SECTEON 6

BASEC REGISTRY PROCEDURES



: . Nothing has been added to the file for the last year.
e. . Action on the subject covered by the file has come to an end.

In each of the above cases a RSLAF Registered File Disposal Form (RSLAF 262T7) must be raised,

|
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held on the file as a folio, but is attached on the left hand side inside the file cover.

FILE RECORD SHERT (RSLAK 262A)

A RSLAJY 262 A, sometimes referred to as a Charging Sheet, is to be maintained for each current and
archived file held. Each file movement is to be recorded on the RSLAF 262A to ensure that its
whereabouts are known at all times.

When an archived file is destroyed the RSLAT 262A is also destroyed.

MOD REGISTERED FILE DISPOSAL FORM (RSLAL 262F) K

The RSLAF 262F is used when a file is being recommended for archive action. When a file is archived
the RSLAF 262F becomes the top folio in the file but is not folio numbered.

Archived files should be stored in numerical order, As a reminder to review an archived file for
disposal action, the date a file is due to be reviewed should be entered onto the Brought Forward (BF)
card.

When a file is destroyed together with its relevant RSLAF 262A, the RSLAF 262F is to be retained for

a period of 5 years as proof that the file once existed.

CROSS REFERENCING

Cross-referencing is an aid to the recipient of correspondence as it informs them where the other
references are located within a file.

Lig.

( I'he above example shows that Folio 3 has a Reference on a correspondence that is located rearwards
i the file at F2 and forwards at F5).



OO TIANSTER

vl v losines may be transferred from one file to another. Eg. it FI2 on file JFC/1000 is to be
reloeated oo file JEC/1000/1 then the following action must be taken.

g Extract F12 from file JFC/1000 and replace with a locally produced ‘Folio Transfer

“tip' This will record that F12 once lived in this file

h. Cross througl, but do not erase F12.
. Place the former F12 onto the new file JFC/1000/1 and give it a new folio number.

PROTECTIVE MARKS

Protective Marks are applied to documents where material if disclosed would cause varying degrees of
damage to the operational effectiveness and security of the department/nation. Protective marks are, in
descending order:

" Sceret
I Clonlidential
&, Lestricted

Protective markings and descriptors are to be placed at the top and bottom of each page and on the
reverse of the final page

DESCRIPTORS

Descriptors are used in conjunction with a protective mark. Descriptors include:

3 APPOINTMENTS. Matters concerning actual or potential appointments of personnel.
I, BUDGET. Concerning budgetary matters.

¢ CONTRACTS. Concerning matters relating to tenders and contracts,

. IMONOURS. Concerning the award of honours to personnel.

. INTELLIGENCE. Concerning intelligence source material and assessiments.

L INVESTIGATION. Concerning investigations into disciplinary and criminal matters.

g MANAGEMENT. Concerning policy and planning matters,

[ MEDICAL. Concerning medical reports and records.
i PARSONAL. Material only to be seen by the person to whom it is addressed,

| IOLICH, Police matters concerning police operations and activities.



k. POLICY. Concerning proposals for new or clmngé& government policy before publication.

I STATE. Matters concerning named or identifiable staff or personal confidences entrusted by
stafl to management.

n, VIZTTING. Matters concerning the security clearance of personnel.
n VISITS. Details of visits by personnel.

BILANCIL NUNDBIIGENG Sho g

The Branch Numbering System is used to denote a system where each file has a title which is unique
anel is an indicator of the subject. File titles are given by the person who has responsibility for that
subject ared.

‘e file title should be neither too broad nor too narrow. Files which have a title that is oo broad will B
become cluttered with information relating to different aspects of a subject. Files which have a title
(hat is too narrow may be little used and contain scant information.

