [ ] 

:;_ i 

BOX 
(10. 

L 

L 
L 
L 

TITLE :" DATE: 

DESCRIPTION OF RECORDS WITH INCLUSIVE 
DATES: 

" -, 

GENERAL RECORDS 
SCHEDULE (Item & 

Page Numbers) : 

FOR RECORDS CENTER ONLY 

DISPOSAL DATE i 
MONTH YEAR 

RECORD RECEIPT. DATE SIGNATURE: ADDmONAL INFORMATION 

TITLE: Records Management 

L===========:=!====::::;O;,;f;,;;;f;,;;;i;,;;;c;,;;;e,;,r=====:b:===========:=!l 

;;:l. .5" 



\ECORDS TRANSFER 

r-'PARTMENT OR AGENCY: 

r-: 

Lx DESCRIPTION OF RECORDS 
iTO . 
r~ 

r 

r" 
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l~ 
.. 

~ 
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-. 

. 

_"u 

[ 

l ". 
-

-

l 
" 

~ 

. 

DATES: 

-

, 
-, . 

. 

( 

AND RECEIPT Page: Of: 

CODE NUMBER: DATE: 

WITH INCLUSIVE GENERAL RECORDS DISPOSAL DATE: 
SCHEDULE (Item MONTH YEAR 
& .Page Nurnbe r s )" :"~. 

-

, 

I 
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PREPARATIOO OF RECORDS TRANSFER AND REX::EIPT 

The major prrpose of the Records Transfer and Receipt Fonn is 
to effectively identify records that are being transferred to 
the Records Center. It also serves as the final.ay.thority 
for the clisposition of records transferred and as'- a medium 
for controlling the location retrieval, reference and a 
shipping document. 

Enter the mnnber of pages use{} for the transmittal of 
records. 

III : Enter the name and phone nuIDber of the Depa.rt:rrent or 
Section transferring records to the Records Center. 

IV: 'TO: RECORDS CENTER, (Self-explanatory) 

V: 

VI: 

VII: 

This will serve as an authorization from the department 
transferring records for the destruction of those records 
shipped, in conformance with the disposal date indicated, 
without further concurrence with the Director of 
Aarrinistration, department concerned, or the Attorney 
General, unless so sp=cified. 

All records listed in Block X, (YES) will be destroyed as 
spP.Cified on the disposal date as indicated. 

If (NO) -is indicated, the Records Manage:rrent Officer or his 
designated representative will advise the Director of 
Administration and the Department conceITled that the records 
disp:>sal date has elapsed. An agree:rrent sh::xIld be reached 
whether the records should be retained for a longer -period or 
disposed off accordingly. 

Enter narre of individual responsible for the transferring of 
records. 

Enter position title of individual resp:msible for the 
transfer of records. 

EXAMPLE: Records, Clerk IV, etc. 

VIII: . Enter the day, rronth, and year records are to be 
transferred • 

XI: This is for box numbers only. 

EXAMPLE: BOX .,1, OOX 2, BOX 3, etc. 

X: Description of records wi th inclusive dates. 

EXAMPLE: TaX Audit, March 1975. 
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B1)XK: xu: Disposition Date - l-bnth and Year. 

EXAMPLE: March 1980. 

BLOCK XIIX 

NC1l'E: 

to XIV: FOR REXX>~ CEN1'ER USE OOLY. 

Please prepare Records Transfer and Receipt form in ~ 
copies for each shipn:mt. Original copy will be retained at 
the Records Center, the _duplicate copy will be receipt copy. 
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AUTHORIZATIO~ FOR RETENTION OF 
GOVERNMENT OF GUAM RECORD~' 

SECTION 6707, PUBLIC LAW 6~64 

This authorize~ a retention schedule for official records of 

the Nieves M. Flores Memor.ial Library, fo. incoriJorat:ion into 

the Government of Guam Records Disposai Scheduie per Section 

6707. Publ ic Law 6-64. 

APPROVED: 

Magdalena S. Taitano, Territoriul Librarian 

j. ,,,-. 
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N~[VES M. FLORES MEt-lORJAL LIBRARY 
GOVERNMENT OF GUAM 

I-

I. DESCRIPTIC~ OF R~COROS 
r~ I MGT - ADMINIST~;TlVE MA~AGEMENT 

Soard pol icies, ~inutes, correspondence, 

r
~ [, ap;:.oin::-::c;-;ts. 
: Bi lIs, Publ ic Lc~"'s, Proclamations, 

Resolutions, executive Orders affecti~g 
the Library, having historical or legal r' 

L. 
LSCA Corresponcence [, Annual Progr~ms r- Correspondence, Lib~ary for "the Blind 

I. Job Descriptions 

I' General Library Records: 

Shelf List Records, Accession Records, 
[" Loca I Depos i tory Records 

GPO Depository Records 

value. 

I' 
l_ Registration Records [, periodical records· 

ADMIN - OFFICE OF ADMINISTRATION r-
i 
lc Staffing Pattern 

[" , 
I Personnel Request ["Certification 
L 

Standard of Performance 

L FIN - FUIANCIAL ADMINISTRATION 

Budge t Reques t 

L Allotment Advice 

[' Offi~ial Receipts, pro9ram ledgers, LSCA 
L. Expenditure Rep~rts~ lSCA Request for funds, 

Petty Cash Rcplenishfficnts 
f ' 

L, B1-weekly payroll records, co~puter print outs, 
leave forms and leave records 

r" Property Inv'entory 
l .. 

1-· PRO - PROCU~~:-'IE~a 

L Requisitions [, purch~sc orders 

28-a 

RETENTION PERIOD 

Permanent 

Permanent 
.::.. 

