Chapter 1

Getting Started
This chapter covers the need for filing systems, statutory requirements and initial planning steps.

Need for Filing Systems 

The goal of every filing system is organization of information in a way that someone with a question knows where to find the answer.  It is to bring order and logic to the task of storing, and later finding, information.  

Filing Defined:  the process of designing, documenting and implementing standard procedures for classifying, sorting and storing information to assure cost-effective and timely retrieval. 

Filing systems may evolve from the name of a person, place or thing, or the number of a document.  However, efficient file structures are not always simple.  The complexity of the system increases with: 

-
Diversity of information in it and 

-
Users' needs.  

Every filing system--even a simple one--is a challenge to develop.  The system designer must predict the users' needs for information and organize files to meet those needs. 

Statutory Requirements

Filing records is specifically required by Wisconsin statutes.  The agency is required to "Establish a numbering and filing system for forms and records." s. 15.04(1)(k).  The statutes require attention to filing but do not explicitly set filing requirements.  

Each state agency is required by statute to: 

"Establish and maintain a records and forms management program,"  s. 15.04(1)(i).

Designate a records and forms officer responsible to "design, review, analyze, simplify and file all records and forms . . . "  s. 15.04(1)(j).

Records ownership and records scheduling requirements are also specifically covered in the statutes.  See section 16.61, Wis. Stats. or the Records Inventory, Analysis and Scheduling manual, May, 1989.    

Records Defined:  "Public Records" means all books, papers, maps, photographs, films, records or other documentary materials or any copy thereof, regardless of physical form or characteristics, made or received by any agency of the State or its officers or employes in connection with the transaction of public business, except the records and correspondence of any member of the State Legislature. 

s. 16.61(2)(b).

Records include paper and microfilm documents and data contained in a computer or other electronic system.  The information is the record, and the medium (paper, microfilm, magnetic, digital, laser or voice) only contains the information.  

All records created or received and filed by any organization of any agency are official State records, subject to regulations covering public records.  

Non-record Materials:  The following items generally are not records:

-
Stocks of publications, printed documents or brochures.   

-
Library and museum material made or acquired and preserved for reference or exhibition, including textbooks, copies of Wisconsin Statutes, Wisconsin Blue Book, periodicals and other technical reference materials.

-
Quasi-official notices, unsolicited announcements, invitations or other materials that are not filed as evidence of office operations.

-
Preliminary drafts, worksheets, memoranda and informal notes which do not represent significant steps in the preparation of record documents.  

-
Route slips which contain no pertinent information or approvals, used to direct the distribution of papers and letters of transmittal.  

-
Personal property of state employes, such as personal organizers or the employe's own copies of his or her personnel file, leave account, time and payroll, awards, certificates, training documentation, etc.

-
Extra copies of records which are in addition to "official" records contained elsewhere.  Duplicate copies of records maintained as "reading," "convenience," "tickler" files and identical copies maintained with the "official" record are non-records if they are maintained only for ease of reference and convenience.  

-
Blank forms, file or office supplies or other items that can be found in a stores warehouse.

Non-record materials should not be mixed with official records.  

Initial Planning Steps
To develop a new filing system or improve on an existing one, take the following initial steps:

1.
Obtain management support.

2.
Assign responsibility. 

3.
Develop a plan.

Obtain Management Support:  Top management needs to:

-
Support major filing system projects.  

-
Formally endorse projects in writing. 

-
Assign staff to projects and allocate time for system planning and implementation.  

-
Direct staff throughout the organization to cooperate in the project.  

It may be difficult to obtain management attention to filing issues.  However, managers may relate to the cost benefit issues associated with filing.      

Filing system cost factors include the following:

-
Office space usage:  Square feet of floor space to cubic feet of file storage;

-
Offsite storage costs:  Inactive records storage at the State Records Center or other specially designed records storage facility;

-
Filing Equipment:  File cabinets, shelving, computer hardware and software to store and index records;

-
Supplies:  File folders, labels, guides, out cards and cartons;

-
Labor:  Staff to process, handle, pack, move records and files throughout their life cycle.  Labor is always the greatest cost factor.  

Subsequent chapters provide additional information on methods for assessing space costs, equipment and supplies alternatives.

Management should expect benefits of files improvement projects to include (1) cost avoidance or cost reduction and (2) improved service to users, including faster information turnaround time.

Assign Responsibility:  Every filing system is a challenge to develop.  Management should assign this responsibility to a capable individual.  

A committee with representatives from various units in the agency is not recommended.  A group is too cumbersome and subjective for the task.  

An outside consultant or expert may provide technical assistance but will not be around to offer continuity during files implementation stages.

A person within the organization is needed to offer needed continuity and insight into agency informational needs.  The individual needs to be able to devote time to the project without feeling that other duties are suffering.  

In many state agencies and university departments, the assignment of responsibility may go to one of the following:

-
Agency records officer or division records manager;

-
Office manager, department secretary or unit program assistant;

-
File room or central files supervisor;

-
Management analyst or systems analyst;

-
Program manager.  

The person selected should have:

-
Experience in records matters; 

-
Analytical skills; 

-
Communication skills; and 

-
Ability to work effectively with all personnel.

This individual will be called the "Records Analyst" throughout this manual.  

Develop a Plan:   The Records Analyst needs to develop a plan for the project.  The following outline lists plan elements in a logical, step-by-step order.

1.
Collect data.

2.
Analyze records. 

3.
Determine file access needs.

4.
Recommend filing arrangement.

5.
Recommend Index and Code (as needed).

6.
Recommend equipment, supplies, file layout.

7.
Present recommendations, with costs and benefits. 

8.
Draft file policies and procedures.

9.
Plan project implementation and training.

10.
Implement the system.  Train users.

11.
Monitor implementation, follow up and revise system if necessary.

In succeeding chapters, this manual provides detailed guidance for carrying out the above plan.  

Chapter 2

Collecting Data
This chapter covers the life cycle of records and provides direction for collecting data about the agency or organization, and about the records.  This data is needed to analyze records and design a file system.    

Life Cycle of Records
To determine filing needs and design a filing system, it is necessary to know the records.  


Why are they created or received?  


Who uses them?  


What information is significant? 


What types of records are they? 


How are the records processed?  


What are the retention requirements for the records?  


Are they duplicated in whole or in part elsewhere?  


Is records information confidential by state law?


Do records have administrative, fiscal, legal, audit or historical value?

The records information needed covers the record throughout its life cycle.  The life cycle includes these phases:  

1.
Creation, receipt or computer generation of records and information;

2.
Appraisal of administrative, legal, fiscal, research and historical values to determine records retention requirements;

3.
Organization, handling and maintenance of information to fulfill its immediate purposes in active office space;

4.
Transfer to secure, less costly storage space (State Records Center or other specially-designed records facility) if records are inactive or semiactive;

5.
Destruction of records; or 

6.
Transfer to an Archives for permanent preservation.

Determine the life cycle of a document or data as early as possible.  It is best if this can be done before the record is used or sent anywhere and before it is filed.

Organization Data
Before setting up a system for files, collect information about the organization, including:

-
Organizational and functional charts, policy and procedural manuals and other materials describing its functions and purpose.

-
The Wisconsin Blue Book description of the organization.

-
A copy of the Statutes and Administrative Code covering the organization.

-
Classification and filing manuals for the organization.

The sources listed should offer initial information regarding the organization's purposes and functions.  

Records Data 

Information about specific records and their life cycle is obtained through the following methods:

1.
Retention schedules (RDA's); 

2.
Records and Files Survey; and 

3.
Records inventory. 

Retention Schedules (RDA's):
Existing, approved retention schedules may offer an overview of specific records series and basic information on the importance of those records to the organization.  They may offer insight into the goals, objectives and missions of the agency.  State agency retention schedules are contained in Records Retention/Disposition Authorizations, or RDA's.  RDA's serve as State policy for the records.  The agency Records Officer has copies of all agency RDA's.  

Records and Files Survey:  

The records survey is a broad type of records inventory. It involves walking through office filing and records storage areas to gain an overview of the type and quantity of records.  Data is collected through direct observation and interviews with staff.  Interview those who use or process records throughout their life cycle, including both:

-
Staff who create and use the information and
-
Personnel who file and retrieve the records.

The file survey should offer quick answers to the following questions:

-
Does the agency have a records/information management program?

-
Does the agency have current, approved retention schedules for records?

-
Are records organized according to a logical system?

-
Are non-records mixed with records? 

-
Are more significant records mixed with less significant ones?

-
Are records with differing retention values filed together?   

-
Are open and confidential files in the same folder?

-
Are records arranged for ease of filing and retrieval?

-
Is office space for records used efficiently?  

-
Should agency staff investigate alternative filing equipment and/or supplies?  

Be as accurate and thorough as possible during the records survey stage.  It will save work during the records inventory.  

Records Inventory:  A records inventory is a complete, detailed listing of all records of an organization by records series, with supporting information.  It tells what is there, why it is there, what happens to it, who uses it and for how long.  The inventory is needed to provide complete data for making records management decisions.  The data may be used to 

-
Improve files management

-
Analyze retention requirements

-
Justify converting documents to microfilm

-
Propose conversion of manual information systems to automated systems. 

In order to collect and analyze records inventory data, follow these inventory procedures:

-
Use a standardized form to collect complete and consistent data.  See attached sample 

-
Manage data collected with a personal computer.

-
Review sample file folders and documents within folders.  It is possible to scan and summarize documents, rather than review every one.  Sample a small percentage of file folders to determine ease of filing, internal arrangement of the file and logical relationships.

The State of Wisconsin Records Inventory, Analysis and Scheduling manual (May, 1989) includes additional information on records inventory objectives and guidelines for conducting a complete records inventory.

Be accurate and thorough in collecting data.  Data must be valid if it is to lead to selection of an effective filing system.

Chapter 3

Analyzing Records

This chapter covers methods of analyzing records, based on the data collected in Chapter 2.  It explains the importance of grouping materials:  separating records from non-records; identifying the official record; keeping program records and administrative records separate.  Then it further groups records into file types.

Records are not all equal in value.  

They are not the same in the way that they accumulate into a file folder of related, meaningful information.  

Not all records serve the same function.  

Therefore, certain records should never be filed together in the same records series.  

In records management, one system does not fit all filing needs.  

Separate Records and Non-Records  

Records should not be mixed with non-record materials, such as library and reference books, blank forms and supplies, extra copies and other duplicates maintained for convenience.  See Chapter 1 for a list of items that are non-records.  

Eliminating non-records makes the files more efficient.  The less files to look through, the easier it is to find information.  Results include:

-
Faster retrieval.  

-
Faster filing.

-
Easier disposal. 

-
Reduced space, equipment and supplies needed.  

Identify required records.  Take the following steps to eliminate or reduce the volume of non-records:

1.
File less.  Throw away unnecessary non-records.

2.
Avoid duplicate files.  One good file that is well-maintained is worth much more than several poorly-maintained duplicate files.  


Duplicate (convenience or reference) files often create filing problems.  Documents that belong in the official files may be filed there by mistake.  Then neither the duplicate nor the official file is complete, and needed information is scattered among both files.

3.
Break the extra copy habit.  Reduce the number of copies created and distributed.  Stop copies of form letters.

4.
Reply on the incoming letter.  A handwritten response on the bottom of a memo or letter may suffice for routine correspondence.  Mail the letter back to the requester instead of filing it.

5.
Review periodicals and publications.  Itemize publications that are received periodically, and develop a written policy for filing needed items in a library or reference area.  Get off mailing lists for materials that are not pertinent to the unit.

6.
Maintain stocks of forms and supplies in a supply or stores area.  


Identify the Official Record 

The official copy is the one most significant version of the record, usually with the longest retention period.  It should contain complete and necessary information and be the true and correct copy.     

Identify the official record and locate and analyze duplicate files.  Some duplicate files are established to meet particular needs: vital records protection, accounting, auditing, etc.  Others, called "convenience," "reading," or "tickler" files, should always be duplicates, not the official copy.  Some duplicates may be non-records, as discussed earlier in this chapter.   
Always question the need for duplicate files.  These copies increase the chances of filing problems and increase costs to the agency.

Determine whether duplicate files are records or non-records.  See Chapter 1 for non-records definitions.  

-
Do not mix non-record materials in the files with records;

-
Do not send non-record copies of records to the State Records Center or other offsite storage facility; and

-
Dispose of convenience copies at regular intervals.

Treat required duplicate files as separate records series.    

Separate Program Records and Administrative Records
Determine if the records relate to the agency's primary program functions, or if, instead, they are administrative  files.  

Program Records:  These document the agency's basic functions, policies and operations.  Each state agency has program files that deal with its reason for existing, its mandated functions to serve the people of Wisconsin.  These records document how the agency does the jobs for which it was created.  

The Department of Natural Resources program files deal with water regulation, hunting, fishing, solid and hazardous waste.  The Department of Transportation (DOT), program files deal with driver licensing and renewals, transportation planning, highway construction, and railroad corridors.  Department of Employe Trust Funds program records deal with group health benefits, life insurance, and pensions for public employes.  

Program files normally are further classified or subdivided by function.  Additional subdivisions help to further limit the search area for a particular file or record.    

Administrative Records:  These files document the administrative, staff services or "housekeeping" functions of the organization: to hire, supervise and pay its employes; purchase equipment, supplies and services; inventory property; pay invoices and account for expenditures.  Budget, space, parking, office supplies, printing and managing records and forms are other examples of administrative records.  

Administrative records are important to agency operations.  However, they do not generally have significant long-term research or historical value.  They should be classified separately from more significant and meaningful program records.   

Group Records by File Type
A file type or group consists of a collection of papers (or related files) that:

-
Have similar characteristics and 

-
Should be kept separately from other records in the office.  

How is the information in the file folder collected?  

