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GENERAL REMARKS

Every governnental body which falls under the stipula-
tions of the National Archives of South Africa Act
(No. 43 of 1996), is required to conpile a Registry
Procedure Manual and submit it to the National Ar-
chivist for approval.

The attached prototype manual is designed to serve as
a detailed basis for conmpiling a manual for a specific
body. Depending on the nature, and particularly the
size of the body concerned, the manual could be
shorter and | ess inclusive.

SUGGESTI ONS TO THE COWPI LER OF THE MANUAL

The prototype manual deals wth the procedures and
nethods that normally apply to a |arge body. Wen
bodi es begin conpiling their own nmanuals, they nust
consider their own needs, and broaden, alter or even
digress fromthe stipul ated procedures when necessary.
Par. 2.1.1.1 of the prototype nmanual may e.g. be
altered as foll ows:

The mailbag is collected fromthe post office at 8:00
by the Records Manager. Once the post has arrived, it
is inmediately sorted and dispatched appropriately.
Qutgoing post is closed and stanped at 15:30. The nai
bag, with the outgoing post, is returned to the post
office at 16:00, where it remains until the follow ng
nor ni ng.

The manual which is being conpiled nust however,
describe in detail the registry and records managenent
procedures that are applicable to the body. These
procedures nust not deviate in principle unless there
are valid reasons to do so. For exanple, the different
chapters nust all be incorporated. The manual mnust be
conpiled in a way that it can be used for the training
of registry staff.

Until provincial archives |egislation starts operating
provincial admnistrations and | ocal authorities
should also submit their draft registry nanuals to the
regi onal offices of the National Archives for appro-
val . The addresses are as foll ows:

(1) The National Archivist, National Archives of
South Africa
Private Bag X236
PRETORI A
0001

(ii) The Head, Cape Archives Repository
Private Bag X9025
CAPE TO/N
8000
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(iii) The Head, Port Elizabeth Archives Repository
Private Bag X3932
NORTH END
6056

(iv) The Head, Durban Archives Repository
Private Bag X22
GREYVI LLE
4023

(v) The Head, Natal Archives Repository
Private Bag X9012
Pl ETERVARI TZBURG
3200

(vi) The Head, Free State Archives
Repository
Private Bag X20504
BLOEMFONTEI N
9300

Al deviations from the procedures included in this
prot ot ype nust be thoroughly notivated when submtted

A copy of the final approved Registry Procedure Manua
must be subnmitted for preservation to the Nationa
Archivist in the relevant region and nust be updated
with additions and anendnents.

The Records Manager rmust keep an updated copy of the
manual in his/her possession at all tines.
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SUPERVI SORY OFFI O ALS

Records Manager®

The overall ~control, preservation and care of the
body’ s/ office’s correspondence files and records ot her
than correspondence files rest wth . The
concept "records" includes all docunents and papers
that are received or created in the process of running
an office.

The official also exercises overall control of all the

activities of the registry and personnel. No procedu-
ral amendnent s concerning any records managenent
practices should be inplenmented wi thout the know edge
and/ or consent of this official. The various

departnments and sections which use the records other
than correspondence files nmay store them in their
respective offices, however the Records Manager is
responsi ble for control over them and should have
access to themat all tinmes.

The Records Manager is soley responsible for the
foll owi ng non-del egat abl e duti es:

a) Control of the rmaintenance and application of the
filing systemand the Records Control Schedule (see
Ch. 3);

b) Disposal of all records (see Ch.4);

c) Control over and safe preservation of all records
(see Ch.5);

d) Training of Registry Head (see Ch.6); and

e) The application of a policy of docunment econony
(see par. 2.2.3).

If any of the duties nentioned in par. 1.1.3 need to
be del egated during the absence of +the official, it
should be assigned to a person wth a simlar or
hi gher rank, but under no circunstances to the Chief
Registry Oficial.

A conprehensive directive on the qualifications,
appoi ntnent and duties of the Records Manager (Direc-
tive C44) is available fromthe National Archivist on
request.

A conmprehensive directive on the qualifications,
appoi ntnent and duties of the Records Manager (Direc-
tive C44) is available fromthe National Archivist on
request.
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Chief Registry Oficial

The duties of the Chief Registry Oficial rest wth

The Chief Registry Oficial is responsible for the
admini stration of, and supervising the admnistration
of, all registry procedures, as stipulated in par. 2.1
to 2.9 below, as well as the direct supervision and
training of all registry personnel. Furthernore, he/
she and his/her staff are responsible for all tasks
entrusted to them by the Records Manager under par.
3.1 to 5.8 hereafter. No other task should be entrust-
ed to the Chief Registry Oficial or registry person-
nel w thout the perm ssion/knowl edge of the Records
Manager .
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REG STRY PROCEDURES

Recei pt of post, parcels and rem ttances/transferable
itens

Procedures regardi ng the mail bag

The mail bag is collected in the norning at by
from the post office. Post is sorted and appropriately
di spat ched, while outgoing post is sealed and stanped.

The nmailbag is returned to the post office at with
the outgoing post. It is collected for a second tine
at and the post is sorted again. At itis

returned for the last tine to the post office with the
outgoing post, where it renmains until the foll ow ng
nor ni ng.

The key for the mailbag is stored safely in
by .

Pri vat e post

Oficials and enployees nust be informed that the
office address nmay only be used for private
correspondence, if it is unavoidable. Preferably, no
private post should be handl ed by the registry.

Private letters that are received are placed unopened
in a pigeonhole marked for this purpose. It is the
duty of the addressee to collect the post hinfherself.

The registry accepts no responsibility for private
post .

Recei pt, sorting and opening of post

Recei pt of mail bag

Under the regulations of Financial Manual Chapter Q
par. 4.1.1, it is a requirenent that nmail collected
from the post office has to be carried in a sealed
bag. Thus, mmilbags are always sealed by the post
office prior to their delivery.

VWen the mailbag is received in registry, it must be
opened and enptied by the Chief Registry Oficial in
the presence of .

Both of these officials nust receive witten instruc-
tions fromthe office head entitling them to receive
and open post, and to note details of all remttances
or negotiables in the remttance register, received by
post or otherwise. These witten instructions should
be filed on the personal files of the relevant offi-
ci al

In cases where one or both of the officials nentioned
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inpar. 2.1.3.1.2 are not present to, or for any
reason cannot open the post, permission for this task
nmust be del egated, in witing, by the office head to
other registry officials.