Whilst it is the responsibility of the registry clerk to pen files, care should be taken 1o ensure that
duplication of files does not happei and also to query the opening of files which might be better placed
on another file.

yiach file has a unique reference number in addition to the title thus enabling it to be identified,
cetrieved and maintained easily. Each file has:

a Prefix. To indicate the unit to which a particular file belongs. Eg. JEC, ISC

. Indicating Number. Within the JFC files are numbered in refation to J1 - J9 roles, eg JFC/4000
denotes a file within J4. N



INSTRUCTIONS FOR OPENING, CLOSING AND DESTROYING FILES AND BICSYNTEN

OPENING A NEW FILE

When opening a new file carry out the following:

1 Allocate new file number according to the subject of the correspondence (check with Ch'lk)
A 4t Tl eeajeter with derails of the new file.
3 Yaise new file cover depending on the classification of the correspondence you are filing as the

first enclosures.

<k, Raise RSLAF 262A Registered File Record Sheet and file in folder in correct nummerical order.

C1LOSING A FILE AND OPENING NEW PART

Ouce a file becomes too bulky or has 100 enclosures filed on it the file should be closed and a new parl
openedl. To do this carry out the following action:

I Ruise RSLAF 262F Registered File Disposal Form and place on file as top enclosure.
2 Cross through the front of the file and write ‘closed’ and date.
. Rook file out to the responsible officer for review procedure at part | of RSLAF 262F.
4 On return of the file carry out the instructions given by reviewing officer at Part 1. This will v
either:
. Destroy the file immediately (see file destruction).
" h. Put the file away and review again at a later date ensuring you enter the Revicw

date on the front cover of the fNle(see Archive file procedure).

S Cuery out action on RSLAF 262 A according to instructions for destruction or PA action.

fr. [Laise new file part number as per instructions for ‘Opening a new file".

DESTROYVING A FILE

Wlhen o reviewing officer has indicated on RSLAF 262F that a file is to be destroyed cary out the
fallowing action (for SECRET files consult Ch Clk).

[ Renove RSLAF 262F from file

2. ‘Tear up file cover and all unclassified correspondence. Classified co rrespondence from
Restricted to Confidential should be shredded or burnt. For Secret correspondence consult the Ch el

% Complete part 2 of RSLAF 262F and file in RSLFAF 262F folder in correct file number ol



ARCINVE A FILE

When a reviewing officer has indicated on RSLEAF262F that he wishes the file to be retained for a
stated period and reviewed again the following action is to be taken:

1. ecord the date of the review on RSLAF 1965, ‘Bring Forward Index Card’, indicating file
number, part number, reviewing officer and month and year to be reviewed.

2 Linter the Review date on the front of the file cover and put the file away in the archive cahinet

s

Wi e nunatier order.

3. Move RSLAF 262A [rom the current lile tolder and move it into the Archived Section.

BRING TORWARD (BI) SYSTEM — RSLFAT 1965

A Bring Forward or BF system is operated by all registries, consisting of 31 cards, one for each day of
the montl. When a person wishes to indicate that a BF is required they will enter a charging onto the
file cover in red. Eg. BF OC BMF 20Api03. When the file is returned to the registry, the registry
ctaff will amend the RSLAF 262A to show that the file has been returned and annotate the appropriate
BE Card: this will ensure that the file is selected on the correct day of the correct month. The registry
staff will then initial the entry on the file cover to show that the BF request has been noted on the BF
cards.

“I'ie BF card is also used as a reminder to ensure that archived files are reviewed prior to their planned
destruction date. Fach archived file review date is entered on the right hand side of the card in red to
differentiate it from current files which are normally stored separately. Personnel must ensure that the
file, along with its part number is entered correctly to ensure that the wrong part is not acclentally
destroyed.

liach day, first thing in the morning, the card for that particutar day of the month should be reviewed
and actioned. The following action is to be taken on a daily basis:

[ IFirst thing in the moming review the RAF Form 1965 for that day.

2 Action the files listed for that day.

0
-

IJelete the BEF entry on RSLAF 1965 to show that the file has been sent to the addressee.
4. Place current day's RSLAF 1965 to the back of the cards.
5: Book file out to addressee on RSLAF 262A

ACTIONING A REQUEST FOR A BI

When a request has been received to see a file or correspondence on at a future date carry out the
following action:

1. Locate RSLAF 1965 BF card (the card with the correct date as requested).

2 Enter the details of the file (including part number), the recipient and the month and dare



3. Iinter details of recipient, date and file or enclosure number on front of the file in RED. Thes

Jininal the entry.