Permanent 

Pe-rmanent 

Indefinite 

2 years I g 
3 years 

2 years 

1 year 

Permanent {retain 1 copy 

1 year 

5 years (or after audit) 

1 year 

1 ye<J r 

5 years (or after aUdit) 
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r~ieve$ M. Flores Memorial Library 

l 
rOESCRIPTION OF RECORDS 

L 
t NS - I NSTALLAT I ON HANAGHIENT 

LUi lding plans 

r~nnaul Reports to the Governor 

L . 
General Correspondence: Administrat.ve, 

( 

[~ ... nter-department, ~nd. all other correspond~nce 
etermined as. not having any historical or 

~egal value, inter-department memoranda 

r~ivil Service Circulars 
lJepartment of Administr~tion Circulars 

[overnor1s Circular5 

Affirmative Action Plan 

r-. 0 • M 1 Lqu I pment pera t I.ng anua s 

r­
I 
t., 

f' 
L 

L 

L 
L 
r­
L 

r-
; 0 

RETENTION PERIOD 

Permanerit 

Permane~t (retain 1 copy) 

3 years 

Indefinite 

4 years 

IndefInite 

Indefinite 
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Gove!"nInen.: of Guam 
FIIZS MAINTEN.l\NG ".ND DISPOSITION PLAN 

DATE .. PREPARED ~ 

I. 

3. 

I. 

2. 

3. 

4. 