How do the documents flow into the file folders?  

Does an individual document provide most of the data needed, or does the user require a complete package, illustrating a history of evidence built over time?  

Does the information lose value based only on the passage of time, or must some event occur first--completion of a project, a contract payment in full or a case closing?  

Categorize files based on the way each record serves its purpose and reaches the end of its active life, the way that the file may be "closed."  

Files may be grouped into the following broad types:  


Case (Project or Account) Files 


Case Working Papers


Transaction Files (short-term case files)


Subject Files 


Correspondence Files 


Technical Reference Materials (non-records or subject)


Special Records

Advantages of File Type Grouping

Grouping records by these file types has the following advantages:

Retrieval:  Separating into file types aids the finding of material by immediately reducing the search area.  

Disposal:  Differing retention periods are a good reason for filing records separately.  Separation into groups should keep essential materials apart from short-lived records, which may be disposed of earlier than the essential records.  

Volume:  The quantity of records involved is important.  If the entire file consists of only 1 cu. ft. per year, perhaps separating case working papers from case essential documents will not be worthwhile.  However, separation is justified for convenience copies and routine correspondence, when these items are mixed with significant policy documents and minutes of policy-making boards.  

Completeness:  Records should contain complete information, telling the whole story of a specific transaction or specific subject, but not every piece of data ever collected on a particular topic or individual needs to be retained.  

File Types

Either program records or administrative records may be any of the following file types.  

Case File Applications:  Case files may also be called project or account files.  They contain material relating to a specific action, transaction, account, event, person, place, project or assigned task.  Case files necessarily require use of a file folder to accumulate all necessary parts of the records series.

These applications involve groups of related documents.  Users require easy access to the entire group, or folder.  

Case files (including short-term transaction files) constitute the largest single type of records in most government offices.  They include purchase orders, contracts, investigations, requisitions, loans, research projects, construction projects and personnel transactions. 

Case files differ from other types of files:

1.
Usually carried forward each year until an action is completed and

2.
Folder disposition is usually based on a specific event, e.g., termination, settlement or completion of activity or function.

These records will have a definite beginning and a definite  end, although the end may be a very long time from now.  For a personnel file, the file begins with the application for employment, and the end is after retirement from state service.  For a highway project, it begins with the initial project planning stage, and it ends after the road is built.  For an investigation and legal case, a complaint of some sort may begin the file, and the end occurs after decisions and all legal appeal periods have expired.  For a contract, the file may begin with the execution of the contract and end after completion of all terms and conditions of the contract and payment of all contractual obligations.  

Case filing is the most efficient method of filing and using large quantities of records.  Most state records should be case files or case working papers.  

Case Working Papers:  Case working papers are records accumulated in connection with case, project or account files.  

-
For project-type cases they may include voluminous background and working materials accumulated:  reference materials and data collected for the project; materials for summarizing and analyzing data; drafts and other preliminary papers leading to findings.  

-
Commonly, all types of cases involve short-lived correspondence related to the administration or status of the case, extra copies of case documents, reference materials and routine requests for information about the case status.  

Records Analysts should always try to segregate these less significant materials from more important and longer-lasting materials.

Also avoid the practice of screening, purging or weeding individual documents from case folders at the close of the case.  Instead:

-
Set up two file folders for the case at the beginning: one for the significant case items and one for more routine working papers.  Those who combine both in one folder and plan to "weed" or "purge" the file later generally find it difficult to allocate knowledgeable staff resources to do so.  

-
It is possible to file significant case materials and case working papers in the same folder by using appropriate supplies and establishing clear procedures  (See Chapters 9 and 10).

-
Identify how to file case file documents in detailed, written procedures.  

Transaction File Applications:  Transaction files do not generally require compiling a body of evidence over a long period of time.  They are actually a very short-term case file. Examples include purchase requests; license renewals; billing, revenue and expenditure reports.  Many routine  administrative records are transaction file applications.

In these applications:

-
A single document or group of documents is received at the same time or over a relatively short period of time.  

-
Records retrievals generally require only a document or documents from a specific point in time.  There is usually no need to maintain the records of one year's transactions with those of other years.  

-
No particular event must occur to close each files.  Many of these records close according to regular cycles, e.g., the start of a new fiscal year, or they are routinely superseded by new or more current information.  

Subject File Applications:  Subject files are filed by descriptive features: particular topics, functions or subjects.  These files often include reports, forms and correspondence.  They are intended to document agency planning, programs or operations.  Subject filing requires some level of document classification, determining the file heading or sub-head to which each document relates.  

Subject files accumulate and close differently than case files.  Do not mix case files and subject files in the same records series.  By mixing the two types in the same series, the agency risks: 

1.
Disposing of open cases by mistake when the subject files lose value, or

2. 
Retaining all of the subject file records beyond their needed retention period because of concerns regarding a few open cases.

Subject files are the most costly and difficult to manage.  See Chapter 7 for additional information before designing, establishing or revising a subject file system.

Correspondence Files:   Correspondence, incoming and outgoing letters and memoranda: 

-
May be related to other file types, or 

-
May be filed in a separate records series category. 

Correspondence does not all serve the same function or have the same value, because the form of the record is not necessarily an indicator of significance.  Correspondence might fit into any of the following:

1.
The case or project file, if related to the specific case;

2.
Transaction files, if related to a specific transaction; or

3.
Subject files, if related to a specific subject.

4.
A separate correspondence file.

If correspondence serves to provide evidence for a specific case file, transaction file or subject file, file it with those related documents, in the case, transaction or subject file.

If correspondence does not fit into other file types, separate routine correspondence and significant or policy correspondence.

Routine Correspondence: Records are general in nature: requests for information and assistance, complaints and comments that do not require extensive investigation.  Some may be answered with form letters or transmittal of brochures and other public information materials.  Such routine correspondence usually has a short-term value.    

Significant correspondence:  Records provide interpretation of agency policy or illustrate agency positions on controversial issues.  These should be retained separately from routine correspondence, in a policy correspondence file. 

Technical, Reference Files:  Printed reports, studies, publications, technical reports and periodicals accumulate in offices and provide background or technical information on assigned tasks.  Technical reference files differ from case files or subject files.  They are maintained to serve as reference libraries, and they may contain many subjects in one publication.  

If the reference files are records, manage them as subject files (Chapter 7).  When it is clear that these are not public records, maintain reference materials apart from records, as a library.  Do not file library materials and records together.  

Special Records:  Records in non-standard format may require special handling, special filing equipment and attention to particular media requirements.  Special records include:


Electronic records


Audiovisual records


Cartographic and imagery records


Architectural and engineering records


Microforms

These records are not really separate types of files, but they may require special handling or need specialized storage equipment.  See Chapter 8, Electronic Filing, and Chapter 9, Filing Equipment and Supplies, for additional information.  

Chapter 4

File Access
This chapter provides an overview of file access issues and lists system selection criteria.  Review these concepts before selecting the file arrangement.  

File Access Issues
What kind of access to the file system is needed?  Decisions regarding access need to be made early in the planning process.  Consider the following:

-
Centralized or decentralized filing systems;

-
Direct and indirect access systems; and 

-
Manual and/or automated filing systems.

Centralized/Decentralized Filing:  

Filing systems may be either centralized or decentralized.  Selection of one or the other should be made based on the agency's filing needs and efficiency requirements.

Centralized Filing:  Centralized filing:

-
Provides one location in the organization for the records. 

-
Provides only one reference point for all retrieval requests.

-
Is usually best for a relatively small organization and/or an organization where a number of departments have different needs for the same files and records series.  

The benefits of central filing are: 

-
Records are all in one location. 

-
Duplicate files and equipment are eliminated.

-
Support staff are trained to be familiar with all functions of the organization and all records.

Decentralized Filing:  When filing is decentralized: 

-
Filing is performed in several locations throughout the organization.  

-
It is usually better for larger organizations with specialized functions and where a number of departments are not likely to need the same files and records series.  

Decentralized filing systems must be systematic.  Decentralized filing is not a "Do your own thing" practice for each staff member in the office.  Basic requirements include:

-
Have a filing station for every function.  

-
File the original (or official) record only in the file station, not in the working files of individual staff persons.  

The benefits of decentralized filing are:

-
Training support staff in limited functional areas is easier than requiring them to become familiar with all functions of a large, complex organization.

-
The organization operates more efficiently when records are maintained in close proximity to users than when records are located further away.

Both centralized and decentralized files require systems planning and controls to: 

-
Identify the official copy of record;

-
Identify locations of duplicate copies and eliminate unnecessary duplicates;

-
Establish consistent treatment of records and copies;

-
Assure that files are closed and disposed of according to approved records schedules.

Direct and Indirect Access:  

The methods that must be used to retrieve records indicate whether access is direct or indirect.  Generally, a direct access system is one that may work without an index, but an indirect access system must have an index.  See Chapter 6 for more information about indexing.    

Direct Access:  A direct access system requires no coding or index to use.  Files can be referenced by anyone who knows the name of a record.  A filing system that identifies the files and organizes them by individual name or association name is a direct access system.  Generally, these records are arranged alphabetically.  Use cross-references when a subject or topic may be referred to by more than one name or term.  

Small filing systems operated for the benefit of a small group of users are generally direct access systems.  An individual's working files, and those with few users tend to be direct access.

Indirect Access:  An indirect access system requires an index and/or file coding in order to locate the record.  Files may be arranged by file case number, patient number or department code.  These records are usually arranged in either numerical or alpha-numeric order.  

An indirect access filing system involves the additional step of checking an index or file code to locate the file.  This step needs to be justified.  Large applications, e.g. hundreds of thousands of hospital patient records, thousands of complaint investigations, purchase orders, expenditure vouchers, are good candidates for indirect access systems.  

Electronic data stored on a PC (personal computer), on an optical disk device or in a mainframe computer can only be accessed indirectly, through an indexing method.  Personal computers and other storage devices may be used to index records and automate the process of accessing information.  These systems allow users multiple ways to sort and retrieve information.  Records may be located by file code, in file sequence order or on another indexed feature.     

Manual and Automated Systems:  

Filing systems may be manual or automated.  The basic goals of filing are the same.  System selection criteria may be applied equally to either manual or automated systems.  However, there are some important differences between them.

Manual Systems:  Manual systems are generally paper-based or manual arrangements of microfilm, audiovisual materials, etc.  The user relies on visual identifiers to locate the information.  Access to information is through the file folder label, and actual physical arrangement of folders is important.  

-
Either direct or indirect access is possible.  Arrange in the most logical way for users.  

-
Manual filing systems should not be changed frequently.  Conversion and labor costs are too great to allow for frequent change. 

Automated Systems:  In automated filing systems, visual identifiers will not locate the file or the document, and access is indirect.  Naming the file or document is critical to retrieving it.  Filing in automated systems is also dependent on the software in use, and users need to understand software features and capabilities.  

-
Access is indirect.  The record must be indexed to locate and retrieve it.  

-
Offers more flexibility and change than manual filing systems.  If well-planned, systems provide faster, more flexible searching capabilities than some manual systems.  

-
May provide cross-reference, relative indexing and multiple methods of searching for files, documents, or even data elements in the record.  

-
Automated records are fragile.  They are easily lost or erased.  It is critical to index files and provide backup.  

Chapter 8 offers additional direction on electronic filing.

System Selection Criteria  

Apply the following system selection criteria to determine file access needs of the organization.  Also apply these factors to selection of the filing arrangement, discussed in Chapter 5.

Ease of Retrieval:  Retrieval is based on understanding the users' needs for information.  The system must provide for accurate and rapid retrieval of information, with no document or data loss.

Functional:  The system needs to be established to meet the functional needs for the records.  If the records serve more than one function, the system must be designed accordingly. 

Unique Identifiers:  Unique identifiers for records will assure that there is no ambiguity where the records are filed.  The key to setting up a filing system, again, is knowing how to classify information and how users will want to retrieve records.

Flexible:  The system must have built-in elasticity to meet changing needs.  Expect change and allow for it in the system design.

Suitable:  The system should fit the needs of the organization.  Develop simple, direct access systems for small, self-contained applications.  Use complex filing systems when informational needs warrant developing and maintaining more sophisticated applications.

The volume of records is significant in determining suitability of the system.  Consider both the number of separate files and the volume of each file.

Economical:  The system must be cost-justified.  Any filing system entails costs for planning, conversion and ongoing maintenance.  The agency needs to make a reasonable investment of resources to assure successful system implementation.  Consider all cost factors:

-
Efficient use of personnel at all levels;

-
Efficient use of space, equipment and supplies;

Retention and Disposition Based:  No filing system should be established without considering records values and scheduling records.  Identify both the active record period and the inactive stage.  Determine record disposition. 

Chapter 5

File Arrangements
This chapter explains filing features, file sequence methods and file arrangements.  These are elements for organizing files in a logical manner.  

Filing Features of Records

Filing features are characteristics that are most frequently known to users and by which documents may be filed and retrieved: numbers, dates, titles, names or subjects.  When records are created, they contain these key data fields on which to arrange records.  

Whenever possible: 

-
Use an existing piece of data from the file for the filing feature.  

-
See if the record contains some key piece of information that would provide a natural order file sequence.  

A unique record name or number is needed as an identifier to locate files in a computer or to find the physical files location.  A good rule of thumb is:  do not create a new file or data field if you can use an existing one.  

Documents commonly have the following filing features:

Correspondence:  Letters and memos are identified by: 

-
Surname, name, location, number, date, or subject topic.

Forms:  Common filing features of forms are:

-
Form title, names or titles of individuals or organizations, numbers, dates.  Forms are often used in case files, usually filed by case name or number.

Reports:  The principal filing features of reports are:

-
Report title, subject, name of author or organization, project number, date of issuance.

