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FOREWQRD
1. This manual establishes the policy for Records Management at all
levels within the Army.
2. The contents of this manual are to be adhered to by Army units with

their own registry system. Units and Army Office Branches sup%orte& by other
registry systems, eqg Defence Central Registry, are to adhere to the instructions
in this manual except where they are in conflict with the instructions issued by
the servicing registry.

3. This manual supercedes the Registry Clagsification of Correspondence
?316:%10;% {RCCC) 1973 and Records Management - Formations and Units - (3AB 80.2)
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PREFACE
General
1. The purpose of the Records Management Manual 1is to detail the

responsibilities of all personnel at all levels in the area of records
management.

2. The wvalue of records and the necessity of preserving them is
recognised by the Government. Efficient records management is a requirement
under Archival and Freedom of Information (FOI) legislation. Correct records
xixana ement initiated at unit level facilitates that management at higher
evels.
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ACCESS

ACTION RECORD

ACTION OFFICER
or SECTION

ACTION TAGS
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ATTACHMENT

CLASSIFYING

CLEARANCE
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INDEX

PERSONAL
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PUT AWAY (P/A)

XI
CLOSSARY OF RECORDS MANAGEMENT TERMS

Access is the making of records available for examination to
someone other than an officer of the creating department.

The action record is usually the front page of the file
cover. It is ruled in columns and is used to facilitate
direction of movement and future action in regard to a
particular document or complete file.

Action officer or Section is the officer or section
responsible for dealing with the subject matter of the
correspondence, file, form, etc.

Action tags are paper or board tags, suitably printed,
attached to files or folios to highlight necessary action,
eg 'Urgent', ‘Ministerial', 'Action Incomplete’.

Those public records which, having been assessed as of
continuing value for reference and research purposes, are
appropriately classified and arranged in the custody of the
Archives Office.

Attachment is the securing of a paper to a file according to
a pre~determined procedure.

Classifying is the process of allotting individual
documents, according to the information content or action
required, to the correct file.

Clearance is a messenger service to deliver and collect mail
and files to and from action officers or sections at set
times during hours of official business.

Correspondence 1is any communication in written form, eg
messages, memorandum, letters, records of conversation.
Publications and manuals are generally not regarded as
correspondence.

Current records are those records which are still being used
for the specific purpose for which they were created.

Disposal is the removal of records from departmental custody
either through authorised destruction or by transfer to the
custody of the Archives Office.

A File is a oup of papers fastened in some significant
seqguence usually in relation to a specific transaction,
object or topic. Such a group is usually enclosed in a file
cover and contains both correspondence and other kinds of
documents which are attached.

A folio is a document, generally one of a number kept
together as a file. The folio number is the consecutive
number given to each complete document to assist reference
and identification.

Follow-on correspodence is correspondence which contain
replies or further action to the original paper or papers
which created the file.

Initial correspondence is correspondence on a new topic for
which no file is currently held.

An Index is a list, book, card or electronic system suyitably
arranged to facilitate reference to files.

Personal correspondence is correspondence dealing with only
onsz particular person who is a member of the unit. If two
or more members of the unit are mentioned the correspondence
is classified as subjective correspondence.

Put away is the act of placing a file in a storage area in
the Registry when action, including examination, has been
completed, or suspended for the time being.



REGISTER

REGISTRY

RE SUBMIT (R/S)

SUBJECTIVE
CORRESPONDENCE

TRANSIT SYSTEM

X1l

To register is the act of recording correspondence and the
system in which it is recorded to facilitate, later
retrieval.

Registry is the general term used to describe the section of
a department or office which has the responsibility for the
registration, treatment and custody of all correspondence
and supporting documents which are used for the current
business of the department or office concerned.

Resubmit is a sgystem whereby files may be P/A temporarily,
until a date indicated by the action officer, pending
further action.

Subjective correspondence is all correspondence that is not
personal correspondence.

Transit system is the system used to control movement of
files between two points without passing through registry.




CHAPTER 1
MAIL HANDLING PROCEDURES

Aim

101. The aim of this chapter of the Records Management Manual is to
detail the procedures for handling mail.

Introduction

102. It is essential that mail is collected at the proper times, delivered
promptly to registry, and processed immediately. Speed, safety, security,
convenience and economy must all be considered when dispatching correspondence,
as well as the relevant postal requirements and regulations.

Mail Inward

103. Receiving and Processing. The following guide lines apply to
correspondénce reé%ﬁ?ﬁﬁ“iﬁ‘i“ﬁﬁff?‘z

a. Unless marked ‘'Personal’, envelopes addressed to the unit, a
section of the unit or to an appointment within the unit are to
be opened in the presence of at least two members appointed by
the CO/0C and processed by registry staff.

b. Official mail marked 'Personal' or 'to be opened by (appointment)
only' is to be forwarded to the addressee and is not to be opened
by registry staff.

c. Action officers who receive ‘registerable' correspondence which
has not been recorded in the registry are to return the
correspondence c¢uickly to the registry to enable registration and
filing action to be carried out.

d. Registered Mail. The CO/0C of the unit is to appoint a
Yesponsible member of the registry staff to receive registered
articles on behalf of the unit. Registered articles are to be
recorded in a Postal Orderly'’s Registered Mail Book (A092) and a
signature obtained for the article from the person accepting
delivery of the article. The pertinent file number is to be
endorsed against the entry in the A092 when the contents are to
be processed by registry and the name of the originating post
office and registered number endorsed adjacent to the date time
stamp on the correspondence.

e. Certified Mail. Certified mail is to be handled in the same
manner as registered mail.

£. Taxed Articles. Taxed articles are articles which have had
insufficient postage paid by the originator. Payment for
officially addressed ‘'taxed' articles should be made from the
unit petty cash account. Unofficial privately addressed taxed
articles are to be paid for by the addressee.

G- Unclaimed Mail. Official correspondence that has been marked
ASTURKNOWNT,  'UNCLAIMED' or 'RETURN TO SENDER' is to be opened

and the envelope attached to the contents and referred to the
originating officer, with the relevant file.

h. Remittances. Negotiable instruments, eg chegques, money orders,
and cash are to be recorded in a Values Received Register (FA 78)
and handled in accordance with FINSERVMAN 7~1.

i. Personal Mail. A long-standing agreement exists with Australia
Post under which Army accepts responsibility for the handling and
distribution of mail, once it is delivered to an authorised Army
representative by the civilian postal authorities. It is
incumbent upon units, therefore, to ensure that every care is
taken with personal mail while it is in the custody of a unit,
and that it is delivered to the recipient as quickly as possible.
The duties of a gostal orderly are listed in MILW Part 2,
Volume 2, Pamphlet




104. Date Time Stamping. All ‘'‘registerable' inwards mail is to be 'date
time stamped’ on the reverse at the bottom left-hand corner of the addressed
page.

Mail Qutward

105. Envelopes. Official mail for dispatch through Departmental Channels
should be enclosed in:

a. departmental envelopes; or

b. white crested envelopes, which are to be endorsed 'Certified
Official” and 1initialled by the originator or responsible
officer: when thig is undesirable the envelope should be
delivered by hand to the registry staff by a responsible officer
who can confirm their official content.

106. Stamp Advances. Accounting procedures and instructions for the
handling oFf postdge scamps, telegrams, franking machines, and post office boxes
are described in FINSERVMAN 7-1 and are to be observed.

107. Economies. Registry staff must be constantly on the alert to effect
economies "and, it possible, speedier methods when dispatching mail. Postage
Stamps, etec, are Public Moneys and as such cannot be utilised for the
transmission of personal mail or mail from the Units Non-public Money Accounts
{messes, regimental funds, etc). Correspondence is to be dispatched ordinary
surface mail in most circumstances, however, if action officers advise registry
staff that correspondence is urgent then a higher priority can be used. As far
as practicable mail for dispatch through postal services should comply with the
current 'Post Office preferred’ sizes.

108. Unauthorized Use of Official Stationery. The use of official
stationery for private purposes i8 prohibited. Registry staff will refer to
h%gherdauthority instances where misuse of Departmental stationery is
observed.

Return Indentification

109. All envelopes containing correspondence for dispatch are to be

endorsed with the unit stamp either on the front, under the OHMS pre printing,
or on the reverse.