OFl"Ia: 0..'" R:;CORl): ~ecords Ma~agement Division 2. PREPARED BY: 
~~~~r:t=~IJ. c-:! ~dmj:J1~t:I:at1Q,l J. T. M\GOCO 

·(s\,;r~l , tide! una CC~3~~r.t/~aer.cv) Sicna~u:'e 

TYPE NAHi: . ANlJ I'::lSITIO:-:' 0:- RECORD. TEOiNICL1N: 4. S~I-~~r?~ J.T. A.'1GOCO • R~c:ords :-!:magemen t Officer 

( X) 

I 

n;r~I;;L ?~:U, ( ) 5U?i:RSZDES PLAN wA'l3;:?: 6'. 
__ 1..,'7'V~ cl J,.D:-!I~:::S7?-rtTI~ J..J.:.Pl,.::u •• _,:T 

:' .. ". 
(Does not RECORDS }o1AN,;G~~NT OFFIG:R 
replace a (:ncluce 

. 
of!ice sy:;t:l:JI 

previous pliln) and title, ':if di:if~,ent 
iroc. Item.No. I! .T T A N'r. 0.::0 

sigr..!!ture 

FILES PLAN 

TITLE OR DESCRIPTIO~ OF .RECORD S~RIES FILt~ ARRANGEMENT-oP DISPOSITION 
EACH SERIES 

(St:::>jectively, numeric 
-ally, alphabetically, 
etc~) 

(3) (C) (D) 

Files Maintenance & Disposition Plan Front of Files. A5 required 

-

. 

Office Delegations/Designations of Autbor1ty 
and Additional Duty Assignments Chronological 

Transitory Xaterial 

JAN - HAY - SEP (1st Folder) Chronological 

1 year I 
3 _ths (90 daY ·

8 
FEB JUN - OCT (2nd Folder) 

MAR - JUt - NOV (3rd Folder) 

APR - AUG - DEC (4th Folder) 

General Correspondence (Temporary) 

ADX - OFFICE ADMINISTRATION 
1 - Adcinistration of Office Personnel 
2 - Office Supplie~. Services & Equipment 

MGT - AruINISTRATIVE MANAGEMENT 
1 - CoQQunic4tions (Written) 
2 - Records Management Act (P.L. 6-64) 
3- Records Disposition 
4 - Records Retrieval 
5 Records Retention Schedule 
6 - Records ~~na6eoent Reports 

(Monthly, Quarterly and Yearly) 
7 Budget Reques~ 
8 - Request for Disposal Authorization 

(All Depart~nts ~nd Agencies) 
9 - Records Transfer Lists (All Depart­

ments and Agencies) 

29 

Chronological 

Chronological 

Chronological 

AlphabetiCAl 
Subjective 

Subjective 
Cuonologic.al 
:;umerical 
Numerical 
:iumerical 

Chronological 
Clronological 

Numerical 

Numerical 

3 1IX)nths (90 

3 IIlOnths (90 

3 1IX)nths (90 

Indefinite 
As required 

1 yeal: 
Permanent 
2 years 
2 years 
Indefinite 

2 yezrs 
2 years' 

2 years 

day N 
~ 

day: 

~ day: g 
0: c.. 

~ 
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I fiCCORDS INVENTORY- WORKSHC:ET 
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U, Arra:ntfllfUlaJ: ® 
ALP'HABI!:TICAL elY 

NUHI!I'tICAL elY 

CH~OHOL.OCICAL BY 

Suiu Cut all p'fI!riod: ® Typf!. 0/ Equipclf!.nl: 

CALI!tNDAI'I YZ!:A", 0 LI!:TTI!A OR l.ECAl. 

0 
SIZE CABINET 

"ISCAI.. YEA'" 

e C ... RO "IL.I! 
CONTINUOUS 

SHEl.VING 

OTHI!!'" C ..... TON 

OTH!!I't 
.. 

( 

CD 
CD 

I ROO .. NO @) 

I 
,. 

VOl,.UJ..IC ' .. : .......... KS, 

Q) ® 
-

" . 

''''VII[HTO,.V T .... ~c:N BY, (.3Jp_hu.) 

-CUbiC Foo! Mf!.asurflmflnis: 

L.ETTI!I't SIZI! DRAWe:I't en 1..5 CU. 

L.EGAl. SIZI! OI'tAWt!R 2.0 CU. 

@) :SXS C ... RO "'L!!,SINGl.E ROW 12" 0.1 CU. 

4X& C"'AO "'LE. SINCl.e: ROW lZ" 0..2 CU. 

0 SXII CAI'tO ,.ILE. SINCLe: ROW 12- 0.3 cu. 

CJ TAB CARO DRAWEFI. SING!..E ROW 2S" 0.3 CU. 

I'tf:CO .. D C!!:NT!:Tl CARTON t.O CU. 

0 SHe:l.VINC. 4 FT., l.ETT I!:R S I Z e: 2~ CU. 

0 SHe:LVINC." "T •• Lec"'L SI:z:e: 3.0 CU. 

.. ' .. . 
f>orES . 
® 
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. RECORDS MANAGEMENT CHECKLISt 

)EPARTMENT/AGENCY: ____________________________________ ___ DATE: ------------------
[ .JEPARTMENT /AGENCY HEAD : __________________ SECTION. SUPERVISOR : _______ _ 

)EPARTMENT/AGENCY RECORDS OFFICER: ---------------------------- R~J.l N G : ______ _ 

!\ check in the "NO" column indicates that corrective action is needed. 

r~ 

L 1 

r"o 

L 2. 

r--? 

! 
L 3. 

( 4. 
. 

5. 
ro

' 

t. 
5. 

[ 
7. 

i' . 
8. 

r" 
I 
L. 

9. 

['10. 

[11 

r' 12. 
L 

r' 
L 

f " 

L 
f " 
g 
I 
L. 

Are copies of the Records Management 
and are they accessible to other 

Handbooks 
offices 

aVailable, 
of record 

personnel? 

Is the Department Head providing guidance and/or management 
support in the Records Management Program? 

Is "Files Maintenance and Disposition Plan," maintained for 
current files? 

Is a copy of Retention/Disposition Schedule available? 

Is a "Charge-Out" system in effect for documents removed 
from the file? 

Are offices of record sufficiently accessible to activities 
using the files to preclude the maintenance of duplicate 
files? 

Has a record check been accomplished for each office of 
record? 

In correspondence (subjective) files, are only the 
subjective categories that. represent the mission 
responsibilities of the office being used? 

major 
and 

Are documents filed chronologically. with the latest date in 
front? 

Is filin9 .equipment used in accordance with e~tablished 
utilization criteria? 

Are file drawers properly labeled? 

Have effective control be~n established to en~ure that used 
filing 'equipment released throub~'tfie records disposition 
program. is fully utilized and that new equipment is 
purchased only when there is a clear-cut need? 

CONFIDENTIAL WHEN FILLED IN 
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13. Has an Agency Records Officer been appointed? 

14. Has the Records Officer attended the Government of Guam 
sponsored Records Management Workshop? 

r- 1 5 . 1st heR e cor d s 0 f f ice r pro v i din g pro c e d u r a 1 g u ida n c e t 0 

i. records personnel in his/her agency? 

r 
l. 

I 
I 

16. Have all records been inventoried? i' .,... 

17. Are all records covered by approved disposition schedules? 

18. Have file breaks been establisped to facilitate the removal 
of inactive records from office space? 

19. Is purging of file material held to a minimum? 

20. Has responsibility for coordinating the records disposition 
~rogram assigned to the Records Officer? 

21. Has the effectiveness of the schedules been reviewed by the 
Agency Records Officer ~ithin the past year? 

22. Do the disposition schedules promote minimum retention of 
records, consistent with operating requirements? 

23. Are there adequate instructions for applying schedules? 

24. Is timing of.the application of schedules coordinated with 
other workloads? 

i _~ 

25. Are reports p~epared regularly on the quantity of records 
destroyed or, transferred to the Records Center? 

26. Are records transfer receipt available listing all the 
records transferred to the Records Center? 

-
27. Is the transfer receipt form prepared correctly and is it 

approved by the department/agency head prior to transfer? 

2B. Are records identification being correctly identified in the 
records transfer receipt to correspond with the storage box 
jdentification? . 

29. Is the requirement of Section 6707, P.L. 6-64, "Records 
Management Act". being followed prior to the disposal of 
records determined to have no further value? 

CONFIDENTIAL WHEN FILLED IN 
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Are all unnecessary papers eliminated rather than filed? 

H a v e t·h epa per s bee n pro per I y pre par e d for f iIi n g , t hat is. 
temporary fasteners removed, file complete, unrelated pap~rs 
detached, identical duplicate copies destroyed? 

Have documents been authorized for fili~g by the wor~ "fil~~ 
and the initials of the authorizing official? 

Are reference materials such as pamphlets, catalogs, etc., 
maintained. ~nd are they current? 

Is the Age·ncy Records Off.icer well versed with his agency IS 

mission responsibillties? 

Are classified or confidential documents safeguarded and/or 
protected from unauthorized person(s) by securing them in 
locked filing equipment? 

Is a file copy available l!sting the appointment of the 
Agency Records Officer? 

Are records 
Classification 
Handbook? 

personnel following 
System as outlined in the 

the 
File 

Subjective 
Mana.gement 

t.. Is the Agency Records Officer kriowledgeable about the 
Records Management Program? 

f'-' 
I Does the Department/Agency have an assigned Records Center 