Under no circunstances may only one person open post.
Messengers are not pernmitted to help with the opening
of post.

Incomng post is opened __ tine(s) a day, at ___ and
. Al official post and letters received while post
is not being opened are | ocked away unopened in

until the post is opened again. However, post which is
marked wurgent, as well as telegrans, telex nessages
and express letters should be attended to imediately
on receipt.

Sorting of post

Oficial letters addressed to persons by nanme are
delivered to them unopened. However, iif an officia
envelope is only marked for the attention of a parti-
cul ar person, it is opened by the registry personne
and dealt with in the usual nanner

Secret and confidential envel opes are delivered unopen-

ed to who has been assigned this purpose.
After these itens have been handed over to the above-
nmentioned official, the registry accepts no further

responsibility for them (Also see par. 2.4.4.1 and
2.4.4.2.)

Al envelopes which indicate that the correspondence
concerns staff matters are delivered unopened to

Procedure for opening post

The registry is closed from to and again from
to . During these periods, post is opened,
sorted and filed and all ot her activities are

suspended. Tel ephone enquiries and requests for files
during these periods nust be limted to wurgent cases
only and shoul d be the exception

Post is opened only on the and shoul d be
noved as little as possible fromone table to another

Envel opes are slit open on two sides to ensure that
all the contents have been renoved and, once enptied,
the envel opes are imedi ately di sposed of in the waste
bin. Envelopes in which tender docunents are received
are dealt with as foll ows:

Envel opes of uncl ai med/ undel i ver abl e letters are
attached to the letter.



2.1.3.3.4

2.1.3.3.5

2.1.3.3.6

2.1.3.3.7

2.1.3.3.8

2.1. 4

2.1. 4.1

2.1.4.2

After the letters have been renoved fromthe envel o-
pes, they must be opened imediately and read to
ensure that any annexures and nonies referred to have
actually been enclosed. |If such itens are mssing,
this must be neatly noted in the margin of the letter
and initialled. In cases where noney is mssing, or
the anmpunt differs fromthat nentioned in the letter,
both officials nust initial the note on the letter. At
the sanme tine, |oose annexures should be attached to
the acconpanying letter or, 1in the case of bulky
annexures, tied wth string. Wen attachi ng docunents
care nust be taken with original docunents that are
valuable to the sender, e.g. educational certificates,
that they are not damaged by pins or anything else.
(See also par. 2.2.2.2 in this respect.)

Regi stered and certified postal articles are treated
in the same manner as ordinary post. Bearing in mnd
the regulations in the Financial Manual Chapter Q
(par. &4.1.2 - @4.1.6), these articles should be
recorded in the register kept for this purpose.

Incoming parcels are opened and dealt with in the sane
manner as incom ng post.

Incorrectly delivered post is returned to the mail -bag.

I ncoming tel egrans, telex nmessages and express letters
shoul d inmediately be opened by the Registry Chief and
It nust then be decided whether the article
should be delivered with or without the relevant file.
If the file is not immedi ately available, the article
must be shown to the official concerned and hi s/ her
further instructions be obtained thereon. The files to
which such itens are attached nust be delivered inme-
diately by hand to the official for whomit is neant.

Recei pt and handling of renmittances/transferable itens

Letters enclosed with noney or transferable itens nust
be inmediately separated fromthe other post once it
has been opened and handed to who notes it
in the remttance register.

As already nentioned in par. 2.1.3.3.4, noney which is
ei ther not enclosed or does not <correspond wth the
amount nmentioned in the letter, nust be noted in the
margin and initialled by both officials opening the
post .



2.1.4.3

In addition, the following extracts from Financia
Manual Chapters J and Q nust be strictly adhered to:
"A.2.3. Inthe ’'renmittance register’ the follow ng
shoul d be recorded:

a) the date of receipt;

b) whether received by ordinary or registered post;

c) from whom received

d) the nature of remttance;

e) the anmount of remttance (where applicable);

f) the signatures of the officials present at the
opening of the mail;

g) the signatures of officials to whom handed over;

h) the reference of the receipt, issued and the nethod
of disposal; and

i) the signature of the controlling official and the
date of the cheque.

&.2.5. The controlling officer, , nmust
examne the prescribed register at |east once a week
to ensure that all instructions are being conplied
with, and that all the valuables recorded therein

have been pronptly accounted for. He nust sign the
register in the last colum to indicate that this has
been done.

.2.2. Before a remittance register is brought into

use, , the supervising official, nust
ensure that all the pages have been nunber ed
consecutively throughout; and , responsible

for checking the register, during the course of his
check nust verify that no pages have been renoved from
the register.

A.1.3 - A.1.6. In the case of registered and certi-
fied muil, the date of receipt and nunber of the
advice slip of the relevant articles nust be recorded
in a separate register. The advice slip, issued by the
post office, should be signed in order for the article
to be cleared. Once the articles have been coll ected,
the officials responsible for opening the mail nust
conpare them with the entries in the register. Each
article prior to opening nust be carefully exani ned
for evidence of tanpering. If they contain remttances
or transferable itens, these nust be recorded in the
remttance register.

4.2.9. Oficials receiving remttances hand delivered
nmust verify the letter’s or packet’s contents. [If it



has been entered in a "letter delivery book", the
entry in that book rmust be signed in acknow edgenent
of receipt, after which the remttance should then be
recorded in the register.

&.1.1. Al postal natters collected from the post
office must be carried in a sealed bag and, wherever
possi bl e, arrangenments should be made to ensure that
the bag is sealed by a post office official

J.5.2. Warrant vouchers, cheques, bank drafts, noney
orders, postal orders, transfer orders or other itens
of paynent, excluding stanps and bank notes, received
by an official on behalf of the State, whether made
payable to himher in his official capacity or not,
nmust i medi ately on receipt thereof be rendered not
negotiable, by neans of a crossing consisting of the
words "not negotiable" across the face of the item
This instruction does not apply to the case of warrant
vouchers specially drawn for encashment.

A.1.7. Al nonies or other transferable itenms recei-
ved through the post nust be handed over inmediately
to the officials responsible for accounting, and an
acknow edgenment should be made thereof in the rel evant
colum of the remttance register.”

Filing of post

Application of date stanp and reference nunber

The date stanmp is only applied to the first page of a
letter. No annexures and/or are stanped.

