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Introduction 

SO -~ i:)UGG'.Ei.)flCNS CviiCAllU.NG FILlllG 
Sl'ST" ,.Lij .AJl.0 .t:.QU!J!l.:....c:Nr Ji T TliE 

.!RLSIDllCY . 

e hnve been requested to gubmit sugge~tions concerning 

the s tcps necea,_ary to aiia.pt the filing systems in the vnrioua 

off'ioas of the Pre-sidenoy to th~ new filing equipment made 

ava:tlable under the Pre idency Office ' uipment l?roject .. In 

addition" we vimre aaked to eonsidor t 1e question of the feaoi

oility of developing a aingl.e sta.nd<'lrdiecd filing yst n for 

use by all ofricea of th~ 1-Tesidency. 

011r observations in the v arious o:Cf'ioes of the Preaidenoy 

pointed up the .fact that each o theae offices hao a different 

mission an.d that the records developed in currying out these 

fu.nctions are al~ost as dirfer nt aa the functions themselves . 

It io our concidcred opinion that the ·ide variety of records 

Ythich exists in th-e Prenide11cy cannot be effectively handled 

by a uingie ta.ndardized f111ng ~yst L Thifl div rsi ty of sya te 

does not pr olade tl1e possibility of considerable etru .. dardizatio.n 

in filing equipment~ proeodures, and techniques .. o " o:f the· 

techniques and procedure- will be discu...,eed at ... o · length in 

this report .. 

Perhaps the st striking obs.ervatio:n wtdch wa de duri 

oar survey conce1ned the large qu tity of o1der records being 

kept in 11.'EI!.Y of the offices despite the f'act thD.t work opace wa 

at a premium ·he proble · ot ... toring t w·ae older records is 
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1 cussed at ao e 1 th in the fir t p t of thi r port and 

or:e uggc tion ~ n.de for it solution. 

The zc ind r o t he report cou 1 t oft o rte, on 

brie d cri.tion of the ne 'Uip nt · d o techni ueo for 

u i it, d th ot r. 6 o:f bri ! a ari o o:f he 

r co d hol ilin( y 0 ch of th o ficos 

visit d, oge hr it' a io concerni 1 ;rov c tt; 

hi ch dght b d ho. th f il err d to th n 

ui ent. 

or th o t the r'cord re pi ~ y te $ of the 

r ·1dency orked quit ell nd 

jor rob e wh ch :f'o d a 

re ioll 

t 1 g ti ti •s o old r 

recot' o r cin ke t in t off co ¥h ch ind r d the 

opera ions or th offices to co id .r~bl e t t 

r co u end d t t 

hr th·se olde 

Record" Cent r be e t up i the rcaid ncy 

cords c b ept in controlled, ace s iblo , 

d inexpe s1 tor .. 
ith ery e cep ... io s, th r indcr of our e tion 

I· concerned i pr ble ri in fro th c n eo r to nc / 

u.1 en t . ne of the e exco ti n~ is a rather det iled pl 

r tho r org i ti n of th oc .... en atio -Lil s of th res 

f ·10 , bu. too has it ori 1 i th chan ro he vs 

d oxes to d r · 11 c b t • 



t o t, th o£fices cov red by thi report. CO'l 

u~~ only a out 70 or SO of h. 250 fil cabinet~ availabl • 

. ~ven th.:s n b r would c d if th r eo · .ndat:i.on 

coucern ng t.. ~ecords Gent r is adopted.. W ~' · oat that 

n coordi11tion · it.h the •b ic Admin.:stration D vision of 

us , ns be develop .d to 1 th rnm..,in c bi cts to 

US· el h·r the GVr according t.o no u ·or .. proe~dm··~#s 

detll!ng th urpl project 1 nt.eri·l. 
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otorag o I cti cor 

:.a: e ]eed 

Th 0 r idoz1c7 . he ... r c t c y a 

0 id er 0 0 f c . ..... 
1 ts ac a day, 

h . r VO r r or 

incr s , the e 1 e s '> 0 r th pl it h 

0 f cc to o OU. heir or • It also b co. r and ore 

ioult for th to :fin tha rec or th ne t ir r, 

b aua the cu.rr t r cor a uri ~ old r ooor "- • 

Thi on o f i Sp Cci i l t pp u 

thu c: I ili J. ip en'· 1 un1 $ 0 d n 

t i oo.C ivo :r.ecor s 0 t v ic d to 

c n11 o1led and acceosible to n Q i 

nt c iv 0 iliri L 
f. di dcd 

ri • t i le . r 1 1c 1 h l ful cl si-

io c teri 1. l , tll f11 

c ino s do - r OJ. ce pa e r cu.bic r f rec or"" 

orcd h 0 h pr cnt ui nt. d to the 

d ant r t th ol -iv 

r co d B o b t d tr t 

O..,.aibl 'l' u 0 ti. current cti e r cor s . 