Provision of Postal Services for Personal Mail

110. Outwards personal mail is not to be dispatched through Departmental
channels. Mail addressed to the Army Health Benefits Society is regarded as
official mail.

111. Units which do not have a RACT Unit Postal Orderly on establishment or
are not serviced by a local Army Postal Unit, MILPO or Australian Post Office
have a gfral obligation to provide postal services for personal mail for their
personnel.

112. CO/0C of units described above are to appoint a member of the unit to
be responsible for the provision of these services. In most instances this
should be a member of the registry staff as their duties inter-relate. The
duties of a postal orderly are listed in MLW Part 2, Volume 4, Pamphlet 5.

Information Display

113. A table showing official courier and post office pick up and delivery

timings, current postage rates and post office preferred sizes is to be
displayed in an accessible position in the registry area.
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Handling and Dispatch of Protected Documents

114. The policy relating to the handling and dispatch of protected
documents is detailed in the Army Security Manual Volume 1.

Registration of Correspondence

115. Classified Documents. The procedures for the registration of
correspondence classified CONFIDENTIAL or higher are described in the Army
Security Manual Volume 1.

116, Other Pocuments. All correspondence classified as RESTRICTED or
below produced or received by a unit is to be recorded in a Register of Official
Correspondence (CR100). Instructions for the maintenance of registers are at
Annex A.

Distribution of Correspondence

117. Local policy determines the correspondence referral procedure within
units. Correspondence signed by, or on behalf of CDFS, CGS, DCGS, or formation
or higher commanders is to be directed to the CO/0C. Registry scaff, shall

provide a regular clearance system within the unit, and times of this clearance
system should be notified in Unit Routine Orders

Woxrk Priority

118. All inwards correspondence must be dealt with in order of priority.
Messages are to be processed first in precedence order (Flash, Immediate,
Priority and Routine), then in order of their time/date group of initiation
within that precedence. Letters and other forms of correspondence are then
dealt with in order of their date of origin, unless preferential instructions,
eg precedence, for action by {(date), regquire otherwise. A1l outwards
correspondence should be dispatched on the date of signing.

Annex: A. Instructions for the Production and Maintenance of
Register of Official Correspondence



v’

ANNEX A TO
CTHAPTER T U

y "TE F
RECORDS MENAGEMENT
MERUAL

INSTRUCTIONS FOR THE PRODUCTION AND MAINTENANCE
“OF _REGISTER OF OFFICIAL CORRESPONDENCE - CR100

Burpose

1. The purpose of the registers is to be a permanent record of
correspondence classified as RESTRICTED and below dispatched or received by a
unit. BSeparate registers for inwards and outwards messages may be maintained by
a unit where staffing arrangements or the volume of message traffic indicate
that this is preferable.

2. Commanding officers are to ensure that a specified individual is made
responsible for the maintenance of the respective registers.

3. All entries are to be made in blue or black ink and deletions or
amendments, eqg change of file numbers, are to be made in red ink, as follows:

a. Inwards Correspondence Re iste:il The Inwards Correspondence
Rggrgggg*Ig“fﬁ*%§“@3ﬂp1§f§ﬂ£3§*fa OWS ¢

(1) Register Number. The ‘'register number' column is to be
eft blank.

(2) Date Received. The 'date received' column is to show the
date received. There is generally one date to a page,
however, units which have a high volume of inwards
correspondence may utilize two or more pages for a
particular date.

{3y From Whom. The 'from whom' column shows the
idéntification of the unit initiating the corregpondence.

(4) Reference Number. The 'reference number' column shows the
details by which the initiating unit identifies the
correspondence, eg their file number, their message number,
etc.

{5) Dated. The 'dated' column is to show the originators
date.

(6} Subject. Brief details of the subject matter of the
correspondence is shown in the 'subject’ column. It is not
always sufficient to use the heading of correspondence,
reference may need to be made to the text and care should be
taken to ensure the details entered in the register do not
breach any classification or privacy handling instruction.

{7) Disposal Action/Filed Under. The file number of the file
Oh which Lthe receiving unit is placing the correspondence
and the appointment of the officer to whom the
corres?onéence was first referred is given in the *disposal
action' column.

b. Outwards Correspondence Register. The Outwards correspondence
Register is to be coﬁﬁgeEea as follows:

{1) Action Addresgees. The ‘action addressee’ column shows
units 1¥%}&ﬁ1ch the correspondence is being dispatched for
action N

(2} Info Addresgsees. The ‘info addressee' column is to show
units to which the correspondence is being dispatched for
information only (1).

Note

t. When multiple addresses are shown on correspondence only the f£irst
addressee need be shown with a number indicating the n er of other
addressees, eg HQ Trg Comd + (17).



ANNEX A

(3)

1A-2

Reference Number. The file number of the file on which
The anit copy of the correspondence is retained is shown in
the ‘reference number' column.

{4) Dated. The ‘'dated' column is to show the date on which
Thé correspondence is signed; this should be the date on
which the correspondence is dispatched.

(5) Subject. Brief details of the subject matter of the
correspondence are to be shown in the ’'subject' column.
It is not always sufficient to use +the heading of the
correspondence, reference may need to be made to the text.
Care should be taken to ensure that details entered in the
register do not breach any classification or privacy
handling instruction.

(6) Remarks. Any remarks which may be useful to registry may
bé entered in the ‘remarks' column, eg Method of Dispatch.

4. Units which have a need to include further information in the

registers may use a portion of any column for this purpose.

5. Under the guide-lineg set by BAustralian Archives General Disposal
Schedule, No 10 correspondence registers are to be retained permanently.
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CHAPTER 2
ACTION OFFICER RESPONSIBILITIES

Aim

201, The aim of this chapter of the Records Management Manual is to
acquaint action officers of their responsibilities in recording, transmitting
and controlling correspondence, papers and files at unit level.

202. Proper attention by action officers to the accepted principles of file
and document handling will contribute greatly to the elimination of delays and
exrrors.

Action Officer Co-operation

203. The following outlines the ways in which action officers can co-
operate with registry staff in improving document and file handling within the
unit. Action officers are to:

a. accurately identify and communicate their new file reguirements;

b. maintain an alert and intelligent scrutiny of file subject titles
and contents to ensure that policy files are maintained
gseparately and not confused with routine or case files on the
same subject;

¢. ensure that the registry is advised of the transfer of
files to other action officers;

4. ensure that unregistered pigers are promptly forwarded to
registry for registration and £iling action;

. ensure that files are not held in offices for unnecessarily long
periods after current action has been completed, or when action
cannot be completed for an extended period;

£. ensure that registry staff are not requested to locate files that
are already in their possession; and

g-. ensure that papers are not removed from files or transferred to
other files.

204, Obtaining a File. Reaquests for files or information should be made

direct to THE Tegistry clerk. e number of the file should be stated whenever

possible. If not, the registry clerk must be given sufficient information to

clearly identify the topic. If it is marked to another individual or section,

Eﬁe §g istry clerk will ‘advise the marking, or upon request obtain and deliver
e file.

205. Request for New File. Only registry staff are authorised to
physicallf“?%%iﬁé'ﬁEW“?TIE?:“*Xﬁtion officers may request that a new file be
ralsed at any time by completing the form Request for New File (AR 18) and
attaching the original papers, or if they cannot be released a photo copy of the

basic paper with a notation that action is being taken on the original.

206. Pile Titles. When requesting files and suggesting titles action
officers are to select only those titles listed in Chapter 8 of this manual.

207. Security Classification. The policies regarding selection of the
correct ¢ld3ESITication an € reclassification of files is detailed in the Army

Security Manual Volume 1. Action officers must take particular care that file
headings do not compromise the file classification. Attention is also drawn to
the provisions of JSP(AS)102, Service Writing, Chapter 2, paragraph 221.