L~ Code Number? 

r-. Is the Department/Agency storing inactive records in office 
I space, or other locations other than the Records Center? 
I., 

J. T. ANGOpO 
Records Management Officer 

CONFIDENTIAL WHE~ FILLED IN 
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GLOSSARY OF RECORDS MANAGEMENT TERMS 

ACTIVE FILE 

APPRAISAL 

ARCHIVf S 

ARCHIVIST 

CAPTION 

CASE FILE 

CENTRALIZED FILES 

CHARGE METHOD 

CLOSED FILE 

A section of a filing system reserved for 
records that-are used frequently. 

The study of records, their relationships and 
content, to" determine their value. 

A building in which permanently valuable 
records are kept-and serviced by an agency 
established to preserve and make su~h records 
available for use. 

A person, professionally trained for the 
purpose, engaged in appraising records from­
the point of view of enduring value, in 
maintaining archives, and in making them 
available for use. 

A name, letter, 
records are filed. 

or number under which 

A body of records, kept together, dealing 
with a particular transaction or with closely 
related transactiQns. Originally, such a 
body of records pertained to a- judicial or 
quasi-judicial case, but increasingly has 
come to include administrative decision o~ 
series of decisions (as in personnel case 
file). or to a work project or series of work 
proje~ts tas in a loan case file or 
construction case file). 

The official files of several organizations. 
units maintained and supervised at one point. 

A procedure used to account for records that 
have been removed from the files. 

A file on" 
complete and 
"ant ic ipated. 

3S 

which action is 
to which no 

assumed to 
additions 

be 
are 
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CODING 

COpy 

CORRESPONDENCE 

CROSS REFERENCE 

CURRENT RECORDS 

DISPOSAL 

DOCUMENT 

DOCUMENTATION 

FILE 

<- __ 4 FI lE BREAK 

FILING PERIOD 

( 

The process of marking co~respondence and 
records with the caption under which it will 
be stored. 

Reproduction, by any method, of the complete 
substance of a recoro, not necessarily in 
facsimile. 

Letters, memoranda, or postal cards; often 
used loosely to_include telecommuni~at·ions. 

A notation in a file or an index showing that 
the record being sought is stored elsewhere; 
or the filing of a duplicate of an origi~al 
in other locations where it might be sougHt. 

Day-to-day 
frequently 
operations. 

accumulation of records needed 
for administrative use in current 

Removal of records by destruction, by' sale as 
a waste paper or other forms of salvage, or 
by donation. 

Any writing, book, or other single instrument 
for the communication of information, 
including maps or photographic material~ 

The records that result from recording of an 
agency's legal mission, functions, 
organizations, polic·ies, decisions, 
procedures, essential transactiDns, and 
accomplishments. 

Papers that have accumulated in connection 
with a single transaction, subject, project, 
etc. .( 0 ften bet ter conceived of as a case 
file}. Organized collection of information 
in the f9rm of papers, cards, folders. 
magnetic tape, etc. 

A cut-off point in a file, usually bas~d on 
a calendar or fiscal year date. Such breaks 
are often made to coincide with- scheduled 
period for de~truction Dr transfe~ to a 
records center. 

The span of time. during which records remain 
in the active fll~. 
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FOLLOW-UP 

INACTIVE FILES 

INDEXING 

INSPECTING 

MISSION RECORDS 

OFFICIAL RECbRDS 

RECORDS 

RECORDS 
DISPOSITION 

RECORDS 
DISPOSITION 
SCHEDULE 

.( 

A system of checking on borro~ed records to 
effect their return to the files. 

Records not subject to fr~quent 
separately to be microfilmed or 
a given date. 

use stored 
destroyed by 

Selecting the caption under which a record is 
to be filed. 

Checking records or correspondence for a 
release mark before indexing. 

Records which document decisions, 
transactions, and activities directly 
relating to the mission (functional) 
assignment of the prganizational unit. 

Records that are created, received, owned, 
used by any Government of Guam or its 
official or employees in the course of the 
conduct of Government business. 
These are documents reflecting action taken 
to support or facilitate the mission. 

All information that is kept by 
organization whether it is in the form 
correspondence, reports, cards, tapes, 
microfilm. 

an 
of 
or 

The systematic transfer from office to 
storage of records that are n~t needed for 
everyday operations and the destruction of 
records that no longer have any significant 
value. It is one element of a total 
paperwork management program. 

A writt~n statement af ~ctlons to be taken 
with respect to all records produced or 
maintained by the agency. It assists the 
agency in effecting the prompt disposal of 
records no lon~er needed, the storage of 
records that must be retained temporarily 
after they are no longer needed for current 
o~eyations, and the pr~servation' of records 
which are of lasting value. -
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~oREFERENCE 

f" MATERIALS 
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L.R E LEAS E MARK 

i~~R E TEN TID N PER I 0 0 
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LSORTING 
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TRANSFER 
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Planning, organizing and controlling 
creation, protection, use, storage, 
disposition of records. 

the 
and 

Books, periodicals, pamphlets, catalogs, 
reports, and similar material collected and 
maintained for convenience of reference only. 

A notation (initials) showing tha~ a . record 
has re~eived the required attention and is 
ready for filing~ 

The length of time records are kept before 
being·discarded. 

Arranging records in sequence after they have 
been coded to f~cilitate storing in filing 
areas. 

Removal of records from the active files to 
the inactive files. 
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'!his handbcok prescribes IX'licies, procedures, and techniques for 

maintaining current dOC'\Jl1i2!ltation °in accordance to Executive Order 80-3 and 

Public Law 6-64. It explains ho;.;r to establish unifonn, and efficient 
i- .. .,~ 

practices for ma.intaining all types of current docurrentation. 'Ibis handbook 

awlies to all Governrrent of Guam personnel whose duties require them to 

file or maintain docurrentation, including supervisory personnel. 

Contents 

Introduction . . . • . 1 

'Ibe Basic File Groups 2-7 

Preparing Doct.:lrrents for Filing 8 

Sorting Records 9 I 
Filing Procedures 10 

g 

Subjective Classification System .• 11-14 

Instructions for use of Drawers, Guides, Folders, and • • • • 
Drawer ~ls • • • • • • • • • • • • • • • . • •• - 15-17 

Example, Files Maintenance and DiSp:Jsi tion Plan 18-20 
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As our governrrent grcMS, - programs have increased in both size and 
~ ~.~ 

f' canplexi ty to rreet the needs of an expanding population, the problems 
I' 
1 . 

related to records have bec:c:tn9 rrore difficult and rrore serious. In 
F'·"" L addition, the growing ar:petite for canple£e and tim=ly data has created a 

I" persistent demand for office personnel -, fran clerical help to electronic 
I 

L data programrers. Managerrent has a need for rrore program data but often 

[' without a knCMledge of the costs involved in developing the information. 

t, 'Ihis pressing need for rnanage:rent data, coupled with a -:Lack of control over 

r-' I the records required to produce it, -has resulted in m::ru:nting costs for 

office space, equifID211t, and personnel. -While it is recognized that these 
r' o 