4. Carry out steps as detailed in ‘BRING FORWARD SYSTEM'.




FILIE CINLCKS AND CUSTODY

File checks and the custody of all registered files is the responsibility ol the registry stalf- ile checke
are to carried out in the registry by the registry staff on a running basis, a percentage/number ol hiles
chiould be checked daily. The registry staff should ensure that:

4 Files are kept in the correct numerical sequence.
h N letters for despatch are held on a file. 35
¢ All the file chargings on the front cover have been crossed through. [If the file charging:

las not been crossed through the file is to be returned to branch to which the charging referred.

. d. The folios are correctly numbered.
c. All files must be checked within a specified period, eg. every 6 months.
f. Is the file cover in good order; if not you must replace it by transferring all the details

off the old cover onto the new cover. Cut off the front cover of the old file and place it on the
left inside of the new file 10 show who has seen the folios.

e Does the file cover have:
a. A subject. -
b. The date opened.
c. A part number.
d. A classification. -

If not then you must write them in.

h. The elassification of the highest folio must be seen on the outside cover of the file, e.g
RESTRICTED, SECRET ete.

I Once all the above has been completed you must record the fact that you have checkecd
ihe file by stating so on the inside right hand side of the file in the following manner, write in a
new table if there isn't currently a table on the inside cover:

DATE NAME LAST FOLIO SIGNATURL
CHECKED NUMBER -

1. Next check that the file has a RSLAF 262 and that it has written on it:
a. A subject
b, The date opened. N
C. A part number.
d. A classification.

3 ) ) ;
1f not then you need to raise, or amend, F262 as required.

k. Onee all of the above has been completed then sign the Record of File Checks Reyister R



(FILE REFERENCE)

SUBIJECT)

RESTRICTED

(FILE REFERENCE)

FILE sUBJECT
(PART NUMBER)

DATE FILE OPENED

DATE FILE CLOSED




EXAMPLE OF A CIRCULATION SHERT
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Note: The size of the circulation sheet should be as small as possible — preferable size would be 4 10 '
sheet of Ad paper.
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Is passed to you for allocation. Please indicate allocation by completing this slip.

#). The above correspondence has been/should be FIIER OGN oo nnsrssssoansrnssssanannasynarsosoasaaisseeivs
W2, New files is required With @ GEIE. ...oueeeeei e
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who 18 lequcsted to complete l or 2 above and return © the Registry.

R Unable to assist with filing allocation. Returned to the Registry.

STENALUIC. s vvivanessrancanscnsrees s s sass

R IR/ IN TR . «ve 4 e aocoanansorrrnnvosnbssansanassanases

EAE, e oaeianime s §55 05 SNV O ARG Wb @ AOMAML LTSS LN oW



' RECEIPT OF MAIL

PRIORITISATION O MATL

Incoming mail is 1o be dealt with n the following order:

Aail deliversd by special canrier

b. [ncoming signals in precedence order as tollows:
(1) Immediate.
(2) Priority.

(3) Routine.

& All letters in precedence order as follows:
(1) Immediate.
(2) Priority.
(3) All incoming official letters.

. All other official mail.
- ; : . " e officer responsible for the
[he mail now needs to be identified, allocated to a file and circulated t© th PO
subject, or to someone that needs to see it.

WO CAN OPEN WHAT MAIL

The following summarises who is responsible to open what mail:

- : : i g ail should be first sighted by
8 Secret and Confidentiol Mail. Al secret and confidenticl l:(‘)ll b:?lxe mail. In tli‘ '
ihe Chf Clk/Superintendent who will pass it to a clerk authoris€ ra0ps '

Clk/Superintendents absence, an authorised Cpl/LCpl will first sight the meail.