The date stanp nmust be applied to an open space on the
letter. If the front of the letter has insufficient
space, the date stanp should be applied to the back
Under no circunstances nust any witten or printed
part of the letter be stanped as it could nake inpor-
tant information illegible.

Cheques are stanped on the back

Opened post should inmediately be divided into three
groups, nanely those on which the office reference
nunber al ready appears, those that do not need any
reference nunber, and those to which a reference
nunber nust be all ocat ed.

The following itens receive no file nunbers:

VWen a file nunber is allocated to a particular
letter, it is witten in the top right hand corner
and the letter is given to the officials responsible
for drawing or locating the files.

Letters to which reference nunmbers must be all ocated



2.2.1.8

2.2.1.9

2.2.1.10

2.2.2

2.2.2.1

2.2.2.2

2.2.2.3

are dealt with as foll ows:

a) The Chief Registry Oficial reads the letters
thoroughly and carefully to deternmne precisely
what it deals with. Under no circunstances should
the subject be determned sinply fromthe letter
headi ng. The latter can be m sl eading;

b) Only the filing system should be used to determne
file nunbers;

c) To determine the correct nunber, the list of main
series should first be consulted and the nost
sui tabl e series sel ect ed. Then the different
sub-series should be consulted to eventually
identify the correct file reference; and

d) If there is still disagreenent over the correct
ref erence the Records Manager shoul d be consulted.

If nmore than one subject is dealt wth in a letter,
the references should be identified for each subject
and copies of the letter should be nade for the rele-
vant files.

Oficials working with correspondence nust al so ensure
that the correspondence they deal wth is placed on
t he correct files. In cases wher e there is
di sagreenent about the allocation of a file nunber, or
the correctness of a given nunber, it should i nedi a-
tely be discussed with the Chief Registry Oficial

Ref erence nunbers i.r.o. personal papers of staff are
al |l ocated as foll ows:

Correct and neat filing

Once the reference nunbers have been allocated to the
incom ng post, the relevant files are determned and
drawn according to the procedures expl ai ned hereunder
The papers in question are filed on the splitpin in
the files and the control sheets conpleted. Under no
ci rcunst ances may | oose papers be circulated either in
the file cover or pinned to the front of the file,
si nce correspondence can be danaged and soiled in this
way .

Docunents which nust be sent back to a person, e.g.
certificates, wills, copies of deeds, etc., should be
placed in an envelope and pinned to the right hand
side (flyleaf) of the file cover.

If a file on which correspondence nust be sent out is
not available wthin a reasonable tine, or after the



2.2.2.4

2.2.2.5

2.2.3

2.2.3.1

2.2. 4

2.2.4.1

first search for it, the docunents should be taken to
the relevant departnent or section. |If the matter
cannot be dealt with without the file, the registry
officials must search for it. If the file cannot be
found after repeated attenpts, a duplicate file is
opened by the Chief Registry Oficial and entered in
pencil in the Register of Opened Files. Meanwhile,
attempts nust still be mnmade to trace the origina
file and when found, the contents of the tenporary
file nust be amal gamated to it.

The following papers are always sent through for
attention without files:

Care nust be taken to ensure that papers are neatly
filed on the split pin. Attention nust be paid to the
correspondence whi ch should be kept neat and tidy in
the file covers. No papers should protrude fromthe
files.

Application of a policy of docunent econony

Both the Records Manager and the Chief Registry Ofi-
cial rmust ensure that the follow ng policy of docunent
econony is carried out:

a) Copies of reminders are not placed on files. Only
the particular letter to which the rem nder applies
i s endorsed

b) Excessive cross-filing and duplication of papers on
files rmust be regularly guarded against. \Were
duplicates of an item are nmade for any reason
those unused should be filed separately in a folder
and not on the file;

c) Wiere identical letters are directed to nore than
one address, only one copy needs to be placed on
the file, together with a list of the other addres-
ses to which simlar letters are sent; and

d) Wiere a duplicate dispatch is nade for the purpose
of acknow edgenment of receipt, the returned copy
with the acknow edgenent must be placed in the same
file as the previous copy.

Nunbering of itenms in files

Each individual item placed on a file is nunbered
consecutively. The item is seen as an entity and
receives only one nunber. Since the pages of any one
item are not separately nunbered, it is not necessary
for the itenis pages to be placed in the file in
reverse order.
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2.2.5 System of conpl eting correspondence on files

2.2.5.1 It rmust be regularly ensured that all incom ng post
and instructions on the files receive attention. It is
the duty of the registry officials to ensure that an
instruction to file or pend is noted of every item
before the particular file is replaced. If this is not
given, the file nmust be returned.

2.2.5.2 In order to make these controls as effective as possi-
bl e, the follow ng procedures are foll owed:

a) Control sheets are pasted in the front of every
file cover;

b) The registry personnel place the docunents received
on the file, allocate the follow ng item nunber on
the file and enter the nunber in the first columm
on the control sheet;

c) The date on which the itemis placed on the file is
witten in the second col um;

d) The itemis then narked out to the official who
will receive it;

e) If the itemrefers to previous correspondence, the
relevant item nunber of that correspondence is
placed in the fourth col um,;

f) If the correspondence clerk makes a subm ssion to
his seniors, it is witten on a new page wth the
following item nunber, and the details are witten
on the control sheet;

g) Wien the original docunent is dealt with, in what-
ever manner, it is marked "file" with the correspon-
dence clerk’'s signature, and date in the relevant
colum of the control sheet;

h) Subm ssions which nust circulate to various offi-
cials should be marked with only the follow ng
person’s rank, or initials, in the third columm.
Oficials who have already consulted the file
shoul d delete their initials, or rank, in order to
avoi d confusion; and

i) If the incom ng correspondence resulted in a letter
being dispatched, the copy for filing nust be
marked "file", the outgoing copy nmust be signed,
and instructions should be given to Registry in the
rel evant columm of the control sheet, whether the
letter should be pended or fil ed.
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Circul ation of and search for files

Once incomng mail is placed on the files, they are
pl aced . Fromhere they are taken by the
nmessengers and circul ated anongst the various
officials and sections.

Only in exceptional cases should the registry person-
nel be given the instruction to search for a file
urgently.

Once the registry personnel have drawn and dealt with
the files in registry, as nmentioned, a search list is
conpiled. On this list, file nunbers of all unfiled
papers are given in nunerical order. This procedure
sinmplifies and speeds up the search for files.