L~ record-making and record-keeping activities are an" integral and essential 

['part of the services rendered by the govenurent, ~ llUlSt strive contirn.lot?-sly 

[, to find ways of cutting pa~rk costs. 

r-' 

l, WHY REXnRDS ARE NEOSSARY'? 

!' - Records play a vital role in managing and operating GavernIrent of Guam 

-.iactivities. It serves as the IllE!lOIy of the organizaticn, a record of past 

Levents, and the basis for future actions. Records are essential to the 

a:mduct of a successful public or business enterprise. ~ are one of the 

[tools that enable an organization tocany out its functions and to Ireet its 

r -oojectives. Good records are a valuable asset; p::X>r records can ho1:ble an 

L organization, reducing i ts effectiveness and increasing its cOsts. em­

[.,ability to _ control records has not kept -pace with our ability to create 

them. We have typewriters that give us 10 legible copies, duplicating 
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THE BASIC FILE GROUPS 

'IRE BASIC FILE GRlJUPS CXNSIST OF THE FO~: 

1. General Corresp:mdence (Subject Files) 'Ibis filling arrangarent is 
f .1"~ 

used when the grouping by subject is the primary rreans of reference. 

Generally, this type of file consists of letters, rrerrorandurns, telegrams , 

reports, and miscellaneous ma.terials, arranged by subject. 

Alnost every office requires a file of this type for those papers which 

will nost often be requested by subject. 

2. Nurrerical Filing Arrangement 'Ibis arrangem:mt is used to arrange 

records nor.mall y identified by number, such as bills of lading , 

requisitions, purchase orders, etc. 

3. Chronological Arrangement 'Ibis arrangerrent is used to file records 

in date sequence, usually by year, IOClIlth and day.. Transitory, reading am 

suspense files are examples of files which are arranged by date. 

4. Geographical Arrangerent In this arrangarent, material is filed by 

geographical location, such as area, CCImltry, state,. county, village, etc •• 

It is used when the geograr;hlcal location is the ~inary means of 

reference. Files are arranged in alphabetical sequence first by the nane of 

the ma.in geographical divisiOns, such as state, then by the next rrost 

i1np:)rtant subdivision requi.ret1· for reference such as. counties or cities. 

2 
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S'. Organizational Arrangerrent This arrangerrent is used when the narre of 

the r:ertinent organization is the primary rreans of reference. 

6. Alfhabetica1 Arrangerrent 'Ibis arrangerrent i,s used to file by narres of 

persons, ccmpanies, agencies, etc., in alt=habetical sequence. In filing, 

disregard titles such as Jr., Sr., Dr., etc., but enclose than in 

parentheses following the name. 

Example: Aguon, A. 
Aguon, A.B. (Capt) 
Aguon, A.B. (Dr.) 

7. Case Files This type of filing reflect the "case history" of a 

transaction or docu:rrent a series of related actions concerning a person, 

organization, lcx:::ation, prcduct, or thing. 

relate to: 

Contracts 
Purchase Order 
Personnel Records 
Investigations 
Requisitions 
Loans 
Research Projects 
Construction Projects. 

Records call1only case filed 

Typically, a case file doc:::urrents a transaction or relationship fran 

1: beginning to end. Accordingly, they are terminated on the occurrence of an 
L_" 

event -. such as contract c::xxt;>letion, . ret:i.rem=nt of an individual, or 
r·· 

I L3 cc.npletion of a project. case files nay be said to· be specialized subject 

records, the specialization being the 1 name' or 'IlU'li:>er' filing feature. 

3 

, 
i.~ 
~~ , . ; 



r 
! 
! 

r -
I 
L 

[ 

r' 
L 

L 

L, 

L 
f' 

L 

L 

( 

For example, a contract may be filed by a number J-11223, or by vendor 

"Jones & Guerrero Co." 

8. Case Working Data/Papers These are short-lived corre~ence and 

working papers or records accumulated in connection with specific case 

(project) files. They include background and working materials, such as 

reference materials and data obtained for the case or project, data analyses 

and surnnaries, drafts, and other preliniinary papers leading to final results 

or findings. The rrost camon type of working papers are routine' requests 

for reports or data on the case or project, extra copies of dcx:;um:mts or 

reference materials in the case file, etc. 

9. Transitory Correspondence One of the great failures in filing is the 

failure to recognize adequately the existence of transitory correspondence 

and to I2rovide for its handling. 'Ibis failure trea.ns that many papers 'are 

kept longer than they need to be. Transitory corresp::mdence consists of 

easily recognizable materials. These are short-lived records that does not 

contain procedural or policy matter applicable to the receiving office. 

Transitory includes: 

(1) Routine transactions. 

(2) May' consist of, transmittal letters or fonns: requests for routine 

infonnation, publications, or supplies, arrl/or doculrents nJt 

requiring action by the receiving office. 

4 
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r-
! '!he recognition and separate' rila.iritenance " of transitory material is 

Inmediately destroy transitory material which has served its 

purpose, rather than file it. Elimination of this material siIrplifies 
", L filing and disp::>sition, there are fewer papers to ccrle, sort, of ~ file; 

reference to :inpJrtant papers is easier and faster i and the need to If screen" 

f' 
L, rea:>rds at t:iIre of diSPJsal is el.im:inated. Chronologically maintain as a 

separate series that material to be of reference value for 90 days or less. f 
! 

L If the vol'tJlre warrants using rrore than one folder, four folders may be used. 

Example: 

JAN - MAY - SEP (1st Folder) 
FEB - JUN - CCT (2nd Folder) 
MAR - JUL - OOV (3rd Folder) 

, APR - Ar.X; - DEI:; ( 4 th Folder) 

sbJdies ~ly called "Reference materials, " are received 

10 Teclmical Reference Materials. 

L ~ial 
PJ::inted reports, pericdicals, and 

" constantly fran colleges and tmiversities, private research organizations, 

trade associations, federal, and the like. 'Ibese materials also inClude 
f~ 

I internal agency insb:uct.iooal and infonnation, marroals. 
t, 

Frequently they 

'!hey are r,'-," include publications suWl.arenting avpi~le library facilities. 

l rrost evident in offices irivolved .... .u research, product deve1.opIEn.t, 

[ statistical reporting, and infonnation gathering 'and dissenination. 

L '!he co~ce files in many offices are criwled by including nnre' 

teclmical reference materials than corresp:>ndence. 

L 
As a broad rule of 

thunb, if nore than one a;:awer of the bulk of corresp:>ndence file consists 

I' of reference materials, separate fi~ of the latter is warranted. 
L 
,­
! 
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L 11. Extra "Convenience" Copies. Extra copies of dOC1.lIreI1ts created or 

received that are retained solely for ease of use constitute the 
F--

l 11 convenience" file group. Sene offices probably have arrple justification 

[ 

L 

r-
[ 

I 
[; 

for keeping them, but IIDst do not. The "day file" of letters written by an 

office, arranged in date order, is. a typical example of a convenience file. 

Not so evident nay be the copies of letters and forms which are filed with 

the general corresp:mdence or case files, not because of any action that 

nrust be dcx:::urrented I but for convenience of reference. 

12. Film, Tape, or Disk Records. These records have the fonn of 

graphic iIrages, or of electronic or other rrechanical reprOOuction of . sounds 

or coded inforrration. '!hey are usually k;ept separately because of their 

physical characteristics. 

Still picture .are Used in many instances to record activities or 