P P ¢ ea (11 | A '\
1y, Unclassified or Restricted Mail. This can be opened by any wthorised registry cl

¢ Mail Marked “To be only opened by, Personal or Pezs,,-L—-L‘&LO 14 t,) : e: n}r 1.|!:u'ls'wuh Hese
markings are to be passed unopened direct to the officer/person coucc’:.lm. .t:h l \elrm ——
responsibility to inform you of the contents of the cmrcspondf’“cc .an _pdi\’\ 'f 2 (.'l):‘m) @ ; l,',,‘
file. During the addressee’s absence, mail can be opened by @ PR DI

on their behalf

d. Mail Marked “For the attention of”. Mail marked “FOr BRI AT TR e e
actioned by the person dealing with the mail.

his unopencd 1o the alhwes

@, Official Mail Addressed to an Officer by Name. Pass YU 0 :
vl s addressed o intor yon ol

concerned. It is the responsibility of the officer to whom the W'
the contents and pass it to you for filing.




All incoming mail MUST be d

[ date Stnnping.
officer then the envelope or package sl

unopened to an
with the audit tr
sender and receiver

ail in that it helps to identify where mail has been he

ate stamped. Where correspondence 18 t0 be passed

-;uld be date starped. Date stamping assists
Id up on its LransmisSsIon between



DESPATCIH OF MAIL

HANDLING SEQUENCE AND CHECKS REQUIRED BEFORIS DESPATCI

Correspondence should be passed 10 the registry staff by the author of the document. “Therealter, nul

should be despatched in the following sequence:
d Mail for despatch by special courer.
h. Signals — in precedence order: immediate; priority; then routine.

c. [etters — in precedence order: immediate; priovity; then routine.

d. All other official mail.

CHECKS ON PREPARATION OF MAIL FOR DESPATCII

The following checks should be carried out before mail is despatched:

a. Clieck all letters and any copies have been signed.

b. Check that all letters and any copies have been dated.

c. Iinsure that each copy has been highlighted to reflect its recipient.

d [nsure that all annexes/appendixes and enclosures are correctly attached.

e Place file copy onto file, enclosure number and make any cross references.



Colamn “0” — the remarks column is where signatures and printed pames are placed when

classified material is finally hooked out to an individual or organisation, ar when all action v
compleied by a clerk, it can also be used to make general cCOmMMENts.

es is to be clearly identified by date. No lines are to be left hlank.

Pntries.  Dach set of entri

The transfer of enclosures between files follows the s

I'ransfer of Enclosures Between Files.
procedure us that for restricted or unclassified material but the F102 must be amended to show the new

Jdetmls.

Destruction of Classified Material All classified material must be either shiedued, pripra o

Destruction of Files.  When a file is due for destruction, the RSLAF 262F is removed from the
file and used as the destruction certificate. The RSLAF 262A relating 10 the file is removed
from its binder and destroyed with the file. The RSLAF 262F is retained in a binder that stores

® [:SLAF 262F and retained for a period of 5 years.

Not Held on File. When classified material that is not held

on file is destroyed, it should be logged on a Destruction Certificate and witnessed by a
Commissioned Officer logging {he date of the document, its subject, any COpy number it has

and the RSLAF 102 Reterence Number.

yestruction of Classi



CLASSIFIED REGISTRY PROCEDURILS

Iy regard to material classified confidential or secret, the registry is responsible for:

The receipt and recording of all secret and sccountable confidential material and its delivery to
thie appropriate individual. Secret documents and letters marked “Personal to/for” and

v idual Dy e ol appRintment age e te priesed nnopened to the individual concerned, after
a8 b PR ' L th "“'-'lr\pc* have been recorded in RST.AF 102, It is the rcsponsibllily
of the addressee to notify the registry of the reference number, date etc ot thie QuCUIIEL anud i
file to which it has been allocated so that the entry in the RSLAF 102 can be completed.

Il recording of despateh of secret correspondence.

Gipening and recording the movement of secret liles.

RSLAIT 102

All secret mail, correspondence, documents and files received must be recorded in the RSLAF 102
along with any movements of classified material. Al incoming classilied material must be date
stamped with the registry stamp and should include details of the RSLAL 102 entry including the serial
nimber. Once full, F102s are to be retained for a period of at least 5 yeirs. There are usually o number

of RSLAT 102s held in the registry and include:
it Incoming mail.

h. Outgoing mail.

c. Protectively Marked Documents Not on File (PMDNF).

d. Typing/photocopying.
e Magnetic media.

