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REGISTR ED S

1.1.3

2.1

211

Receipt of po rcals and rem fe) itams

Proced ing the mail

The malibag is collected in the moming at 8.30 a.m. by the Messenger from the Post
Office and appropriately dispatched.
Private letters that are received are placed unepaned in pigeon holes.

ip i i
Receipt of malibag
The past is received In & locked bag from the Post Office. The bag Is then opened
ahd emptied by two officers. Thess officials must recelve written instructions entitling
them {o raceive and open posi, and to note demlls of all remittances or negotiable In
the remittance register, received by post or otherwise. These written Instructions
should be filed on the personal flles of the relavant official, In casses whers one or
both of the officials are not present io, or for any resson cannot open the post,

permission for this task must be aslegated, In wriing, by the office head io othar
registry officlals.

Under no circumstancas may only one person open post, Messengers are not
permitted to help with the opening of post.

Incoming post is opened once @ day, at 08h00. All official post and letters received
while post Is not being opened are locked away unopened in the sefe until the post I
opened again.

Sorfing of post

Official letters addressad ta persorns by name are dsiivered fo them unopened.
Corfidential envelopes are dellvered uncpened w the Heed of Departmant who has
been essigned this purpose. After these itams have bean handed over to the
atiovementioned officiel, the registry acoepts ne turther responsibliity for them.

2.1.1.1All envelopes which indicate that the comespandence concems staff matiers are

2.1.2
2.1.21

delivered unopened to the Human Resource Depariment.

Procedurs f o

The post Is divided into two groups, one for Provinciai Treasury and the other
for Supply  Chain Management. Post is opened and date stamped. Post
is distributed according to sactions and put into the relevant pigeon holes.

Envelopes are siit open on two sides to snsure that all the contents have
been remaved and, once emptied, the envelopes are Immediately disposed of
in the waste bin,

Envelopes of unclaimed/undeliverable letters are attached to the letter.
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2122

2.1.2.2

2123
21.24

2.1.8
21.3.1

2.1.3.2

2133

After the letters have been removed from the envelopes, they must be
opensd immaediately and read to ensure that any annexures and monles
refarred to have actually been enclosed. If such ltems are missing, this must
be neatly noted in the margin of the letter and initialed. In cases where
money s missing or the amount differs from that mentioned In the letter, both
officlals must initial the note on the letter. At the same time, loose annexures
should be attached to the acsompenying letter or, in the case of bulky
annexures, tied with string. When atteching documents care must be taken
with original documents that are valugble to the sender, e.g. certificates that
are not damaged by pins or anything else.

Registered postal articies are treated in the same manner ag ordinary post.
Bearing in mind the regulations In the Financlal Manusi Chagster Q (par.
Q4.1.2 - Q4.1.8), these articles should be recorded in the register kept for
this purpose.

incoming parcels are opened and dealt with In same manner as incoming
post.

Incorrectly delivered post ie retumed to the mail bag.

Incoming express letters should immediately be opened by the Registry and
entsred Into a Register and delivered to the section concerned.

eipt an

Letters enclosed with money or fransferable ltems must be immadiately
separated from the other post once it has besn opened and noted in the
remittance register.

As already mentioned In par. 2.1.3 money which is sither not enclosed or
does not cormespond with the amourt mentioned in the letter, must be noted
In the margin and Initialed by both officials opening the poet,

In eddition, the following extracts from Financlal Manual Chapters J and G
must be strictly adhered to:

‘Q4.2.3 In the ‘remittance reglster’ the foliowing shouid be recorded:

a) the date of raceipt;

b) whether received by ordinary or reglstered post;

¢) from whom received

d) the nature of remittance;

e) the amount of remittance (where applicable);

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

g) the signatures of officials to whom handed over;

h) the reference of the receipt, lesued and the method of disposal; and
i} the signature of the controliing officiai and the dete of the cheque.

Q4.2.5The controliing officer, must examine the prescribed register at least
once a week to ensure that all Instructions are being complied with, and that
all the valuables recorded therein, have been promptly accounted for. He
must sign the register in the last cofumn to indicate that this has been done.

Q4.2.2. Before a remittance register is brought Into use, the supervising
officlal, must ensure that all the pages have been numbered consecutively

als 48 [(8MS
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2144
2.1.45

throughout; and the person responsible for checking the register, during the
course of his check must verify that no pages have been removed from the
register.

Q4.1.3 -Q4.1.8 In the case of registered mall, the date of receipt and
number of the advice slip of the relevant articles must be recorded in a
separate register. The advice slip, issued by the post office, should be signed
in order for the articie to be clearad. Once the articles have been collected,
the officials responsible for apsning the ma must compare them with the
entries in the register. Each article prior fo apening must be carefully
examined for evidence of tampering. If they contain remittances or
transferable ftems, these must be recorded in the remitiance register.