In dd t 0 re1:;i of ic e for t i t 1 ti no 

ll i 1 1. co ra r Oi.t d d 

i e tor e r ol ·1 ref r ce rvic n tor d 



r co o. Dy u i 

ecl'..niqu .... a,. l rg 

c , nd 1 

cc I> e d pro tor ind ~·n~ 

lv .. 

u titie of 

1 u.~ 1 sp c t 

o records to 

e i _en • Along 1ith 

co d can b 

i pos 

r a u.., 

tor d 

in h of fices 

i pl r. 1 , 

vin.Js in space d 

qui co t , the: 

uch 

cord ~if rop rl or n~i d, 

c 

1 

cu~ nt r cord • 

hn 

r 

h · ev r, lie in he f ct th t it 

p i s 

ctive 

non-o_ ice 

dvant o· t is y tc ., 

office p c or o 11 r 

us , pcrmi a c record to e e t or f ic1 

ds u th r c of :firJ 1 d 

H .. vi d.' ac a th ne d or e t bli.,hi.. 

.. eco a Cente , 0 0 to tao robl, of d acribin ju t , t 

ecordo .t r i . i fly, i a 1 .., ~ for t r ol r 

inactive r cor ore vhey i 1 not occupy n ,d d office opac 

yet ... 1 be v 11 bl for re p r OS any ti cor 

c nt r -re u u ll p in 0 , cl i ot n t ble for 

u offic • :.a.he rea u t be cle n, .rea.sona>l ry, ii ell 

1: ehted , n otected· 1·ro th th r, in ct , n rod n • 

Uoually th -Y e 1 c.d on th rom 'lo or b c u e per 111 i 

n ity tor e i v ry he vy d :..h lo or U;.;,t be otr 

to be h r c;.;.t 1g t .. One or t .o 1 r roo r pref r blc 



8 1 n l r r c b r 1 e or 

ffcc· iv ly 

cor 0 J..U i h .., lvi 

its o hi ch • 0 t r ll • 

unit .. . c .J.. 0 r er 

th il { .:r ) 

gh t 

.o - on 1 v l • di ti ' c 1,t r 

ed.., s d ;.;>ks 0 hO.L o e f r c r ·1 ·th 

r i ~g a. 
~er io l 0 .... r at- suppl of r c r t\.]r e 

il' 1-b 1 • i 7 h r of c ~ pli to b 

in k pi ' r c rd of th t ri l in • 

It sh uld ot (.!. c nclu t cri i ut h 

I tore rec rd for t 

r o~ .• :ovi e r er o I'"\ ic, on t 

r ::dl r L:t:.1> 't be cd 

fore thoy • e t r J d i loo tio ,::J u t 11 id ifi d 

if t re r c i t f ct·. n \ 11 . 

b o. ic 

0 ' e 0 b 

.d 0 hie 0 r 

o:ff:io .. i 0 it 

0 records . ei c ho lo ch f ito r cord ·t b ept .. 
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he office and t 1l en if ever, tboy c n b-e sent to the Raoorde 

on tar or destroyed. Ari· analyeio of thie sort usually re:"toals 

the f ol1oWing fo c togo:ctes o:f records: 

Vi ta.l P "Pero - These are documents easentin.1 to tlie existence 

;i. tie organL~ .... io and which oul.d be irre::place .. ble i:f lost or 

... troyed. per of this typ~ are kept in the fuO t ocu.r~ 

plaoe l1Vt1ilnb1e in the office and a c never transferred to the 

Records Center .. 

Perirl{lJ'l~~t auoi~ - ~hose ~re documents Wilie , .bile they 

o not ha"' e the vi ta quali t-Y of t "' revioi:m croup, arc 'the 

bnckbone. 0 . vh op rat1onn o... "'- 0 ice. ~hey nrc th,_, b,tcic 

arr· tee, ordt.;;::A:'S, and pol.icy t temcn ts w.hioh provide the .frt:lllO\rork 

in \Vhlch ·the bu.sinus of 11.he of ice is ol:l.rri.ed ou.t . hilo not 

rr-pl.J.ceable, ay are always ..... .ceded and should not<> Wlder nor.m.nl 

circumstances, e tr '!erred to t .. e Records ~enter. 

Pne~ati;ne:. 1 i1es - !fhello .. -e the papera which c.oo ·011t the 

ay o aay tran action of business ·thin the oft:ica .. ).!hey ara 

the douniers of in 1vidunl Ot!cen or a::t:t"airs wt1ioh , taken 1n tot 1 , 

r pre· ent the results of tie op ration o:f the o::ftice. In general , 

during the period th t a particu.1.. r • f'fair is undc !'.1Ctive consider-

ai.: n e.nd for 

d cu cute 

·he.: s a year or so t ierca.1..'"tcr, 1 efore ce to these 

icicntly ~r ouent as to warrant kecpint; them on 

:file :rithin the o £ice itae.l:f .. :ftcr this period, t' use records, 

·th few exec t i o ~ , ~hould be transferred to th· It .c:o ... ~da Center. 