Clearance and Movement of Files

208. Folio Numbering. Action officers who attach folios to files in
their possession are to allocate folio numbers to those folios in accordance
with the procedures of Chapter 4.
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209. Action Records (File Cover Markings). Apart from keeping the folios
in an ord8rly state, Lhe Ccover §?3%$3€§TJ%5?ough the medium of the printed

columns on the front a place for action officers to record their requirements
concerning the movement of files. Registry does the first mark-out when a new
paper is attached to a file or when an action officer asks to have the file sent
to him., It is for the action officer to decide when action on the paper is
completed or when the file should go to another officer and to endorse the file
covar accordingly. Attention should be given to the following points:

a. The importance of correct endorsements on file covers is
stressed. Ticks and lines are not acceptable entries and all
endorgsements are to be made in ink or biro. It is not sufficient
to mark a folio within a file to another action officer. The
markings may be obscured by other papers and not be seen by the
appropriate individuals in the staffing process.

b. When action is completed, on folios indicated on the file cover,
action officers are to initial Column 4 of the file cover and
endorse the next line with the subsequent action requirements,
eg resubmit system, put~away. When specific comments have been
directed to action officers on particular folios these folios are
also to be initialled by the action officer after drawing a line
through their name. An example of file cover marking is at
Annex A to  Chapter 4. Never let a file leave you without a
marking otherwise the file will be returned; this often delays
further action.

c. Working papers or reference materials are not to be attached to
the inside of file covers. A branch/directorate Working File
(AR 111} is to be used for working papers.

d. When a file is marked to more than one person, registry will
normally direct it to the one whose name appears first on the
file cover. An action officer should indicate order of priority
of the persons to see the file next.

210. Transfer by Hand. When transferring a file directly to another
action officetr, action OLficers are to complete a File Transfer Advice (AR 9)
and forward it to registry. AR 9 for this purpose are attached to all files
inside the front cover.

211. The Resubmit Svstem. Provision is made in registry to hold and
re issue on a given date any file on which action must be suspended for a time.
When marking a file for R/S action officers are to indicate on the next line
on the cover R/S, followed by name and branch and the date that the file is
required for further action. Do not sign the file off. If a follow on paper is
received prior to that date, the paper will be attached to the file and

forwarded to the action officer. Action officers are then to decide if the R/S
action is still necessary.

212. Rearrangement of Files. Any rearrangement or reconstruction of
files becauSé oF %EIElness or any other reason is to be carried out by registry

staff. If a file exceeds 3 ocm in thickness, or contains more than 200 folios, it
should be sent to registry for division, reclassification or creation of a new
part. The wilful mutilation of official files for private purposes including,
in particular, the removal of stamps, crests, samples, etc, is an offence.

213. Alteration of Numbers. Action officers are not to alter the number
on files or folios within a file. If it appears that a paper has been
incorrectly filed or folio numbered, it is to be referred to the registry for
appropriate action.

214. Removal of Papers. All official papers, correspondence, etc, are
the property of tne Government and are not to be removed from unit files. If it
is necessary, for the proper conduct of the business of a unit, that a paper
(agreement, lease, plans, testimonial, sketch, etc) be retained after action has
been taken, it is permissable to extract the paper ¥from <the file after
consultation with registry staff. A removal of Correspondence Advice (AR 83)
specifying the paper extracted and where it is now filed, is to attached to the
file, so that at any time it may be obtained for reference if required. This
endorsement is to be signed by the officer authorising the removal.

215. Removal of Files. From time to time it is necessary for ac¢tion
officers Il the coursé of their duties to take files outside the unit either
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during office hours or for use outside office hours. To facilitate the tracing

of files, a list of files taken outside the unit area should be left with the
registry. In all cases care is to be exercised to ensure the physical security
of the file, that the file is not left at the location visited nor is ang
sortion of the file removed. Instructions regarding the security of classifie
ocuments are detailed in Army Security Manual Volume 1.

216, Destruction of Files. Official records of any kind are not to be
destroyed "WithOUt Droper authority. Instructions regarding the disposal of
records are included in Chapter 5.

217. Looge Paper. Without early knowledge and effective control of
papers whiGh cbﬁcé%% registry files, the registry cannot provide an efficient
service or keep complete records. Send all relevant loose papers to registry,
with instructions for filing or other action. Many 'loose paper® problems are
created when personally addressed memoranda are delivered unopened to the
officer concerned. This practice is to be discouraged.

218. Disclosure of Information. Instructions regarding the access to,
and communication oOFf, information on official files, both subjective and
personnel, are detailed in Chapter 4.

219. Attachment of Correspondence to Files. All papers created by action
officers are attached to the £file by the ori%inating officer and folio
numbered. Incoming correspondence is attached to files by registry. However,
if the file is marked out the gaper is sent to the action officer with a
Correspondence Attachment Reguest form (AR 29). It is the responsibility of the
action officer to obtain the file from the holding officer, attach the paper to
the file, complete and sign Section 'B', and return the form to the registry.

220. Multiple Copies of Papers. When several copies of a paper are
received, “only one 1is attached to the action file and folio numbered. The
remainder if not required for attachment to other files or covered by a standard
distribution list, are fastened temporarily inside the cover of the action file
and sent with it to the appropriate action officer for retention or
distribution. Spare copies not used by the time the file is returned for P/a
will normally be destroyed. When the copies are classified above 'RESTRICTED'
the file copy is to be noted with the disposal action taken with the spares and
the note initialled. When it is necessary for copies of papers from one file to
be placed on another care is to be taken that:

a. classified papers are re-stamped in red in accordance with
security requirements;

b. the file number on the copy is deleted and the number of the file
on which it is to be placed is inserted preceded by the words
'COPY FOR' and the paper folio numbered when attached to the
file;

¢- the words 'COPY ON' and the file number of the file on which the
copy was placed are inserted below the file number on the
original paper; and

d. a notation is made on the copy/copies showing in which file the
action has been, or is being, taken.

22%. Hoarding of Files. The retention of files for lengthy periods can
be a majoY¥ cause oOi delay to Departmental business as they are not readil

available when required for use by another action officer, or for attachment o

new papers. There is also greater likelihood of action on files being delayed
or overlooked, and, at times, a request being made by the action officer to
locate a file which is already held by him. Action officers should not retain
files when action is complete or when further action is not contemplated within
two weeks, or when information files have provided the answer to a query. Files
must be either marked to P/A when all action is completed or R/S where a reply
or furtherx action is not contemplated cuickly.

Qutagoing Correspondence

222. Procedure. All outgoing correspondence is sent through registry
with the appropriate file. Registry examines the file, up=~dates the progressive
index and currant location marking and is thus in a position to provide better
gservice. When preparing outgoing correspondence:



a. keep letters to one subject, (if this is not possible provide
registry with enough copies to satisfy all filing requirements);

. always cquote the file number and check that it is the right file;
Ce check for typing mistakes;

d. check for signature, date, correct address, envelope where
necessary and sufficient copies if there are multiple addressees;

e. attach file copy to file and give folio number;

f. c¢heck attachments, fix firmly to letter(s) and place in
envelope(s) but do not seals

g. ¢lear current marking on the file cover;

h. on the next line indicate further action to be taken, eg
dispatch, P/A, R/S, etec; and

i. forward the file and dispatch to registry in time to meet the
dispatch timetable.

223. Dating. Outgoing correspondence will be dated just before
signature.

Precedents

224. Any decision or ruling which may be regarded as having created a

grecedent is recorded as such in registry so that the relevant papers can be
ocated readily if wanted for future reference or for guidance in considering a
gimilar c¢ase. Action officers can help by drawing attention to such decisions
or rulings when returning files to registry.

Your File Record

225, A personal record of files currently worked upon and recently P/A
can be most waluable. Start a list of your current files. You may find it
useful to trangfer the list, as it grows, to a note book.
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CHAPTER 3

GUIDE~-LINES FOR COMMANDING OFFICERS

Aim
301. The aim of this chapter of the Records Management Manual is to list
§hg‘responsibilities or unit C€O/0C in respect of Records Management within the
nlt -
Responsibilities
302. The general responsibilities of CO/0C are as in Table 1:
TABLE 1
Area Subject Matter Instruction/Publication
(a) {b} (c)
Archives Disposal of Documents Archives General Disposal Schedule No10
Aust Archives Guide to Records
Disposal Procedures
{(Both incl as part of this Manual).
Census Annual File Census Chapter 4.
Finance Postage Stamps, FINSERVMAN 7-1.
Franking Machines,
Remittances
Accounting Checks
Freedom Access to Documents FOI Act 1982
of Infor- D1G ADMIN 27-1 (Army Admin 33-1)
mation POLMAN 2 (Issued only to AO).
Postal Provision of Service MIW Part 2 Volume 4, Pamphlet 5.
Services for Personal Mail.
Postal Orderly's
Authority to Collect
Mail.
Security Classified Documents Army Security Manual Volume 1.
Appointment of:
1. Top Secret Control
Officer.
2. Supervising Officer
for Classified
documents Register.
3. Muster and Checking
Officer.
4. Spot Checking
Officer.
5. Hand-over of CO or
Custodian
303. Additional responsibilities are:
a. Action Officer Responsibilities. The attention of all action
OIficers 18 to Dbe directed to the contents of Chapter 2 at
frequent intervals in Unit Routine Orders.
b. Distribution of Correspondence. Details of registry clearance
and delivery timings within the unit should be promulgated on a
regular basis in Unit Routine Orders.
c. Registered or Certified Mail. The C0/0C is to appoint a
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responsible member(s) of the registry staff to receive registered
or certified mail.