4.2 9, Officials recelving remittances hand delivered must verify the Ietter's or
packet's contents. If it has been entersd in a *letter delivery book™, the entry in
that book must be signed in acknowledgement of receipt, aftar which the
remittance should then be recorded in the register.

Q4.1.1 All postal matters collected from the post uffice must be carried in a
sealed bag and, wherever possible, arrangemants should be made to ensure
that the bag is sealed by a post office official

J.6.2. Warrant vouchers, cheques, bank arsfts, money orders, postal orders,
transfer orders or other iteme of payment, excluding stamps and bank notes,
received by an official on behaif of the State, whether made payabie to
him/her in his official capacity or not, must immediately on receipt thereof be
rendered not negotiable, by meane of a crossing consisting of tha words “not
negotiable” across the face of the iter. Thie instruction doss not apply to the
case of warrant vouchers specially drawn for encashment.

Q4.1.7. All monies or other transferable items received through the post
must be handed immecdiately to the officials responsible for accounting, and
an acknowledgament should be made thereof in the. reievant column of the
remittance register.”

The date stamp s only &pplied to the firet page of a letter. No annexures
and/or letter. No annexures are stampad.

The date stamp must be applied to an open space on the letter. If the front of
the letter has insufficient space, the date stamp should be applied to the back.
Undsr no circumstances must any written or printed part of the letter be
stamped ag it could make important Infarmation illegible.

Cheques are stempad on the back.

Opened post should immediately be divided into three groups, namely those
on which the office reference number already eppesre, those that do not need
eny refarence number, and those to which a refererice number muet be
gliccated.
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2.1.4.6

2148

2149

2.1.4.10

2.2
2.2.1

222

223

224
2241

When a flle number is allocated to a particular letter, it is written in the top
right hand comer, and the letter is given to the officials responsible for
drawing or locating the files.

Letters to which reference numbers must be allocated are dealt with as
follows:

a) The Chief Registry official resds ths lstters thoroughly and carefully to
determine precisely what it deals with, Under no circumstances should the
subject be determined simply from the letter heading. The latter can be
misleading;

b) Only the filing systom shouid be usad to determine file numbers;

¢) To determine the correct numbsr, the list of main series should first be
consulted and the most suitable series selected. Than the different sub-series
should be consulted to evantualiy identify the correct flle refsrence; and

d) If there is siill disagreement over the correct refarence the Records
Manager should bs consulted.

If more than one subject Is dealt with tn a ietler, the references should be
identified for each subject and coples of the letler should be made for the
relevant files.

Officials working with cormespondence must also ensure thet the
commespondence they deal with is place on the correct files. In the cases
where there is disagreement about the allocation of & file number, or the
correctness of a given number, It should immediately be discussed with the
Chief Repistry official

Correct and neat filing

Once the refersnce numbers have been aflocatad to the incoming post, the
relevant files are detarmined and drawn according o the procedures
explained hersunder. The papers in question are filed In the files and the
control sheets compieted Under no clreumstances may loose papers be
circuiated elther in the flle cover or pinned to the front of the file. since
correapondence can be damaged ana solied in this way.

Dacuments which must be sent back to a person, e.g. cerlificates, wilis,
coples of dasds, etc., should be placed in an envelope and pinned to the right
hand sida ({flyleaf) of the file cover.

If a file on which correspondence must be sent out Is not avaliable within a
reasonable time, or after the first search for it the documents should be taken
to the relevant department or saction. If the matter cannot be dealt with
without the file, the regletry officiale must search for It. If the fiis cannot be
found after repsated attempts, a duplicate file is opened by the Chief Registry
official and entered In pencll In the Register of Opened Flies. Meanwhile,
attempts must still be made to trace the original file and when found, the
contents of the temporary file must be amaigamated to it.

The foliowing papsrs are always sent through for attention without flles:
Invoices and Statements
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2242
225

22.5.1

2.3
2.3.1

24
2.4.1

2.5

25.1

ZNT 31 Application Forms

Care must be taken to ensura that papers are neatly flied on the file
fasteners. Attention must be pald fo the comespondence which should be kept
neat and fidy in the flle covers. No papers should protrude from the flles.