RSLAL 102 Serial Number. Bach receipt of classified material is entered in the RSLAF 102 as a

separate entry with an individual serial number. The serial numbers within the registers are sequential
(1,2,3.4 e1c) irrespective of date of entry. If there is a high tunover of classified mail it may be
worthwhile allocating serial numbers to each F102 in order to ensure serial nuinbers are unique ey,
Incoming mail might be 11; outgomg mail might be O1, PMDNF mail might be PM1,

typing/photocopying mail might be TP1; and magnetic media might be MM1.

Record of Inspections.  Each inspection undertaken, meluding any spot checks undertaken by the
Military Police, is to be entered in the front of the register. Inspections are carried out both by the
supervising officer and independently by other officers. In addition to the daily percentage checks a

surprise check should be undertaken at least once a month.

Curidance Notes. The RSLAF 102 has guidance notes on the inside front and back cover. They are not
comprehensive but are designed to give assistance in an area where doubt exists as to the meaning

about a patticular aspect.



Particulars of ihe Supervising Officer. Particulars of the supervising officer i recorded i the lront of =
e RSLAF 102, these relate (o the person who will be responsible for underiaking pos odic mspechions

of the register.

Receipt of Origin.  Hach colima in the Receipt of Origin part of the register must be considercd o

follows: .

Columm “a?? — each entry in the RSLAF 102 is allocated a serial pumber and 15 entered nndes
" Vares o which R ﬂ(‘liﬂll(“d.

Column “b” — the type of document is indicated by a letter:

L = Letter F=File S = Signal
Column “c” — the sender/originator who is sending/has sent a document. B
Column “d” — the date of origin of the document is the date of a letter or the file openced date

Column ¢ - the reference number is that shown on @ letter/the file reference number/the
signal reference.

Column “P? — the title/subject is the file title or subject heading of the letter.

Column “g” — the number of documents produced or received. Fach copy of a letter produced
nust be allocated a separate serial number.

“ Column “h? — the copy number relates to individual copies of a document. 3

Disposal. Disposal is divided into temporary disposal and final disposal, the difference being that
temporary disposal is that where documents are held or located on a temporary basis and the final -
disposal part is its final storage place. For example a letter received from another unit would be finally
disposed to a particular file. Once part of that file, the file may be booked out to an individual on a
temporary basis. Each column in the disposal part of the register must be considered as follows: -

Column “j” — the referred to/returmed 1o column indicates the temporary location of a
document. When a file is to be signed out to someone, details of their appointment should be —
listed , a signarure and printed name obtained.

Column “K” — the date on which column ‘j* was actioned.
Column “P* — the despatched to (address details) or enclosed in (reference nurnber of file cle)
ihe final location of the document, for example a letter received would be finally disposed o™
file and a file returned by the person to whom it was temporarily loaned would be shown i
refurned to the Registry/Orderly Room.

Column “m” — the date on which final disposal is actioned.

Column “n” — the date receipt returned relates to the date on which a receipt is returmed by o
anit or to record details of a receipt being réturned by you 1o another unit.



FLOW CIHHART FOR DEALING WITH CLASSIFIED MATL

DATI STAMP CORRESPONDENCE

I I

[ - RSLAT 102 STAMP CORRESPONDENCE
|

Tk CORRESPONDENCE IN RSLAF 102 REGISTER (SEE TEMPORARY/FINAL REL €3
e |

f REA b ]

INSIRT BOOK NUMBER & SER NO. FROM RSLAF F102 ONTO RSLAL 102 STAMI'

DISTRIBUTION:
TEMPORARY FINAL
e ¥ MAIL NEEDS TO GO ON « ENTER IN FINAL COLUMN OF RSLAJ
CIRCULATION ATTACH 102 THE FILE REFERENCE AND
DISTRIBUTION LIST FOLIO NUMBER
« INSERT INTO A DISTRIBUTION « DATE ACTIONED
FOLDER  IN REMARKS COLUMN ADD YOUR
e [NTER IN THE TEMPORARY SIGNATURE & PRINT YOUR NAMLE

