Joint Staff/Combatant Command Records Management

Slide 1.  Welcome to the Joint Staff Records Management Training
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Slide 2.  The Objectives of this training are to teach General Records Management Procedural Guidance, Knowledge of laws and regulations, Knowledge of Freedom of Information and Privacy Act, Knowledge of Electronic Records Management
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Slide 3.  We will soon be converting all files from the Modern Army Records Keeping System (MARKS) to the new Joint Staff/Combatant Command Records Management System.  Before we do, here are the fundamentals of this new system.
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Slide 4.  Let’s begin by defining a record.  What type of documents are necessary to save?  A record is basically defined as any type of book, paper, maps, photographs or other materials that are either made or received by an agency of the US government that need to be preserved because it serves as evidence of the organization, it’s functions, policies, decisions, procedures, operations or other activities of the government OR because the information on the documents is of important value.
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Slide 5.  When you begin to prepare your files, there are 3 basic file groups.

The first, subject files, are used for files addressing a specific topic and include all the documentation for that given subject.
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Slide 6.  The second type of file group is case or project files. These files contain material relating to a specific action, event, person, organization, location, product, or thing.  These are arranged chronologically with the most recent papers on top. 

The third and final type of file group is reference files.  These are materials that an organization collects to use for convenient reference around the office.  This material may include extra copies of documents that are official filed elsewhere, 

books, pamphlets, catalogs, etc.  Reference files should periodically be reviewed and obsolete materials should be removed.
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Slide 7.  Once you have organized your file groups, there are 5 ways to arrange your files.  One is numerical.  You might want to use this type if you are filing such items as purchase orders or requisitions.  In this case you would want to keep your files in order by their purchase order or requisition number, the primary identifier. 

A second way to arrange your files is chronologically or by date if the date is the primary means of referencing or identifying the file.  This might be used for reading files or suspense files.
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Slide 8.  Arranging files geographically is the third option.  In this case, the files would be arranged by region, country, state, etc.  The files should be filed alphabetically first by the name of the main geographic region (such as the country or region), and then by the next subdivision (perhaps the city, base, or port). This type of arrangement might be useful, for files on specific installations or embassies.

Filing alphabetically is the fourth option.  This is especially useful when filing personnel files or other similar documents. 

Finally, files can be arranged by subject area. This is useful if you have number different subjects that need to be filed.  You might make one file for airplanes, one for ships, and one for weaponry.

SECONDS: __50_

Slide 9.  Once you have the files organized, it’s time to prepare the labels.

Every binder, folder, and record container must be labeled.  Proper labeling is essential for ensuring accurate filing, retrieval, and disposition of records.  If you are on leave or TDY or suddenly leave your position, your office mates must be able to quickly and easily locate specific documents already filed and must know where to return items removed from the record container.  In addition, this helps everyone know when it is time to dispose of old files.  

While the regulation allows labels to be neatly printed, your records manager will probably require that the labels be typewritten to ensure neatness.  The file labels must contain the file number, file title, disposition instructions, privacy act, and where appropriate, the year of accumulation.  (If a file has a specific date of disposition, then the year of accumulation must be added to the file label.)  Since the privacy act numbers have not yet been included in the JSCR manual, you will need to refer back to the MARKS manual to obtain the appropriate privacy act numbers.  

Once you have prepared the label, you must decide where to place it on the folder.  If the files will not leave the current files area (if you will destroy the files after a certain number of years or when superseded), then the label should be placed on the left position of the folder.  If the files will be transferred to a temporary holding facility and then later destroyed, then the label will be positioned in the middle of the folder.  If the files will be retired to the National Archives, then the label will be placed on the right position of the folder.  Examples will follow shortly.
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Slide 10.  After choosing the appropriate major categories and sub-functions, the specific file number can be further divided as needed to allow easy maintenance and retrieval in the category.  Periods and dashes are used to help break down the numbers.
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Slide 11.  A dash is used after the file number to indicate different types and/or uses of a record within a sub-functional area and it directly correlates each to a specific disposition standard.  The dashes are already provided in the manual.  For example:

The manual lists a category 0013 as Memorandums of Policy.  It further breaks down this number to 0013-04 for MOPs which are reference copies.