The of fices are then systematically searched by
, the correspondence is placed on the
files and the control sheets are conpleted. The offi -
cials dealing with correspondence should be infornmed
of the new correspondence being added to the file. If
the official is not in his/ her office at the tineg,
the file on which the new correspondence has been
filed is sinply replaced in his/her "in" tray.

Files should not be renoved from an official’s table
without his know edge. If he is absent, a note should
be left stating where the file has been taken.

Qut goi ng post

Instructions contained in the Postal Guide and Finan-
ci al Manua

Registry officials follow the instructions included in
the Postal Cuide and the Financial Mnual regarding
matters i ke postal noney, weight, nmeasurenents,
packagi ng, registered post, etc. which are dealt wth
thoroughly in the Postal Guide.

Rul es for dispatch

Al files that contain post for dispatch nust be
placed in his/her tray for "post files" by t he
correspondence official. From here it 1is taken by
and brought directly to
in the registry.

Oficials must ensure that all post to be di spatched,

reaches the registry before and . Post received
after the given tines will only be dispatched the next
time that mail is posted. In cases where post nust be

di spatched wurgently, but 1is not ready at the correct
time, the Chief Registry Oficial should be inforned.
Such post will be received and di spatched | ater.
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Letters and papers for dispatch should neither be
pl aced on top of files, nor attached in front wth a
paperclip, but should be folded neatly in the file
cover. This prevents outgoing papers from being soil-
ed, detached from the relevant file or torn while
bei ng handl ed.

The di spatch of all post occurs from in
the registry and is carried out by who
acts as dispatch clerk. Files with post for dispatch
are placed by the nessengers so that it

is within reach of the dispatch clerk

After the dispatch clerk has stanped the post, hel/she
checks whether all stanps and signatures have been
added, as well as whether all annexures nentioned have
been encl osed.

The date of dispatch should not be typed on the let-
ters, as the correspondence may not be posted on the
same day, and alterations will then have to be nade.
The date of dispatch is stanped in the registry.

Post ready for placing in envel opes is placed ,
while files are placed where they can be
renoved and filed by

Post should be placed for dispatch in four separate
groups, Vviz.:

a) Ordinary post which is sent by the post office;
b) Regi stered post;
c) Certified post; and

d) Ordinary post which reaches its destination by
means of messenger deliveries.

To prevent the wasting of envel opes, post intended for
di spatch to should be placed in separate
trays. In this way several itenms can be placed to-
get her in one envel ope.

Correspondence clerks who send letters through for
di spatch should note that, to save time wth the
witing of addresses on envel opes, w ndow envel opes
(for letters to the public) and address stanps (for
organi zations and offices wth whomthey correspond
frequently) should be used.

Speci al di spat ches

The regul ations contained in the Postal @uide should
be adhered to strictly when dealing with all of the
under ment i oned di spatches. Furthernore, the follow ng

apply.
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Only inportant docunents and correspondence which, for
specific reasons, the addressee nust sign, should be
sent by registered post.

The of ficial who sends registered post shoul d:

a) ensure that special registered post envel opes are
used and properly seal ed;

b) stick a registry label inthe top left corner of
the addressed face;

c) compile a list of the registered post in duplicate
on form Z. 209. The book should acconpany the post
to the post office where the original list is

renmoved and proof of receipt applied to the
dupl i cate copy.

Al  registered post should be handed over at the post
of fice counter and nust not be placed in the mail bag.

Label s for registered post are locked in
and are only issued by

Post of value also requiring the addressee’ s signature
of receipt, but are not so inportant that the post
office has to give a receipt, are sent by certified
post .

The certified post |label is glued in the left upper
corner of the address face of the envel ope, while the
duplicate is glued to the file copy of the letter.
Certified post is placed in the nailbag with ordinary
post and not recorded in a register.

Only in very urgent cases is a letter sent by express
or preferential post. Such letters are handed in at
the counter of the post office and must not be placed
in the milbag. This post nust be addressed to a
street address and not to a post box or private bag.

Tel egrans are only sent in very urgent cases. The
length of a telegram mnust be Kkept to the absolute
m ni mum and sent to a tel egraphic address. No register
is kept for tel egrans dispatched.

The makes up the parcels and the registry
personnel attach only the necessary stanps, postage
stanps, etc. Ordinary parcels are placed together wth
the other post in the mailbag. For certified parcels,
the same procedure applies as with certified letters
(see par. 2.4.3.6 to 2.4.3.7), while insured parcels
are handed in at the post office counter. The delivery
recei pt received for such a parcel is glued on the
file copy of the covering letter. This controls the
di spatch of the parcel
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Handl i ng of secret/confidential postal articles

Regi stry personnel do not deal wth secret/confiden-
tial papers in their normal day to day work. If a
registry official should be given the task, all the
precautions contained in the "Quide for Security
Measures for the Protection of State Secrets" (EM
9/12) should be followed and the head of the office
should issue the instruction personally, and in
writing.

Secret files are protected and nanaged by
and the registry carries no responsibility for them

Pendi ng of papers

It is not the function of the registry staff to decide
for how long a docunent should be pended; they only
carry out an instruction.

The di spatch of reminders i.r.o. pended itenms is the
responsibility of the rel evant correspondence official

The registry, as well as every correspondence offi -
cial, keeps a diary according to which the pending of
papers is managed. Wen a correspondence officia
wi shes to pend an item he/she carries out the follow
i ng procedures:

a) Record the file and item nunber in the rel evant
date colum of his/her diary;

b) Conplete the control sheet in the relevant file in
the prescri bed manner;

c) Ensure that the pending inscription in his/her
diary is cancelled if an answer arrives before the
due date thus, preventing unnecessary requests for
afile; and

d) Request registry to send the relevant file to him
her on the pended day if it has not reached him her

by .

Simlarly the registry personnel nust record under the
appropriate dates in their diaries which files have
been pended for that day. These details are obtained
by checking the control sheets of all files before
they are replaced. Files pended for a particular day
are drawn each day by at . The nessengers
nmust ensure that the files are taken from registry to
reach the correspondence clerks before
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Filing of papers and replacing of files

Before a file is replaced, the registry personnel nust
first ensure that:

a) Al correspondence has received attention and that
the instructions to file or pend have been conplied
with. This is ascertained fromthe control sheet in
every file;

b) The cover of the file is neat and in tact, that the
correspondence is placed neatly on the file, and
the split pinis in one piece. Al of these short-
comi ngs must be corrected before a file is replaced;

c) Pins and paper-clips are renoved, as they can rust
and thus damage the docunents; and

d) A file is not thicker than 3cm Wen a file reaches
this thickness, it should be closed and the next
vol umre opened. (See par. 2.6.)