Directing for Action. The CO/0C is to issue and regularly
Teview iAastructions to registry detailing responsibilities and

procedures for directing incoming correspondence to action
officers.

gggning of Mail. ‘The CO/0C is to appoint at least two members
) x & uni G be responsible for the opening and security of
mail.

Correspondence Registers. The CO/0C is to appoint a member of
the reéiéfry sEafé £6 De responsible for the maintenance of
Correspondence Registers.

Emergency Field Destruction of Documents and Records. When a
anit 18 oOn active Bervice the LO70C is 6 188We a plan for
emergency field destruction of documents and records, in unit
Standing Operating Procedures.




o

o’

o

CHAPTER 4
INSTRUCTIONS FOR UNIT REGISTRY STAFF

Aim
401. . The aim of this chapter of the Records Management Manual is to tell
unit registry staff of the procedures to be followed gn the operation of unit

registries and their responsibilities for records management from the time of
creation of the record until its eventual disposal.

Role

402. Unit Registries are responsible for the following services:

a. receipt, opening, sorting and stamping of incoming
correspondence;

b. classifying, registering and filing correspondence;

C. ¢reating new files;

d. identifying files;

e. maintaining files;

£. distribution and clearance of files and papers;

g- examination and dispatch of outward correspondence;

h. provision of re submit (R/S) and put away (P/A)} services;
i. examination and storage of files for future reference;

Je provision of 'safe hand' receipt, distribution and dispatch
services; and

ke preparation of files for disposal action in accordance with the
Government Archives Policy and Chapter 5.

Purpose of a File

403. The purpose of a file is to collect and present the history of one
particular asgpect of a subject under one cover, in sequential order and in a
manner which simplifies current administrative reference, later reference, and
preserves the correspondence from loss or damage. Bulky files lead to poor
records management, consequentially files are to be c¢losed when the particular
aspect for which they were raised has been completed. The use of wide scope
headings to reduce the physical numbers of files held, is to be avoided.

Classifying and Examining

404. Classifying Papers. 311 documents received in reply to outgoing
correspondence and bearing a file number, are easily identified as follow-on
papers and are directed to the files indicated. When no file number is in
evidence a decision must be made between follow-on and initial c¢orrespondence.
First check the register for an appropriate existing file. If after exhaustive
ingquiry the correspondence appears to be unrelated to any former documentation a
new file must be opened.

405. Direction for Action. When papers have been allocated to a file
they are then ready to send to the appropriate action officer. Registry must
keep an up to date 1list of functions and duties and of the action officer
performing them. In units the decision on directing for action may be done by
an officer outside registry. In all cases CO/0C'S must give detailed directions
to the member responsible for directing for action.:

4086, Post Examination of Files. On return to registry an examination of
the file IS to be carried out Dy registry staff, to ensure that all action on
the file is complete and that all entries on the file cover and folios reflect
such completeness. When there is any doubt the file is to be returned to the
actioning officer. Action tags should be used to identify the offending folios.




File Raising and File Registration

407. Creation of New Files. The registry is responsible for the physical
creation oOf mneéw Iiles. Files should not be created in anticipation of

correspondence; correspondence, therefore, must exist on a subject prior to the
creation of a file. Action officers may request the creation of new files by
completing a Reguest for New File (Form AR 18) and attaching it to the original
papers, but are not to create files on their own accord. Registry staff will
¢reate files when:

a. new subjects come to hand;

b. the subject matter has changed from the original and the file is
no longer adeguate; and

C. a file has built up to such proportions that it is no longer
convenient for handling (usually 200 folios or approx 3 om
thick); in this case a new part of the same file subject should
be raised: a File Closed Notice (ARI) is to be placed on the old
part and a File Division HNotice (AR 78} on the new part: a
2g%table notation is to be made on the File Location Record (AR

-

408. File Numbering and Titling. The title and number are the main guides
to an officer who 1s handling the file as to its contents and purpose. A
clearly understandable title makes it much easier for action officers to decide
which files are needed, and for registry staff to decide which papers are
appropriate for attachment. File titles should:

a. be so specific as to differentiate a file from others,

b. include some reference to the action which will start by the
file,

. incorporate reference to topic, and

4a. foresee a possible course of events.
Bach file title and number is divided into three sections; primary, secondary
and tertiary. Primary and secondary titles and numbers are listed in Chapter 8

Annex A. Tertiary titles are choosen by registry and the number is taken from
the Subiject Index card.

409, File Covers. To assist the identification of files the following
system of Colour coding of files is to be used:

a. TOP SECRET - Red - AR 162,

b. SECRET - rink - AR 161,

i

S CONFIDENTIAL
d. RESTRICTED
e. UNCLASSIFIED
£. PERSONAL

Green +~ AR 160,
Blue - AR 159,
Buff AR 158, and
AR 163.

i

I
1

A file is to be sent to registry with a written request for replacement of a
cover when:

a. the cover has become too damaged for efficient handling,

b. the action record columns on the front cover have all besen
filled, or

c. the security grading of the file has been changed.

410. Registration. Only a small percentage of the headings in the
c1assificaiféﬁ'Bf'CE?%espondence Catalogue, Chapter 8, Annex A, will be used.

Consequently index cards are used to register files that have been created.
When a new file is created details must be entered on the appropriate Index
Record Card. Separate sets of cards are to be kept for files classified
CONFIDENTIAL and above. See paragraphs 444 and 814.
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411. Making up the File. To make up a file:

a. using the Catalogue in Chapter 8, Annex A, and Subject Index
Record Cards decide on the number and title of the file and
register it on the current card;

b. record the registered number and title on a new file cover;

Ce. attach the documents;

d. folio number the documents;

e. c¢heck that each document has the correct file number; and

£. write the name of the action officer in the action record on the

‘front cover, or pass to the member responsible for direction for
actioen.

Indexing

412. Subjective and Stores and Egquipment. Only a small percentage of the
headings in the Classification of Correspondence Catalogue, Chapter 8, Annex A,
will be used. Consequently Subject Index Record cards are needed to register
files created. These cards are to be used as follows:

a. The cards are to be maintained in numerical order, in accordance
with the catalogue numbering. The ‘general' card (tabbed) mnmust
be endorsed with the primary number on the tab, eg 98/1/-. The
other cards are to be used for secondary breakdowns other than
the 'general’.

b. Before a file is commenced, previous and new system records must
be thoroughly checked to ascertain whether any other information
onn the subject is in existence. An old file or paper must be
coupled with the new ufaper and brought into the new system. A
sﬁt§pie notation should be made on the location record of the
(=] lie.

C. BEach Subject Index Record card is to be endorsed with a brief
summary of the correspondence commencing a file, or when it is
necessary to record cross reference notations or precedent
decisions. Communications pertaining to earlier papers should
not be indexed, unless it is found that the original 2ntry needs
expanding to cover the later correspondence, or when the topic
can be interpreted in a different way or where difficulty is
experienced in identifying the paper.

413. Precedent Index. When a precedent or change in policy occurs, a
notation MUSEt be made on the Subject Index Record card to highlight the
decision. Action officers should inform the registry staff of such a decision
s0 that it may be indexed for future identification, particularly when the
precedent or change in policy appears on a 'personal®' file.

414. Personal Index. Index Record ~ Military cards (Form AR 126) are
used to ind@éxX Iilés on military personnel, and a similar type of card (AR 125),
with different headings for civil and civilian files. The cards are held in
alphabetical order in a single sedquence. Tabbed cards should be used to easily
identify the start of a new alphabetical letter in the index. A new card is to
be used when a person changes from civilian to military status or vice versa.