Directives:  Directives are agency policy and procedures.  These are filed according to an agency directives system, e.g. state purchasing manual, supervisory manual, etc.  They may be stored on bookshelves in looseleaf binders.  If a filing system is needed for directives, the following filing features may be used:

-
Subject of directive, number, date, name, type.

Other:  Other types of materials, such as maps, recordings, X-rays, computer tapes and microfilm reels and microfiche, also contain labels that are intended to facilitate finding information. 

File Sequence Method
File sequence is the order of succession.  Methods are either sequential, requiring no records classification levels, or outline, requiring classifying records into classes and sub-classes. 

Sequential Filing:
Sequential = Records are in straight, consecutive order, for example:


Alphabetic:
Adams, Baker, Cook, Devine, etc. 


Numeric:
1, 2, 3, 4, etc; 91-0001, 91-0002, 91-0003, etc.


Alphanumeric:  
1 -A, 1-B, 1-C; or A-1, A-2, A-3, etc. 

In sequential filing, it is not possible to group related material into file sub-categories.  

In subject filing, sequential filing is called "Dictionary filing."  The dictionary arranges words in a straight sequential alphabetic arrangement.  It does not group words according to similar subject matter, parts of speech or other classification method.  

As another example of sequential filing, the telephone book white pages list information in sequential order by individual and business last names.

Outline Filing:
Outline =  Records are classified to allow subordinated sub-classes or divisions of lower rank.  The file is divided and sub-divided into primary, secondary and tertiary levels or more. 

The primary classifications are the main categories into which records are separated.  Secondary levels are sub-classifications that further break down the primary levels.  Remaining levels are more detailed descriptions of the record contents.  The following are examples:


Alphabetic: 
Personnel: 
Affirmative Action








Applications










LTE's










Permanent








Grievances










Represented










Non-Represented








Hiring








Promotions




Purchasing:
Capital Equipment








Printing










Contracts










In-house








Supplies


Numeric: 
100, 100-1, 100-1-1, 100-1-2, 100-2, etc.


Alpha-Numeric:
ACC-1; ACC-2; ADM-1; ADM-2; ADM-3; etc.

This method of filing is used when it is necessary to group related files and organize them by level of importance. 

The classified (yellow) pages of the telephone book and the classified advertising section of the newspaper are examples of the outline arrangement of information.  In the telephone book, businesses are arranged by type: restaurants, hotels, dry cleaning, pets, etc.  Each business may be further sub-divided into secondary categories, as in the following example for "Pet."


Pet Breeders


Pet Cemeteries & Crematories


Pet Grooming


Pet Shops


Pet Supplies & Foods - Retail


Pet Supplies - Wholesale & Manufacturers


Pet Training

In the classified section of the newspaper, the outline method allows individuals to search only a particular category of information, such as "Garage Sales - East," "Apartments to Rent - Central," or "Used Cars," instead of the entire list of all advertisements.  Similarly, for files, the outline method can facilitate searching for records in large, complex subject file systems.

In subject filing, the term, "Encyclopedic filing" is applied to outline, alphabetic filing.  In an encyclopedia, information on a main topic, e.g., Mexico, will provide information organized into categories and sub-categories: topography, climate, history, culture, religion, exports.  

Principles of Classification:
Classification is the systematic arrangement of items into groups or categories, based on some scheme of natural relationship.  The purpose of classification is to narrow the field of searching.  Size of the file is the primary reason for classifying records.  When the file volume exceeds two file drawers, it should usually be classified.  Classifications selected should be: 

Suitable for User Needs:   The system must meet the needs of all of its users, not merely those of one division or unit.  Perspectives of file topics will differ in various units.  Classification should conform to user requirements and user terminology.  

Logical:  Classification must proceed from the major category, e.g., Wisconsin, to the minor, e.g., Trempeleau County, to next level, e.g., districts. 

Complete:  There should be a category for all existing and anticipated records.  

Restrictive:  There should be only one choice of primary classification.  Classifications must be mutually exclusive so that there is no ambiguity in deciding where to classify a document.  For example, it is confusing to have both "Fiscal" and "Accounting" as separate primary file classifications.  

Standardized Terminology:  Terms in the classification plan must be uniform.  There are many different terms for the same topic, e.g., computer processing, data processing, automated information processing.  Select one term, define it clearly and use it consistently.    

Practical:  Methods for classification and terms should usually be simple and practical instead of academic.  For example, common names--for flowers, plants, fish species--should generally be used instead of botanical names or scientific terminology.  A medical or research facility may, however, need to use academic terms.  

Brief and Simple:  Filing captions need to be as short as possible.  Terms that are synonyms should not all be used together if this practice can be avoided.  For example, there is no need to establish classifications with: 


warehouse

storehouse

mini-warehouse

Retention-Based:  Classification terms should keep similar records with similar retention periods together.  

Flexible:  The system must allow for future expansion.  In the future, different or additional classifications may be needed.  For this reason, file numbers should not be blocked, and systems must not be rigid. 

File Arrangements
A file arrangement is a method of ordering records by their filing feature.  There are only three methods of arranging files: alphabetic, numeric and alpha-numeric. 

Alphabetic Arrangement:
Alphabetic filing is the arrangement of records according to the sequence of letters in the alphabet, either by name or by subject.  Names may be persons, places, or things.  

Alphabetic filing is widely used.  It is one of the easiest arrangements to use because no index is required.  In addition, many files that are arranged alphabetically by name serve as indexes to files that are otherwise arranged.  

Although alphabetic filing appears to be the simplest, most direct method of filing, files need to be carefully planned.  In every alphabetic system, it is necessary to establish:

1.
Filing procedures, 

2.
Cross-referencing methods, and 

3.
Practices for dealing with duplicate names and name changes.  

The rules of alphabetic filing need to be distributed and consistently followed.  

The following are common types of alphabetic arrangements. 

Name Files:  This system uses alphabetic sequential order.  Names of individuals, organizations, vendors can easily be filed into this system.  

Simple name files 

-
Provide direct access.

-
Should not require an index or file coding.  

-
This works for relatively small systems.

Files numbering more than 2000 or so may require a more complex system.  

Coded Names:  In coded name filing arrangements, the alphabet is divided into a number of filing units.  A coded name system may work well when:  

-
A simple correspondence file system is needed, or 

-
Dealing with large groups of names.    

As an example, the simplest coded name system uses the 26 letters of the alphabet, A through Z.  For a small correspondence file, records are filed by person or company name into the 26 folders.  A 60 division coded name file offers a more refined breakdown of the alphabet:  A, Am, B, Be, Bi, Br, Bu, C, Ch, Co, Cr, etc.  As the file size increases, so may the number of divisions in the coded name system.  A 100 division arrangement, for example, increases the number of divisions, as follows:  A, Al, Am, Ander, Ar, B, Bar, Be, Ber, Bi, etc.

Alphabetic Subject:  An alphabetic subject file may be arranged by subject according to a dictionary (straight alphabetic sequence) method, with no attempt to group related subjects, e.g., 

Administrative Rule, Affirmative Action, Audits, Budget, Capital Expenditures, Civil Rights, etc.  

This system is suitable only for a small group of files.  It is a common arrangement for individual staff working files.  

Alphabetic subject files may also be filed according to an encyclopedic (outline) method that classifies records into primary, secondary and more levels.  Chapter 7 includes examples of this method.

Geographic Files:  Files arranged by geographical names--countries, states, cities, districts, regions, towns, or counties--are usually an adaption of alphabetic order.  Within each geographic classification, records are filed alphabetically.  

The principal advantage of geographic filing is that operations relating to a specific area are filed together.  

Its principal disadvantage is that the user must know the geographic location, or an index must be maintained.   

This arrangement is sometimes effective for organizations with field or regional offices.  It is suited to agency mailing lists or agencies that need to group information into districts or regions.

Numeric Arrangement:
A numeric arrangement can be adapted to filing almost any kind of material.  Numeric arrangements require an index or a cross-reference file.  

Once the system is developed, this is the easiest kind of filing system to manage.  People have better recall with numbers than with other types of symbols, and chances of misfiling numbers are less than for letters.  Advantages of faster filing and finding need to be balanced against the costs of keeping up the index or cross-reference file.  Numeric filing is usually a good choice if:

1.
Records are easier to number than to name.  The ease of numbering often applies to numbered cases, contracts or jobs; and sharply defined groups, classes or subjects.

2.
Records already bear identifying numbers, such as purchase requisitions and orders.

There are many variations and combinations of numeric filing.

Serial Numbering or Consecutive Numeric:  A consecutive system is a sequential system.  Numbers are assigned to records consecutively.  Records are filed in straight numeric order, and numbers have no meaning other than relative sequence, e.g., 1, 2, 3, 4 etc.  

Records that are already identified by a number may be suitable for these numerical arrangements.  These include the following:


Case file number, 

Purchase order number, 


Invoice number,


Patient account number


Insurance policy number

Driver license number

An index is needed as a finding aid.

Digit Systems:  A digit system is a complex numeric system.  Records requested by numbers containing many digits might be suitable for digit systems.  Coding is not necessary, but an index may be useful.

Consider using a digit system when one of the following conditions apply:

-
Files contain more than 10,000 case folders or 25,000 individually numbered documents; or

-
Files are too numerous for one individual to control.

A digit system requires that numbers be broken into several parts.  Numbers may be separated by dashes, commas, periods, or spaces.   Long, unbroken strings of numbers are difficult to follow. 

Digit systems may also be coded in some way.  For example, social security numbers are coded as follows:


Region and office of issue - first three numbers


Individual person number - last six numbers.  

Digit systems may be designed to divide the file into any group needed.  The first file breakdown may be either front, middle, or terminal.  Consider the number 302-65-0087.

Front Digit Filing:  Records are filed in sequence by the front unit of numbers.  Thus, all "302" numbers are filed together, and the entire numeric arrangement is actually straight numeric, filing from left to right.  Digitizing facilitates the sorting of files in order.  A group of files for this system may look like this:


302-65-0087


433-66-0072


642-66-0072


903-64-8876

In middle digit filing, records are filed by the middle filing unit first.  All "65" numbers are filed together; then the front unit of numbers are filed sequentially.  A middle digit sequence may look like this:


903-64-8876, 


302-65-0087


642-65-8122


433-66-0072

Terminal digit filing sequences files by the terminal, or last, unit of the number, then by the middle, and finally, by the front digit.  It moves from right to left sequentially, using the last block of numbers as the first sort.  A terminal digit filing sequence may look like this:


433-66-0072


302-65-0087


642-65-8122


903-64-8876

In large systems, middle and terminal digit filing have  several advantages over straight numeric, or front digit.   

1.
Results in a constant, even distribution of filing work: filing, retrieval, disposition. 

2.
Allows file to be expanded conveniently; eliminates the need for frequent file moves.

3.
Results in even distribution of work to file clerks.

4.
Results in ease of sorting.

5.
Increases speed of operation.  

Files tend to be the most active within a short period after being created, and file workload needs to be physically dispersed.  Otherwise, most of the work--and workers--would be concentrated with the newest files.  Similarly, as files close out or age naturally, file clerks may function throughout the entire filing area preparing files for disposition.  

Decimal Systems:  Decimal systems are often modeled after the Dewey Decimal System, a library classification.  This system divides subjects into 10 main classes.  Each of these were again divided by 10; then subdivided by 10, and continuing on.  This is a complex system:

-
Uses the outline method.  

-
Requires an index. 

-
Has limited flexibility because of the ten main classifications.  

The Library of Congress is replacing the Dewey Decimal System, because technology has created new subjects that do not fit into its 10 primary headings.

Subject Numeric Systems:  A subject numeric system organizes records by subject matter, in an outline arrangement.  Each level of the outline classification is assigned a distinct number series.  

The numeric subject system is replacing the decimal system for large groups of varied records.  New subjects may be added to the system easily.  It is complex and flexible.  It is an outline method of filing that requires an index.  

See an example of a subject numeric system in Chapter 7.

Chronological Systems:  In this sequential system, every record is filed chronologically or in straight date order.  

-
Should be used to document transactions in which the date of action is of unusual significance, e.g., logs or items that require daily readings, for weather, cash flow, etc.

-
Requires no index or coding in these cases.  

Files arranged in date order in "tickler," "reminder," "reading," or "convenience" files are chronological files.  Items may be filed in this type of duplicate filing system to remind staff to send a follow-up letter, take a particular action or telephone someone on a specific date.  "Tickler" files have a limited and specific purpose.     

These types of chronological files require an index, because the date of occurrence is not the primary basis for retrieval of information.  Reading or convenience files should not contain the official copy of record.

Flash Filing:  Flash filing is an interim filing system for records as they are processed.  The record is assigned a sequential control number, and it is filed in numerical order.  An index is required to retrieve it.  After processing, the record can be filed into a final filing system.  For small groups of records, however, this system, with a good index, may serve as the final filing system.  

As an example, the State Historical Society assigns an accession number to new acquisitions of records as they are received and before they are filed into the Archives.  The  accession number is used to track processing and is retained as a cross-reference.    

Alpha-Numeric Arrangement:  

Alpha-numeric filing arrangements use both letters and numbers as filing elements.  Alpha-numeric systems assign some code to the filing system.  Any kind of filing system may be designed as alpha-numeric.  Some types are described below.

Subject Alpha-numeric:  Alpha-numeric subject systems are similar to subject numeric systems.  The main difference is that the primary file headings are coded by letters instead of numbers.  

-
Flexible, outline or encyclopedic method of filing. 

-
Suitable for large, complex systems.  

-
Requires an index, preferably automated, for retrieval of information.

In this system, the first letters of the file code are usually taken from the words of the primary headings.  When two or more categories begin with the same letters, this can be confusing, and some arbitrary coding decisions must be made.  The following is a sample list of primary file headings in an alpha-numeric subject system.