Filing of incomng post as well as file copies of
outgoing letters nust be attended to in registry, but
correspondence clerks nmust file their submi ssi ons
t hensel ves.

When all papers intended for filing have been placed
on the splitpin, care nust be taken to ensure that the
paperwasher is placed on top. The washer protects the
correspondence and holds it firmy in place.

Docunents nust be filed in chronological order wth
the nost recent date on top. An annexure or enclosure
al ways fornms part of the document with which it was
received, regardless of the date thereon. The date of
recei pt, and not the date of dispatch, is used to file
i ncom ng papers. (See also par. 2.2.4.1.)

Bul ky docunents, such as reports and m nutes, are not
filed with other docunents, but are placed in annexure
file covers. An indication of this nust be given on
the corresponding file. The annexure cover must supply
the file reference nunber as well as the words "Anne-
xure Cover". No correspondence may be placed on this
file.

The files of the filing system are placed on the
shel ves nunerically, according to the sequence of the
Mast ercopy. Personal files with reference to staff are
filed al phabetically according to series (SP,ST,SV).
Loose case files are filed .
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Movenent of files

The novenent of files within is not
controlled. Oficials who need files from registry
must use the foll owi ng procedure:

a) No file may be personally renmpoved from or
repl aced on the shelves. Files are requested and
returned at the counter in the registry and are
supplied, and replaced again only by t he
regi stry personnel

b) Files should be requested by providing the file
nunber only, and not the description of the
subj ect content or the file description

C) Files should not be held up unnecessarily in
of fices, but should be returned to the registry
as soon as possible. In cases where the natter
cannot be attended to inmediately, the file
should be sent back to the registry until it is
needed agai n; and

d) Files may not be renmoved from the building or
sent through to wi t hout the
consent of the Chief Registry Oficial

Only the novenent of files leaving the building or
being sent through to are nonitored. For
this purpose, a card with the following information is
pl aced in the usual space of the file:

a) Fil e nunber

b) VWere sent to

C) Dat e of dispatch

Files returned fromother sections nust imrediately be
brought to the attention of the registry personnel so
that the card may be renoved. Specially prepared cards
are available in registry for this purpose.

Closure and termnation of files and records other
than correspondence files

Cl osure at 3cmthi ckness

Files should not be allowed to becone nore than 3cm
t hi ck.

When a volune is closed, the date of the nost recent
correspondence is noted on the file cover. The date
when the correspondence began is noted on the cover
once the first itemis placed on the file after open-
ing. A sheet of paper is placed as the last item in
the closed volume containing the words "C osed, see
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vol . , which is also witten on the file cover.
The volunes are nunbered consecutively. Letters and
roman numeral s nust not be used

The cl osing procedure is as foll ows:

a) A strip of cardboard, w de enough to fit in the
file and |ong enough to wap around both sides,
is cut fromfile covers and placed beneath the
correspondence in the file;

b) The correspondence is then neticuously checked
to ensure that each itemis in place, and that
no msplaced itenms appear on the file. The itens
inthe file are then replaced on top of the
cardboard strip. A clean sheet of paper is
pl aced on the file with the words "C osed, see
vol . " thereon;

c) The cardboard strip is closed fromthe top and
bottom covering the correspondence while the

fileis closed in the usual manner; and

d) If the file cover is danaged or not presentable,
it must be replaced with a new one.

Term nation during transfer fromone office to anot her

Policy and subject files received fromanother institu-
tion when functions are transferred should be term na-
ted imrediately. No further correspondence may be
added to these transferred files. These files nmay not
be incorporated into the filing system and nust be
preserved as a separate entity.

However, when case files are received during the
transfer of functions, they may with witten consent
of the National Archives be incorporated in the filing

system They may be r enunber ed and further
correspondence filed on them provided that the file
is still required for existing correspondence. In

cases where the file is no longer needed, it should be
term nated and preserved as a separate entity.

M nute books that are received should be term nated
and new ones opened. Financial books may be used unti
the end of the financial year in which they were
received, and nust then be termnated. Only financia
books whi ch are used for recording long term
transacti ons such as t he paynent of | oans,
appropriation of capital f unds and t he
, are exenpted fromthis condition

Al other itens of records other than correspondence
files, except map collections and whi ch
by their nature, cannot be term nated, nust be term-
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nated as soon as possible after receipt and preserved
as a separate entity. (See also par. 4.3 to 4.3.2.)

Filing of closed and terninated records

Al'l closed volunes or itens from the approved filing
system or Records Control Schedule are preserved in

on . Under no circunstances should
closed volunes of correspondence files be filed with
current files on the shelves. This can lead to corres-
pondence being accidently placed on a closed vol une,
and not being finalised.

Closed and termnated correspondence files can be
filed in corrugated cardboard boxes for protection
agai nst light, dust and disintegration. Containers of
corrugated cardboard are used for the filing of files.
Single walled sinplex cardboard wth B- cor r ugat ed
construction used for this purpose should have the
fol l owi ng neasurenents

368nm X 267nm X 95nm (outside neasurements) wth a
152mm | i d.

The containers can be ordered from

(tel. no. )

Keepi ng of Essential Registers/Schedul es

Recor ds Manager

The following essential registers/schedules are kept
by the Records Manager:

a) the Master Copy of the filing system - this is
the copy of the system in which all approved
subj ects are correctly and neatly reflected; and

b) a Records Control Schedule - on which every type
of item which is not part of the filing system
i s indicated.

Chief Registry Oficial

The following essential registers are kept by the
Chief Registry Oficial:

a) Rem ttances received by post. This register mnust
record all remttances received by post -
whether by ordinary, registered or certified
post ;

b) Docunent s and correspondence recei ved by
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registered and certified post. In this register,
the nunmber of the registered and/or certified
item as well as the place of origin, is noted
After receipt of the itens, they are opened and
details of the <contents are entered into the

regi ster opposite the relevant slip nunber. |If
remttances are received, the details of the
reference are entered into t he remttance
register;

c) Itens sent by registered post;

d) Register of Files Opened - this is a register

whi ch accurately reflects what files are already
opened according to the Master Copy of the
filing system

e) Destruction Register - this is a register which
records details of all records which nust be
destroyed;

f) Di sposal Authorities Register - this is a
register in which details of all disposa
aut horities recei ved from t he Nat i ona

Archivist, are recorded; and
0) A Stanp Register.