COLUMN OF RSLAF 102 THAT MAIL —
© 7718 TN A DISTRIBUTION FOLDER I '

¢« YOUR INITIALS

« DATE

«  WIIEN MAIL HAS FINISHED /
CIRCULATING ON DISTRIBUTION, N
ACTION AS PER FINAL COLUMN
(RIGHT)

FLETR IT

IF A TILL 1S REMOVED FROM THE ORD RM YOU MUST:

e EMNSURE THAT IT IS BOOKED OUT IN THE TEMPORARY COLUMN OF RSLAT 102

« TIIAT YOU GET THE RECIPIENT OF THE FILE TO SIGN IN THE TEMPORARY
COLUMN OF RSLAF 102 AND ALSO PRINT HIS/HER NAME SO YOU KNOW WHO
THEY ARE AT A LATER DATE (SIGNATURES ARE OFTIIN INTELLIGIBLE!)

« DROOK THE FILE BACK IN THE FINAL COLUMN AND SIGN OFF RSLAF 102 ENTRY




DESTRUCTION CERTIFICATE

. The original documents referred to below have been destroyed by shredding/burning (fduelete i
appropriate).
[SER [ SY DATE OF SUBJECT cory o2 -

NO | CLASS DOC

B o

——

NO REFEREM

NO

Note: Line-oft all unused boxes

Destroyed by:

Signadture

Naure

ank

Date

Witnessed by. (Officer)

Signature
Name
Rank
Date



RSEA 160

x

RRING FORWARD INDEX CARD (BF CARD)
me OF MONTII

'i‘ CURRENT FILES ARCHIVED FILES (IN k1)
TG | FNENO & | SENDTO | MONTH & T FLE NO & | SEND VG| M1l
PARL NO YIiEAK L AKL NG = 23 AT A \ YIAK




Registered File Record Sheet

FULL IO e
Nnin Heading

Secondary Headuy

Other Hending(s)

RSLAF 2620
(Revived 10/9%)
PPN

File Reference (inc Prefix);

Part (1, 2, 3, elc)

l I 10w g0 hrans Mugl-ino

Revised Urolective Marking:

Paste Regardod

Date OPENED: (date of first enclosire)

Previous Relerence;

Dt CLOSED: (MOD Forn 262F Raised)

Date of 1ast enclosure:

Cavents &Deseriptors
[teld by Date Issned | Date Returned | Held by: Date Issued Date Retnped
(Contierd Civerleal )
Lle)
Date Issued Date Returned Held by: ate issued Date Retsrned

1leld by




egistered Fale Bisposal Form

BKSELAN o'
LR v 1T
P o

— R
O 8 O O 8 Y D
N Hleading

l Loaveins O esciipiols

File Reference (ine Pralix)

rl‘un (1.2 3 etc)

Date of fast enclosure:

Protective Marking:

Daw OPENED: (dlate of first encloanie)

Dote CLOSED: (RSLAF 262F Raswed)

(1o be completed when the file is closed)
i Destroy immediately
b, Destroy after years
Branch Reviewing Officer:

Reviewers Name

et 1 DISPOSAL SCHEDULE RECOMMENDATION
(tick choice)

Signature

Date_

Destroyed by~

Sigiatare

Nanme

Rank _ Date

Part 2 DESTRUCTION CERTIFICATE

1t is certified that the specified file has been destroyed:

Witnessed by: (Secret and abave only)
Signature

Name

Rank Date




FOLIO TRANSFER SLIP

Falio number. e e Relerence

SUBJECE, 2o oovevesit ssemreninnasnnsnn ot nneey

Seenrity Grade. oo

ts transferred © file/folder......cc voanss

As folio munber...... i

.........

tsssemasttr NI

DIE. « weineressnsdan idasbibadbosiobossssannasaoraes

sessersbsenbrinn iy

.............................

L R R ]

o SIBOBIUTE. Loiain ssassoprsse ssnmnapanznmsnsprsnanyes oo
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FOLIO STIEET

FINTY LIETTER
I'ROM

DATE OF LETTER

L REFIRENCT
OF LR
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