.j,···--- ' ;' 
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hclp:f'til and e .sily re,}le.-<.HJt ble.. ~hey i thP.r suppl .... :mt tho 

'he ,e p ..... per .. shouJ.d .renn.in in the o:ff.1.cn files for no· :no'!"e 

llis;u a year rai~ then -tx 1 -.:ferre~ to the eco:r·da Centnr ~ If 

a.,.provo.I cu.n be obtained> thi -y:pe of record is often destroyed 

and then becoy;;e inactive" or 'non-eur:ent and arc ready for 

tranofer to the !1ecorda Center 

~e.~).:i-..OP. o:f R;~qr~q_ Prior to .t.l..~.fer 

l11e tran fer ct lnactive l!'aco~~da from. t-:!le ot'i1ce to the 

o.corda Center ic ... ont e. sily oeompliahcd o a definite periodic 

ba.s:'ts. ltlerhaps the ost a pl mean.a fo doL'lg ·th.i"" i!"' to IJnin-

tain the uctiv~ recor le of the office on a yea:r•ly a •. ds . This 

t113~1ns that the docu.rtcnii .. .1 r)(;rtaining to the current :vcc,.r <tre ltept 

together in no1'fil!.'!.l fa.ah.ion and th11t vvh~n the n o ; ye ~r 1gina, t...lte 

record.~ fo..,,. the !!""W yoa-r are ~~ :)t · op ratcl:y from thos ; f the 

year just nded. A n .:w set of :folder~ mu.at bf' ""tftrted ~nd ke_pt on 

dif .f erer- t .·.;.e v · s nr in tlif e1·ortt dra ·1er"" :from those c ntaini.ng the 
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recor a of the year ju t finish d . 

f ini o t e p st yenr ro s.i 1 

he t 0?' 

con i u 1 

l d c n • insnci 

old rs for f i cal r 

0 c , p - o "' mi 

r file i~ vhO n 

c ch 

f 11 d ·ith 

bove ., 

· o tinct t 

r j !.l t 

0 hich 1. 

... f11 

of th t ir 

i: tha o ic 

n 

b 1ng 

D CUD t ch cone rn 

il 1ith the r l t p pcrs 

e ".ll i th a.st ye 

the old old r to 

f il d n the 

n y o.re d . 

o th ne 

ile , and e 

ye r 

iro or 

r r th 

d c ib d 

t · ear be o hllt :t nd 

po:w.t tl o 

ar o r cord to t \.. eco 'e t r v 

the r' ac ich the fo crly cc pi d for the r cor f the 

y r juot t~rti • 

n ca: b thi t dV!:i i te.ge ~CV t 

rccor .. s :r th c jUG ast in the o f ice ·h::r tl e £:rG 

a: ·1 ble _ r ... urt ..... f r c- h re t tey c be d 

t ill OU hn th 

y offici 11 n 1 +'air rl p 

fro. on yo r ,. ith 

be co pl ct ~10 c f.,.. t r ct·ve d 

t .. n :i.1~ • 
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By h ti ... tll file re 'r ..,f r t.J t cor Cc t r , 

ol doc n i the file~ i t le t two y · r· old, 

he 7oung t is, in 0 .t c eo~ l t one .l ar old. n otnsr 

.ord ht. f les .. o c tran.;;..f l: red v i be in f nct r .Ll s in , 
nm; :> 1 c.c ... i ~L y · 11 lE;O be ho g neou u r' lp .1. record 

hicl1 cm b ra......,f r· d c ily i d ith h ir i ,nti ty ell 

ect bl .... hcd. :i:he d t ils of ho thic ·ran f. .; 
·~c .. 1.:. hcd 

nu '10 id ntity i e blish-..d nd _ alnte.i.ned v·ill e L.,cu~sed 

ne .. 

denti1'ic tion of 

a w s ·en iow .. d e rlier, t! P bi Li ty o:f the ecords Cen r 

to pro id refe cncc 

d vc;ry h vily on t 

rvice on tor r cord cep nd. directly 

pr c1n i enti ic tit'n o..o the r co1:da 

1ch 1 t storec and quelly co - te id ntificat1on o · th:. l{;cation 

of t1 rec~rd.., on o h lv 

Record _ C en r e e.ndu oL it 

reference ervioe , th pro'l 

to the ol o r ti .n. 

• iuc the v r· exi t nc , of th 

il ty +o .t- Vi d quic 1. accu 

o:f id .n ific tion b .cor c ' h r ,y 

c ~ic lly ll records mich w rrant re , rv' ti~n 

' 11 ... h .ve 0 e ort _,f ·"'roup irL . .ntity. hen thP ovcrmrent 

do .s 1 ess it is us1a.lly · n te of certain a nd ... r i' ed 

ope .tions hie ar,. p t r , ny i 0 or e.xa; le , t 

Gover:nrien 0 s n t h '."(? on on .... or t 0 cnployen; it h t OU 

E c! o:f the <:: ploy es ho, · gone throuzh oor:c t iriil· r proc c 

0 

o. 
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to bo hi_ed, j i il r ccordo ·r ep r C ·C • mhcr. 

b l _ ~tly if re t r i o r o n~l fold r th in 

oth r, u they a e ~uf ic·e, tl il r to be id i cS 

record~ n elJ er o 1 old , • 

er ov r nt re o,...dv h v his o ch"\r ct ri ic, 

t 

1 

be lo t ro p of i 1 r r cor are f ilc 

quo c ith 

i 

their 

i tic , hie incl d th 

vent to h·· c th rocord 

ri s r 

ic ... .. 