progress I and as such nust be treated as records. If prints are received 

only occasionally, the custan., is to house them in the regular-subject or 

Still picture negatives I as well as rrotion pictures, demand 

separate housing and special care for preservation. 

~,-. 
Sound recordingS fran SCIre office dietating machines are . disks 

--canpatible in size with letter paper and can be filed with paper to recoids 
I' 
l.; so that the recording nedia can be discarded or reused. Others are not 

transcribed and nust be preserv:ed, as :in the case of sore grievance 

hearings. Even a small volUItE of tapes or off-size recordings requires ~ 
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I. separate file. other ite:ns in this basic type are magnetic and p3.prr tapes, 

X-ray films, and roicropi"1otographs. 

13. Cartographic Materials and Drawings. Maps, t:harts, aerial 

photograI=bs, physiographic diagrams, and engineering drawings have a variety 

of formats and sizes. Hence they are frequently kept separate fran other 

records. Ma.ps are· usually rrore usable as a printed, ·reduced copy than in 

the original. <if they are standard size, they can be filed with related 

p3.prrs. Field survey notes, geodetic surveys, astronanic readings, and 

similar canputations are usually considered as ca.rtc.>graphic in na~e. 

L 
t- ) t. CARDS. The variety of card files is alrrost as great as the variety of 

t. /case files . H~ver , their physical· size and format make th€m a logical . . 
i 
L 

L 

L 

[ 

separate file group • Corrron sizes used as indexes, cataldj"So,o or surnnaries 
eo· 

are 3 by 5 by 8 inches.- Oversize cards are used in sore offices to record 

p3.y. Punched cards are basic to electrical accounting machines and -i::::?n 

serve as canputer input. Microprinted cards may COntain SUWl y ,,t= i 

Sf€Cifications or inventories.· Microfilm aperture cards provide one way of .. 

keepmg engineering drawings. 

I 
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PREPARING IXXXMENTS FOR Frr.:m:; 

Insure that doctlrrents have been authorized for filing by the ~rd "File," 
r' L and that the initials of the authorizing official have been written on them. 

r' 
! 
[ . 

Exarrple: 

FILE 
~1 

APe 

[ Note: Certain dOC1..lI!eI1ts upon which current action is obviously canpleted do 

[ .. not require file authority; examples are: Menos for Record, Classified 
! 
L: docurrents, large volUTeS of single - type dOC'tJlreI1ts, such as requisitions 

f' and bills of lading. 
l 

i 
i . Insure that the file is ccrnplete and' that 'all attachments are retained 

or accounted for. 

Insure that ~ of another file are not accidentally attached. 

r . 

Destroy identical dupli~te copies, of dOC'tJlreI1ts. RemJve envelopes and 
f---

l., rraro routing slips, except, those containing remarks of signi~icant record 

[ value ~semble di:x:unerits for filing with the -latest action em top. 

Rem:::we rubber barids, paper clips, pins, and other ten:JpJrary fasteners. 
I···· 
I.~ Mend or reinforce with transparent tape, all torn or frayed papers. 

, . 
Staple related papers together in the 1J!=P=r'left hand corner'. When the 

material is too' thick to use, wire staples, use prong fasteners to fasten 

I 
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SORrING RECORDS· 

I··· Sorting is . the proCedure for arranging records in proper sequence to 

r 
i 
l ~ 

f' 
I, 

facilitate filing. It also provides ready reference to the records if they 

are needed before actual filing in the appropriate folders 

Subjective files should be sorted and arranged first by ffi3.jor 

subjective category. 

Alphabetical files nay be: sorted, if the volune is small, by arranging 

papers to the first letter of the surnarce only. 

Nurrerical files ffi3.y be sorted, if the volUIre is small, by the· basic 

numbers 0 through 9, e.g., in.groups 1 - 999, 1000 - 1999, 2000 - 2999, etc. 
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l FILING Pro:::ECURES 

r I Match the file copies of the papers with the folders labels before , " 

placing papers in the folders. 
f· 
I 
~ -

r 
L, 

File classified IIE.terial separately I - except when it is necess~ to 

rraintain the continuity .of a particular transaction or event. 

I' 
Folders containing dOClJIreI1ts of a sensitive or classified nature Im.1St 

i. be filed in the equipa:mt that can be secured. Filing SufPlies and 

!' Equiprent: 

L 
A continuing goal is to provide for the proper, CCltplete,' and 

econanical use of filing SUWlies and equiprent. Filing suw:).ies am 
f' I equiprent used by the gove.rnrrent will be' the nost e<::oIX:mical possible to 
i. 

r-
zreet filing requirEm2!1ts. 

i 

r 

l. 
S'.I'CX::K NUMBER OF FILING' ~: 

Letter Size (15") .- Stock No. FSN 7110-286-3799 (5 ~ unit ) Legal Size 
[' 
L (18") - Stock No. FSN 7110-286';"3796 (5 drawer unit) Note: Please reuse 

[" folders and guides when a file is destroyed, whenever :this is ecooanical. 
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SUBJECITVE CLASSIFICATIOO SYSTEM 

'Ibis system has been designed solely for the prrpose of systema.tically 

arranging and grOuping Governrrent of Guam corresp:mdence and other related 
j> • '[1£,. 

papers by the function to which their subject pertains. 

1. ALM - OFFICE AJ:MINISTRATIOO This category is established for 

classifying and grouping all dcx::urrents accumulated in carrying out the 

interrlal administration or "housekeeping" activities of the office, as 

distinguished fran those docurrents that are incident to the primary 

mission. For example, this category consists of: 

a. Corresp:mdence pertaining to the administration of 
personnel assigned to the offiCE7. 

b. Records pertaining.to charity campaigns. 

c. Local seeuri ty records, 

d. Local mail handling and control. 

This category serves as a conven,i.ent neans of segregating aD. non-mission 

correspmdence and related papers which should be retained for I year. 

2. PER - PERSOONEL AIKfNISTRATIOO 'Ihis category includes subjects 

relating. to the ~ctions affecting personnel, including classifications; 

pay administration; recruii::lrent, employtreIlt, place:t:ent, and separation of 

erployees; enployee managenent relations arrl necessary arployee services. 
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r-" 3. CXM - CCM1UNICATION CUNTROL - The subjects in this category relates to 

L. . ' 
the establishrrent, "mamtenance and operation of facilities for the 

r"'" 
I electrical transmission of ccmrnmications, fixed radio, wire facilities and 
t~ 

frequency managerrent. 

\' 

r' 4. ENV -~ This category includes subjects concerning the total 
I 
t .. environ:rrent," such as weather forecas~g and observing, rreteorological 
f'": L acti vi ties and services, and related local envi.ronrrental acti vi ties and 

services. 
r-
L 
[,5. FIN - FINANCIAL AIMINISTRATIOO This category includes subject 

l'relating to the disburserrent, collection, and aCCQmlting for ~lic funds; 

i-the operation of the appropriation, expenses, cost m::metary property, 

auditing and budgeting; payroll operations, surety bonds and refOrts of 
r -
I_;mrvey. 

1---

'6. INF - INFOR1ATION ACTIVITIES '!his category includes subjects- involved 

1-J1 the internal and public infonnation program. It also includes subjects 
I 
relating to external relations, such as international organizations and the 

j 

Uilitary. 

1. INS - INSTALIATIOOS MANAGEMENl' 'lliis category relates to the 

'onstruction, maintenance, and q:eration '.of facilities, including .land, 

buildings, other fixed structur~s, housing, curl the related engineering 

. Janning' programs. 
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I J. The subject in this category conden1 the 

r'rollection, analysis, exploitation, and dissemination of intelligence 