Payroll



PAY


Personnel


PER


Public Relations


PR



Publicity


PUB


Purchasing


PUR

Phonetic:  The phonetic filing arrangement brings all names that sound alike together, regardless of how they are spelled.  This system may be useful when dealing with large groups of proper names, for example:


Credit bureau records


Census records


Personnel investigations


Genealogical records

The best known phonetic system, SOUNDEX, codes names by the use of the first letter of the last name, followed by a three-digit numerical code.  

As an example, the many different spellings of the name "Burke" all result in the same code: Berc, Berck, Berke, Birk, Borque, Bourke, Burk, and Burque.

While no index is needed for this system, it is time-consuming to learn, teach and perform the coding correctly.  It is easy to make errors in coding.  The need for this type of system should be fully justified.  

Coded Name:  An alpha-numeric coded name system is similar to an alphabetic coded name system.  It is used for large groups of names, is sequential and requires no index.   The alphabet is divided into filing units, and each alphabetical unit is assigned a sequential number.   

As an example, in a 100 alphabetical division, the fourth division is "Ander," the 16th division is "Car," and the 86th is "St."  The following names would thus be coded as follows:


Margaret Anderson

4 ANDER M


John Carter

    
16 CAR J


Helen Carson

    
16 CAR H


Eileen Stone

    
86 ST E


Michael Stevens
    

86 ST M

The coded name system can be varied in order to develop confidentiality of name files, for records that are highly sensitive or confidential.  This system is suitable for large groups of names.  It is probably easier to implement than a phonetic system; however, the need for, costs and benefits of coding names should be weighed carefully. 

Chapter 6

File Indexing and Coding
This chapter defines file index, offers guidance to design an index and gives examples of index types.  It includes a section on file coding. 

Users may call for file folders by more than one filing feature.  Particular folders may continue to have one or more "alias" names, or they may relate to more than one subject or case.  In some systems, the complete file name may be long and cumbersome.  In these cases, it may be necessary to develop finding aids: a file index and/or file codes. 

File Index
A file index is a cross-reference tool, containing other filing features under which a document may be filed.  Information searching systems are based on an index.  

In a manual filing system, a file index is a list of file categories, levels and titles for filing and cross-referencing information in the file.  The file index includes file categories, subsidiary levels and/or titles.  

In an electronic filing system, the index is a table identifying keys to retrieving records in the file.    

All indirect access filing systems require an index.  It serves these purposes:

1.
Identifies file folders, specific documents or data elements by their primary and other filing features to provide the searcher with elements needed to locate an item in the system.  

2.
Arrranges items in some searchable order:  alphabetical, numerical, chronological, or otherwise systematic.  

3. 
May or may not reflect the physical order of the files.  May instead serve as a cross-reference to the physical order.  

4.
May satisfy a part of the user's reference needs without requiring the user to actually retrieve the file or review a particular document.

A telephone book is an example of an indexed listing of records.  The white pages provide a list of individual or business names.  Yellow pages list businesses by subject.  

Within the index itself, information is accumulated about the file.  The index may provide enough information--key data fields, file status, type of file--to serve as a useful reference tool.  Users should contribute to designing indexes that meet some initial informational needs.  

Designing the Index

In the process of categorizing records into types and selecting file arrangement (Chapters 3 and 4), the Records Analyst should take the following steps, in this order:

1.
Identify terms used for the files and for key pieces of data (filing features).  

2.
Select the most-commonly known filing feature as the basis for the filing arrangement.  

3.
Identify secondary or other filing features used to request documents.  Secondary features may be additional finding aids, and they may be used to create file indexes.

4.
Determine levels of indexing needed.  As examples: 


-
General: lists records series and names of file folders. 


-
Detailed: identifies specific documents and forms in the file folder.  


-
More detailed: finds page numbers and data elements contained in documents.  

5.
Select terminology carefully.  Users' vocabulary should be primary reason for selecting index headings.  Establish standard file folder names, document names, form titles, etc. for headings.  Train users to develop a frame of reference for locating information.  Headings should be used consistently by all users.  
6.
Identify index organization method.    

Indexing methods vary from very simple cross-references to complex indexing systems that require computerization.  

Cross-References:  

Interfiled Cross-References:  A cross-reference form should be interfiled among the regular files and used: 

-
When a document contains more than one name, number or subject under which it could be filed or could be requested.  

-
When documents that normally would be filed in separate files need to be filed together, e.g., for confidentiality concerns. 

A good manual cross-reference form identifies the following:

-
Cross-reference(s): the name, number, title of the cross-reference(s);

-
Identification of record information: date, to, from and brief summary of contents;

-
Filed: name, number or subject under which the document is filed.

Permanent Cross-References:  A permanent cross-reference is used most commonly for name changes in alphabetic name case files.  It may be needed for:

-
Renaming an organization

-
Merging of two or more organizations

-
Name changes by marriage or divorce

Use either a standard form or an empty file folder as a permanent cross-reference finding aid.  The cross-reference should be brief and easy to read quickly.  It should contain  a label with:

-
Old name (under which cross-reference is filed)

-
Filed under:  New name

Visible Index:  A visible index system is a method of arranging a card file index to provide fast reference to one or several cards at the same time.  Cards may be arranged either like overlapping shingles or in long strips.  The visible strips display large amounts of information and speed location of material, including critical information.  These systems are available commercially.  See office supply catalogs.

Index:  
The need for an index should be weighed carefully before it is established for a particular records series.  For indirect access filing systems and for most subject file systems, an index is needed when:  

-
Users often request files by more than one filing feature, or 

-
The file relates to more than one case or subject.  

Justify developing a complete index and keeping it up-to-date, by comparing it to time wasted in extensive searches for records.  

Several types of separate indexes may be developed.  Some are manual indexes, on cards, or a computer index may provide for several levels of indexing, by various data elements.  

Numeric Index:  A numeric index is a list of file numbers.  It may be maintained on index cards or on a computer.    

Alphabetic Name Index:  A name index is any finding aid that permits documents filed by subject or case number to be located also by the name of an individual or organization mentioned in the documents.  

-
Lists all cross-references in the files.  

-
Lists the files in alphabetical name order and identifies the file title (name, number) and location in the file arrangement.  

-
May be a manual card file, on a Rolodex or 

-
May be a computer database that provides on-line reference and/or computer report listings.  

Alphabetic (Relative) Index:  The alphabetic index is also called a relative index and is used for subject filing.  

-
It lists each of the topics included in the subject file in alphabetical order.  

-
Includes additional cross-reference terms under which a folder may be accessed. 

-
Each entry shows the file designation for documents on the subject or reference named.  

For large subject filing systems, the relative index limits the search area for reference, filing and retrieval.  The larger the file, the greater the labor-saving value of such an index.  A relative index requires thorough analysis to determine all terms under which each file may be referenced.  A computer should be used to develop this index.    

Keyword Index:  A keyword index shows all possible words and word combinations by which records may be requested.  

-
Generally used for subject filing.  

-
All keyword-based systems require a computer index. 

-
Many commercial software programs provide for keyword indexing.  

For a successful keyword system:

-
The user must have a list of all keywords.

-
The user must be familiar with the keywords.   

-
The index must be updatable and current.

File Code
It is not always necessary to code files.  The purpose of coding is to assign a unique identifier and physical location for a file.  

The file code is like a street address for a person or a business.  By using an index--a telephone book--it is possible to look up a known feature, e.g., "John Smith" or "pizza."  The index identifies the address (location code) of the person or business.  

Disadvantages of File Codes
As stated in Chapter 5, coding should be avoided whenever possible.  Instead, use an existing natural order file sequence to assign unique file identifiers and arrange records by them.  Using an existing and meaningful identifier instead of an artificial code should make filing and retrieval easier--for users as well as file clerks. 

Coding files is one additional step in the filing process.  It adds complexity and time to filing and retrieval operations.  If files are coded inaccurately, files will be misfiled.  

Advantages of File Codes 

For subject files with long names, file coding reduces the time spent writing lengthy subject captions on papers to be filed and on file folders.  Codes speed the classification of records and can be useful for: 

-
Cross-referencing

-
Sorting

-
Filing

-
Indicating classification level.

Codes are easier to match than subject words, and documents are easier to file by codes than multi-word titles.  However, coding must accurate, or misfiles will occur.  

Code Design  

If a file code must be used: 

-
Physical order of the file should follow the code arrangement.  

-
It should lead directly to the shelf location of the particular record requested.  The State Records Center box locator code is an example of a file code used specifically to reference the shelf location for the records.    

-
When files are coded, an index is always needed.  The index leads the user from meaningful, key data in the file--person's name, case number, topic or sub-topic--to the file code and subsequent file location. 

In the example of the State Records Center locator code, the complete Records Center index of records holdings also provides data on the agency, division, RDA number, description of box contents, years and retention and disposition information.  When used appropriately, the file code is a useful tool.    

The coding system needs to be designed to speed up filing.  Codes need to be: 

Short:  Each symbol in the code should be a few characters--letters or numbers.  

Simple:  The code pattern should be obvious by glancing at the Subject Classification Outline (Chapter 7).  Avoid complex code construction. 

Meaningful:  Symbols should be meaningful instead of abstract for primary headings. 

Segmented:  Components of symbols need to be segmented, instead of all grouped together in a string.


Right



Wrong

PE 1-2



PE12


10-76-55



107655


RM 101.2.3


RM10123

Flexible:  The coding scheme needs to be flexible to allow for adding new subjects without changing existing symbols and without breaking the pattern's continuity.  Do not block numbers.   

These finding aids will only work if they are designed carefully, and if records are filed and maintained consistently.  See Chapter 10.

Chapter 7

Subject Files
This chapter is a detailed discussion of subject files, including planning the subject file, subject classification, subject file arrangements, file coding, indexing and operational issues.  

People tend to think by subject and want things arranged according to work functions.  They like information sorted in subject order.  Subject files, often called correspondence and subject files, are intended to document planning and program or operational functions of an office.  

Subject file systems are the most difficult to manage and the most costly to develop and maintain.   

Planning the Subject File
Before developing a subject filing system, the Records Analyst should review Chapter 3, File Types.  Is a subject file system appropriate?  The system should be developed with the following considerations in mind.  

-
The subject filing system should not include case files.  In most state agencies, the majority of files are case files.  Subject files should be relatively low volume files of office policies and procedures.  Don't intermingling these two types of records.  

-
Records with differing retention and/or disposition requirements should not be filed together.  

-
A subject file system requires a manual describing a uniform method of filing.  The manual lists items in the subject file; provides written filing guidance and basic rules for operating the files, including access and retrieval.

For subject files to work, the agency must 

-
Develop a subject file plan, with defined subject file categories and sub-categories;

-
Maintain a complete and accurate file listing of folders in a subject file;

-
Develop and maintain a thorough manual or computer index to the files;

-
Determine methods of closing files.  

-
Allocate sufficient staff time, training and resources to maintain the subject files efficiently. 

-
Require all staff to follow file procedures consistently.

Scope:
To what extent can the agency's subject files be standardized?  Which of the following approaches should be selected?

1.
Agency-wide Subject Filing:  The agency develops one manual containing subject file classifications to be used throughout the agency.  Personnel at each file station use subject categories that describe records in that area, using the manual for reference.  

2.
Agency-wide Subject Filing for Administrative Records:  Throughout the agency, staff use the same manual for such general administrative records as budget, property inventory, etc.  

3.
Agency-wide Subject Filing for Administrative Records and Uniform Procedures for Other Files:  One manual includes rules for coordinating all files and conventions for naming, labeling, cross-referencing, coding subject files.  It may also identify primary categories for program subject files.  Each office that creates program subject files may need to develop 


additional written direction for classifying such records.  The agency manual also includes a subject classification scheme for administrative records.

4.
Separate Subject Filing for each File Unit:  Each division, office, unit or function develops its own separate subject filing system and manual.  This approach does not attempt to standardize subject categories or filing procedures at the agency level.  It allows for a great deal of autonomy at the division or other organizational level. 

Selection Factors
In selecting which of the above methods to use, the primary concern is meeting agency informational needs.  Other factors are:

-
Size of agency;

-
Complexity and volume of subject matter;

-
Autonomy of organizational levels:  divisions, bureaus, field offices, districts, other units;

-
Diversity of programs.

For either large or small agencies, a single, standardized classification for administrative records may be effective.  Subject categories for administrative records should be uniform, and various units in the agency should have little room for autonomy regarding these types of records.  In addition, procedures for processing, retention and disposition for these housekeeping records should be as standardized as possible.  Many such records are common to all state agencies--personnel transactions, payroll, purchasing, accounting.  

See the sample subject file classification system for common administrative records, in this chapter.  

Subject Classification

Subject files are used when the record is requested by subject matter rather than by a person's name, project or case number or other numerical identifier.  It may be difficult to select the subject under which to file a document.  The subject file system must be arranged logically.  

Subject filing systems may be classified by either single-level or generic methods.  

Single-Level Classification:
This method is also called topical filing classification.  

-
Simple alphabetic arrangement of all the topics in the file, in straight, sequential order.  

-
Does not allow for subclasses.  All categories are equal.  

-
Suitable for a small one or two drawer system, with no trained file clerk to manage it.  

Example:


S & K Sales Company


Safeway Stores


Sears & Roebuck


Security Storage, Inc.


Southern Warehouse


Southwestern Distributors


Sullivan Motors


Sun Drug Company

However, as file volume expands and complexity increases, it may not be effective.  

Generic Classification:
Generic classification is the systematic arranging of items into groups or categories, based on some definite scheme of natural relationship.  The system is also called outline, encyclopedic or hierarchical.  See Principles of Classification in Chapter 4.  

-
Relates material under a major subject heading.  