The Checklist form should be completed and filed In each and every file by
the Records Officer and Chief Registry Clerk on monthly besis to ensure
correct and neat filling.

tion oll do £onom

Both the Records Manager and the Chief Registry official must ensure that
the following policy of document economy Is carried out:

a) Coples of reminders are not placed on files. Only the particular letter to
which the reminder applies 1s endorsed:

b) Excessive cross-fliing and duplication of papers on filee must be regularly
guarded against. Where duplicates of an item are made for any reason, those
unused should be filed separately in & foider and not on the flle;

¢) Where identical letiers are directed 1o more than one address, only ons
copy heeds to be placed on the file, together with a list of the other addresses
to which similer letters are sent; and

d) Where a duplicate dispatch is made for the purpose of acknowledgement
of receipt, the returned copy with the acknowiedgement muet be placed In the
same file ag the previous copy.

Numbering of items In files

Each individual item placed on a file is numbered consecutively. The item is
seen as an entity and receives only one number. Since the pages of any one
item are not separately numbered, It is not necassary for the item's pages to
be placed in the file in raverse order,

It must be regularly ensured thet ali Incoming post and instructions on the fiies
receive attention. It Is the duty of the registry officials to ensure that sn
instruction on the last column of the control shest to flie orpend is noted of
every lteny bafore the particular file Is repiaced. If this |s not given, the file
must be retumed.

In order to make these controls as effactive as poesible, the following
procedures are followed:

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

b) The date on which the item is placed on the file is written In the first
column of the control shaet.

o) The item is then marked out to the official who will recelve It in the second
column.

d) The registry personnel allocate the foliowing item (folio) number on the file
and enter the number in the third column.
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26

286.1

28.1.2

26.2

2.6.3

26.4

2.6.5

e} The registry personnel that placed/filed the correspondence/documents
will sign off on the fourth column of the control shest.

f) The Chief Repistry Clerk and Regords Officer signs off the fifth and sixth
column respectively, to ageértain correctness of the
correspondence/documents flled.

g) If the correspondence clerk makes a submission to his seniors, It is written
on a new page with the following tem number, and the detalls are written on
the control sheet;

h) When the original documant is dealt with, in whatever manner, it is marked
“file” with the correspondence clerk's signature, and date in the relevant
column of the control sheet;

i} Submissions which must circulate to various officlals should be marked
with only the foliowing person’s rank, or initials, or rank, in order to avoid
confusion; and

I} If the incoming comespondance resutfted in a letter being dispatched, the

copy for filing must be marked “file", the outgoing copy must be signed, and
instructions should be given o Registry in the relevant column of the eontrol
shest, whether the letter should be pended or filad.

i and

Once incoming mall s placed on the files, they are taken by the messengers
and ciroulated amongst the various officiaie and sections.

All files dispatched and requested by officials are aflowed a maximum time of
10 {ten) working days.

Only in exceptional cases should the-registry personne! ba given the
instruction to search for a file urgently.

Once the retisiry personnel have drawn and dealt with the filee In registry, ae
rentioned, a search list of files is compiled. On this list, file numbers of all
unfiled papers are given in numerical order. This procedure simplifies and
speeds up the search for flies.

The offices are then systematically searched by Registry Clerks, the
cotrespondenca Is placed on the files and the control sheets are completed.
The officlals dealing with correspondence should be informed of the new
comespondence being added to the file. If the official is not in histher office at
the time, the file on which the new correspondences has been flied is simply
replaced in his/her “in” tray.

Flies should not be removed from an official's table without his knowledge. If
he is absent, a note should be left stating where the file has bean taken.
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27 Outgoing post

271 tru 8 contained In P | G and Fi al Manua!

2711 Registry officlals follow the instructions included In the Postal Guide and the
Financial Manual regaiding matters llke postal maney, weight,
measurements, packaging, registered post, etc. which are dealt with
thoroughly in the Postal Guide.

2.7.2

27.21 All files that contain post for dispatch must be biaced in histher tray for “post
files” by the correspondance cfficial From hare it Ia taken by the messenger
and brought directly to Registry.

2722 Officials must ensure that all post to be dispatched, reachas the registry
before 10h00. Post received after the given times will only be dispatched the
next time that mail Is posted. In cases where post must be dispetched
urgently, but is not ready at the correct time, the Chief Registry official should
be infomied. Such post will be received and dispatched later.

2.7.23 Letters and papers for dispatch should neither be placed on top of files, nor
attached in front with a paperclip, but should be folded neatly In the file cover.
This prevents outgoing papers from being soiled, detached from the relevant
file or torn while being handled.

2.7.24 The dispateht of all post oocurs from the Reglatry and ie carried out by the
Regiatry Clerk Fileg with post for dispatch are placed in the trolley by the
massengers ao that il Is within reach of the dispatch clerk.