415, Correspondence commencing a rsonal file is to be indexed and
'follow-on' papers are not to be recorded, unless it is found that an additional
entry is required to simplify the identification of the file. Cross-reference
notations are to be made on the card, as required. When a member is posted to
another unit, his personal file(s) will be forwarded to his new unit and the
file 1location records noted accordingly. The receiving unit will
cross~reference the file{s) with any relevant existing file(s}. Any cross-
reference notations on the file cover{(s) should be amended to conform with the
numbering of the new unit and a note placed on the file to show the designation
of the earlier unit and the date.

416. Firmg, etc, Index. Plain Cards, ruled as required, are to be used
for this ifNdeX and maintained on a name basis, divided into A-Z cards. If it is
found that a firm requires a number of entries, a separate card may be commenced
and an appropriate notation made on the relevant A-«Z card.
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Attachment of Documents

417. Regponsibilities. Registry staff are responsible for attaching all
incoming carrég'aﬁaéaee“fa files. Action officers should ensure that any paper
attached to a file by them has been processed by registry officers. If a paper

does not bear a stamp with the file number endorsed, the registry clerk must be
informed. As regquired, the registry staff should visit offices to examine files
and/or attach any relevant correspondence. Action officers should co-operate by
making available all files held by them. Generally no file is to be taken from
an office without the permission of the occupant; the occupant must be advised
if it is found necessary to remove the file during the occupants absence.

418. Correspondence Attachment Request. Where it is Aimpractical to
attach correspondence directly to a tilie, the Correspondence Attachment Reguest
Form (AR 29) should be completed and sent to the action officer concerned. See
paragraph 219 for details of AR 29.

419. Folio Stamping. All inwards correspondence for filing is to be
folio stamped on the top right-hand corner of the first page as follows:

as Initial Correspondence is stamped with a ‘square stamp'.
b. Follow-on Correspondence is stamped with a ‘round stamp'.

The selected file number is then placed in the space provided by the stamp.
Examples of folio stamps are at Annex A.

420. Folio Numbering. The numbering of apers placed on a file
establishes Ethe completeness of a file and provides a means of identifying

folios when files are marked for action. ¥Folios are placed on a file in order

of receipt and the person attaching folios to a file is responsible for the
notation of the folio number and any subsegquent entries on the file cover.

421, Correspondence and its attachments, or other supporting documents, of
more than one page need only be folio nunbered on the top or addressed page.
For example, a two page letter with two attachments of six pages each would be
folio numbered as follows:

a. Appendix 1 {top-page) Folio 3B;
b. Annex A {top~page) Folio 3A; and
c. Letter {top~page) Folio 3.
422. If correspondence includes an enclosure, the enclosure is folio

numbered as described above only if it is retained on the file.

423. Check~list for Attachment. Check before attaching correspondence to
a file to S&& that:

a. the first page has been stamped and the file number endorsed;
b. it really belongs to the file selected;

c. the file number on the document agrees with the registered number
on the file;

d. all pages of a multiple page document are present;

e. any attachments listed are still attached, or are satisfactorily
accounted for; and

£. the document is not a certificate, deed or other legal document
which must not be damaged by stapling or perforating. Such
documents should be placed in an envelope with the contents
¢clearly noted on the outside.

424. Action Tags. Action tags if reguired are attached to the top of
folios or Til&5 SO gﬁey can be clearly seen. These tags are used to direct the
attention of action officers to correspondence which has to be dealt with as a
matter of urgency. Action Tags are to remain on the folio or file until action
is complete.
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425. Removal of Folios. As a general rule folios are not to be removed
from fileg. When it Decolesg necessary for registry to remove a folio for any
reagon, eg incorrectly filed or for the purpose of starting a new file, the
folios must bDe replaced with a Removal of Correspondence Advice (AR 83)
indicating the file on which the folio is now placed.

File Movement and Location Record

426. Marking of File Covers (Action Records). Apart from keeping the
pafers in @n orderly State Ehe cOver provides, through the medium of the printed
coluwns on the front, a folio action control and a place to record the required
movements of the file.

427. The importance of correct endorsements on file covers is stressed.
Ticks, ditto marks or lines are not acceptable entries and all endorsements are
to be made in ink or bire. It is not sufficient to endorse a folio on a file to
another officer or section as the marking may be obscured and not seen by the
appropriate individuals in the staffing process. The £ile cover is to be
endorsed with the desired action by the action officer. BAn example of file
cover markings is at Annex B.

428 When all the spaces on a file cover have been used but the size of the
file does not warrant the raising of a new file then a new cover can be provided
for the file. 1In this case the old file front cover is to be placed on the new
file prior to the initial correspondence.

429, File Transfer Advice. A supply of File Transfer Advice Forms (AR 9)
is to be attached to the 1nside cover of all files. These forms are to be
completed by action officers when transferring fileg by hand to other action
officers and forwarded to the registry. On receipt of a AR 9 registry staff
are to record the information on the appropriate File Location Card (AR 40).

430, Resubmigsion of Files. Registry staff are to maintain a
Resubmissidn  BSystem 1R/S5) Lo enable them to control the movement of files
reqaired by action officers on a certain date. Registry staff are to refer to
their R/S system at the beginning of each day, forward any files recorded to the
respective action officer and rule out or initial the entry in the R/S system.
Registry staff are to ensure that action officers who have requested files for
R/S on a public holiday or week-end are advised that an R/S date of the previous
working day has been substituted.

431. If a follow-on paper is received prior to the R/S date then the paper
is to be placed on to the file and forwarded to the action officer. If a file
requested for R/S is not available for return to the regquesting officer every
effort should be made to obtain the file; failing this a File Resubmit Advice
(AR 17} is to be forwarded to the requesting officer.

432. File Location Cards. File Location Cards (AR 40) are to be used for
recording TRE location of files. Markings should be made in soft pencil and as
the giles are P/A and filed, the card should be accordingly endorsed eg P/A 7
Aug .

433. Miglaid Fileg. Passing files through the registry reduces the risk

of files bYecoming misiaid. Experience has shown that mislaid files result from
lack of attention to correct procedures for notifying file movements and, in

garticular, by action officers not using File Transfer Advice slips. When a
ile cannot be located the following procedures are to be followed:

a. For unclassified, Restricted and In-confidence Files:

{1) the relevant File Location Card is to be checked by registy
to ascertain the current location marking;

{2} the action officer to whom the file was last marked is to
make a thorough search for the missing file in his area of
occupancy (the possibility of the file having been passed
to another action officer is not to be overloocked};

{(3) if not located, the registr¥ staff are to be requested to
institute a search for the file;
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{4) if the file cannot be located following the above
procedures, the OIC Registry is to arrange for other action
officers to search for the file in their area of
responsibility; and

{5) if the file is not located a temporary file will be raised
by the registry;

b. For files (Classified Confidential and above:

{1) When a mislaid file is reported to the registry the OIC is
to iwmmediately check the markings throughout the registry.
If not in the registry, the OIC ig to ensure that an
adequate search has been conducted by the officer to whom
the file is currently marked and by the last person who
signed for the file. A written statement is to be obtained
from them indicating that the file cannot be located and
what action has been taken to locate it.

{2} After a statement has been obtained the matter is to be
referred to the Security Officer for investigation.

434. Temporary Files. When a file cannot be located, a temporary file
should be railsed to ensure that subsequent correspondence is accounted for and
the subject actioned if appropriate. The temporary file is to have the same
number and title as the original and is to be clearly marked 'TEMPORARY FILE'.
The File Location Card in the registry is to be noted that a temporary file
exists. When the original £file is located, the OIC registry will obtain the
temporary file from the action officer, attach papers to the original file,
promptly return it to the action officer and ensure that the File Location
Cards are corrected. As required, the Security Officer is to be informed of the
reappearance of a classified file under investigation.

435. Put Away of Files. Registry staff are not to endorse file covers
for P/A action. It is the responsibility of action officers to endorse files
for P/A and they are to ensure that all action on the file is complete prior to
endorsing the file cover for P/A action.

Disposal of Files

436. File Closure. Whan it becomes necessary to close a £ile for any
reason a File Closed Notice (AR 1) is to be attached to the file. If a
new file or part of a file is being raised on the same subject, both files are
to be cross-referenced with the details of the new and old file particulars
respectively.