I-ta.in 

rou or ,... ri 

1 ti gui t don tro n.ot r 

0 o e o the c c 

c f c in · id· 1 r 

n t 1 ... • ction 

r-

OCtu:l.e d b t c record too 1 c , l cntion 

h i:· t r cor. e nt took 1 ce, e., 11 1 pl 

nc e in . :iic he r cord'" · er op ' re u.-..ed 

o detc in the q .encc n hich n p rtieul group f ccords 

f ilod. .o id nti y r .1cu1 r ··ord w. nat:! h oup or 

n-ie i c 1 is "led oh 1 tP. lac in th El u mce of 

·ha.t er! . • 

he . a.re i 0 t b ioh th id ntity of r cord 

ch ill b t i to in ctiv s or e, c un b c arly 

pr ci i_. or er ot o i... ab 1 an lo 01: t 

cau h ·t th t th. rcco a.r ~tore in 

nee es:. to i enti:fy n t 1 tho r o ~ rice · rocor ~ a 

ar . tor , d th y t t , u nee r c a but 0 

to ote h.r in th qucnc t 1 p icu coi c 1 • t r ~ 
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d me "C it d• • The fol1o · ex 

r cords ht b idontified for sto 

ayment Order 

ayment Order 

Personnel oldcr.--Sepnr t d 

oroorin 1 old rs--Jep~r 

loyeE•o 

ployees 

· voked Auto obilc Re~i'tr tiona 

uisitions for Su.pplie 

l ho ho particular 

purpo es . 

l t kez 

1957 

1957 

1958 

1958 

N -0001-n to 
N -5780-D 

1/1/57 to 
31/12/57 

2nd.~cz 

i c 11 eou.s 

yroll 

Anh to Gi 

r:~1a to ghic 

A e b c 'n fro theoe ox ple , e ch group of r cor 

i 1dent1!1 d i t by g n r 1 ri s, th. by other qualities 

hi ch e t abli h tl' o sequence and th-· l li i · ou.r . con id r tion to 

apeci£ic orti n of that ~ ucnce to identify th r cord 

recisely. I n the first pl s, th . aru· rcau.1 t ould b 

obtained by cv raing the ir t and 001d identi ication key • 

second t x ple re r:oro ily ide tif1 d if th ord r 

re ains ne it ut d~ . T in l ·t ·o e:x: :ples oho ·erical 

chronolo ical equoncoa :hie 1 are aolf limi ti _g and ·. hich do not 

n cd a seoon cy to identif the r c rdo accurat ly . In pro.c t1o 

t ere ar y poaaiblc co bination~ , but l~oot 11 of the fall 

into the enor~1 p tt rn eho here. 
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,::;,iornge Loqn.tio - In th-:. oto go of inac-tive record..-J, 

it ia aa svential to know where t h e r cor ds are atored it is 

to lrnow what cords arc stored.... !!' i th r pieec of inf'or tion is 

suf£ioient by itself. !Ca.ken together, howev ~rs they provide an 

al, ost foolproof syetem for storin.c ~ 1ind1:gJ;\ reeorda . 

Tho oin · or lo~at.ion to be identii'iud here is the specific 

meter-long portiou of particular ohelf of a pnrticu_ar records 

~tora~e unit, iithin nc of the roo s ued for t he otor ~o ot 

inactive reco n. Tho process itself is relntively ri -ple and 

can be undo ei ;ier by dro.wi .. 1.g a. plan of the whole records atr.i.rage 

area includill{, al.l of' the recordn stor. ge uni ta . The rooms \·hich 

make u.p the records storage area are then let t,•,red u A",, "B",, "C",, 

t; tC • ., and the r ecords a tor·::J e uni tb v11 thin enoh room ar nrunb ... red 

aonaecutivel.y.. Exhi.bit 1 s ho a plan o a hy ,otheticL-1 records 

at-0:rago area oho\;ing the identif:icatic n of rom~.a ':trld recorda 

stotnge units Frum this plan it i ::. "onsibl-e t;o iden·ify by a 

lett er and a number any records storage unit in the ontir~. u1•ea . 

There remain'3 only to locate the appropritJte box o records 

fro among the 100 or ~ore such boxes hkch a eiugle Wlit will 

hold .. Thi ... ~ La done by lettering t11e shelves t:ron top to botto.:m. 

or :from botto to t p~ -akin .. , oura th t e use "Lh ~ sruu.e yat 'l'j'1 

f:or eeo.h uni\; 1 and n beri...~g the sections into which the vertic · l 

uupports diVide the unit.. ... ibit 2 ~howo a records etorage unit 

approprin~e1y lettered and n bcrod. A aimple letter-n ·her code 

can now be od to identify each of the compn.rtments in whi.ch the 
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r cor box s are stor • he cod con ista of th letter d si -

nation of th h lf and the num rical d signation of the rtic 1 

ection h , 2 identifies th c nter ection of th thir 

sh 1 :fro th bot to in our .x pl , and 
_, 

iOUl id nti y t 

upper ri t-h co part ent. ince ch c partl:l ,nt ould iold 

orJ.y ab t · box s, d th boxc oul b e 1 b 1 0 'th 

xact conten , th idcntif ic ti on h req ire 1 a 

1 ple tter. 

errinra 

he r p ration of i ctive rocor for tor ge n rec or 

c nter .u ... t b an ord rly proc a . If records are ju"t thrown 

into boxe turn d ov :for ... tor .e it rl.11 be l o .. t i possibl 

to !in th n hn h needed . If, on the oth r hr d, 

th :Ciles r pl cod in boxes :ln bo o n ous roup1! a, in proper 

equ nee, nd if record is .. pt of ju. t hich eoor s r put 

in c ch box, it is .. 1 tiv ly 1 pl atter for record c ntcr 

e ployees to 

n doc 

or th record in orderly fashion and loc .te 

u c ly an e iaily u on r qu et . 

que tions f id nti!y· both r cords and tor e locations 

h vc bee di cu 

stor c it i 

d in e rli r ecti 

1::t 0 y t p u.t 

boxes~ idcntif:Y., . th c nt nt of 

• o pre r record for 

i to reco.rd... torag 

box preci cly a d sorib 

c rl1 r . 