27.25 Afer the registry clerk has stamped the post. he/she checks whather ali
stampe and signatures have been added, as well as whether gii annexures
mentioned have been encloaed.

27.28 The date of dispatch should not be fyped on the Jetlers, as the

correspondence may not be posted on the same day, and alterations will then
have to be made. The date of dispatch Is stamped In the registry.

2.7.2.7 Post ehould be placed for dispatch in three separate groups, viz.:
a) Ordinary post which Is sent by the post office;
b) Registered post;

c) Ordinary post that reaches its destination by means of messenger
dellveries.

2.7.28 Officials who sand letters through for dispatch should note that, to save time
with the writing of addresses on envelopes, window envelopes (for letters to
the public) and address stamps (for organizations and offices with whom they
correspond frequently) should be used.
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273

2.7.31

2.7.3.1.1

2.7.3.1.2

27313

27314

2.7.4.

2.7.4.1

2742

275

2.7.5.1

2.7.5.2

2.7.5.8

dis h

The regulations contained in the Postal Guide should be adhered to strictly
when dealing with all of the undermentioned dispatches. Furthermore, the
following apply:

Cnly important documents and correspondence which, for spacific reasons,
the addressee must sign, should be sent by registered post.

The official who sends registered post should;
a) stick a registered label in the top left corner of the addressed face;

b} compile a list of the registered post in duplicats on form Z 209. The book
should accompany the post to the post office where the original is removed
and proof of receipt apphed to the duplicate copy.

All registered post should be handed over at the post office counter and must
not be placed in the mallbag,

Only in very urgent cases is a letter sent by exprese or prefersntial post, Such
letters are handed in at the counter of the post office and must not be placed
in the mallbag. This post must be addressed to & street address and not fo &

Regisiry personnel do not deal with secret/confidential papers in thelr normal
day to day work. if & registty official should be given the task, all the
pracautions contained in the "Guide for Securty Measuras for the Protection
of State Secrets” (EM 8/12) should be followed and the head of the office
should issue the instruction personally, and in writing.

Secret files are protected and managed by the Security Manager and the
reglstry cames no responsibility for them.

Pending of

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

The dispatch of reminders i.r.e. pended items is the responsibility of the
relevant correspondence official.

The reglatry, as well as every official, keeps g diery sccording to which the
pending of pepers Is managed. When an officlal wishes to pend an item,
he/she cerries cut the following procedures:

8) Record the file end tem number in the relevent date column of hisher
diary;

b} Complete the controf sheet In the relevant file In the prescribed manner;
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2754

276
2.7.6.1

2.76.2

2783

2764

2.7.6.5

2.76.6

¢} Ensure that the pending inscription in his/her diary is cancelled if an
answer arrives before the due date thus, preventing unnecessary requests for
a flle; and

d} Request registry to send the relevant file to him/her on the pended day if it
has not reached him/her by 11hC0.

Similarly the registry personnel must record under the appropriate dates In
thelr dlaries which files have besn pended for that day. These details are
obtained by checking the control sheets of all files before they are replaced.
Files pended for & particular day are drewn each day by the registry official at
08h00. The messengers must ensure that the files are taken from registry to
reach the officlals before 11h00,

Fillng of papers and repjacing of files

Before a file is replaced, the registry personnel must first snsure that:

a) All correspondencs has received attention and that the Inetructions to file
or pend have been complied with. This ® ascertained from the contro! sheet

in every file;
b) The cover of the file is neat and in tact, that the cormeepondence is placed

neatly on the file. and the file fasterier is secured. All of these shortcomings
must be corrected before a file Is replaced:;

¢) Pins and paper-clips are removed, as they can rust and thus damage the
documents; and

d) Afile is not thicker than 3cm. When a file reaches this thickness, It should
be closed and the next volume opened. (See par. 19 of General ingtructions
of file plan)

Filing of Incoming post as well as file copies of cutgoing letters must be
attended to in registry, but officials must file their submissions themselves.

When sil papers intended for flling have besn piaced on the fila spikes, care
must be taken 1o ensure thaf the fastener la piaced on top. The fastuner
protects the correspondence and holds it finmly In plue.

Documents must be flled In shronolagicet order with the mast recent date on
top. An annexure or enclosure always forms part of the document with which
it was recelved, regardless of the date thereon. The date of recelpt, and not
the date of diepateh, ls used to fiie incoming papers. (see also par. 2.2)

Bulky documents, such as raporte and minutes, are not filed with other
documents, but are placed In annexure file covers. An indication of this must
be given on the corresponding fiie. The annexure cover must suppiy the flle
reference number as well as the words “Annexure Cover". No
correspondenca may be placed on this file.