437. Archival Action. In accordance with Government directions
concerning the greservatlon of records, no official records are to be destroyed
except in accordance with the prescribed procedures and with the concurrence of
the Government Archival Authority. Policies regarding the disposal of
Government records are detailed in Chapter 5. Registry staff are to assist in
the preparation of files for disposal action by systematically removing files
which are ‘administratively expired' or on which there has been no regular
reference from the regular f£iling system and storing them in a separate area
until disposal action can be carried out.

File Census

438. A complete file census is to be undertaken in each unit/formation
annually. In large registeries the census can be conducted on a continuing
basis to spread the work load over the whole year. A report of the census,
including any suggestion(s) for the improvement of file handling, is to be sent

to the CO/0C.

Recquest for Information (FOI Act)

439. Any member of the unit may receive an inquiry about documents or
information held by the Department of Defence which either is, or should be,
made as an FOI request. Official information is not restricted to documents or
letters. It includes matters and events which a member may know about as a
consequence of his/her service and includes unclassified matters. It does not
include information previously made public. Members should be able to recognise
FOI requests and should be able to advise intending applicants how to submit a
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request under the Act. The conditions to be met by applicants in submitting FOI
requests are explained in the FOI Manual {POLMAN 2).

440. An oral request is not a legal FOI re%gest. an applicant making an
oral request should be assisted to make a formal FOI regquest. An applicant who
wishes to make an FOI request but is unable to complete, or does not want to
complete, the application form should be advised to write to a prescribed
address as notified in POLMAN 2.

441. Any registry which receives an FOI request or a suspected FOI request
should write the glace and date of receipt on the request and forward it
immediately to the Regional FOI ¢o-ordinator for registration.

Float File

442. Qutgoing correspondence from a unit has a copy attached inside a
manila folder called a ‘'float file.' This file is passed by hand to officers
nominated by the CO/0C to keep them informed of correspondence sent by the
unit. Classified or frivacy marked c:orres;j:.:ondence must be handled accordingly.
After distribution ‘float files' are compiled into months of issue and retained
or disposed of as per Chapter 5.

Summary of Correspondence Received

443. At the discretion of the CO/0C a Daily Summary of Correspondence
Received is to be prepared by registry for distribution to sub units or branches
to alert them to correspondence received and to which officer it has been

directed.

Classified Correspondence

444. Classified correspondance is received and held by an officer appointed
b{ the CO/0C. The papers must be associated with any earlier material, or
alternatively a suitable notation should be made on the file or index, or if
necessary a classified file should be opened.

445. When a clagsified file is to Dbe commenced, after it has Dbeen
determined that there is no existing classified or unclassified material on the
topic, the primary and secondary numbers are to be obtained from the
classification of correspondence Catalogue, Chapter 8, Annex A, and the tertiary
from the unclassified Subject Index Card. A Subject Index Card is to be
maintained in accordance with the Army Security Manual, Volume 1 to record
classified correspondence. A suitable cross reference notation is to be made on
the unclassified Subject Index Card coinciding with the allotted tertiary
number. If an entry is not considered advisable the letter “s" is to be
endorged in the appropriate column, An unclagsified file is to be absorbed by a
classified file on the same topic. Any unclassified paper{s) received after the
<1:omt enc;.m:sint of a classified file on the same topic, are to be placed on the

atter file.

Annexes: A. Example Folio Stamps
B. PFile Cover {Action Records) Markings

C. Records Management Forms
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ANNEX A TO
CHAPTER 4

Ci
RECORUS MANAGEMENT
HMENUZD
EXAMPLE FOL1O STAMPS
Initial Correspondence
1. Initial correspondence is folio stamped with a 'square stamp' which

looks like:

Follow-on Correspondence

2. Follow-on correspondence is folio stamped with a 'round stamp' which
looks like:
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Notes

FILE COVER (ACTION RECORD) MARKINGS

ANNEX B TO
CHAPTER &

RECORDS FMANAGEMENT
MANUAL

The following schedule shows the acceptable file cover markings:

TABLE 1

Actioned

Folio Referred to Re?ggged (Iniggals)

1 Co 1%/ 4/84 ) 25y W
File B/A 17/ 4/84 aT
| 2 co 3/ 5)84 GT
2 oM 3/ 5/84 PD
2 R/S oM 22/ 5/84 T
2 oM 22/ 5/84 PD
File P/A 24/ 5/84 PD

Line

Line 2

Line

Line 4

Line

Line &

Line 7

A referral of Folio 1 to CO by Registry.
to cextify action complete.}

(Initialled by CO

Authorisation by Action Officer to P/A File.

A referral action of Folio 2 to €O who has directed the file

to OM for action.

Referral action of Folio 2 to QM (initialled by QM).

Request for R/S of file to QM at a later date. (Initialled
by Registry after noting the R/S recuest.)

File R/S to QM on requested date. (Initialled by OM.)

File returned to Registry for P/A action. {Initialled by
oM.)



ANNEX ¢ TO
TECORDS MANAGEMENT

MANUAL -

¥

RECORDS MANAGEMENT PORMS

Branch/Directorate Working File AR 111
Correspondence Attachment Reguest AR 29
Downgrading of Classified Documents XC 21
File Closed Notice AR 1
File Cover Top Secret AR 162
File Cover Secret AR 181
File Cover Confidential AR 160
File Cover In Confidence AR 164
File Cover Restricted AR 159
File Cover Unclassified AR 158
File Cover Personal AR 163
File Division Notice AR 78
File Logcation Card AR 40
File Resubmit Advice AR 17
Pile Transfer Advice AR 9
Index Record Nominal (Civilian) AR 125
Index Record Nominal {Service) AR 126
Photographers Shot List 35 mm op 37
Photographers Shot List 2 1/4" x 2 1/4" 0P 38
B Photographers Shot List 4" x 5" oP 39
il Photographers Shot List Initial Details oP 40
Register of Official Corresgondence AR 66
Removal of Correspondence Advice CR100
Request for New File AR 18
Subiject Index Record Regerved

lei
. -



CHAPTER 5

DISPOSAL PROCEDURES FOR INACTIVE RECORDS

General
501. Since groclamation on 5 Jun 84, the disposal of official Army records
has been governed by the provisions of the Archives Act 1983.

502. Official Army vrecords include original letters, minutes, files,
written or printed documents, maps, sketches, photographs, plans, models, sound
recordings, coded storage devices, magnetic tapes or discs, microfilms, films,
video recordings, models, paintings or material of a similar nature which have
been produced or received in the transaction of official business.

503. Official Army records are not to be disposed of, destroyed ox
transferred to any other person or authority without the prior approval of the
Australian Archives or as required by any other relevant law. Once official
Army records have been in existence for 25 years or more they may not be added
to or altered in anyway without the prior approval of the Australian Archives or
as reguired by any other relevant law. iminal penalties are provided for
breach of these provisions.

504. For the purposes of this instruction official Army records are divided
into three categories:

a. records less then 25 yrs olgd,
b. records over 25 yrs old, and

C. records over 30 years old.

Records less than 25 years old

505, Official Army records which are required to be rzsadily available for
the official purposes of the Army are to be retained.

5086. Official Army records which are no longer required to be readily
available for the official purposes of the Army are to be either:

as transferred to the Australian Archives in accordance with
procedures set out in Annex A, or

b. if they fall within an approved class of record they may be
destroyed or transferred to another person or authority in
accordance with procedures in Annex B, or

C. retained as an exempt record in accordance with procedures set
out in Annex C.

Records over 25 years 01d

507. Official Army records in this category unless they are exempt records
in accordance with procedures set out in Annex C, are to be transferred to the
Australian Archives as soon as practicable in accordance with the procedures set
out in Amnex A. If they are no longer required for official purposes they may
be destroyed or otherwise disposed of if they fall within an approved class of
record for that purpose outlined in Annex B.

Records over 30 vears 0ld

508. Records retained by the Army which are not exempt records are to be
made available for public inspection upon request by the Australian Axchives in
accordance with the procedures set out in Annex D. All records over 30 years
old are automatically declassified by reason of their age.

Annexes: A. Transfer of Records to Australian Archives Reserved
B. Destruction of Records Reserved
C. ZExemption of Records Reserved

D. Handling of Reguests for Public Access Reserved



CHAPTER 6

MANAGEMENT OF PHOTOGRAPHIC RECORDS

General

&601. Records of the Army include corregpondence fileg, other written or
printed documents, maps, sketchs, drawings, plans, cinema films, audio visuals,
photographs and other material of a similar kind which have been produced or
received in the transaction of official business.