Preparation and opening of file covers

File descriptions and nunbers on files nust be print-
ed neatly and legibly with the aid of and
bl ack Indian ink

The description of the subject on the files nust agree
with the description of the subject in the filing
system Par. of the General Instructions to the
filing systemmnust be strictly adhered to. The main
series description rmust in all cases be indicated on
the cover. Were there is uncertainty as to the cor-
rect description, or where registry officials are
unsure which conmponents can be omtted, the fina
decision nust be made by the Records Manager. At al
times, correct spelling nust be enphasised.

It should be indicated on the cover which volune of
the file it is and, as soon as the first volume is
opened, it should be marked Vol. 1. Only arabic num
bers may be used for this purpose.

The disposal instruction wth respect to each file
nmust be recorded as soon as the file is opened. Dispo-
sal instructions that have not yet been approved by

the National Archivist should not be recorded on these
files.

Every file cover wused nust be provided with a card-
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board file backing, a self-piercing type of paper
fastener, 5cm long, and a cardboard washer. Contro
sheets are available in registry and should also be
attached inside the front of every cover.

Use of daily files

Only copies of inmportant letters, excluding confiden-
tial letters, are placed on the daily file. Copies of
a) , b) , C) , d) , €) do not
appear on the daily file. The Records Manager in al
cases has the final decision on what appears on the
daily file.

Once the daily file has been prepared for circulation

it is imediately sent to the Records Manager, who
then checks that the correct file nunbers have been
allocated in all cases. Thereafter, it is circul ated
to all interested staff as foll ows:

Oficials nust note that they may only keep daily

files for a period of 24 hours. |If they have not
finished studying it by then, it nust be sent to the
next official, and be requested for further study
| ater.

As soon as the daily file has been circulated anongst
all interested personnel, and returned again to the
registry, it is filed for six nonths and then disposed
of under Authority
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MAI NTENANCE OF THE FILING SYSTEM AND RECORDS CONTROL
SCHEDULE

Filing System

The Records Manager is responsible for the maintenance
of the filing system This includes:

a) Careful control over amendnents and additions to
the system to prevent its degeneration. The
Recor ds Manager shoul d approve al | such

anendnments and additions hinself and should add
them personally to the Mster Copy of the
system and

b) Ensuring that correspondence is placed correctly
prevents the subsequent deterioration of the
system The official exercises this control by
neans of the daily file, regular inspections and
spot checks on the files in registry.

Wth regard to anendnents and additions, speci a
attention nust be paid to the follow ng:

a) Docunents originating from new activities mnust
not be forced into inappropriate files in the
existing system In such cases, new files,
subj ects or even main series nust be created

b) Faulty additions through which existing files
are duplicated, or which overlap with existing
subj ects, or additions at incorrect places; and

c) The assurance that new descriptions satisfy the
set requirenents.

As soon as the Records Manager has approved an addi -
tion or amendnent, it must be imediately inserted in
the Master Copy and thereafter, reported to the Natio-
nal Archivist. This reporting occurs, in the case of
m nor amendnents and additions, every nont hs by
nmeans of anendnment slips. These are nunbered consecuti -
vely for every year (e.g. 3/1999, 4/1999) and are in
stock in the registry. As soon as an anmendnent or
addition is approved by the Records Manager, the Chief
Regi stry O ficial conpletes official amendment slips
for each official who deals wth correspondence and
has a copy of the system at his/her disposal. The
slips are then supplied to these officials to nake the
amendnents to their systems. A copy of each slip is
kept together and sent «collectively to the Nationa
Ar chi vi st.

In the event of w de-reaching amendnents, the Records
Manager nmay approve the amendnment in principle and add
the details in pencil to the Master Copy. Actual file
covers can be opened in pencil and the task continued.
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In the nmeantime, the anendnment is reported to the
Nati onal Achivist and, as soon as appr oval is
received, the provisions in the Master Copy and on the
file covers may be finalised.

Wth regard to the correct placing of correspondence,
special attention nust be paid to the follow ng:

a) Over | oadi ng of files not sufficiently
subdivided, a too fine subdivision of files
which could be conbined, or a need for the
redivision of files, should be brought to the
attention of the Records Manager in good tine,
and be corrected;

b) The t endency to add correspondence, in
ci rcumnst ances wher e a subject began on a
specific file long after the nature of the
correspondence justifies the continuation of the
subj ect on another file;

c) The correct wuse of policy files to prevent
non-policy itenms fromaccunulating on them yet
si mul taneously ensuring that copies of itens
containing policy decisions are actually placed
on the relevant policy file (see also par. _
of the General Instructions to the Filing System
about the use of policy files); and

d) The placing of epheneral itenms on A20 files and
val uabl e itens on D files after disposa
authority has been issued to the system

For the tinme being, all correspondence concerning the
filing systemnust be directed to the Regional offices
of the National Archives at the foll ow ng addresses:

(1) The National Archivist, National Archives of
South Africa
Private Bag X236
PRETORI A
0001

(ii) The Head, Cape Archives Repository
Private Bag X9025
CAPE TO/N
8000

(iii) The Head, Port Elizabeth Archives Repository
Private Bag X3932
NORTH END
6056

(iv) The Head, Durban Archives Repository
Private Bag X22
GREYVI LLE
4023
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(v) The Head, Natal Archives Repository
Private Bag X9012
Pl ETERVARI TZBURG
3200

(vi) The Head, Free State Archives
Repository
Private Bag X20504
BLOEMFONTEI N
9300 #

Records Control Schedul e

The Records Manager is responsible for ensuring that
all new types of records other than correspondence
files used in the office are i mediately added to the
list and reported to the National Archivist along with
the proposed disposal instructions (see par. 3.1.6 for
address).