Linfonnation of p.ililic value. 

9. INV - INVESTIGATIOOS 'Ibis category relates to matters involving crirre, 

[rther violations of pililic tJ::ust, and subversive and related activities 

f'D. thin the terri tory . 

L 

f ' 
10. MED - MEDICAL SERVICES 'Ibis category includes subject concerning the 
L 
general Iredical and health status of'the r:q:ulation; hospital and dispensary 

[dministration; professional services and clinics; and veterinary services. 

I' 

Ll ..L • 'Ibis category is used to group 

r 'unctions, teclmiques, and activities relating to the general field of 
L 
managercent. Sore of the subjects included in this category are 

r- c 

l~OC1.mEIltation management; managem=nt planning and improverent; histories and 

'Ibis category involves 

preventive maintenance; servicing; repair; IrodificatiOl1; am relctted 

[ubjects jnvolving ~ mam~ of material. 

[ 
13. POL - POLICE OPERATIOOS 'Ibis category relates to the enfcn:carent of 

Law and ~; ~ confinenen.t, retraining, and restoration of prisoners; 

am. related activities of directors of public safety. ,- .: 
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(' 14. PRO - PRCCUREl1ENI' This category relates to the procure.rrent of material 
, 

and services fran sources outside the governrrent by contract, prrchase, and 
r~ 

I other negotiations. 
L 

It includes such related matters as industrial 

resources, production planning, and quality control. .. ,,.. 

15. PUB - PUBLISII:m; AND PUBLICATICN 'Ibis category covers subjects 

concerning the preparation, printing and distr:i.OO.tion of IXlhlications and 

r' fonus. 
L 

r~ 
L 16. R&D - RESEARCH AND D~ 'Ibis category inclu1es subjects 

repreSenting areas and objective of :research and develOflIEllt. 

17. SEX: - SEnJRITY 'l11is category is intended to cover the resp:msibilities 

and activities of naintaining the National security and particularly· the 
[. 
L; safeguarding of classified infonnation. 

[­
I 

18. SUP - SUPPLY AND SERVICES 'Ibis category involves subjects 4eaIing with . 

[ > the storage, distribution, handling and cataloging of SUWlies. 

f' 19. 'JN3 - TRAINING 'Ihis category involves the training of E!Jl>loyees as 

~= part of the career deve1.q:m=nt pJ:CJgl:am. it involves subJects btvol~ l.n 
! 
· ., the various types of training that are coOOucted, as ·well . ~ thOse 
[ ' l, concerning cOlleges and universities.' 

t.. 20. TRS - TRANSPORI'ATIOO 
. . . 

.'!his category coocenls the ~t of cargo, 

personal property, and passengers by C'X'I1J1¥'U"Cial' lB:nd, air,·' and water 

L.; tra.I1.SIX'rtation. 
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INS'I'R.U:TICNS FOR USE OF DRAWERS I GUIDES, FOlDERS, AND DRAWER IABEIS. 

To guide users of the file I we shall identify the conte.l'lt,s of each drawer 

adequately. 'Ihe label should show for each drawer: 

(1) A brief title of each series, (2) the years covered (3) segrrents of a 

series and years covered, if' filed in nore than one drawer. 

EXAMPLE: 

1979 CURRENT FILES 

File Plan - Delegations - Transitory 
General Corresp::mdence - Records Mgt. 
Rep:>rt - Budget - Records Transfer 
Governor's Circular - Dept. of Admin. 
Circulars & Executive Orders 

GUIDE CARDS. Place a guide card with a first (left rositioil), in the file 

drawer in the sane sequence as listed on the Files Maintenance & Disp::>sition 

Plan. Mditional:ly, use a first rosition guide to identify and introdu~ 

each najor subjective category in the general correspondence file. Secorrl 

position guides nay be used to identify primary sulxlivisioos, and third 

position for further sulxlivisions as necessary to identify and suw:>rt .. 

r ' fol.ders in both the ~ corresp:mdence files and separate series. 
j 

Nonnally, active files. s1xJuld have no, nore than one locater guide for every 

10 to 12 folders in subdivislons, . depending on the canplexity of 

arra.ngaren.t. Hi9hlY active files nay properly have an average of one guide 

for every six folders, but anything less is wasteful unless the files are 

usually' a:Itlplex or active. Guides. are not needed for .·inactive cutoff 

files. . Do not retire or discard gUides when files are disI:osed. 

15 
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r' FOIDERS Use folders to group related material together • A folder is 
! . 

needed. for each major subjective category in the general rorrespondence 

f' I. file, and for each su1::divisian listed on the file outline p::>rtion of the 

r" Files Maintenance and DiSPJsition Plan Fonn. Techhical Reference .materials 

L may not need or be appropriate for filing in folders. In many instances 

[ they are nore appropriately 'kept or'housed ill other appropriate equiprent. 

[ PREPARING GUIDE AND FOIDERS. Type identifying data. In general 

r~' correspondence files include the file symbol, subject title, arid year on 

t, folder labels. 

r 
I 
L. EXAMPLE: 

r- AI::M 1 - Administration of Office 1979 
I. Personnel 

[ . On locator guides include the same inforution, except ani t the year to 
L~j 

c _ P=Imi t' reuse of the gmdes: Do not indicate year on folder' labels for 
I 

,,j material destroyed in less than one year (indicate rronth only), such as 

r" transitory and reading files; 
I 

or for perpetual-type files which are 

L~ diSp::>Sable when superseded, obsolete, no longer needed, etc." p::>licy 
f' I reference, presentation. aids,. aIrl building services files. When folder 
t __ ~ 

content reaches its. ca~city, either add a new folder bearing the sane file 

~. designation in front of the full folder, aIrl' show inclusi VB dates CQ the 

c-, folder label: i· or Subdivide the contents, if practical, by adding new file 

~c., des' ti' l.gna ons. Use only one color folder unless an additional rolor serves a 

specific IXJTFOS€, such as when ~t ~ facilitate filing aDd ref~ by 

. distinguishing, between case working papers 'and case 'files when the folders 

~; are maintained together. 
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POSITIOO. Position labels to indicate "levels of sul::divisions in both 

r" corresp::mdence files and separate series. For example I the fiJ:st p:>si tion 
L 

label should always intrcduce and identify the rrain title of a series, the 
f-' 

I ma.jor category or subtopics. When there are numerous tertiary and further 

r 
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r " 
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r 
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f .~ 
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L.c 

scl:xlivisions in corresp::mdence files or separate series - to achl.E!ve a 

better balance of guides to foJ,ders - place both the first r:osi tion and" 

primary subdivisions in the fllst IX>si tion, the secondary sulxlivisions ill " 

the second position, and further" su1Xiivisions in separate series, and" where 

there is a little growth patential, folder and guide labels may' be placecl. in 

only the first position. Regardless of p)si tion of labels, they should be 

"'" consistent throughout the files, should present a uniform and balanced 

a~ance, and should allow for expansion of the files. For exarrple, do 

not place all folder labels for sul:di visions in the first IX>si tion for one 

series, and sUbd.i vide them in another. 

rnARGE-CUr REX:DRDS - Be sure that :you charge out records that are borrowed 

or ~tly re:roved fran your active file. Get ~ bo~ naIre, place 

of work, and telephone IIUTb:rr. 

17 
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Govc= !'.i~2" <:. of GUi!r.1 DA':E P R!:i'AiU:O: 

F:L"ZS M.A I ~ T~ :-).::1. t\ C~ .:..~\;) :)IS?CS:L:':ON ?L.~.~ 

I. 

3. 

I. 

2. 

3. 

4. 

OITICE 0:- ~co;m: iloecords Mati4gement Divido'n 2. P~PAREO BY: 
~~~~-;r-~Dr co! .idm:l::ri:Il:x:at1Q·l J. T. A.'\COCO 