0 th t t 

i · fo tio i t n 1 c don th . abel o the 

ex ct cont .n s 

h box is th.n b r d in 

b Imo 

qU IlC • 

wi out op i h box. 
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1hen all of tl .. c recor s to be nt i..o atorn e hav b 

bo .. tl d 1 led , a li ting is e o form si lar to 

Exhibit 3 ho i g th c f each ri of r cor bvi 

tor d, t and th ov; r· 1 11 t· of the roup 

i in the se u ce . Th nt bcr f th b xc ~hi ch cont in 

ch type of reco d are al o entere ·, · reoor t 0 

copies of the 11 ting r $ t t the r c r ii::> cent .r. ne 

copy ot the 11 ting i J> n c:~t th r cor s con - • ·e 

other is i e;d y the peroon u. orir•od ·o rec ivo the records 

an r tur d to th cndi off ic • hero 1 servea record 

of t torials th 0..1.fice a pl<e cd in oto e . 

Records 

service unction, the record center u t ·e abl to loc· e 

o:ny record t any tU.c . I t, ther fore, ~cep c rtuin 

o crati n 1 records ·n ord r to be abl to .uppl r uegted 

records · h o.i.1. i f d l,y. he ollowing r ·cprea t 

the.ii u n ce ary for ffeetiv records center o 

l .. 

tould be filed chro olo ically by o fice. 'h y r r. en' a 

co plate rec rd~ b office, f tho 

center. 

t ri l tor d in t c records 
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2. Loe ·hi is c rd file 1ith p 

c rd tor ch if f rent record cri s lich ia st r l. • • As 

dditional r cord 0 the r r ceiv j 0 

cntere on th c c r t h n 1 c es . 

ibit 4 locator ile c rd on hi ch v ral nt es 

h vc en de .. h loc tor file 1 th pri ry reference tool 

th cor a cent r per onnel hn they c.ro ::mare i for 

rec or to f 111 a r u t . 

3. . cords . A r cor c nter 

opcr tea in t:; .e y y oth r tile roo hen i CO CG 

to pi track of record hi ch re ved fro t e ile 

f'or ua • cctio of t i renort dcali th Cl a e-out 

and o lo d ,~c ·ibe~ th r ce uro to b u ed d t 

r cor to pt. 

rocedur n reoor~s 

c.r r,c iv d f r s orage th f ollowi tep hould b followed 

duri t e pti proce • 

1 . v L t 0 cords cnt to cords 

nter th ctual box s to e ur th,t 11 OX r ccounted 

for and aecondl ' th t 11 ox r-r corr c ly 1 el d . hen 

v ri ic ti on b en co pl t d , on copy of tho Li t is si.5 d 

t .... ac 0 :l t r c , d return d 0 th 

origin ti of ice. 
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2. a to th boxe o recor ~, 

entor tho locati n cod on both th 11 t nd on th~ boxes 

t l s . h loc tion cod on the o en bl i o b 

r pl cod in it co~rect locati n t r i h en t n off 

he belt for re renc~ t rp a . 

; . i ur t t th 

i .. d loc tion cod c ... follo d . 

4 .. oho t o ords 

on th t .. B !or 

e r 1 lr 

c rd, c 

c r i 

r ic 11 

e hou.ld be ta.k 

f il for. th t 

0 

.rticul.:.;r 

c rd ri of r c rd , ro 

lr dy c 1 t , h. n· 

the old c r t s o 

.locatio h r th y G\r 

r c r · 

t is 

• 

rooedure. 

o· 

pr ce ur 

1· 

0 ld 

h o · ce . If 

. ,,roup OJ. recor ho ld nt r d on 

i i n~l ou t ·n a· or th 

p • 

th fol r f o th ori ii ti 

scribed i tl e 

an ollo -· p • 

ollo t G r c r 

ice • 

for 

ction · 

t . 