The files of the filing system are placed on the shelves numerically, according
to the sequence of the Mastercopy. Parsonal files with reference to staff are
filed alphabetically according to series (SP,ST,8V). Loose case flles are filed
behind personal flles.

Pzge 12 0of 23



2.8

2.8.1

28.2

29
2.8.1
29.1.1
28.1.2

29.1.3

Movemert of flles

The movement of files within the directorates is not controlled. Officials who
need flles from registry must use the following procedure:

&) No fils may be personally removed from or replaced in the cabinets. Files
are requested and retumned at the counter in the regisiry and are supplied,
and replaced again only by the registry personnel;

b) Files should be requestad by providing the file number only, and not the
description of the subjeat content or the file description;

c) Flies showuld not be held up unneceesarily in offices, but should be
returned to the regisiry as soon as possibia. In cases where the matter cannot
be attended to immediatsty, the file should ba sent back to the reglstry until it
18 neaded again; and

d) Flies may not be removed from the obuilding or sent through fo other
direclorates without the consent of the Chief Registry official,

Only the movements of files leaving the building or being eent through to
other directorates are monitored. For this purposs, a card with the following
information s placed in the usual space of the file:

a) Flls number
b) Where sent to
) Date of digpatch

Files returned from other sections must immediately be brought t¢ the
aftention of the registry personnel so thet the card may be removed, Specially
preparad cards are-available in reglstry for this purpose.

When 2 volume is closed, the date of the most retent correspondence is
noted on the file cover. The date when the comespondence began is noted on
the cover once the first ftem is placed on the flle after cpening. A sheet of
paper Is placed as the last item in the closed volume contalning the words
“Closed, see vol. ___*, which is also written on the file cover. The volumes
are numbered consecutively. Letters and roman numerais must not be used.

The closing procedure is gs follows:

a) A sfrip of cardboard, wide enough to fit in the file and long enough to
wrap around both sides is cut from flle covers and placed beneath the
correspondence In the file;

b) The correspondence is then meticulously checked {o ensure that each
fiem g In place, end that nc misplaced ltems appear on the flle. The
items in the file are then replaced on top of the cardboard strip. A
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2.9.2
29.2.1

2922

29.23

2924

293
2.9.83.1

2032

clean sheet of paper is placed on the file with the words “Closed, see
vol. " thereon;

c) The cardboard strip is closed from the top and bottom covering the
correspondence while the flle is closed in the usual manner: and

d) If the file cover Is damaged or not presentable, it must be replacad
with & new ona,

Termination during transfer from one gffice to another

Policy and sublect filas reesived from another institution when functions are
transferred should be terminated immediately. No further correspondence
may be added to these transferred flles. These files may not ba incorporated
into the filing system and musi be preserved as a separate entity

However, when case files are received during the transfer of functions, they
may with written consen of the Provincial Archives be incorporated in the
fiing system. They may be renumbered and futther comespondence flled on
them, provided that the file is still required for existing correspondenos. In
cases where the fiie (s no longer neaded. it should be lerminated and

preserved ae a ssparate antity,

Minute books that are received should be terminated and new anes apened.
Financlal books may be used until the end of the financial year In which they
were recelved, and must then be terminated. Only financial baoke which are
used for recording long term fransactions such as the payment of loans, and
the appropriation of capital funds are sxemptea from this condition.

All cther ems of records other than corespondence files, except map
colisctions, which by their nature, cannot be terminated, must be temminated
as soch as pessible after recelpt and preserved as a separate entity.

Filing of closed and terminated records

All closed volumes or items from the approved filing system or Records
Control- Schedule are preserved In the depariment's archives on the
prescribed date. Under no alrcumstances should closed volumes of
correspondence files be flled with current files on the shefves. This can lead
to correspondence being accidentally placed on & closed volums, and not
being finalisad. .

Closed and terminated correspondencs files can be filed in corrugated
cardboard boxes for protection ageinst light, dust and disintegration.
Containers of corrugated cardboard are used for the filing of files. Single
walied simplex cardboard with B-cormugated construction used for this
purpose should have the following measurements:

3688mm x 267mm x 85mm (outside measurements) with a 152mm lid.
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2.10

2.10.1
2.10.1.1

2.10.2
2.10.2.1

2.10.2.2

2.11
2,111

2.11.2

Keeping of Essential Reqgisters/Schedules

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

a) the Master Cdpy of the f'll'ing system — this is the copy of the system in
which all approved subjects are con'ectfy and indently reflected; and

b) a Records Control Schedule ~ ~ on which every type of ltem which is
not part of the filing system, is indicated.

