




File Code                              Series Title



                                             Date the file is Date the file is              to be transferred to the                        closed                          Federal Records Center
· The File Code is obtained from the “Records Management Handbook, MMSM 380.2-H.”  Administrative records are numbered 100 thru 700 and program or mission records are numbered in the 1800s.  On your label, be sure to include all applicable Indian record.
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                               Date the file is opened

                                                 Additional 
                                                 information to
                                                 help identify the
                                                 file

         Date the records are disposed 
· The File Code is obtained from the “Records Management Handbook, MMSM 380.2-H.”  Administrative records are numbered 100 thru 800 and program or mission records are numbered in the 1800s.  On your label, be sure to include all applicable alphabetic and numeric sub-items under the main file code in the Handbook.  These sub-items are a part of properly identifying the file.  In the example above, the “A” means that it is an Indian record.

· The Series Title is also obtained from the “Records Management Handbook, MMSM 380.2.2-H.”  If you are unsure of the Series Title, the Handbook has a subject index at the back of the book.


· The last entry on the first line of the label is the Date the file is opened.   Enter the fiscal or calendar year in which the file was opened.
· The next line(s) may be used to 
describe further the records in the folder.

· The last line of the label contains the date in which the file was closed, can be transferred to the Federal Records Center, and the date when the records can be disposed.
· C = the date the records are closed.  The records may be closed within the same fiscal year or several years after they are opened.   When the file has been closed, write the fiscal year in which the records were closed next to the “C.”
· T = the date the records are eligible for transfer to the Federal Records Center.   Under the column entitled “Disposal Instructions,” the schedule will state how many years after the records are closed or cutoff that they can be transferred to the FRC.  After the closed date is known, then you can calculate the transfer date by adding how long the records will remain in MRM office space to the closed date.  For example, if the file was closed or cut off in Fiscal Year 2000 and the Disposal Instructions in the Handbook state the records can be transferred to the FRC two years after cut off, then the transfer date will be FY 2002.
D = the date the records can be disposed.  Currently, MRM maintains all Indian records indefinitely and so write “Indefinite” next to the “D” on the label if the file is an Indian or Indian Trust record.
Non-Indian records have a specific retention period.  Check the “Disposal Instructions” in the Handbook to determine how long the records must be kept.  If they say “Destroy 7 years after cutoff,” then add 7 to the cutoff date.  For example, if the file were closed or cut off FY 2000, then that answer is
FY 2007 (09/30/07).  Since the Records Center only destroys records in January, April, July and October of each year, select the closest month after the disposal date.  For example,  NARA does not destroy records in September, then the actual disposal date for the records would be 10/01/2007. 
Remember, if the records are “frozen” (and just about all of MRM’s records are frozen), then the freeze takes precedence over the retention period stated in the schedule. 
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     Are we still awake?
                   [image: image3.png]



Reminder:  Working Files CAN be Official MMS Records and CANNOT  be thrown out or destroyed whenever you want
· Working files and similar
materials, such as preliminary drafts and rough notes, and other similar materials shall be maintained for purposes of adequate and proper documentation if:

    (1) They were circulated or made available to employees, other than 

the creator, for official purposes such as approval, comment, action, 

recommendation, follow-up, or to communicate with agency staff about 

agency business; and

    (2) They contain unique information, such as substantive annotations or comments included therein, that adds to a proper understanding of the agency's formulation and execution of basic policies, decisions, actions, or responsibilities.
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C:                                 T:                                     D:  Indefinite





Note:  If you are not able to locate in the Handbook the type of record you want to file, then it may be an unscheduled record.  The MMS Handbook has not been updated for a number of years and the record you want to file may not be listed in the Handbook.  





However, a label should be created for the file folder.  Follow the example above, but leave the space on the label for the File Code blank.  For the Series Title, create your own Series Title that accurately describes the records.  If more than one office creates or receives the same record, please coordinate with them regarding the Series Title (so you both are using the same Series Title).  Then, write the fiscal year in which the file was created on the label.  Since the record is not scheduled, it cannot be destroyed.   It also cannot be transferred to the Federal Records Center.  Please put “Do not destroy” on the bottom of the label under “D.”





If you have any questions, please contact Nola Freeman or Mike Autobee in Records Management.
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Don’t forget!  You MAY ship records to the Federal Records Center – either new accessions or returning records previously checked out from the FRC.  In addition to the SF-135 and the detailed listing of the box contents, you need to include a filled out “Move” form and prepare a “Chain of Custody” plan. If you have any questions, please contact Nola Freeman, MRM Records Officer. 





(See the April edition of the Info Bulletin on the movement of records – on the Pipeline)
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