ili 

nor r 

.uy arc in tul d 

ec ary 0 

i.;h ae · ·1c i 
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Part II 

et ods or Use ·i~h 

· .... kc ull a v· t t the 

i ~ th. O:fJ.. iOe 0 the e 

th 1'11-· . etbo 

or n L ·h 1 

file oabi 

id:">ncy, it ill b 

..., no i U:3C in 

oat 0 0 0 

t of:f'ic s i ·b " ' ... hi c-r1. of the 1· port will 

tt pt to d C.L. b 0 i ... ho hy ~ y re 

cc snr.t·• 

0 the jor , van 0 th ne file ca.bin t ie 

he .a.act i;h t th y ecord 0 e sily acce .... f.lible . It ic 

po"-lsible o file an to "ind record .. c or quickJ.y tl n they 

a e prop rly in lled ill he 0 s r rked 

e :rli r , 0 cv,r he cnbiJ eta U e BO ore floor pace t 

do ·he pre c t c bin t • hi· l.B tr b c u to th 

ep ce occupie by the o bin its f, it ia aJ.no ce e ry to 

allo w r p cc n front of th ca in t o th t t d ~era of 

th c"bin t can op ne t their ful los xte:nt h,n so eon 

ia actually fil e or finding a d cwn~nt . In >lacin, th~ Cf.binet 

in th'"' of ice, it is n.ccei;.J ary to t c thi factor i:uto consider, tion 

0 th t d .... k 

:file cabin 

he si e o 

· d or t bl a :re not interf ,red it . As a 2rdni w ~ 

:requir f re 4 3C i· fr nt of it ct 1 st equal to 

h , c b i n t it l • 
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"odif,ications in, 

Perhap the primp...i-y d ff vrono i:r i'iling techniqu.e will 

ion of he vy c boa ti f oldcra :md bo 

l'ihich ere no us&d o.s cm tainer"* to hold the individ 1 l .... oft 

file 1'older • hen the reeordo t:U"'o tran. forr d to the d awe1'G 

or the now file c inet , the -ilc urawcr itself pr id~s the 

e "cloaurc which oo:r1f'in ~ nn · prote t ... th :fol.dera and itoeps 

th-~ from bci g lo~t. 

Guide c~ ds - Another new tcohrJ.q ue will be the uae of 

~uJ.de C·_1rds, or u ·des u they a:re sort.etimes called. to separate 

grou.pa of f il f olde:ra nio dc;al it one subject from those 

which eal .ith other ubject. Un.der the present sy teI'.i, 

this division is acoompli hcd by tn tie folders o boxeb . 

Guide oards are l•ieces t hea ;J enrdboaru. about the aizf.:. of a 

file folder with a tab sticKi up above the level of tl e to;Js 

o! the foldera .. tit Al of rjor subjects and sub-

iviaions of oubjects ar·e placed o, t eae tabs, and the .uide 

cards are in c.riied ill th fil dra erlJ .. t the appl ... op.riat 

the tabs act ao flags or sign postZJ guiding tho eyes to the 

pnrticular file folders :hich aro ~ought . 

Fi. e old ors - File i1oldera themselves aro somewba. t :modifisd 

fro.in those no in COmlllOn use . hen U$ed in a file dra1er each 

folder must :ve its own tab so th!·t it can be readily id ntifiod . 

A supply of fold?ro of this type ·Hro being provided .i t.h the 
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c bin tc, ut y c o • inpr vio .d by ddinr t~bs to 

cxintin ~older~. . en n folder aro ordered th. odor 

e ouJ.d coify 10 typ s of ~ b de 1 d. T.cy hou.ld e 

r. ~1Jy av~11a l o 1 local . r t . 

ti.on of ·th so an.; ,lli e td 

~old r tabs nus~> it l nee· s .. v some ..,i .... h d 

a~ te of · ~ati o of the file th• i n .r vO 

h ve any aning .. .ile th re r vS 0 ru. e 11 any 

oi" Mhich o d .-o-.. k re"' nr bl ell i i·t ere . con 1 ntly 

follo ed> ~he ~ te n ro i f ir y doly c . · t nd 

u cd 

i ell 

spccia 

1 

2 

repr ~ el. s o.. od '·"'tarting o nt .. ri 

t lished, mo ificati n c b or.ed ut t 

e a • ·1 ply t te , th rule re th f 1 : 

4ab fo.. ri 
fir t 10 ition 

o'f h ... top o 

The tabs for ocndary 
divisions or p i 

ec nd or cente 

OU db 1n 
o left hand 

headings or u 
ould be LTl th 

3. ab n individu 1 fol rs should be in th 
third or ri ht d poai · on. 

Exhibit 5 ~ho ho uid 6 d alders appear en in w1 

in a file d er... It s ould be under too th t ~tho h ubj ., ·t 

tter file is :i.sed in tho illust tion) al:phabe·t1c, n ric, or 

geographic fil can be set p n th e rum er.. A uor d tni 

desc1iption o o· recor organi2ed for ctcr c in f:le draw r3 

ia 1r1cluded i th ~ ction. f Ii$ · eport hich d .al ith the 

c entati n ection t1 J:Tcae ffice . 
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I o ... e cao ive division re us d in plnc .. of the 

thr e u ed in ~his c ample . hreo ivisio 

ier to an 

c u d to olv 

ili , r 1 d r 

only 

to 

rl c 

ko doc 

ed d .. 

to n 

t 

in 

d .. -h 

:fil 

urpo 

d ,ap r r. il 

0 

t od , ia 

y to tic fili i 

vailabl fo.. u they 

0 co ~lish th1 U' o , it is s c s ry to 

y te 

p Ci 

i n r o in t rial fr e :files ~n 1 t _s in · 

th 

I' 

he dop 

houl b 

th f11 

cor or d ow::ent v be n f iled in cc c • ;ri th 

h vo b ·n od .uat ly cros r r:nced, ley 

y to f i h n they r te • It th n n , th 

.o t re uent re on is ·mt t cy v been r,mov r the file 

g ent, for u e by o o 1n h rg iz tion. oo r eco 

oc yond th origin·~ 1 fi ing th oc ref or 

c 1... for syst-. of contro~, oo t t .11 nt ri 1 c 

fr heth r •t 1 in the fil or n uo • uuch 

i die tc t ri · i O!l , ,1i.iO it, h n it 

nit 111 be returned. 

