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Instructions for action officers and Support Staff 
• ensure only the papers that relate to the file title are placed on the file; 
• place papers in date order - attach the oldest papers first; 
• give each document a consecutive folio number (in red pen) at the top right hand corner; 
• when passing a file to another officer, complete the referral action on the cover; 
• when passing a file to another Section, update the location details on NARS or inform 

the Records Management Unit (RMU) - a regular file census is recommended; 
• return the file to the RMU when no longer in active use. 

40 placing numerous drafts and duplicates on the file; 
• using the file for new correspondence after 2 years - unless agreed to by RMU or 

specified in the file title, 
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