Separate Case Files

The following series of separate case files are kept
in :

The registry personnel are responsible for full con-
trol and care of these files. Their existence is
reflected in and the Chief Registry
Oficial is responsi ble for ensuring that the

is updat ed. All pr ocedur es and

instructions which apply to the files in the filing
system also apply to all case files.

the information not applicable to your specific



21

.1

.1

.1

.1

24

DI SPOSAL OF RECORDS

Di sposal programre and destruction

Standing Disposal Authority applies to the
current filing systemand Standing D sposal Authority

applies to the Records Control Schedule. The
followi ng synbols are used in these authorities to
show the disposal for files and records other than
correspondence files:

a) A20 - for valuable records which nmust be transfer-
red to the Archi ves Repository for preserva-
tion if a period of 20 years has el apsed since the
end of the year in which the record canme into
exi st ence;

b) D? - for records of an ephenmeral nature which can
be destroyed after the nunber of years indicated
al ongside the "D'. This date is calculated from the
date of the youngest itemon the file.

In order to facilitate the destruction of files, the
Chief Registry Oficial keeps a Destruction Register.
As soon as a file or part of afile is closed, the
nunber of the file is witten under the year in which

it nust be destroyed. At the end of of every

year, by consul ting t he Destruction Regi ster,
must renove all the files which can be

destroyed, and make arrangenent s for their

destruction/renoval. Files for destruction are renoved

by:

(tel.no. )

Al'l instructions and procedures concerning the renova

of waste paper nust be conplied with carefully.

The registry personnel mnust al so ensure that destructa-
bl e records other than correspondence files are dispos-
ed of when instructed by the Records Manager. Nevert he-
less, it 1is the responsibility of the Records Manager
to ensure that records other than correspondence files
whi ch can be destroyed are brought to the attention of
the registry personnel regularly.

No files, or records other than correspondence files
of any sort, may be destroyed wthout the witten
authority of the National Archivist. Al authorities
received from the National Archivist, and details of
the records to which they refer, nmust be recorded in
the Disposal Authorities Register by the Chief Regi-
stry Oficial.
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VWen any records are destroyed, a destruction certifi-
cate, in the formspecified hereunder, nust be submt-
ted to the National Archives:

"I certify herewith that the records appearing on the
foll ow ng list, which consisted of [in.netres
shel f space, were destroyed today.

Si gnat ur e:
Capacity :
Dat e

No. Descri ption Aut hority

Records nust be given in alphabetical or nunerica
order on the above-nentioned list. Wth regard to case
files, it is sufficient to nmention the subject under
which the files are opened, e.g. 1/1 - 1/2000 Cases:
Application for permts.

The certificate nmust be signed by the Records Manager
after he has ascertained that the records in question
have actually been destroyed.

The copies of these lists of destroyed records are
preserved by in and shoul d
serve as proof in connection wth any enquiries
concerning the records at all tinmes.

In order to keep the Standing D sposal Authorities
nentioned in par. 4.1.1 up to date, the Records
Manager shoul d appr oach t he Nati onal Archivi st
regularly to approve disposal instructions regarding
the new additions to the filing systemand Records
Control Schedule. Al authorities that have been
issued nust be examned periodically by the Records
Manager and nust be revised as requirenents and
ci rcunst ances change. Proposals for the amendnent of
instructions nust be reported to the Nat i ona
Ar chi vi st.

Al'l correspondence concerning the di sposal and destruc-
tion of records must be directed to the Nationa
Archivist (see par. 3.1.6 for address).
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Transfer to archives repository/records centre

Records which are marked for permanent preservation

(A20 archives) nust, in accordance with the Nationa
Archives of South Africa Act (No. 43 of 1996), be
transferred to the Archi ves Repository

if a period of 20 years has el apsed since the year in
whi ch the record cane into existence

The Records Manager mnust personally liaise with the
head of the repository/records centre to nake transfer
arrangenents. The addresses and tel ephone nunbers are
as follows:

Post al Street Tel . no.

On the other hand A20 records which have not vyet
reached the age of 20 years may be transferred to the
records centre. In this case the Records
Manager must personally liaise wth the head of the
records centre to make transfer arrangenents. The
addresses and tel ephone nunbers are as foll ows:

Post al Street Tel . no.

Archives transferred to the records centre, can be
returned on loan. The procedure to follow is given
bel ow:

a) Only is authorised to request
files on loan and only his/her signature wll Dbe
accepted for |oan requests;

b) Correspondence officials who request files on | oan
must hand their witten requests to registry every
day before _ and __. The requests nust be filled
in on the request forns of the records centre,
which are available in registry. However, the form
must not be signed. That will be done by ;

c) Wen requesting a loan, the transfer 1list nust be
referred to and the particulars of the itemon the
[ist must be clearly indicated, eg. volunme nunber,
etc.;

d) The nmessenger then takes the requests to the
records centre, from where the files can be
collected at _ and __ . Files requested will be
available in registry on the at
___and __ :
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e) Correspondence officials should note that files
nmust be returned to the records centre wthin 60
days. Files earmarked for return to the records
centre, nmust be left in registry on .
The nmessenger returns these files to the records
centre when he nakes requests. The files which are
returned are acconpanied by a B.17 book in which
they are entered. The person who receives them at
the records centre must sign a receipt for every
file in the book. This serves as the body’ s/offi-
ce’s proof that the loaned files were actually
returned and recei pt acknow edged by the records
centre; and

f) In energencies files can be requested tel ephonical -
ly fromthe records centre, but the request nust
then be confirnmed in witing when the files are
col l ected. Such requests, however, nust be kept to
the mnimum and should only be nade in really
urgent cases.

Records used regularly for adm nistrative research and
reference purposes should not be transferred to the
records centre, as it can result in delays wth
consul tati on.

VWen transferring to the archives repository/records
centre the follow ng procedure is followed:

a) The Records Manager infornms the head of the reposi-
tory/records centre beforehand of the nature of the
records he/she intends to transfer by submtting a
list of the records as shown in (c) below The
linear netres shelf space of the records nust be
provi ded;

b) The head of the relevant depot will then indicate
if he/she can receive them

c) The records to be transferred are acconpanied by a
list in duplicate which contains the follow ng
i nformati on:

"I certify herewith that the undernentioned re-
cords were transferred today to the archives reposi-
tory/records centre in .
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Nane of body/offi ce:
Street Address:

Extent in |linear netres:
Narme of official transferring the records:

Capaci ty:

Tel ephone nunber:

Dat e

I[tem box File, regis- Descri ption Peri od
or parcel ter or form covered
numnber numnber

d) Records are listed al phabetically or nunerically;

e) Unbound records are either packed neatly and secure-
ly with the parcels clearly marked in order, or
boxed (see par. 2.6.4.2) and nunbered,

f) Except where the National Ar chi vi st instructs
otherwi se, registers and indexes relating to the
records are transferred too;

g) Registers are stanped on the inside of the flyleaf
with the office stanmp, while the nature of the
register is indicated on the cover; and

h) The head of the relevant repository/records centre
will conpare the records with the |list and acknow
| edge receipt on the duplicate copy which wll be
returned to the body/office.