Ther r t. ec top 1 this co trol yE1't;e • 

ccou·t d 

sho ld 

b rr e , 

1 . dlin) the requ cnlli 

l to t h 

for ilcd ma.tcri 1, 

2 . t cr-.:ion or r o ... r ue tit 

it, an 

l1 h terial til .it 1 return to h file • 
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cc 1 d : b ~ e Otl . , by 

e u • be 

r, r by 

th per onal p r co of the per on c ir1 tl e t 

It is .... r r""bl r quo s d n i a n t· d.:rd 

m h no. .le .. ' en or 1 re :t.e t r c .iv d, it 

th 'he on. th to.nd r r uest o 1 o scnti 

n Q;,j ibl .. 

c record 

er t • ould 

conta.1 

r· ed. or 

uplic. tod i t .ard o t an 0 p cco :f l 

it.ring h~ fol o 

l.. cnti 

4. 

b 

:;} . 
ibit 6 ow 

n ai 

o.. n r 

o·t b 

i 

ce '# nd c r .i 1 

t on. 

of_.... ter:i.al r.q ated 

fico of +.he borr er 

t ri is borro d 

..tril" d t b etirne or ollo -up 

r 

or t 

.n r'"' 

t 

r if 

for II 1 

r o r . 

r c rd 

i 

r qu t to 

e e al! 

y, 

i n 

i t d to le v 

• 

d .u t 

r i;)h ul 

t 

l f~l re ., 

f o houl be co 1 ~ed , b o u it is the b 1 or the n xt 

· perso top in th co 1 y te , C the ,t ri l to 

r aue tin it to k h re ponsible for returning it . 
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terial - en teri 1 r u is 

ove fro t e f es an s c t r to th orro r, 

notatio.r1 0 be de in the cxac ilin" loc tion ·ndio t• 

ho th eri 1. ere re . o co ·on ethods of i 

uc not~tion : by out c hie re u ed hen 

o. .r a.r d ro a fold r ·n out fold r 

di vi dual 

ich re 

u e 1h n an entire folder is re ov d . 

Out arda "Out , s '£. a.rdbo d, eft:l' bly 

l. th r 1 1 h rd urf cc. ve a .. ab at to.., 

b 1 0 t i of th e line ru d 

of in 0 : " oc nt te 

Out • rro b·t -, ho c t , • 

r dy for u oc t i .. 0 fro old r., l 

oa·t or i pr r i<!enti y h t t1 

of th 0 t t oc r 

f o d r_. d h t t i 0 r tur e . ut 

i 1 c n ol r t ti e t t t do en 

i r ov d :/hen the doc nt 1 the c rd i 

r ovcd fror::i -h f ld r d re c doc ... ant . ..... 1 e 

dr n t_ 0 t t t r dJ to 0 u 

fh n t d n th line. 

tt t old r f i fol r ,;_th 

" 

e 

b t th t 1 b le °U! II • u. r urf ce of h fold.r is 

ivi e into our ith th f ollo headings: 

e d b ~: 0 1 e , ut , orro r if t u 

n 

• 



hen a whol.e · ldc:r i · borrovrod from +he fi.le • tlle p iI"' .... rin:te 

i.r..:!or:m£ition i uopied from the rt=n1uest form on to he last oven 

line on an out f'·...;lder- and the 'Out o Cler" is inaer ed i~~ the 

file in the po.;i ti n formerly occu.pied b the borro rnd !older. 

:r e dvan.tage in th~--n .... au nou.i folder in.atead of an out t,ard • 

~ hcl. a whole oJ. ;i 01: io borrowe i. :t.O th t it r-trovidcs o torB,ge 

place for new pa.p\;r.s l'l!J..ich ... ~ o..rri.ve w.dle the origi ioldor 

i out 0£ the i'ile-. .uen the origina.l fold"-'r is rcttu"".ac::H. .. .t all 

no zrg_;_tcrial is re ·wed from the ou 'older and . in grutcd into 

th orieinal ~ lder; t1e out folder iu re oved fro the Iile and 

·n original folder itJ put baelr into its pr oper pl c ·• 

A line i 1lr wn through the e.1: try on the 0 0ut oldAr", and 

i "t i road · to 'be Ub e<l aga.in. 

supply of 10u C~rds an "Out olders" shoula be topt 

th .. :front or back of every file dra er so th.a. t th y n.re 

vailablc for c-::>nvenieni.; use . 

!.P!;towi;y~ t1:E .•. :Qorro red ·a.tcrial The nature of he documents 

in file 'trill de~eri ine the .Loneth of tin:e for which it rray be 

borrowed. Highl .. confi lent1el or v luable -a.ter·al should be 

r turned to ~h «il s every night ~ , definite l ngth of time 

hot ld b~ cot as ·the s ta.? d""'rt l<'tm period '.for mat ·ial . ... doh does 

not t Ve to t e aC'k i:n the !'ilea evury nlght .. It i.., thin loa11 

.. eriod w. iCl- a._ term:tn the du.e dt tv , hich i.t~ e1r&t.red on tho ro~uo~t 

ior an the out ear and out .fol h~r..;, _ re~u.1ar c ck uhc.•u.ld be 

r:. de daily to al.re au.re th t charge :;u.t arc in order, a to trac 
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be n out lo r th 

lo er 

t.. i'il .t 

ollo ·-up · 11 r uc 

inpl fcllo 

a,.. ~Y t 

U.lo ·ed to li 

or dif ic t 1. 