Chief Registry Official
The following essential registers are kept by the ChiefRegistry official:

a) Remittances received by post This register must record all T 1)
remittances received by post — whethier by ordinary or registered post;

b) Documents and correspondence received by registered post. ' in this
register, the nuriber of the registered item ag well as the place of
origin, is noted. After receipt of the items, they are opened and details
of the contents are entered into the register opposite the relevant slip
number. If remittances are received, the detalls of the reference are
entered into the remittance register.

c) Hems sent Dy registered post;

d) Register of Files Opened ~ this is a register wﬁiéh accurately reflects
what files are already opened according to the Master Copy of the
filing system;

e) Destruction Register — this is a register whic'*_'ecords details of all
‘records which must be desircyed: ST

£) Disposal Authorities Register ~ {his Is a register in whieh details of all

_ disposal authorltles received from the Proviiizial Archivist, are
“recorded.

Support Services)
Preparation and opening of file covers

File descriptions and numbers on files must be printed neatly and legibly with
the aid of a Scriber.

The description of the subject on the files must agree with the subject in the
filing system. Par. 13 of the General Instructions to the filing system must be
strictly adhered to. The main series description must in all cases be indicated
on the cover. Where there is uncertainty as to the correct description, or
where registry officials are unsure which components can be omitted, the final
decision must be made by the Records Manager. At all times, correct spelling
must be emphasised.
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2,113

2.11.4

2.11.5

212
2.12.1

2122

2123

2.12.4

3.1

3.1.1

3.1.2

It should be Indicated on the cover which volume of the fiie it is and, as soon
as the firet volume is opened, It should be marked Vol. 1. Only Arabic
numbers may be used for this purposs.

The disposal instruction with regpect to each file must be recorded as soon as
the fiie is opened. Dispossil instructions that have not yet been approved by
the Natlonal Archivist should not be recorded on these files,

Every file cover used must be provided with a cardboard file backing, a self-
plercing type of paper fastener, 5¢m long, end a cardboard washer. Control
sheets are avallable in registry and should afso be attached inside the front of
every cover,

Uss of daily fileg

Only copies of important letters, excluding confidential letters, ene placed on
the daily fle. The Records Manager in ail cases has the final decision on what
appears on the daily file.

Once the dafly file has been prepared for circulation, it is immediatsly sant to
the Records Manager, who then checks that the cotreat file numbers have
been allocated In all cases. Thereefter, it is circulated to all infterested staff,

Officials must note that they may only keep dally files for a period of 24 hours.
If they have not finished studying it by then, it must be sent to the next official,
and be reguested for further study iater.

As soon as the dally file has been circulated amongst all Interested personnel,
and retumed again to the Registry, it s filed for six months and then disposed
of. :

The Records Manager is responasible for the maintenance of the flling system.
This Includes: '

a) Careful control over amendments and addltions fo the system to
prevent its degeneration. The Records Manager should approve all
such amendments and additions himself and should add them
personally to the Master Copy of the system; and

b) Ensuring that correspondence Is placed corractly as this prevents the
subsequent deterioration of the system. The officie] axercises this
control by means of the daily file, regular inspections and spot-checks
on the files in registry.

With regard to amendments and additions, speclal attention must be paid to
the following:
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3.1.3

3.1.4

3.1.6

a) Documents originating from new activities must not be forced into
inappropriate files In the existing system. In such cases, new files,
subjects or even main series must be created;

b) Faulty additions through which existing files are duplicated, or which
overiap with existing subjects, or additions at incorrect places: and
¢) The assurance that new descriptions satisfy the set requirements.

As soon as the Records Manager has approved an addition or amendment, it
must be immediately inserted ln the Master Copy and thereafter, reported to
the Provinclal Archivist This reporting occurs, in the case of minor
amendments and additions, every 6 months by means of amendment slips.
These are numbered consecutively for every year (e.g. 3/1998, 4/1999) and
are in stack in the registry. As soon as an amendment or addition is approved
by the Records Manager, the Chief Registry Officlal completes amendment
slips for each officlal who deals with correspondence and has a copy of the
system at his/her disposal. The slips are then supplied to these officlals to
make the amendments to their systems. A copy of each slip Is kept together
and sent collectively to the Provincial Archivist.

In the svent of wide-rsaching amendments, the Records Manager may approve
the amendment in principle and add the detalls in psnail to the Mester Copy.
Actual flle covers can ba opened in pencil and the task continued. In the
meantime, the amendment is reportet 1o the Provincial Archivigt and, 4s soon
as approval is recelved, the provisions in the Master Copy and o the file cover
may be finalized.