-
File is divided and subdivided into primary classes, with subordinated secondary, tertiary and lower rank classes.  

-
Purpose is to divide and thus reduce search area for records.  

-
If volume of a file system is more than two file drawers, consider this method.  

Records are generally classified according to the function that they support.  They may also be classified according to value and medium.  A generic filing system usually consists of from three to six hierarchical divisions and subdivisions, from general to more specific levels:


Primary



Procurement and Purchasing


Secondary 


Bid Process


Tertiary



Bid Waiver


Quaternary


Waiver Justification letter

Another method of dividing files uses the following division terms:


Major 



Procurement and Purchasing


Primary



Bid Process


Secondary


Bid Waiver


Tertiary



Waiver Justification letter

Either system may work if it is well-planned.  It is just as practical to refer to divisions as "First level," "Second level," "Third level," "Fourth level," etc.  Each level of subdivision is a break.  In the second example above, the major category divides the entire scope of the file first into 7 - 10 major subdivisions, usually representing major functional areas of the organization.  In a state agency, perhaps these major functions would be the following:

-
Administrative Services

-
Audits & Investigations

-
Budget

-
Financial Management

-
Grant Management

-
Legal & Legislative

-
Personnel

-
Procurement & Purchasing

-
Public Relations & Information 

Within each of the above major categories, each subject is further subdivided according to a number of levels.  For example, under "Procurement & Purchasing," divisions may include:


Primary

Secondary


Tertiary


Bid Process
Competitive Bid






Legal Notice





Bid Specifications






Simplified Bid






Emergency Procurement





Bid Waiver








General Waiver








Waiver Justification letter





Tied Bids





Notice to Bidders





Bid Appeal Process 

Subject Classification Outline

A Subject Classification Outline is a written list that defines subject file topics, clearly describing the subject matter content of papers that may be filed under each.  It describes the classification method and lists all divisions and subdivisions of the subject file. 

The records of an office should remain usable regardless of personnel changes.  If an employe responsible for managing records should resign, that person's successor should be able to understand the system of arrangement of the file.  Therefore, the Subject Classification Outline is a type of written plan.  It should be used so the records will be available, and the file arrangement will be understandable to all personnel who need to use them.  

From the Subject Classification Outline, users select subject file names (folder captions or headings) for filing and retrieval of documents and records.  It is the framework of the subject file.  

Take the following steps to prepare the subject outline:

1.
Gather data:  Study the organization, mission and function of the agency.  Itemize office records, and relate records and files to directives and procedures for other paperwork functions.

2.
Compile and analyze data:  One method for grouping and categorizing subjects is a card file, listing each subject in the file.  Cards may be arranged and rearranged in functional or organizational order. 

3.
Prepare preliminary list of subjects, with main divisions and subdivisions.  Use only needed topics, and don't break topics into subordinate divisions for only a few papers.  Develop a list of primary terms, secondary and tertiary divisions; test the outline against existing files and samples.

4.
Add definitions, restrictions and instructions.  Define subjects in order to clarify the topic and assure that files intended for this classification will be filed in it.  Always define the first level (major or primary) and subordinate levels as needed.  

5.
Select and assign file codes, if necessary.  See below, Subject File Arrangements and Coding.

6.
Prepare alphabetical index.  

7.
Prepare subject file manual, consult with users, test and modify filing system.  Issue final draft.  

Subject File Arrangements and Coding:  

Chapter 5 identified and briefly explained arrangements for subject files.  Some arrangements are detailed for subject files in this section.  

In a subject filing system, the particular file name, including all levels of file headings, may be very long.  Writing out lengthy titles should be avoided.  Therefore, some method of simplifying and abbreviating the file names--coding files--may be needed.  

The subject file system is based on words.  Assign file titles carefully.  After selecting titles, consider alternative methods for labelling the files and assigning codes.  As arrangements are discussed, the following file will be used as an example: 


PROCUREMENT & PURCHASING/Bid Process/Bid Waiver/General Waiver

Subject-Alphabetic or Subject-Title:  The simplest subject file.  The example above would simply be filed under either "General Waiver" or "Waiver, General."

-
Arranged in straight alphabetical sequence of titles.

-
No file codes and no generic (outline) classification.

-
Works for topical files with limited volume.  

Alphabetic Keyword Files:  In a generic system, computer technology may provide keyword access to all words associated with the file title.  

-
Each field is searchable, either on a printed listed or on a computer terminal.   

-
A computer program must provide this automatic relative index.  

Limit the number of characters in the title, because:  

-
There are physical limitations on printed computerized lists.  The title cannot exceed the computer software's sort capability.  Most computer screens and printouts are limited to 80 characters per line.

-
The title should not be too long for the physical file label and other visual file retrieval aids such as color codes or special labels.  Standard file labels accommodate about 68 characters in two 34-character lines.  

Sample:  the keyword file title could appear as follows:


PRO & PUR/Bid Process


Bid Waiver/General Waiver

The computer keyword index to this file would retrieve it under the following headings:


Bid Process/Bid Waiver/General Waiver/*PRO & PUR


Bid Waiver/General Waiver/*PRO & PUR/Bid Process


General Waiver/*PRO & PUR/Bid Process/Bid Waiver


PRO & PUR/Bid Process/Bid Waiver/General Waiver

Each word or term is sorted in the index in alphabetical order, with other divisions also listed and the first level asterisked for all entries other than the one in normal reading order.  

An alternative method for labeling this file would be to use a color stripe on every Procurement and Purchasing file as a way of eliminating the need to write "PRO & PUR" on each folder label.  The index would continue to list the "PRO & PUR" heading in order to differentiate between this major heading and PERSONNEL, ADMINISTRATION, etc.

For small file systems, it is possible to abbreviate the major category headings with three-character alphabetical codes as follows:


ACC
Accounting


BKG
Banking


ADV
Advertising


FIN  
Finance


AUD
Auditing


PER
Personnel

This close alphabetic association of codes is effective only with limited systems.  Meaningful alphabetic codes are difficult to assign in all but very small systems.

Unless the file is very small--two drawers or so--the alphabetical keyword index should also list the file location.  A code is recommended--numerical or alphanumerical shelf address--to locate the file and allow for an abbreviated cross-reference.   

Alpha-Numeric Files:  Alpha-numeric files are a combination of alphabetical characters and numbers.  One effective method is to begin the major or primary code with the first letter of the first word in the major category, followed by a two-digit sequence.  This system provides: 

-
Flexibility to assign up to 99 divisions under each letter of the alphabet;

-
Alphabetic association between the initial word of the major file category and the file code.  


PRO & PUR/Bid Process/Bid Waiver/General Waiver


  P07

06

01

01

If a color stripe is used to represent the major division, "PRO & PUR," the alphabetical code can be used for the second level of division, and the file code would be B06.01.01 or B06-01-01.  

There are many possible alpha-numeric combinations for labeling files.  Codes may look like any of the following examples:


PRO-06-01-01


P07-06-01-01


P07.06.01.01


P07-100-02-01


Subject Numeric Files:  Numerically coded files are the easiest for a computer to sort, and the files may be either digitized or decimal.  If numerical file codes are assigned, follow these practices:

-
Give each field used a standard number of digits.  Using a fixed number of characters in each field facilitates using a computer index to sort and retrieve information.  Fixed digit fields also facilitate using color-coded label supplies.

-
Do not assign file codes that maintain a strict alphabetical order for the file.  If the system grows, it will not be possible to maintain the order.

-
Blocking numbers is not recommended.  Regardless of effective planning, the blocked groups will reach maximum and upset the intended order.  

-
Use the file code to identify the physical location of the folder, not to serve other purposes.  

The file listing and a cross-reference should provide users with enough information to select the 

appropriate file code for filing and retrieval of information.  If these are accurate and easy to use, users 

should learn to browse through the index instead of the files themselves for initial information.   

Use either digitized or decimal systems for numerical file codes, as follows:


PRO & PUR/
Bid Process/
Bid Waiver/
General Waiver




07

06

01
01

A decimal version of this number could be 07.06.01.01.  Notice that fields have each been fixed at 2 digits.  The system planner determined that no level of the file would contain more than 99 divisions.  

Decimal:  Decimal systems are complex file code systems that are used by libraries to classify information.  Decimal systems are not generally recommended for agency files.    

Indexing for Subject Files
Specifically for subject file systems, finding aids should include:

-
Detailed subject outline, 

-
Alphabetical or relative index and, 

-
Keyword index, perhaps.  

These tools are necessary to assure that the subject filing system meets agency informational needs.

Relative or Alphabetic Index:  The relative index to the subject outline is an alphabetical listing of each topic contained in the subject outline.  It may also include synonyms and other terms under which information may be cross-referenced.  The purpose is to make it easier to use the subject outline.  It is usually arranged in two columns:

Column 1:  Each of the topics in the subject outline, arranged in alphabetical order.

Column 2:  The "Filed under" column lists the file designation for locating the file folder, name or code.

Relative index types include listing and phonetic.  

Listing:  The simplest kind of index to compile is a list of words or phrases.  It is useful for one or two drawers or up to 3 cu. ft. of records.  The list may be a sequential or chronological list or an alphabetic listing containing subjects and names. 

Phonetic:  A phonetic index is an alphanumeric list categorized by the sound of the name, regardless of the spelling.  Such an index is essential for large volume name files and for preparing records for filing into a phonetically-arranged filing system, such as Soundex.

Keyword Index:  The keyword index is created using a computer to sort records by any keyword in the title selected.  This method is explained on page 7-7.  The keyword index facilitates retrieval of information and may be essential in complex, large subject files.  

Operational Issues:  Making the System Work

The subject file system requires careful planning and implementation to be successful.  Key elements of the subject file system are the following:  


Subject Filing Manual


Staff and User Training


Records Disposition & Files Maintenance

Subject Filing Manual
The subject filing manual contains clear direction to users, including:  


Scope of agency subject filing;


Subject Classification Outline - manual framework


Alphabetic Index


File Codes


Instructions for filing and retrieving records.

The framework of the manual is the Subject Classification Outline. 

Staff and User Training
Training needs to be provided for every recordkeeper who processes and files records and for file users.  Those who file and find records need to understand:

-
Logical basis for the subject file system, and 

-
Operational procedures:  detailed direction and techniques for solving filing problems.  

Users are a vital part of the system as well.  They require training to understand:

-
Subject file classification scheme and access policy;

-
Procedures to send documents to be filed and retrieve information.  

Records Disposition & File Maintenance

In establishing a subject filing system, the Records Analyst needs to plan for disposition of records in the system.  

-
Implement file cutoff procedures for subject files as for other types of records.  Breaking, or cutting off, files requires establishing a new set of file folders for the subject files on a regular basis, e.g., annually.  

-
Avoid the time-consuming, labor-intensive process of "purging" or "weeding" documents within file folders for old materials.  

-
Identify most recent from oldest materials on a particular topic.  Use folders and labels to clearly indicate inclusive dates.

-
File all years together, with older year folders behind new folders, or maintain years physically separate from each other.  

-
Annually, review the approved Records Retention/Disposition Authorization (RDA) schedule for subject files.  Determine whether records are eligible for transfer or disposition.  

Chapter 8

Electronic Filing

This chapter provides basic information on electronic recordkeeping for users of personal computers.  Guidance applies directly to users of IBM-PC's and clones using DOS (Disk Operating System).  However, the principles of naming files and organizational techniques may be useful for other types of hardware and software.  This chapter also offers an overview of file storage in a fixed disk or floppy disk.  It does not provide in depth explanations of computer software and commands.       

System Planning
Electronic recordkeeping is the operation of records systems in which a computer is required for the user to create, work with or delete records.  Electronic records are often called "machine readable" records because machinery is required to use them.  

The majority of computers used in business are personal computers or PC's.  They store information electronically either:  

-
on external devices, floppy disks, or

-
in the computer's hard disk memory.

When files are saved by either method, they are stored (filed) electronically.  

Electronic recordkeeping offers the potential advantages of 

-
Automated searching and indexing of records,

-
Faster records processing speed,

-
High ratio of records to storage space,

-
Ease of distribution through electronic data transfer,

-
Labor savings.

Special Considerations
Electronic records are records, according to state law.  They are subject to the same requirements regarding public access, authenticity, retention and disposition as paper and microfilm records.  They are not the personal property of the staff who create them.  To develop a method of organizing and storing (filing) records electronically, consider the same issues that must be addressed for manual systems, Chapters 1 - 4.

Electronic data files present special problems.  In planning for filing and finding records electronically, consider the following:  

Special Media Concerns:  Data are usually stored on erasable and reusable media.  The fragile nature of the media requires control of records soon after creation.

Records Access:  Users need access to a compatible computer system to view, print or edit electronic records.  

Indexing for Retrieval:  Records access is dependent on the use of a logical system of records identification.  Personal computer software forces the user to create a simple type of index just by naming and saving a file, as discussed later in this chapter.  The computer requires that the user develop an index of some sort, because it will be needed for retrieving electronic files later.  

Records Backup Policies and Procedures:  Electronic records require special protection measures.  Data files need to be backed up regularly to assure recovery in case of a malfunction or a disaster.  

Security:  Without proper security measures, electronic records can be erased or altered easily by error, computer crime or sabotage.  Access to data files should be restricted through careful planning and internal procedures.

Documentation:  Electronic records are best managed as part of an information system.  Retaining documentation of the entire system is required for electronic records. 

Records Retention and Disposition:  In the planning process, consider possible legal, fiscal and historical values of the records in addition to the immediate administrative needs that most of these records serve.  Because records may so easily be deleted or erased, records retention scheduling must be done early, during the planning stage.

In determining records retention values, consider all records associated with the application to determine filing, retrieval and disposition of information needs.  Records may be grouped as:

-
Inputs - source documents and data collected;

-
Outputs - reports, listings, detail and summary;

-
Electronic media records - the data itself;

-
Systems documentation - needed to access information.