Transfer occurs by and the foll ow ng
procedure nust be followed wth regard to transport
arrangenents:

Transfer fromone office to another

If records are transferred pernanently to another
body/office the Records WManager nust inform the
Nat i onal Ar chi vi st t her eof and a conpl ete
al phabetical or nunerical list of the relevant records
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nmust be submitted. (See also par. 2.6.3.1 - 2.6.3.3.)

4.3.2 No records may be given, donated or transferred to a
person, library, museumor any institution other than
a governnmental body w thout the approval of the Natio-
nal Archivist.
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CONTRCL AND PROTECTI ON OF RECCRDS

Access

Access to records in the office not normally open to
menbers of the public is controlled by in
agreement with section 12 of the National Archives of
South Africa Act (Act no. 43 of 1996) and the Nationa
Archivist’s Grcular 1 of 1969.

Al'l requests fromresearchers and persons who w sh to
consult records, nust be submtted in witing. The

nmust personally nake a thorough investiga-
tion as to the bona fides of the applicant to ensure
that his/ her perusal will not be detrinmental to the
of fice.

Persons consulting records nust do it in
under the supervision of . In this manner
the supervi sor nmust note that:

a) the greatest care nust be exercised in the handling
of the records, especially when turning pages;

b) pages are not fol ded;

c) the researcher must place a piece of paper under
hi s/her hand if he/she wishes to follow the section
he/ she is copying with his/her finger, so that his/
her bare hand does not rest on the page;

d) the researcher nust only use a pencil or ball point
pen to copy itens;

e) the researcher must not disturb the order of the
papers;

f) the researcher nust not make any mark on the item
or renove it;

g) if the researcher wi shes to copy, photograph or
mcrofilm the itens, he/she nust first obtain the

per m ssi on of , who must also ensure that
the relevant itens are not damaged in the process;
and

h) no researcher may renove itens fromthe office for
any reason at all

The must first inspect and approve
any researcher’s research work before it is published
or in any way duplicated. Such a researcher nust also
be requested beforehand to donate two annotated copies
to the head of the office. One copy of this nmust be
sent to the National Archivist.

Oficials nust note that they have access to the
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records of the office only as far as is necessary for
the carrying out of their duties.

The Records Manager must ensure that no unauthorised
person may, or is able to gain access to the registry,
or records store roons during or after office hours.
The following rules apply:

a) The registry and are cl osed during
l unch and after office hours;

b) During office hours the registry should not be |eft

unattended. If this does happen, the door nust be
| ocked;

c) exercises control over all the
keys; and

d) The registry and may only be cl eaned

by cleaners while one or nore registry personne
are present.

Fire and fire prevention neasures

The lighting of matches, snoking and the storage of
i nfl anmabl e mat eri al or cl eani ng sol utions in

is strictly forbidden. Registry personne
may snmoke at their desks in registry, but under no
circunstances is snoking allowed anongst the shel ves
where files are stored. No burning cigarettes may be
left on a desk while the official works el sewhere.

Only CX®2 fire extinguishers nmay be used to extinguish
a firein a location where records are stored. Water,
in all instances, nust only be considered as a |ast
resort.

Fire extingui shers nmust be inspected every

nonths and must ensure that it is actually
done. On their appointnment, all registry personne
must learn to handle fire extinguishers.

Wat er

Regi stry, and other areas where records are held, nust
be regularly inspected by the Chief Registry Oficia
and the Records Manager to ensure that roof |eaks,
| eaks in water pipes, etc. are traced in tine and
repai red before damage can be done to the records.

VWhen records beconme wet for whatever reason, efforts
to dry themnust be nade as soon as possible. The
docunents should be separated carefully and dried
bet ween sheets of blotting paper. Warm air is then
blown over them with a fan or hairdrier. Under no
ci rcunst ances shoul d wet documents be spread out to
dry in direct sunlight.
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Pests and pl agues

The registry, and other areas where records are stor-
ed, must be regularly examned by the Chief Registry
Oficial and Records Manager to avoid the occurence of
pests and plagues. Oficials who notice fishnoths,
cockroaches, etc. in any of these areas nust inmedi ate-
ly report it to the Chief Registry Oficial.

Areas where records are stored, nust be fum gated
every nont hs agai nst fishnoths and other pests.
It must be noted at all tinmes that no | ethal sprays
may be used whi ch coul d have danagi ng consequences for
the records. Sprays with a high acid content or which
rel ease acid, should be avoided. The safety of
personnel nust al so be taken into account.

Li ght
The lights in must be switched off
whenever nobody is present in the area. The lights

between the shelves in registry mnust simlarly be
swi tched off whenever files are not being filed or
wi t hdr awn.

No direct sunlight nust be allowed to shine on any
records and for this reason the bl i nds in
must be kept rolled down when the sun

shi nes in.

Danmage through handling

Al officials nmust be aware that it is considered to
be a violation of the National Archives of South
Africa Act (Act No. 43 of 1996) to deliberately danmage
records. This includes deliberate danage by carel ess
and indifferent handling. Records nust therefore be
handled as carefully as possible. Careful handling
al so saves tinme and noney because danaged file covers
do not have to be changed as regul arly.

No food or drink may be consuned at a table or desk
where records are placed. d asses of water, bottles of
cooldrink, etc. nust not be placed on cabinets or on
shel ves where files and records are stored.
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TRAI NI NG OF REG STRY PERSONNEL

Both the Records Manager and the Chief Registry Ofi-
cial nust attend the Records Managenent Course present-
ed by the National Archives to receive the correct
training for their various tasks. The other registry
personnel should, however, be trained by the Chief
Registry Oficial.

In-service training under the Chief Registry Oficial
occurs during the normal execution of duties and is
conducted along the lines of the Registry Mnual on
at . Oficials undergoinging training wite
tests every to test their know edge.