If you need to further break down the file number a period is used after the number.  This period can be followed by either alphabetical or numerical divisions. 

The difference here between this system and the MARKS system is that each supplemental folder should be given a specific identifier. That’s where the periods and suffixes come into play.  

Let’s take a few examples:
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Slide 12.  The manual provides the number 0916-01 as the number for Action Officer’s Case Files.

Suppose you have two types of Action Officer’s Case Files:  one section on nuclear weapons in Europe and one section on Airplanes in Asia.  In addition, there are two different types of airplanes.  There are B-47’s and C-121a’s.  How would you indicate this?  

 0916-01 will be the subject file heading

Then, there will be a file labeled 0916-01.1 for the documents dealing with nuclear weapons in Europe.  Next there will be a file labeled 0916-01.2 for the files dealing with the airplanes in Asia.  Behind this, there are two more files.  One labeled 0916-01.2A for the documents dealing with the B-47’s, and one labeled 0916-01.2B for the documents dealing with the C-121a’s. 

Or, if there was only one type of airplane in Asia, you might choose to labeled  the nuclear weapons file: 0916-01.A and the Airplanes in Asia file: 0916-01.B  

After the period, either letters or numbers can be used or a combination can be devised, all as long as it is kept consistent throughout the plan.  
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Slide 13.  Once you have identified all the file numbers you will need, you must create a File Plan which lists all your files.  This is maintained on the JS Form 31.  If you need more room you can use the continuation sheet, JS From 31A.  All records maintained by the office must be identified on this list.   The file plan must include the file numbers, file titles, descriptions, filing arrangement of each file, and the disposition instructions.  If a file is not maintained with the majority of the files, please indicate it’s current location on the file plan.

Refer to Appendix D to Enclosure F of CJCSM 5760.01 Vol I for instruction on how to complete the JS Form 31.
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Slide 14.  Perhaps one of the more complicated parts of creating the labels deals with the disposition standards or the rule for when the files can be disposed of.  The disposition standards can be found in the CJSCSM 5760.01 Vol II and they are mandatory. Recommended changes, additions, or deletions to the specified standards should be submitted on a JS Form 30, Joint Staff/Combatant Command Records Management Survey with full justification to the Joint Staff/Combatant Command Records Manager for evaluation.  He/She will determine if the disposition standard may be altered to better serve the needs of the requesting office.  If approved, please be sure to attach this documentation to the file plan for clarification.  
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Slide 15.  Ok. Now you are ready to add the specific disposition standards to the file labels and file plan.  Let’s take a look at a few examples. In the table on the screen, there are three columns.  The first column lists the disposition standard as written in the manual.  The middle column explains what that disposition standard means in every day language.  The final column lists how that disposition standard will be written on the file label and in the file plan.  

Let’s start with the first one. If the manual states that the disposition standard is to “Destroy after 1 month”, this means that you cut off the file at the end of the month, hold for one month in the current files area, and then destroy.  On the label, you will write: “COFF: 31 APR 02, dest Jun 02”.

(COFF is the accepted abbreviation for cut-off.  More accepted abbreviations may be found at the end of the manual.  Please use these, but only these.)

Example 2.

If the manual states that the disposition standard is to “Destroy after 1 year”, this means that you cut off the file at the end of the year, hold for one year in the current files area, and then destroy.  On the label, you will write: “COFF: 31 Dec 02, dest Jan 04”.

Example 3.

If the disposition standard states: “Destroy a certain time after occurrence of a specific action/event”, this means that you cut off the file when a certain event occurs; for example, upon transfer or separation of an individual.  You will then hold it for 2 years in a CFA, and then destroy it.  This requires two file labels. When the file is still active, it’s label will read: “PIF Upon separation or transfer”. PIF means place in inactive files.  Then once it becomes inactive (i.e, once the person has transferred or separated), the new label will read: “COFF 31 Dec 02; dest Jan 05”.

SECONDS: __140_

Slide 16.  Here on the screen are a few more examples.  Disposition Standards can range from 6 months to more than 20 years as shown in these standards.
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Slide 17.  Dissecting the File Label:

Here is a sample file label.  