Terminology:  Terminology used by computer and data processing personnel includes "file," "directory," "index," "record," "archive," etc.  These terms are also used by records management personnel.  However, terms may have different meanings to each group.  Those working with electronic records need to be sure they are speaking the same language to avoid confusion and eliminate misunderstanding.

Training:  Users need training to design a logical electronic filing system.  Computers, optical disks, scanning equipment and other technological advances are simply tools.  Users must be trained to make appropriate use of each tool, especially as tools and applications multiply.  

Management should be prepared to invest in resource materials and training for staff who design electronic recordkeeping systems and/or maintain them.  This investment is essential to success.  

Vast written resources are available that explain how personal computers work and offer clever suggestions for using them to meet a variety of needs.  Bookstore sections include manuals for word processors, database programs, spreadsheets and more.  Users may find that software and operating system manuals are cryptic and intimidating at first.  However, manuals become more useful after each individual has practical experience and becomes accustomed to commands and terminology. 

Users may have difficulty with the concept of electronic records.  The "record" may change constantly.  Data may not be printed out in report form each time it changes.  Where is the record if it is not in a paper printout or COM (Computer Output Microfiche) output?  How is it possible to discuss filing, storage and retention of the computer file itself?  Why should users worry about electronic recordkeeping?  

Potential Problems
New users of personal computers may save documents and files without worrying about recordkeeping until one of the following events occurs:

1.
The computer hard disk is full, and/or all the floppy disks are full.  Buying new disks or adding memory gets expensive.  The same issue - lack of sufficient storage space -  occurs in both manual and electronic filing situations.  Disk storage devices are just like file cabinets or file rooms in this regard: they can fill up.

2.
The user can't find a file on the computer or among the files on floppy disks.  The search for it, through poorly labelled disks and disorganized computer directories, is time-consuming and frustrating.  The same issue - lost or misplaced information - occurs in files in any records storage medium.      

3.
A file is erased by mistake.  The error may occur in a defective floppy disk; in a system crash; in user ignorance of computer capabilities and commands; or in a momentary lack of attention by even well-trained users.  The same issue - risk of information loss - exists for paper and electronic records.    

Problems associated with recordkeeping exist in any records medium.  An electronic file on a floppy or fixed disk and a file in a file cabinet or file room are comparable in that records require organization.  Thus, users must organize files in a computer as well as on paper.  

Policy for Electronic Records
Management needs to assign staff responsible for the accuracy, completeness, authenticity, security, appropriate retention and disposition of records.  For electronic records, the assignment of responsibilities is complicated by the variety of interests involved in developing and maintaining records in electronic media:  users, computer technical support staff, systems analysts and programmers, records managers.

Each agency should develop policy and specific guidelines for electronic recordkeeping.  The policy needs to address special media and technology concerns, but records values and access to information are the central issues.  At a minimum, a brief agency policy should include:

Accountability:  Assign responsibility for appropriate retention and disposition of records, as well as for accuracy, completeness, authenticity and security.  

Authority:  Specify who has the authority to create, name, alter and delete documents from an automated system.  Identify those with access to files.  

Documentation:  Maintain written documentation of the operating system design, software programs used, specific databases and applications and procedures for use and maintenance.  

Develop procedures as well as policy in order to protect the agency's investment in electronic records applications.    

-
Centralized Documentation:  Create a single filing location or central file to store the official copy of documentation.  Also maintain a back-up copy in another location for disaster recovery purposes.

-
Naming Standards:  Establish a standardized naming method for computer directories, documents and data, particularly for users of shared systems.  

File Storage in a Personal Computer or Floppy Disk
The purpose of filing records is to find them later--in a computer as in any other location.  Thus, consider needs for retrieval in designing a system for storing information within the computer or on disks.  A well-designed index is the key to locating records in either location.  In computer terms, the index is a table containing the keys to records in a file and the locations where they are stored.  

In a personal computer, the actual physical file location--the address where data are stored--is not visible to the user.  Data are scattered on the disk storage device in whatever memory is available when last saved.  The only way to locate the data is through various labels and names assigned to drives, directories, sub-directories and filenames.  These labels are really indexing methods to cross-reference the parts of the file, pull it together and retrieve it.  The index consists of all of the labels on the electronic file.     

In paper files, it is possible to physically browse through files and eventually locate a particular document.  In electronic files, browsing is possible through the electronic index.  The index is essential to locating information.  All component parts that identify the electronic record could be considered portions of a complete electronic index to the record.  Thus, all items listed below may be considered part of the index label.  

Identifying Electronic Records

It is necessary to label or name all indicators of the electronic file location.  Think of labels on the electronic file in similar terms to labels on paper documents and file folders.  Labels are markers that lead to file retrieval.  The complete identifier for records must be unique and logical in any system.  

Tools that are used for identifying files stored on a personal computer and grouping them logically include the following:

-
Software 

-
Drive 

-
Directory and Sub-directory 

-
File name 

-
File name extension

-
Floppy disk

Software:  In terms of identifying and storing the file, the software used is a necessary piece of the identifier.  Users may have several types of software on the same computer: word processing, spreadsheet, database management system (DBMS), graphics, desktop publishing and forms design, as examples.

Documents or files created using one type of software may not be readable in another type, although it is possible to import some types of software files into others.  It is essential to know the software with which files were written in order to read them again.  Software identifiers should include both the software name and the version used (e.g., WORD 4.0, or DBase III).

Drive:  Records may be stored directly onto fixed or hard disk drives, e.g., "C" drive.  Internal memory or networks may create additional drives, e.g., "C," "D," "E," etc.  Thus, the user may get a computer message that one drive is full, when others still have additional memory capacity.  

Methods of assigning different drives to departments, subjects or individual users should be established and documented in writing so that information is identified and filed in the assigned drives.    

Directory and Sub-directory:  If users already have effective filing systems for paper records, they may choose to create similar directories and sub-directories for electronic records, such as budget (BUD), Reports (RPT), Billing (BIL), Forms (FRM), etc.  There is always a trade-off between easily understandable names and ease of typing.  

Many office networks and most word processing software packages have the capacity to organize documents into "files" with directories and sub-directories, based on any of the following schemes:

1.
Assign a directory for each originator or user, labeling the directories with user initials or user numbers.  

2.
Assign directories for each division or work unit in the organization, using codes, such as 


Accounting (ACC), Purchasing (PUR, Finance (FIN), Revenue (REV), etc.  

3.
Design directories as functional or primary subject categories.  Within each primary directory, further sub-classify the files into computer sub-directories.  

The sub-directory allows for a more refined breakdown of files.  It offers secondary and lower levels of classification under a primary directory level.  When files are stored in computer directories and sub-directories, they are classified by the user into a hierarchical or outline arrangement.  The classification method used should be meaningful and logical.  

The computer directory and sub-directory are highly efficient tools for organizing electronic records.  They are used to group records for some purpose.  The directory is comparable to establishing a primary file category for paper files.  Sub-directories may be used to group files into secondary, tertiary, etc. categories.  Consider the following example:

-
Directory - primary sort = user initials (HCL) or user number (462)

-
Sub-directory level #1 = topics or subjects:  \TRNG, \PROJ, \POL, \RDA, \FORM, \RPT

Within this scheme a particular file will be found only by identifying all of the following items:


Directory
Sub-directory1
FileName

\HCL

\PROJ

\FILEMANL

Generally, the computer will direct files, by default, into the directory or sub-directory in which the user is working.  The user may direct the file to be saved elsewhere by specifying that storage location when saving the file.  

File Name:  The computer will not save (store) the individual document or dataset record unless it has a file name.  This name is like a label on a file folder.  It is essential for finding the file.  

There are no formal standardized methods of naming electronic records.  However, all systems require the user to name the file before it may be saved on computer storage media.  

Manual file folder names may be any length; they may use alphabetic, numeric or alpha-numeric characters.  However, there are limitations to names for computer files--in length, space and types of characters that will be accepted.  In a PC, the filename consists of a maximum of 8 characters, with a 3-character extension.  This is too short for purposes of easy organization.  Therefore, additional filing schemes and naming standards are generally needed.  

The computer software may require that naming standards be used.  In some cases, certain special characters, such as the asterisk (*) cannot be used in file names, because the characters are reserved for special purposes.  The asterisk is reserved for "wild card" retrievals.  The disk operating system reads the "*" as a request to select all files in a group.  

File Name Extension:  The file name extension is a 3-character field that may normally identify the type of file.  Often, the operating system is set up with certain standard extensions, such as the following:


.EXE

.COM


.BAT

.SYS

Software packages may also have certain standard extensions.  As an example, Microsoft WORD may identify all word processing files as .DOC if no other extension is assigned.  When the .DOC file is created, WORD also creates a backup file, with the extension .BAK.

Extensions may also be used as a method of grouping files.  The extension allows for a quick method of locating all files with the same extension.  With the wild card command, it is possible to select all files with a particular extension or copy them to another disk storage device.  

With all of the tools available for identifying electronic records, the user may design a sophisticated electronic filing system.  Sample methods of naming and grouping files are illustrated in the above discussion.  Software manuals and certain computer training courses offer specific direction for grouping files, creating directories, using commands and organizing records within the particular software's capabilities.  

Storing Files on Floppy Disks  

Floppy disks may be used to store original files or backup files that are created on the PC.  Users should organize records on disks, identify and label disks accurately.  Use external labels for disk files just as for paper files.  On the floppy disk label, include all information needed to locate and use a particular document or dataset, including:

-
Software used (WORD, LOTUS), including version (DBASE III);

-
User identifying initials or user number;

-
General topic or subject or directory and/or sub-directory names

It is also a good idea to print out a list of all file names contained on the disk.  Fold the list and put it in the disk jacket, or keep lists in a file folder.  These are the manual index of the files on floppy disks.  

Cardboard guides between disks can also be used in the disk storage box to group disks by type of software used, records series, user, organizational unit, primary subject or directory.  

Naming Standards  

It is often useful for an entire office to agree on a common scheme for assigning file names to records stored in PC's.  This is especially true when users either

-
Share the same PC's or

-
Use a local area network (LAN) system for storing records.

Establish and follow file name conventions whenever several users can access files.  Naming conventions are organizational tools and methods of protecting records. A standardized approach to naming files provides the following advantages:

Efficiency:  A system for naming files logically allows users to do so quickly and easily.  It reduces time wasted in inventing names each time the user creates a document.

Access:  The search process to retrieve an electronic record is complicated when the file name or number is unknown or forgotten.  Locating files must be easy and fast. 

Space:  Eliminate storage of multiple drafts and redundant documents in computer memory.  Conventions should make it easy to find the latest version of the document and to delete those that are no longer needed.

Protection:  Records may be easily lost when they are deleted by mistake because file names are unintelligible.  Avoid loss of information with naming conventions.

With a limited number of characters available, file names for computer files are often abbreviations or codes, such as sequential numbers.  A method of cross-referencing the file name or code to meaningful names is needed.  

The Electronic Index
Any information that can be organized on file cards can also be formatted for a computer.  Thus, the computer can provide a computerized index to locate and retrieve records that are stored in:

-
Manual filing systems - traditional paper records;

-
Alternative media:  computer tapes and cartridges, microfilm, optical disk.

One of the most effective uses of computers for filing is computer indexing of records that are stored on other media:  paper, microfilm, optical disk, for examples.  Computer indexes replace file card indexes and offer several potential advantages:

-
Search capability;

-
Production of file subject outline;

-
Automated cross referencing;

-
Ease of updating information;

-
Method for producing file folder labels; and 

-
Method of producing records disposition lists.

The records may be stored in a traditional format but located and referenced through an electronic index.  This combination of traditional recordkeeping media and modern technology assists in locating records.  It may also satisfy a part of the user's reference needs without requiring actual retrieval of the file or review of a particular document.  Referencing the index itself may offer adequate summary information for certain file reference purposes.  

An electronic index may be needed for the following purposes:

-
Identify and list file folder names with other meaningful information: user, department, file status (case closed or case appealed), current and previous users of the file, file location. 

-
Identify computer file names and provide additional descriptive notes to better explain the file:  date created, name of correspondent, recipient, follow-up information needed, etc.

-
Identify and list related files, cross-references or alternative fields (filing features) where records may be found.

-
Illustrate file logic by listing primary, secondary, tertiary categories and contents in the subject filing system.  

-
Maintain reference list identifying computer drives, directories, sub-directories for files.

-
Identify and reference location of files stored on floppy disks.

Automated indexing software packages generally index data by either: 

-
Key fields in a data base management system (DBMS), or

-
Hierarchies of words or phrases in a full text retrieval system.

Key Fields:  These are specific data fields--e.g., case number, document title, etc.--chosen during the system design stage.  The software builds key tables or files that contain cross references to corresponding data stored in the system.  In a key field system design:

-
Key fields are dependent on those fields that contain unique data values for each record.  Otherwise, search results will be ambiguous.

-
Usually relatively few fields are indexed because of software limitations and ambiguity concerns.

-
Keys may be primary or secondary.

The primary key identifies data records, e.g., social security number, case number or name.  This key leads to the record address, the physical location of the data element in the computer memory.

Secondary keys link records that share a common characteristic, e.g., all cases that closed in 1990, or all projects located in Milwaukee County.  Records may have many secondary keys.  

Full Text Retrieval:  With this method of indexing, all words except "noise" words ("the," "a," "and," "of") are indexed to permit flexible and detailed searching of data.  

Is a full text retrieval package really needed?  It may have certain disadvantages:

-
Cost compared to key field packages.

-
Inefficient and time-consuming searching.

-
Unnecessary data included in search results.

Applying Filing Systems Analysis

Conduct a complete review before converting to an electronic filing system or an electronic index of manual files.  A complete systems analysis entails consideration of the following issues.  