With regard to the correct placing of corespondence, special attention must be
paid to the following:

a) Overloading of files not sufficiently subdivided, & too fine subdivision of
flles which could be combined. or a need for the redivision of files,
should ba brought to the attention of the Records Managsr in gooo time;
and be corracted: '

B) The tendency to add correspondence, in clrcumstance where a subject
began on a specific flie long after the nature of the comespondence
Justifies the continuation of the subject on another file;

¢} The correct use of policy files to prevent non-policy ltems from
accumulating on them, yet simultaneously ensuring that coples of items
containing policy decigions are actually placed on the relevant policy file
(see also par, 5 of the General Instructions to the Filing system ebout
the use of policy files); and
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3.1.8

3.2

3.2.1

4.1

4.1.1

4.1.2

d) The placing of ephemeral items on A20 files and valuable items on D
files afler disposal authority has been issued te the system.

For the time being, all correspondence concerning the filing system must be
directed fo the following address:

The Head, Kwazulu-Natat Archives Repository
Private Bag X8012

PIETERMARITZBURG

3200

Records Control Schedule

The Records Manager is responsible for ensuring that all new typee of records
other than correspontence filas used In the office are Immediately added to the
list and reported to the Provinolal Archivist along with the proposed disposai
Instructions.

Standing Disposal Authority epplies to the currert fitling system and Standing
Disposal Authority applies to the Records Control Scheduie. The foliowing
symbols are used in these authonties to show the disposal for files and records
other than correspondence flles:

#) A20—forvaluable which must be transferred to the Archives Reposttory
for preservation if a period of 20 years has elapsed since the end of the
year in which the record came Into axistence;

b) D? -order of an ephemeral nature which can be destrayed after the
number of years indicated alongside the “D". This date is calculated
from the dats of the youngastitam on the flile.

In order to facilitate the destruction of files, the Chief Registry Official keaps a
Destrustion Register. As soon as 2 file or part of a fileis closed, the number of
tha file Is written under the yesr, (n which it must be destroyed. At the end of
avery year, by consulting the Destruction Register, the Records Officer must
remove all files which can be destroyed, and make arréngements for thelr
destruction/removal.

All instructions and procedures concerning the removal of waste paper must
be complled with carefully.
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4.1.3

4.1.4

4.1.5

4.1.6

The registry personnel must also ensure that destructible records other than
correspondence flles are disposed of when instructed by the Records Manager.

Nevertheless, it is the responsibility of the Records Manager to ensure that
records other than correspondence files which can be destroyed are brought
to the attention of the registry personnet regularly.

No files, or records other than correspondence files of any sort, may ba
destroyed without the written authonty of the Provincial Archivist. All authorities
received from the Provincial Archivist, and detals of the rscords to which they
refer, must be recorded in.the Disposal Authorities Register by the Chief

Registry Officlal.

When any records sre destroynd, s destruction certificate, In the farm specified
hersunder, must be submitted to Provincial Arohiviet:

“I certify herewith that the records appearing on tte following lst, which
consistad of lin. metres shelf space, ware destroyed today.

Signature:
Capacity :
Date

No.

Description Authority

Records must be given In alphabetical or numerical order on the sbove-
mentioned list.
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4.1.7

41.8

4.1.10

6.1

5.1.1

6.1.3

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

The copies of these listi of destroyed records are preserved by the Records
Manager In registry and should esrve &s proof in connection with any enquiries
concerning the records at afi imes.

In order to keep the Standing Disposal Authoritles mentioned In par. 4.1.1 up
fo dafe, the Records Manager should approach the Provinclal Archivist
reguiarly to approve disposal instructione regarding the new additions to the
filing system and Records Control Schedule. All authorities that have been
issued must be examined perlodically by the Records Manager and must be
revised as requirements and cicumstances thange. Proposals for the
amendment of instructions must be reported ta the Provinclal Archivist,

All correspondence conceming the disposal and destruation of records must
be directed to the Provincial Archivist (see par. 3.1.6 for address).

CON D ONOFR S

Agcess

Accass to records (n the office not normally open 1o members t the public is
conyrolied by the Information Officer and the Recards Manager in agreement
with the following prescripts: Part 3 Chapter 1 of Promofion of Access to
Information Act (Act 2 of 2000). Section 12 of the National Archives Act of
South Africh (Act no. 43 of 1988) and the National Archivist's Circular 1 of 19689,

All requests from researchers and perscns who wish to consult records must
be submitted In writing. The Records Manager must personally make a
thorough investigation as to the bona fides of the applicant to ensure that
his/her perusal will not be detrimental to the office.