Ground Photographs

602. A standard filing system is to apply to all ground photographs taken
for official purposes. Its main feature is the preparation of orderly files of
negatives and contact sheets.

603, File Number. The file number is in the following format:

a. unit/year/assignment number/frame numbers eg TRAR/85/6/1-36.
604. Asgignment Number. Each assi ent will be allotted a number from a
job reqisﬁ@??gg%ﬁﬂﬁT*ﬁiﬁsged frame will be numbered preferably according to
the printed frame number although often this will not be possible.
605. Assignment numbers will revert to one at the beginning of each year.
606. Outline Procedure. The outline of procedures to be followed is:

a. negatives are processed and cut into strips,
b. contact sheets are printed,

C. the task is entered into a job register,

d. the photographers shot list is made up, and
e. files are made up.

607. Processing. After processing 35 mm and 120 rolls of film are cut
into lengths indicated by the samples in Annex A; sheet film (4 5) uses four
to a sheet. With all film types, contact prints are made onto 10 by 8 gager,
keeping in mind that these contacts will be used on the front of negative files,
and in contact picture library books which ars of A4 size. For these reasons,
pictures should be upright - not side on or upside down. To make picture
identification obvious, frames on the contact sheets need to be numbered clearly
-~ as per the samples in Annex A. Blank frames must not be numbered.

608. Job Register. To avoid films being given duplicate assignment
numbers and for a numerical index, a job register must be kept. Details of the
layout are given in Annex B.

609. Shot List. The shot list is not intended to be a full caption; Dbut
is designéd to give sufficient information to identify the photograph and to
write a caption for any picture which may be used at anytime. Even though onlg
one picture from a series may be used initially, it is important to recor
sufficient information on the shot list so that captiong can be written for any
future releases.

610. There are three photographers' shot list forms:
a. 35 mm - OP 37,
b. 2 1/2" x 2 1/2" -~ 0P 38, and
c. 4" x 5" - OP 39.

These forms are designed for Defence Public Relations {DPR) use also. Units are
not to send the duplicate (yellow copy) to DPR.

611. Negative Filing. The negatives, shotlist and copies of captions,
where available, are to be filed in a manilla folder which will show on the
outside the file number, job title, date, and photographers name. Files should
be stored in two or four drawer steel cabinets.
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612. Contact Sheets. Contact sheets are to be placed in clear plastic A4
page protecters back to back with the original of the shot list and filed in two
or four ring binders. This method forms an album which c¢an be quickly scanned
to find a suitable photograph when required.

613. Colour Code. The filing of colour negatives and transparencies
should be Er¥eated in the same way as black and white. Contactsg should be made
using bromide, resin - coated paper (for negatives) or on Kodaprove paper (for
transparencies). File covers, contact sheets, and shot lists should carry a red
dot for colour negatives or a blue dot for colour transparencies. Quick stick
self adhesive stickers are recommended.

614. Polaroid Photos. Polarsid prints not placed directly into use
should be filed as contact sheets.

615. Subject Index. Where the volume of photographs is large, units
should consider e€s ishing a subject index to quickly locate photographs on a
desired subject.

616. Photographer Shot List - Initial Details - FPorm OP 40. This form
may be uséd By:%ge PHOTOGTapher 10 Lecord detaills or photograpns as they are
taken. For group shots a form is completed for each person and numbered left to
right. The co§?leted forms are stapled together for security. Completed forms

are to be filed in the negatiave file after completion of the final shot list
{paragraph 609).

617. Working Prints. The file number is to be written on the back of all
prints selecte or D ication to enable easy identification of the original.

Aerial Photographs

618. Titling. All aerial photography is to be titled in accordance with
AIR STD/107/2G ietails of which are given in Air Photo Reading (All Arms) 1973
paragraphs 214-215.

619. Mission Numbers. Units taking aerial photographs are to keep a
record book with detalls of sortie/mission numbers.

620. Disposal. All negatives are to be forwarded to the Central
Photographic ésﬁaﬁlishment RAAF accompanied by a form A36 Photographic Report.

Inactive Records

621. Photographic Records not required for use should be archived using the
same procedures as in Chapter 5.
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ANNEX B TO
CHAPTER G
RECORDS MANAGEMENT
MENUEL o

LAYOUT OF JOB REGISTER

3

—

File Number Date Location Subject
. taken
taken | filed
{a) {b) {(c) (d) (e)

J——_

Notes

The file number includes the assignment number which need not be registered
separately.

A separate assignment number is used for each role of film.



-
¥
LT

CHAPTER 7

RECORDS MANAGEMENT ON OPERATIONS

General
SEhaees

701. In an oparational area there are many dangers which could result in
the damage or destruction of valuable Army records. Efficient operations also
require that records no longer needed for the battle do not interfere with
current operations. This chapter gives procedures to safeguard records and
assist in improving efficiency.

Brinciples

702. The following principles should be applied to the management of all
types of records:

a. Only those records needed for the immediate conduct of operations
should be kept in the battle zone.

b. At regular intervals and at the end of each battle, records no
longer necessary will be removed from the battle zone.

c. Copies of records should be dispatched by different methods and
at staggered times.

Unit Registries

703. Unit registries should as a rule be located with the Left out of
Battle (LOB) group or in base areas. Only essential files and personnel should
be located in forward areas.

Operations Board

704. During active operations, the operations board or equivalent should be
reviewed daily and all documents more than 24 hours old passed to the operations
clerk. Documents on which action has been completed should be sent to the LOB
area for filing.

Diaries and Notebooks

705, Diaries and Notebooks are to be handled as follows:

a. an officer appointed by the CO/0C is to collect all diaries and
notebooks before operations.

b. On collection diaries and notebooks are to be sent through the
censor to the area records office for storing. They wil
clearly marked as follows:

NOTEBOOK
or of Regt Number, HName, Unit
PRIVATE DIARY DAate secesernsnes

Ce Diaries and notebooks are not to be sent through the post.

d. Diaries and notebooks may be recovered by their owners on
application to CARO on discharge or cessation of active daty.

Marked Maps, Classified Documents and Staff Officer Notebooks.

706. Marked maps, classified documénts and staff officers notebooks are not
to be retained in a battle zone unless they are necessary for immediate
operations.



Mail

707. Official Mail. Postal articles will be regarded as official only
when addreSséd &8 rollows:

a. to an officer appointment not an officer by name,
b. the envelope is endorsed 'OHMS', and
c. it is certified official by an officer.

708. Personal Mail. The following conditions apply to personal
correspondeficas

a. It is an offence to use codes, ciphers or symbols of any form or
design, or attempt to disguise information by innuendo or
pre-arranged systems whereby hidden meanings are given to
zpparently harmless words. BAll correspondence is to be written

n clear.

b, No endeavour shall be made whether by advertisement or otherwise
to enter into personal contact with strangers, nor shall letters
from strangers be answered.

Ce It is an offence to correspond with ‘pen pals'.

d. During operations the unit designation on all inwards mail is to
be excised by the LOB group before being dispatched to the
forward area.

e. It is an offence to make use of the civil postal service, or to
transmit correspondence by hand of an officer, soldier or
civilian, or any means other than by a rscognised military
messenger service.

£. No military matters are to be mentioned or implied in
correspondence.

Emergency Field Destruction of Documents and Records

709. The archives act prohibits damage, destruction, transfer of custody or
ownership of Army records except in accordance with the Act. Nonetheless, there
are occasions when it is necessary to destroy documents which are in danger of
falling into enemy hands.

710. A plan detailing which categories of files, documents and_ records are
to be destroyed, the precise action to be taken and who is responsible, is to be
issued in unit Standing Operating Procedures.

More detailed information relating to classified documents is given in
the Army Security Manual 1979 Volume 1, Chapter 9, Annex G. This can also be
used as a guide for unclassified records.

Disposal of Records on Disbandment or Reorganisation of Units

711, It may be necessary for the conduct of operations to disband or
rapidly reorganise and redeploy formations and units. During these changes
records are exposed to increased risk of damage, misplacement or destruction.
Headwuarters authorizing changes are to include instructions, and appoint
officers responsible for the disposal of inactive records, as detailed in
Chapter 5, in implementing instructions.