1.
Requirements analysis.  Is it really needed?

2.
Feasibility study.

3.
Cost/Benefit analysis.

4.
Equipment alternatives.

5.
Purchase, lease and contracting issues.

6.
Compatibility: communication, networking, etc.

7.
Records retention scheduling and disposition.

8.
Records access.

9.
Records security. 

Chapter 9

Filing Equipment & Supplies
This chapter covers estimating filing space; filing equipment; filing supplies; using color coding; and file configuration and layout.  Through selection of appropriate filing equipment and supplies, agencies may use office space effectively and reduce costs associated with active filing.  

Selection of appropriate equipment and supplies for housing files is important to the filing system's success.  Equipment should be integrated into a system; the system should not be designed to conform to equipment.  In selecting equipment, consider the long-range effect of the equipment choice.  Consider especially the anticipated growth of the file.  

Estimating Filing Space

The Records Analyst may need to determine the volume or amount of records.  To measure the volume of records, the basic units of measurement are 

-
linear filing inches and

-
cubic feet of records.

Linear Filing Inches
The basic unit of records measurement is volume in linear filing inches.  This measurement can be used to estimate the amount of records in existence or the file capacity of filing equipment.  

Current Records:  Measure actual space used for particular records, and indicate letter-size, legal-size, etc.  Records are measured, using a tape measure to record the actual number of inches of records of a particular type.  Be sure to record the number of inches and whether the records are letter-size, legal-size or other.  For example, measure the actual space being used for a particular records series; do not include empty drawer or shelf space.  It may consist of 284 letter-size linear filing inches, or the same number of legal-size filing inches.  

Equipment Capacity:  Filing equipment capacity is obtained by measuring the inside dimension of the shelf or drawer and multiplying this figure by the number of levels (shelves or drawers) in the unit.  This may be further multiplied by the number of units.  Thus, linear inches =


Inside shelf dimension or drawer dimension

x  
Number of shelves or drawers per file unit or cabinet

x  
Number of cabinets or file units  __________________________________________________________

=
Total equipment capacity 

Cubic Feet
For records, a cubic foot is the volume of a standard-size Records Center box.  The box holds different amounts of records, depending on records size, e.g.,


1 cu. ft. = 15 linear letter-size inches.


1 cu. ft. = 12 linear legal-size inches.    

Legal-size file folders need to be turned sideways in a Records Center box; therefore, only 12" linear inches fit into the box.  This means that a cubic foot of legal-size records holds 20% fewer file folders than a cubic foot of letter-size records.    

As the capacity of different types of filing equipment is discussed in this chapter, it will be explained in terms of both linear filing inches and cubic feet.  

Filing Equipment
Vertical Filing Equipment:  These are traditional, upright drawer filing cabinets.

-
File folders face the front.

-
Drop filing, retrieving and interfiling may be done without withdrawing the folder.  

-
Use drawer compressors or hanging folders to keep records upright in drawers.  However, hanging folders take up a high percentage of available drawer space.

-
Top tabbed file folders are required.

-
Access is limited to one person per cabinet at a time.

Vertical equipment is available with letter- and legal-size drawers; 4-drawer, 5-drawer, and 2-drawer units are common.  A number of smaller size vertical drawer files are suitable for cards, etc..  See Card Files.  The more drawers a vertical cabinet has, the less expensive storage space costs are.  

Floor Space and Records Capacity:  Regardless of the number of drawers, standard vertical file cabinets require the following space for the cabinet, working space for the drawer and aisle space.  

-
Letter size:
7.5 sq. ft. of office space

-
Legal size:
9   sq. ft. of office space.

Each drawer of a vertical file could hold a total of 25" linear filing inches for either letter or legal files.  However, filing cabinet drawers are rarely packed to capacity.  It is difficult to retrieve records from the back of drawers, and some space should be allowed for file growth.  Therefore, the following standard capacity figures for vertical cabinets assume reasonable space for retrieving records and growth.

-
Letter-size:



2-drawer
 45   linear inches 

3 
cu.ft.


3-drawer 
 67.5 linear inches  

4.5 
cu.ft. 


4-drawer
 90   linear inches 

6 
cu.ft.


5-drawer
102.5 linear inches 

7.5 
cu.ft.

Legal-size files would require more floor space for filing cabinets.  The linear inch filing capacity of cabinets would be the same as for letter-size cabinets.  However, if records were packed into Records Center boxes, 25% more boxes would be needed for legal size records.    

Vertical equipment disadvantages:

-
Less flexible than lateral equipment;

-
Requires more floor space than lateral;

-
Limits access to files;

-
Time-consuming retrieval;

-
Danger of cabinet tipping;

-
Cost new is expensive.

Vertical equipment advantages:

-
Offices already own this type of equipment.

-
May work for small volume records series.

-
Efficient for storing records that are smaller than letter-size, such as card files, invoices, etc.  

Lateral Filing Equipment:  With lateral filing equipment,  file folders face the side of the equipment.  This is the most versatile of all filing equipment, with many varieties:

-
Cabinets with drawers,

-
Cabinets with shelves,

-
Open shelf files,

-
Movable shelving,

-
Mechanized units.

Floor Space and Records Capacity:  Lateral filing units come in three standard widths, 30", 36", and 42".  The unit depth is usually 15" (letter-size) or 18" (legal-size).  Lateral cabinets take up less space than vertical cabinets.  Regardless of the number of drawers or levels, lateral files require the following office space for files and comfortable aisle space.


30" width unit

6.5 sq. ft.


36" width unit

7.0 sq. ft.


42" width unit

7.5 sq. ft.

Each letter-size shelf unit holds a maximum of the following volume of files:

-
30" unit occupies 6.5 sq.ft. of office space.


4 levels:
  108 linear inches
 7.2 cu.ft.




5 levels:
  135 linear inches
 9.0 cu.ft.


6 levels:
  162 linear inches
10.8 cu.ft.


7 levels:
  189 linear inches
12.6 cu.ft.


8 levels:
  216 linear inches
14.4 cu.ft.

-
36" unit occupies 7.0 sq.ft. of office space.


4 levels:
  132 linear inches
 8.8 cu.ft.




5 levels:
  165 linear inches
11.0 cu.ft.


6 levels:
  198 linear inches
13.2 cu.ft.


7 levels:
  231 linear inches
15.6 cu.ft.


8 levels:
  264 linear inches
17.6 cu.ft.

-
42" unit occupies 7.5 sq.ft. of office space.


4 levels:
  156 linear inches
10.4 cu.ft.




5 levels:
  195 linear inches
13.0   cu.ft.


6 levels:
  234 linear inches     
15.6 cu.ft.


7 levels:
  273 linear inches     
18.2 cu.ft.


8 levels:
  312 linear inches     
20.8 cu.ft.

Legal-size files would generally fit into the same square feet of office space, with a narrower aisle, because cabinets are 3" deeper.  Cabinets would hold the same amount of linear inches of files.  However, if legal-size records were packed into Records Center boxes, 25% more boxes would be needed for them.  For example, 4-level units would contain:


30" legal
 
 9 cu.ft.


36" legal

11 cu.ft.


42" legal

13 cu.ft.

Lateral filing equipment may also be used to "landscape" an office or create barriers between work areas and eliminate the need for partitions.  Advantages of all types of lateral filing equipment are:

-
Efficient use of space;

-
Versatile file arrangements possible;

-
Fast retrieval time and associated labor;

-
Ability to use color coding to facilitate retrieval.

Open Shelf Lateral Equipment
Open shelf lateral file equipment offers the greatest advantages.  This type of file is particularly suited to files where an entire folder is retrieved intact.  With the absence of drawers to open and close, access is very fast.  Advantages include

-
Least expensive equipment costs;

-
Space efficiency; 

-
Multiple user access at the same time;

-
Fastest retrieval time.

The disadvantages of this equipment are:

-
Files cannot be moved easily; 

-
Lack of security;

-
No protection from dust.  

If the office moves or reorganizes frequently, files cannot be moved inside equipment, but must be unloaded and packed and reloaded onto shelves.  

Finally, disorder and clutter are readily visible in an office with open shelves.  They allow supervisors to visibly monitor workload and status of filing.        

High Density Files:  Lateral files can be installed to be movable, so that two or three rows of file units may be set up on rails.  The middle and front units will have fewer sections than the back unit.  Front rows of files roll from side to side with minimal pressure so that users may access files in the back unit.  This type of equipment is effective for high-volume, high activity filing.  When configured properly, it uses space effectively.    

Mechanized Files:  Mechanized files often work on the concept of the Ferris wheel.  The wheel, or belt, carries each tray or shelf of records around.  Balance of the records on the shelf is essential.  For small groups of files, small rotary units revolve on a circular track and make it possible for a person to access the files and remain seated.  These might be considered for very active file series.  

These units are much heavier than standard filing equipment, and the building structure must be sufficient to bear the weight.  Mechanized units may also provide controlled access to files, but there is no mobility of the unit once it is installed.  The investment cost for these units is high, and their purchase should be completely justified.  Before purchasing this equipment, consider the following:

-
Projected growth of records;

-
Daily activity;

-
Need for access by more than one person at a a time;

-
Space configuration;

-
Floor load;

-
Need for emergency generator if power fails;

-
Agency plans to move or remodel.

Specialized Equipment:  Materials that are smaller or larger than standard letter and legal-size, non-paper media and special records may require specialized equipment to protect the records and to facilitate filing and retrieval.  Equipment includes card files and special media files.

Card Files:  Various types of equipment are available to house card records and indexes including the following: 

Vertical Card Files:  Vertical equipment ranges from one-drawer desktop size to multiple-drawer floor models. 

Nonconventional:  Cabinets or shelves hold trays or tub files for cards.  Rolodex or Wheeldex are small units to hold notched cards.

Visible Card Systems:  Cards are housed in a variety of filing cabinets:  horizontal, vertical, pocket visible drawers, on hangers, or in book units.  Material in the system may vary from one-line strips to large charts.  Equipment facilitates the arrangement of cards or forms in a way that serves as an index at a glance.

Special Media:  Maps, drawings, photographs, blueprints, microfilm, data processing tapes and disks and X-rays are some types of records that require specialized filing equipment.  Special housing of records may be necessary for 

-
Weight of records;

-
Nature and size of records;

-
Media protection concerns;

-
Long-term or permanent retention requirements.

Other Equipment:  Ladders, stools, filing carts, tables, manual file sorters and other types of equipment may also be needed in the filing area.  Many types of tools are specially designed to facilitate filing.  Agency staff should review vendor catalogs and check state stores for these types of items.

Filing Supplies

Various kinds of file supplies are available.  It is important to select supplies that are compatible with the filing equipment chosen.  Be sure to see if standard file supplies, available through University of Wisconsin stores at a substantial state discounted price, are suitable.  

File Folders:  Consider the following in selecting file folders:

1.
Folder labels aid filing and retrieval operations.

2.
Folder tabs should be arranged for straight-line sighting.  

3.
File folders should be selected on the basis of anticipated volume and usage.

4.
Special divided folders may be used to segregate documents and facilitate reference and disposition.

5.
Loose filing instead of fastened filing is the fastest method of filing.  

6.
Prong fasteners are commonly used for fastened filing, to keep documents in the folder in a particular order.

7.
File guides and/or color coding may reduce the search area for filing and retrieving records.  

Folder characteristics include:

Top Tab and End Tab:  Top tab file folders are commonly used in vertical file cabinets.  They come in full, half-, one-third or one-fifth cut.  For versatility, the full cut with reinforced tab is recommended.  It allows the folder label to be placed in any position and permits additional space for year or month labels, to indicate file status and more.

The end tab or side tab style of folder is designed for use on shelf filing equipment and other types of lateral filing equipment.  The full cut with reinforced tab is recommended, for the same reasons as above.  The full cut tab is needed for effective color code labeling of the file folder.  

Universal File Folder:  For versatile use in either vertical or lateral file cabinets and in storage boxes, the universal file folder has both top and side tabs with full cut.  

Sizes:  File folders commonly are available for holding letter-size, legal-size and oversized materials--X-rays and blueprints.  If legal-size papers are filed in letter-size folders, they must be folded to fit the smaller folder.  However, it is worthwhile to do so when 80% of the material is letter-size or smaller.

Capacity:  The bottom of file folders is scored--usually at 1/4 inch intervals--to accommodate varied quantities of documents.  Folders should be creased at the score line in order to expand their capacity and to prevent folder labels from being obscured by protruding documents.  

Standard kraft and manila folders are made for a 3/4" capacity.  Other folders with cloth or paper gussets provide greater capacity.  See also expansion types of special folders.

Folder Weight and Material:  Paper weight, or thickness of material, determines the wear and tear that a file folder can take in filing, handling and reference.  Kraft folders are made from wood pulp in varied brown shades.  Manila folders are bleached to a whiter shade.  These types of folders are available in light, medium and heavy weights.  

Pressboard and red-rope folders are extra-heavy weights, made from paper materials, including jute and rags.  Select folders based on their intended use:

Folder Weight
Usage:
Light

For short-term filing needs and relatively few papers.  Folders thin enough to 

9-11 pts.

insert in a typewriter for captions.

Medium

Excellent for most files, rugged and long wearing.

14 pts.



Heavy

Protects contents and allows greater expansion than medium weight.  For papers in 

18 pts.

frequent use over periods of time.

Extra Heavy
Gives greater protection to voluminous papers.  For those in constant use for an

25 pts.

extended period of time.

Special Folders:  Other types of folders or binders are used to meet special requirements and include the following:

Expansion:  Extra heavy kraft folders and pressboard and red-rope folders are available with one or more dividers.  If these are equipped with fasteners for grouping specific documents on each side of the folder and each side of the divider, they are especially suitable for case file applications.  Some expansion folders have multiple dividers.