As you can see, the first piece of information on the top left is the File Number. Next to that is the File Title.  At the end of this top line, the Year of Accumulation will be added if necessary.  It is necessary only when the disposition states a specific date for destruction (such as destroy after 1 year).  If the disposition states to destroy the file when superseded or obsolete, then the year of accumulation is not added.

On the second line of the file label the Privacy Act will be listed if applicable for the specific number.   

Finally, the disposition will be listed.  In determining how to list the disposition, refer back to the previous examples.  Here it is important to write the specific COFF and dest dates.  For example, this file had a disposition of 5 years, so the disposition instructions will read as follows: COFF 31 Dec 99, dest Jan 05.  The “inactive” is included because this file has been cutoff and is now inactive. 
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Slide 18.  File Labels:

Two file labels are needed for a file that becomes cut off (inactive) on the occurrence of a specific action or event.  The entry would read as follows:


306-01 Top Secret Register


ACTIVE: PIF when all copies of documents have been


dest or otherwise permanently disposed of.

Once the file becomes inactive, the label for the inactive file will read:


306-01 Top Secret Register        (99)


INACTIVE:  COFF 31 Dec 99, dest Jan 05
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Slide 19.  Dummy Folders:

When there are several folders within one series number, use a dummy folder that contains the full label entry.  Tape it shut so that no documents can be filed in it (or use the heavy-duty green cards).  Subsequent folder labels need only show the file number, title of the folder contents, and where appropriate, the year of accumulation.
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Slide 20.  Label Positioning
Now that we know what to include on the labels, we need to know where to place the label on the folder.  If the records are temporary records, meaning they will be held in the current files area and destroyed a few years later, then the label will be placed on the left side of the file folder.
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Slide 21. If, however, the records are temporary records that will be transferred to a records holding facility for temporary storage (perhaps for 10-20 years)  and then destroyed, the file label will be placed in the center of the file folder.
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Slide 22.  Finally, if the records are permanent records and will be retired to the National Archives directly or through an intermediate holding facility, then this is noted by placing the file label on the far right side of the file folder.
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Slide 23.  Drawer Labels
Once all the files are labeled and placed in the drawer, we also have to label the outside of the file drawer.  Basically, the information here is broken down as much as possible.  If a drawer contains two or more or more record series, all we can put is the first file number in the drawer and the last file number in the drawer, along with the year these files were begun. No disposition is shown on the label because it varies among the several record series in the drawer.
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Slide 24.  If, however, a drawer contains one (and only one) record series and contains ALL of that record series, all of the file information will be posted on the outside of the drawer.  Note that the drawer label is identical to folder label in this case!!
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Slide 25.  Perhaps you have 2 drawers each with half of a record series. Here the label will be the same as the previous mentioned one, except that it is important also to indicate the division (A-L, M-Z) on each label. This way we know what the difference is between the two drawers and where the first one stops and the second picks up. 
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Slide 26.  Binders:

Just like when using dummy folders for files in a cabinet, file labels on binders don’t need to repeat information already present on another binder. For example, when one record series of documents is filed in more than one binder, the disposition instruction is required only on the first binder.  Subsequent binders need only show the file number and the title of the binder contents.
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Slide 27.  Guide Cards:

If guide cards are used for category series, they will be arranged in files so that the tabs are in uniform position to the left side of the file drawer and in numerical sequence.
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Slide 28.  A few more notes on File Folders:

Folders should only be prepared for those subjects for which there is a current need. Prepare a second folder when the contents of any one folder reaches the normal capacity of approx. one inch.  The second folder should begin at a logical breaking point such as the beginning of a month or calendar quarter.  
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Slide 29.  Folders should be placed in the file cabinet behind their related guide cards. 

If the file contains bulky materials, filing wallets and jackets should be used.
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Slide 30.  Preparing Documents for Filing
Before the documents are to be placed in the file folders there are few more steps.  First, ensure action has been completed.  Write or stamp the word “file” and the file number in the upper right corner of the paper.