(sv;r.!)ol. titl~ <Inc cC~3r~~~:.t/caer.cv) SiGnat:ure 

TYPE NAME Al.;) :r~SITIO:; 0:- RZCOim TEGiN!CIAN: 4. S~~t~ Officer J.T. A.~COCO , <l.~cords :-~r.a geICen t 

( X ) INI~I;u. ?!..;.~ ( ) SU?i:R5EOES PLAN iMTZ:>: .' 6. DZ? ~?7X·E;·f~T{'c;/ J.D~IN!S :rAA'l'IoN 

• (!):)es not RECORDS ~G~~NT OFFICER 
replace a (:ncluc:e of!ice sy:;i:l~l 

previous phn) and title,'if diif~':ent 
troe. Item.No. U J T H::r.n .... ·.n 

- Sigr:l5ture 

FILES PLAN 
, 

TITLE OR D:C:SCRI?~IO~ Or RECORD SERIES .FI.LI~ ARRANGZMENT "OF OISPOSI~ON 

EAaI SERIES 
(Sc!>jectively, numeric 
-ally, alphabeti, cdly • 
etc~) 

(3) (e) (0) 

Files Maintenance & Disposition Plan Front of Files. A5 required 

Office Delegations/Designations of Authority 
and Additional Duty Assignments Chronological' 1 year 

!ransitory ~~terial 

.. 

JAN - HAY - SEP (1st Fo.lder) Chronologic4l 3 lDOIlths (90 d..., 

FEB - J~.- OCT (2nd Folder) 

MAR - JUL - NOV (3rd Folder) 

APR - AUG - DEC (4tn Folder) 

General Correspondence (Temporary) 

ADM - OFFICE ADMINISTRATION 
1 ~ Adcinistration of Office Personnel 
2 - Office Supplies, Serv\ces & Equipment 

MGT - ~NISTRATIVE M&~AGEMINT 

1 Com=unications (Written) 
2 - Records Management Act (P.L. 6-64) 
3 - Records Disposition 
4 - Records Retrieval 
5 Records Retention Schedule 
6 - Records ~~na6~oent Reports 

. (Monthly, Quarterly and Yearly) 
7 ~ Eudzet Reques~ 
8 - Request for Disposal Authorization 

(All Depart~ents ~nd Agencies) 
9 - Records Transfer Lists (All Depart-

men~s aad Agencies) , 
18 

Olronological 

Chronologica.l 

Chronological 

.~ph.abetical 

Subjective 

Subjective 
Chronological 
~umeric.al 

Numerical. 
~umerical 

Chronological 
C!lronological 

Numerical 

N~rical 

3 mJntM (90 day 

.3 mJnths (90 dayr: 

3 lDOIltha (90' ~r-

Indefini.te 
~ required 

1 year 
Permanent 
2 yean 
2 years 
Indefinite 

2 yUTS 

2 year. 

2 "ear. 

2,,_r. 

.~ 
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7 FILES PLAN (continued) . 
TIn::E OR DESCRIPTION OF ru:CORD'SERlES 

ITEM 
NO. 

r 
I 

(A) 
(B) 

r<' 
I 

[ 5 Covernor's Circulars -

6 Department ~f Admi~lstr&tion's Organi· 
zational Circular. , 

r .',~ 7 Executive Orders 

r; 
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FILING ARRANGEMENT OF 
EACH SERIES 

(Subjectively, numeric-
ally, alphabetically, 
etc.) 

,. (C) 
j • .... 

I 

Chronological 

th rono 10 !deal 

Chronological 

: 

-

19 

DISPOSITION 

(D) 

1 year 

1 year 

1 year 

.. 
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