Envelope:  The envelope or wallet folder is used to house voluminous papers and provide security from loss.  It often comes with strings or elastic for tying.  This is useful for files that are carried to various locations for use.

Pocket:  Instead of fasteners, this folder has pockets on each side for segregating specific types of documents.

Hanging:  Folders with hangers or hinges rest on a bar or metal frame and maintain record contents in an upright position.  These take up a high percentage of space in a file and are comparatively expensive.  They are generally not recommended.  

Cover:  Covers with fasteners and compressors form a type of folder that is flexible enough to accommodate expanding volume.  

Imprinted folders:  Folders may be purchased that are imprinted with captions, instructions, bar codes, data and/or labels.  For a straight sequential numeric file, it may be cost-effective to purchase pre-labeled or pre-printed file folders.

Other Supplies:  Other file supplies include a variety of items that are essential to filing and finding operations.

Labels:  Labels are needed to facilitate filing and finding.  Labels narrow the search for records.  

-
Shelf or unit labels narrow the search to one unit.

-
Drawer labels narrow the search to one drawer.

-
Folder labels narrow the search to one file folder.

Labels are essential for filing and retrieval.  Labels may be purchased in books or rolls, in pin feed form or laser printer sheets to be generated with the aid of a computer.  

For file folders, a general purpose, self-adhering or pressure-sensitive label that does not require moistening is recommended.

Colored labels or colored strips are useful for indicating separate records series or other file characteristics to the user.    

Fasteners:  Fastened filing is recommended when specific types of documents are segregated within a file to facilitate their use and disposition.  Consider using a fastener when the volume in a file folder exceeds 1/4" and file folders are routinely taken from the file room.  Varied types of fasteners available include prong fasteners and binder clips.  Stapling folders inside the folder front or back is an undesirable method of fastening papers in a folder.  

Guides:  Guide cards or dividers are used as signposts in the file area.  In drawers or on shelves, they facilitate reference by reducing the area of search and keep folders upright.  They are available with metal tabs, with a window to insert a caption guide indicator, and in many other types.

-
Reuse guides from year to year, after files cutoff.

-
If color-coded folder labels are equally effective, guides may be unnecessary.

-
When no file folder color coding is used, guides are especially important.

Outcards:  Outcards are required supplies for any file area where:

-
More than one individual uses the files, or  

-
An efficient method of locating and tracking active files is needed.  

-
Users need to be held accountable for files removed from the immediate area.  

Various types are available, made of pressboard or colored plastic.  Some require users to sign files out and back in and provide a log of the file folder use.  Others have a small pocket to contain the file identifier, user name, date charged out, etc.  The out card may also contain a large pocket that will hold materials to be interfiled into the file folder upon its return to the file area.  

Using Color Coding, Special Labels and Bar Codes  

Colored file supplies help guide the user to particular files, signal file status, identify case name or number and distinguish between different records series.  If used appropriately, colored coded supplies may be efficient. 

Colored folders:  File folders are available in numerous colors, but at a greater cost, than manila folders.  Colored file folders are generally not recommended.  

-
Storage and stocking of the various colors needed may be a problem.  Users will be out of stock of a particular color and have an overstock of another color.  

-
Some color dye lots vary considerably over time.  

Is a colored folder needed?  Would a colored strip attached to a plain manila folder be as effective?

Color Coded Alphabetic and Numeric Labels: Both alphabetic and numeric labels are available for file folders.  Vendors can supply either alphabetic or numeric guides and folders as packaged systems.  Sets use different colors for each alpha character or digit, from 0 through 9.  Users may purchase packaged sequential numerical systems from 001 through 999, from 1000 through 1999 and other sets of 1,000.  Sets of numbered digits may be purchased and wrapped over file folder tabs.  

Color tabs on file folders: 

-
Increase employe productivity with large volume, active records on paper or microfilm.

-
Reduce retrieval time by as much as 40%.

-
Reduce filing errors and locate misfiles readily.   

Color-coded folders that are arranged logically create blocks of color that instantly reveal misfiles within a group.  

Color bars, Year and Month Codes:  Especially for case files, a number of additional color codes will facilitate filing, retrieval and disposition of records.  

A color strip or bar may be added to the file folder to indicate some significant piece of information: e.g., the records series, case closed, landmark case, appealed case, etc.  

A year code label is especially useful for case files.  This small two-digit label--90, 91, 92--establishes key time frames for the file folder.  Some users indicate both the date that the case opens and the date the case closes with year labels.  Month labels are also useful for this purpose and for use with tickler files or other files that have month as a key filing feature.  

Bar Codes:  Especially for very active, large filing applications, the Records Analyst may want to consider bar codes.  They could be used to provide automatic identification and/or indexes of any of the following:

-
File folders, documents;

-
Boxes, containers;

-
Disks, tapes, cartridges;

-
Equipment;

-
Locations;

-
Users; and

-
Transactions.

The benefits of bar coding include accuracy of identification; accountability - to track files;

file integrity; and efficiency.  Bar coding is also a proven technology that is adaptable for many records management applications.  File tracking applications include: 

-
Checking files or documents out and in;

-
Developing box lists of records in each Records Center box;

-
Inventorying records;

-
Documenting system conversions to microfilm or other media.  

File Configuration and Layout
A file area should be properly arranged.  The larger the files operation and the more staff involved, the greater the potential for increasing efficiencies through proper file layout.  The area must be designed for appropriate housing of records and for worker well-being and efficiency.  

Workflow Efficiency:  Walking distance to files for file clerks and users affects labor costs and retrieval turnaround time.  Daily, repetitive steps are involved in filing and finding records.  Design layout to eliminate unnecessary steps and avoid backtracking.  

-
Reduce the distance between workers and filing equipment to a minimum.  

-
Position desks logically to facilitate workflow.  

-
Arrange the filing workspace so that supplies can be positioned within arm's length. 

-
Allow sufficient space for separating and sorting files.  

Space Standards:  The federal government considers 36" the minimum aisle width for file cabinets placed back-to-back.  For file shelving, the minimum aisle space is 30".  

Safety:  Floor load, architectural structure of the facility, shelf load capacities and danger of file equipment tipping are among the safety concerns that must be considered.  

Review floor-load capacity of the building when positioning large groups of cabinets or installing shelves.  If a structural weight problem exists, files may need to be positioned along walls or over sustaining supports.

File Equipment Arrangement:  Place small collections of filing cabinets or file shelving against walls.  Place larger collections back-to-back.  Arrange equipment so that records are in consecutive order from left to right.

Ventilation and Air Flow:  Filing equipment must not block air flow or building ventilation units.  

Lighting:  A level of lighting of 50 foot-candles is recommended for general office work.  Install shelf files to position shelf units in a manner that does not block sunlight or light fixtures.  If shelf units threaten to block available lighting, reduce the shelf height.  

Access:  Control access to the records.  Files should be available for reference only to agency staff members and others who have authorized access.  Locate records in a room with a door that locks, or use locking file cabinets. 

Whenever files are removed from the files area, require users to complete a charge out card.  The out card locates the file and holds the user accountable for the security of the file.
Work Area:  Provide areas for users to work in Central File operations.  Users will be able to work and may not need to remove files from the Central Files.  Locate a photocopy machine near central files areas.  

Chapter 10

Implementing the System
This chapter covers system implementation.  The keys to implementing a filing system are 

-
Management support;

-
Written policies and procedures;

-
File operations and system controls;

-
Training.

Management Support  
The Records Analyst must gain management support for developing a new filing system or improving an existing system.  To do so:

-
Propose the project and report to management in writing.  

-
Focus project goals on the costs and benefits of filing. 

-
Cost factors are space, equipment and supplies and labor.  

-
Benefits include cost avoidance or cost reduction;  improved service provided to users; and satisfaction with the information turnaround time.

Of the cost factors, labor--both clerical and professional--is the greatest.  It is also difficult to estimate.  Some agencies compute the actual time spent filing, retrieving and searching for files.  Labor costs = the time period multiplied by the individual's salary and fringes rate.

Policies & Procedures
A general filing policy--stated generally--needs the endorsement of top management.  It may be a simple statement in the filing manual or a notice to all staff.    

The file system also requires written policies and procedures.  These must be distributed and reviewed by all users.  The following items constitute complete written filing policies and procedures:

Filing Manual:  The filing manual contains a brief agency filing policy; describes file contents; and offers detailed procedures to send and retrieve records from files.  Playscript procedures are recommended.

The filing manual is a User Manual.  It should contain information the user needs to access the files.  

File Listing:  A file listing is a complete list of the records in the file area, to the file folder level, if necessary.  It is a type of index to the files, as is explained in Chapter 6, Indexing and Coding. 

File Indexing and Coding:  Complete explanation of file indexing and coding methods must be provided to all who need the information:  users who send records to be filed and retrieve them; and file staff who provide service to users and the public. 

Detailed File Operations Procedures:  File clerks and others who work with the files need detailed, written procedures documenting file operations.  These include complete instructions for handling name changes, duplicate names, changes, cross-references and all other "how-to" functions consistently.  This information is procedural and applicable only to file clerks and operators.  Put it in a file operations manual separate from the users' filing manual.  

File Operations

Screening and Sorting:  The initial steps for filing involve preparing to file: screening and sorting items.  

1.
Establish what not to file as a record.  

-
Mewspapers

-
Publications

-
Vendor catalogs

-
Manuals

2.
Screen materials: 

-
Check to see that record is complete.

-
Date all materials.

-
Remove rubber bands and clips.

-
Staple to prevent separation or loss of document pages.

-
Mend/reinforce torn, frayed pages.

-
Discard envelopes, route slips, duplicates, scraps of paper, and other extraneous items.

3.
Classify and sort records: 

-
Classify by records series. 

-
Index.

-
Prepare cross-references.

-
Code records (only if necessary).

-
Arrange records in the sequence in which they will be filed.  Use sorting aids.

Filing Practices:
Institute consistent filing practices by records series.  Develop uniform methods of filing so that users may learn where to find particular documents within file folders.

Date Sequence:  Within the file folder, file records with the most recent documents on top.  This will usually be in reverse chronological date sequence.  This order directs user attention to the most timely documents first and facilitates file review. 

Loose Filing:  Loose filing within the folder takes the least staff time and should be used for the majority of records.

Fastened Filing:  For files that need to be kept in a particular order, use clips or prong fasteners to secure documents in the file and retain the order.  Legal case files and vital records may require fastened filing.

Growth:  Allow for growth within file folders and on file shelves.

-
Crease folders at score marks as they become full.

-
Use an additional folder when needed.

-
Leave sufficient space in drawers or on shelves for file expansion over time.

Records Disposition
Records disposition is an important part of system planning and implementation.  The Record Analyst needs to determine the basis for disposition of each records series.  Files are disposed of based on:

-
Particular event, occurrence or action, such as a case closing, employe retiring or resigning, or

-
Loss of records values over time.  

File cutoff or breaking of files should be a standard files operation.  This process facilitates the reference use of files and the eventual transfer or destruction of records.  

Case files:  Mark when closed.  Use color-coded year and month labels.  Establish separate folders for case file and case working papers if working papers are voluminous.  

Subject files and other non-case records:  Routinely break off.  Set up new folders on a regular basis, each calendar year or fiscal year.  

-
Closed and cutoff records may remain in the active file area for a short period of time, as long as files clearly identify the most recent materials from older records.  

-
Avoid "purging" or "weeding" documents from within file folders.  This involves too much labor and chance for error.  

-
Maintain records of equal value together throughout the life cycle of the records series.  Separate records with short-term values, longer-term values and permanent value.  This step, taken in the filing system design stage, helps staff dispose of records that are no longer necessary without risking destruction of records that are still important.    

Approved records retention and disposition schedules (RDA's) contain retention requirements for records that must be followed during the records disposition process.  Records personnel must follow directions provided in each RDA and may not dispose of records earlier than the RDA specifies.  

The disposition step is important in assuring that only those records eligible for destruction are destroyed.  

System Controls
If the system is to work, it must have sufficient records controls.  Controls are used to:   

-
Standardize filing practices;

-
Prevent misfiles and lost records;

-
Insure that no extraneous material is in files.

-
Hold users accountable for files.

-
Limit access to records. 

Accountability:  Only designated, trained staff should be assigned to perform the following tasks:

-
Classify files

-
Code documents

-
Prepare and label file folders

-
File and interfile

-
Retrieve records

-
Refile.

Access:  Access to files should be restricted to trained personnel.  Limiting access to a few people limits the risks to records.  

Records should be physically restricted if possible, in locking filing equipment or rooms with locking doors, to limit access and protect records.  

Records Charge-out:  Develop and maintain file charge-out rules that apply to all users.  Be strict and firm.  

-
Allow users to check out file folders, not individual documents within the folders. 

-
The user is responsible for the file.

-
When the file is removed, place an outcard in its place with file folder title, user name, date charged out.

-
Use a form to track charged out records.  

Training
Training of staff is essential for any system's success.   The most well-designed system will fail if users lack the necessary training to use it.  

Training elements include written filing policies and procedures.  However, live training sessions are recommended to:

-
Give the users opportunity to ask questions; 

-
Present the system's ultimate goal of providing better service and information; 

-
Stress the commitment to constant improvement.  

For the system to work, it must gain user credibility.  Do not present it as perfect.  It will need continuing work and problem solving.

-
Develop the system thoroughly before training.

-
Work out flaws as much as possible and discuss methods for identifying and solving problems during sessions.

-
Allow users to become familiar with the system and adapt to change.

-
After a test period, meet with users to address concerns and resolve any problems.

-
Emphasize the need for controls to deliver service.

-
Use authority only when necessary.  Provide individual attention and personal help to reinforce training.
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