CHAPTER 8

CLASSIFICATION OF CORRESPONDENCE CATALOGUE

Introduction

801. The catalogue has been planned to provide for the past, present and
anticipated registry classification of Army correspondence. Any topic c¢an be
expanded to provide for an emergency and provision has been made for any
relocations or change in the functional activities of the whole or part of a

formation or unit. It also simplifies archival planning and historical
research.
802. It will be appreciated that the headings have been planned to provide

consistency in the registry subjective clasgsification of command, district
formation and unit correspondence and that a formation or unit will only use a
small number of them. It will also be apparent that the primary number on
correspondence between units and formations will nearly always be the same, and
in many cases the secondary number will be similar.

803. Primary headings must not be reduced, combined, extended or altered in
any way without approval of Army Office. Each primary will have a 'General' as
the first secondary and the relevant subject index card should be restricted
to a minimum number of entries. Secondary headings, on which there is no
limitation, should be introduced whenever it is considered that several files on
the topic will be opened. Primary headings and selected secondary headings are
at Annex A.

Numbering - Subijective

804. The allocation of file numbers to gubjective correspondence will be on
a three number system of correspondence registration basis.

805. The primary number is selected from the catalogue. The secondary
heading provides the second number and the tertiary number is obtained from
the Subject Index Card Records on a one subject one file basis, eg 52/4/6.

806. Publications, Dbooks, Jjournals, periodicals, etc, accompanied by
correspondence necessitating registry processing ars to be recorded under the
gertinent catalogue heading. If they cannot be classified under a particular

eading, a recording is to be made under group 76. Civil and military training
publications, etc are to be classified under 924 or 925.

Numbering -~ Personal

807. The file number will consist of the member's regimental number, or
Australian Government Service, (AGS) Number for civilian staff. <The file title
will commence with the members surname. The files and index will be maintained
in alphabetical order. A cross~reference is to be made in the index wherever it
is necessary to record a reference to an individual mentioned in subjective
correspondence, or a record of another person.

808. A general file will be maintained for each individual, but may be
extended, for convenience, to additional filel{s) to cover specific personal
aspects eg vremovals or accomaodation. A file will be opened for each

compensation case and particulars of the injury, etc, and date are to be entered
on the index card and included in the file title. Any papers or reports
congidered relevant to an earlier case will be placed on that file. A notation
is to be made on the top inside left of the front cover of each file, of the
file number and the nature and the date of any other compensation c¢laims made by
the individual.

809. Additional files are to be given a secondary number in orderxr
of creation

Numbering - Stores and Egquipment

810. The primary numbering of stores and equipment items from 1 000
onwards is based on e ABCSC system of identification. See Annex B.
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811. The structure is based on groups of generic equipment, which are in
turn divided into classes. it is planned so that the numbers of groups and
classes can be expanded at any time. Provision has been made to permit any
future insertion of new classes or groups. Each class covers a relatively
homogeneous area of commodities, in respect that the items included therein are
such that they are usually requisitioned or issued together.

812. The items within the ABCSC group classes have been replanned and those
enumerated in the secondary headings specifically relate to the functional
activities of the Army For brevity and to avoid repetition of similar titles,
generic names have occasionally been used in place of more detailed
designations. A suggested index of teriaries is included for use when
correspondence on equipments is expected to be numerous. See Annex C.

813. Numbering -~ Firms and Traders. The procedures in paragraph 416 are
to be followed.

Clagssified Piles

814. The numbers and titles of all files regardless of security
classification are to follow this catalogue. However, clagsified files, indexes
and location cards are to be handled as directed in the Army Security Manual,
Volume 1. See paragraphs 410 and 444.

Directive Symbols

815. The symbols to be ued and relevant action to be taken are as follows:
a. 12 - Restricted to over all policy or subjective matters. 2
cross—reference is to be made to any other pertinent
heading.
b. X - A cross-reference should be made in the Personal Index
of the name(s) of the individual{s) mentioned.
C. $ - Secondary number to be allocated according to the year
that the correspondence is originated. )
4. A~Z - {Key) - Secondary number to be allocated according to
the Key in alphabetical order
e. GP - Indicates the particular stores group.
f. Item -~ Refer to the individual article included in this
grouping. ’
g Popic~ Refer to the theme of the subject under consideration.
h. Type -~ This subject heading is too general, refer to the
alternative of the subject.
i Watch~ There is a similar subjective heading, be consistant in
their uses.
816. The File headings in capitals are to be used. Headings in lower casge
are cross-references. Look for a suitable heading in the file number shown in

brackets following.

Annexes: A. Catalogue Headings
B. Stores and Equipment Groupings

C. Index Tertiaries for Stores and Equipment




ANNEX A
CTHEAPTER

8 OF
RECORD EMENT
CATALOGUE HEADINGS
1 ACCIDENTS, DEATHS AND 1. GENERAL §
CASUALTIES
2. ADVICE TO NOK ¢
3. AIRCRAFT
4. DIVING
5. PARACHUTE
6. PERSONNEL §
7. RAIL
8. SHIP/WATER-CRAFT
9. STORES AND EQUIPMENT
10. SUICIDE #
11. VEHICLES
2 ACCOMMODATION GENERAL 1. GENERAL
2. AUSTRALIAN ARMY ACCOMMODATION PLAN
3. COMMUNITY FACILITIES §
4. LOCATION §#
5. LIVING IN g
6. MANAGEMENT §
7. OWNERSHIP AND CONTROL ¢
8. PRIORITIES §
9. REQUIREMENTS
10. RENTAL @
11. SCALES AND STANDARDS
3 ACCOMMODATION BARRACKS 1 GENERAL A-2Z {Location)
4 ACCOHMODATTON Caﬁggmiggamxoms 1 GENERAL "
5 ACCOMMODATION COMMUNITY CENTRES AND
CHAPELS 1 GENERAL "
6 ACCOMMODATION DEPOTS = AMMUNITION 1 GENERAL "
7 ACCOMMODATION DEPOTS - ORDNANCE 1 GENERAL .
8 ACCOMMODATION DEPOTS ~ TRAINING 1 GENERAL "

9-10 Reserved
11 ACCOMMODATION

COMMONWEALTH STATE
HOUSING AGREEMENT 1

GENERAL "



STORES

Unit A-Z (Unit Title)

Opening (108)

STORES CLOSING AND

OPENING

ANNEX A 8A~2
PRIMARY PRIMARY HEADINGS SECONDARY INSTRUCTIONS
N~ O
- SECONDARY
HELRDINGS™
12 ACCOMMODATION HOSTELS 1 GENERAL "
13 ACCOMMODATION HUTTED/TENTED 1 GENERAL "
14 ACCOMMODATION MARRIED QUARTERS 1 GENERAL "
15 ACCOMMO&%TION OFFICE 1 GENERAL "
16 ACCOMMOTATION SCHOOLS 1 GENERAL "
17 ACCOMMODATION TEMPORARY 1 GENERAL "
18 ACCOMMODATION TRAINING AREAS 1 GENERAL "
19-20 Reserved
21 ACCOMMODATION WORKSHOP 1 GENERAL "
22 ACCOUNTING 1 GENERAL @
23 ACCOUNTIRG AUTOMATIC 1 GENERAL
- Data Processing (255)
24 ACCOUNTING PROCEDURES 1 GENERAL
25 ACCOUNTING STOCKTAKES 1 GENERAL
26 ACCOUNTING STORES/SUPPLIES
1 GENERAL 4 RACT 7 WRITE OFFS ﬁ
2 INSTRUCTIONS S5 RAE 8 RAEME
3 RAAOC 6 OVERSEAS 9 RA SIGS
PROCUREMENT
DEMANDS
27 ACCOUNTING STORES 1 GENERAL
IN TRANSIT
2 DISCREPANCY $
REPORTS
28 ACCOUNTING STORES IN - AIR 1 GENERAL
TRANSIT
2 DISCREPANCY
REPORTS "
29-30 Reserved
31 ACCOUNTING STORES IN - RAIL 1 GENERAL w
TRANSIT
2 DISCREPANCY
, REPORTS "
32 ACCOUNTING STORES IN - ROAD 1 GENERAL "
TRANSIT
2 DISCREPANCY
REPORTS "
33 ACCOUNTING STORE