Persons consuiting records must do it in the Reglstry under the supervision of
the Records Officer. In this manner the supervisor must note that

a) the greatest care must be exercised In the handiing of the records,
especially when tuming pages;
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5.1.4

§.1.5

5.1.6

b) pages are folded:;

c) the researcher must place a plece of paper under his/her hand If he/she
wishes to follow the section he/she is copying with histher finger, so that
his/er bare hand dees not rest on the page;

d) the researcher must only use a pencil or balipoint pen to copy items;

e) the researcher must nat disturb the order of the papers;

f) the researcher must not make any mark on the itern or remove It:

@) If the researcher wishes to copy, photograph or microflim the items,
he/she must first obtain the permission of the Records Manager who
must aisc ensure that the relevant items are not damaged m the process;
and

h) no researcher may remowve ltems from the office for any resacn at all.

The Records Manager must first inspect and apptove any researcher's
reseerch work before It ie published or In any way duplicated. Such a
researcher must also be requasted beforehand to donate two annotated copies

to the head of the office. One copy of this must be sent to the Provintial
Archivist.

Officials must note that they have access to the records of the office only as far
a8 is necessary for the carrying out of thelr duties.

The Records Manager must ensure that ne unauthorized persan may, or is able
to galn access to the registry, or records stors rooms during or efter office
hours. The foliowing ules apply:

a) The registry is closed during lunch and after office. hours:

b) During office houre the registry should not be left unattended. If this
does happen, the ddor must be locked:

¢) The Chief Reglstry Clerk exercises control over all the keys; and

d) The Records Officer keeps the key register to control access to archives
centres,

6) The ragisiry may only be cieaned by cleaners while one or more registry
personnel are present.
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5.2

5.2.1

622

523

5.3

8.3.1

53.2

6.4

5.4.1

5.4.2

Fire and fire prevention measures

The lighting of matches, smoking and the storage of inflammable material or
cleaning solutions in Registry is strictly forbiiden.

Only CO2 firg extinguishers may ba used to extinguish a fire in a location where
records are stored. Water, In all instances, must only be considered as a last
resort.

Fire extinguishers musi be inspected every 12 months and the Facility Manager
. must ensure that it Is aclually done. On their appointment, all registry
personnel must isarn to handls fire extinguishers.

Water

Registry and ather areas where records are held, must be reguiarly inspected
by the Chief Registry Official and the Records Manager to ensure that roof
leaks, leak in water pipes, etc. are traced in time and repaired before damage
can be done to the records.

When records become wat for whatever reason, efforts to dry them must be
mede as soun a8 possible. The documents should be separated carefully and
dried between shests of blotiing paper. Warm air is then blown over them with
& fan or hairdryer. Under no circumstances should wet documents be spread
out to dry in direct suniight,

Pests and plaguas

The registry, and other areas where records are stored, must be regularly
examined by the Chief Registry Official and Records Manager to avoid the
occurrence of pests and plagues. Officials who notice fishmoths, cockroaches,
e, in any of these areas muet immadiately report it to the: Chief Registry
Official.

Areas where records are stored must be fumigated avery 6 months ageinst
fishmoths and other pests. It must bs noted at all times that no lethal sprays
may be used which could have damaging consequences for the records.
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5.5 Light

5.5.1 The lights In Registry must be switched off whenever nobody is present in
the area. The lights belween the sheives in registry must similarty be
switched
off whenever files are not being filed or withdrawn.

5.5.2 No direct sunlight must be allowed to shine on any records and for this
reason the blinds in Registry must be kept rolled down when the sun shines
in.

5.6 Damage through handling
5.6.1 All officials must be aware that it Is considered to be a violation of the

National Archives of South Africa Act (Act No 43 of 1898) to deliberately
damage records. This includes deliberate demege by careless and
indifferent handling. Records must therefore be handied as carsfully as
possible,

5.8.2 No food or drink may be consumed at  table or desk where records are
placed. Glasses of water or botties of ceo! drink ete. must not be placed on
cabinets or on shelves where files and records are stored.

6. RAINING OF ISTRY NEL

6.1 Records Manager, Chief Registry Official and Records Officer must attend
the Records Management Course presented by the Provinclal Archives to
receive the correct. training for their various tasks. Registry personnel
should attend the Reglstry Management Traiing.

6.2 In-service trainfng under the Chief Regisiry Otficial occurs during the nonmal
tion of duties and Is condusied along the lines of the Registry Manual,

W/( ﬂz/p b/ize/P
MR L.S MAGAGULA pATE [/
HEAD OF DEPARTMENT

Approved.
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