Destroy identical duplicate copies of papers to be filed in the same series except originals and coordination copies of correspondence. 
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Slide 31.  Also, remove mail control forms, classified cover sheets, envelopes, and routing slips unless they contain significant remarks. These are not necessary for filing and will just take up extra space and cause confusion. Remove rubber bands, paper clips, spring clips, pins, and other temporary fasteners.
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Slide 32.  Mend or reinforce frayed papers with transparent tape.  Staple related papers in upper left corner. If too thick, fasten with prong fasteners. Finally, assemble related documents for filing as follows: place the latest action on top, then the basic paper, next the endorsements in numerical or chronological order, and then the supporting papers.
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Slide 33.  Be sure to keep folder labels visible by neatly arranging papers in the folders.  When contents of folder increases to point that the folder label is obscured, crease the bottom of the folder to increase capacity.  Prepare a second folder when first reaches approx. one inch thick.  Then ensure that the inclusive dates are shown on each.
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Slide 34.  Filing equipment normally should not be used to store blank forms, publications, office supplies, or other such materials. When used for this purpose, materials should only be stored in small amounts using space that is not needed for records.
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Slide 35.  If you have any classified documents in your filing area, always remember that classified documents will not be stored together with unclassified documents and will be stored in security containers.
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Slide 36.  To review:

Begin by selecting the File Numbers to be used in the file area:

Then choose the most descriptive category numbers for each file, and use subdivisions to refine contents of a file.

Next, prepare the files by first preparing a list of selected file numbers on JS 31 and then preparing all the necessary guide cards, folders, and labels.
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Slide 37.  When you are ready to file the documents, screen the material for completeness and remove duplicates or extraneous material. Then, assemble the documents, select file number, and mark the document for filing with the file number and the word “file”. Use a distinctive mark, stamp, or color code to designate the official record copy from others.

Once the documents have been properly filed, it is still important to maintain the files.  Try to file documents each day to avoid backlogs, which can lead to papers disappearing or ending up in the wrong file.  File papers loosely and avoid overcrowding. Monitor the destruction dates and cut off files in a timely manner and retire, transfer, or destroy materials according to disposition rules.  Finally ensure that classified materials are stored separately and securely.
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Slide 38.  Electronic Record Keeping
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Slide 39.  An electronic record is defined as any information stored in a form that only a computer can process and that satisfies the definition of a record.  Electronic records include but are not limited to magnetic tapes, disks, drums, video files, and optical disks
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Slide 40.  Electronic records that meet the criteria established for Federal records must be maintained and disposed of in accordance with approved disposition schedules.

Electronic record keeping involves the use of computers to create, retrieve, analyze, transmit, or delete records in accordance with approved disposition schedules.
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Slide 41.  Any logical combination of alphanumeric characters permitted by the operating system and descriptive of the series is suggested for naming subdirectories or folders

The newer versions of Windows allow the user to use just about any Alpha/Numeric combinations when creating electronic file names.  You should consult the organizations System Administrator if you are having difficulties in creating file names.

The example here shows the path of an electronic file created for File 0901.01 (General Office Administration)
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Slide 42.  The Freedom of Information Act (FOIA), which can be found in Title 5 of the United States Code, section 552, and was enacted in 1966.  It provides that any person has the right to request access to federal agency records or information.  This right of access is enforceable in court.  The federal FOIA does not, however, provide access to records held by state or local government agencies, or by private businesses or individuals.

A Complete reference to the Freedom of Information can be found at the Department of Justice website.

SECONDS: __35__
Slide 43.  The Privacy Act of 1974, which has been in effect since September 27, 1975, can generally be characterized as an omnibus "code of fair information practices" that attempts to regulate the collection, maintenance, use, and dissemination of personal information by federal executive branch agencies. Moreover, even after more than twenty-five years of administrative and judicial analysis, numerous Privacy Act issues remain unresolved or unexplored. Adding to these interpretational difficulties is the fact that many Privacy Act cases are unpublished district court decisions.

Although this filing system is under the Joint System, EUCOM follows the procedures as outlined in AR 340-21, Army Privacy.  You must remember that files containing Privacy Act information must be labeled accordingly.

You will also be able to find a full version of the Privacy Act at the link provided.
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Slide 44.  Remember these simple tools and you will be on your way to a well-organized office!


Happy Filing!!
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Slide 45
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