1 

J.: 

OS ibiliti 

i lo 

tic a 

the lo ed lo n ,_~riod . 

ro ma 1 c .., t -r 

i.., to loc. ·te . uyst , ic 

f lo • 

u 

.. 
to 

s al 

follo - p 

i'ile bo 

rtl . hol h rd f .sod to q ter· 

ro th f e .. It 'ls :ti+ · d out i th fo y-thr . r.a:ll aide 

c , one or ch o h o:f ye r, tho ot...li .. rs numb r ,d 

ro na o t.i~ty-on • i it 8 io a ho th id card 

loo and hn z-e d in t 'ollo -u > A t rial 

io lo ed !row h £ilea· th r~~u t fer ar il i. the 

·0110 -u 

,, c 

d cal s 

u t 

to let 

il ccordi to u nt . .. 

c for . t ~rial du~ thro.t 

to t'b per on ho orr ' d ·h 

t it r turn d. I , for 

ho. cvor re int ari l fo 

ay chec 

teri 1 to 

# i is d Cid 

itio l lo 

p ~od, th n ua d te ho;l b n th 

f'or the d 

c d . 

c da Af ·Lr 1 follo - p calls r co et ; t 

ould or teri ls ort hie th u t d e ak n 

to tho :f1 es 

ppr pri ,t 011 

t reaueat e rd 

tie chnn,, i.n u hould be o ·he 

c rd nd out :fol r • hen tl:!i h 

should be refiled "'· the follo -.u l cc r i 

to th. n. 

pro i t 

d tro . d 

ue te .. A t ri 1 is r turn d to th il s, h 

re u t c rd i r ov d fr th ollo -up fil nd 

................... the terial b s actu lly b n r c d in the fil 

dr er. 
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Aoout ..,nee avery ·r,reek, n ohec bould be made of u.11 out 

cards and out folders in the files ·o make sure tha hey all 

have eurren due d~ tes . I£ rcy fil re overdae, th follow-up 

filo shou d e oheolted to ee whet.h r the requ.eat ca1·u. .. 1as be&n 

~isfiled or 1s loot, or whe her a new due date has b 1 ~et 

hich waa not po ted o the out car r folder. 

calls should be mad.a l: or all .a1iert..U which still ap J ars 

overdu.e a.ft r tho..:;e choo1rs have been ma.de . 



;nri a o 

-"7-
III 

a . 1 (:01 e t~ n 1y f ic 

ne of ·he 

of il 

jor pur o n ot thia urvey s to le rn h t 

t int · ed th v riouo off1c f the 

id ncy i o- er to ti i te th 

e oved into t e o 

to he diso1 eio of v r 11 ction 

r 1 r t of this re ort, t 

br f s ri of th reco d hol. 

rob e. hich i t r1 

ui ont. In d i ti on 

pp r i th two 

dvie ble to provide 

d :fili o t ·c 1n e ch 

of off ic via t to er 1th ch uu.~e ion mi t 

e t c c 

}O e o t 

ov~r to e e ui ent 

ection de lin,,. ~i 

o r n mo 

peci:f ic o:ffic re v ry 

reau.lt ort .. th r re uc 1 er . he e differ nee r 

of di ere: c th qu nti 01 r oor s on h d an the c p xity 

0 the recorn 

c ion i th t 

h v ttem ted to or~ o 

t th same im il u 

oth r o ice ~hen th 

i 

b e ect1on r& r sc_t 

cone me er viai .. 

pro lo s of t 

t r 0 f ic • In 

o est 

i case , 

to a s ci 'ic ro nd 

o o o nt 

t 

hich y b 

to th n 

i t_ o er in 

J..pfuJ. to 
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n addition to it do i rs de r1 ci , th r o el 

llr au h ju~t und r 6 tr e o ;or onnel fold r in it 

po ion. ·h oe old r ~re no 11 d by typ of loyee 

the 1 alp betic l order cordin to the prop r or given 

n of the e ployc • This i t.i1e lo ical thod to or 

:f'il of thie ty e and w ould r co end that it be r tained 

:ft r th file are ov d into ta.1 ile c bin t • hr c 

cabinet ill be neede to OU all of th raonn 1 ur au' 

record al thou ht hi could probably b reduced he th Recor 

c t r io t up and old per o 1 f ol r ar r. ov di to 1 t . 

h ajor records ge nt in th er onn 1 

r e au p e r to b th cf a.ving 
. or t i on regurdi g 

e ployo rea il., available en t le hon inqu ri 

r ccived._ l .y t 0 0 e tr c r ilea or bo k have 

b u e i 0 olv robl • 

e f 1 th•t th P r on el 0 er ar :f il i the 

n t l ! i t;t ,. y fold r i 1 b i hin . y d 

could b locate bo t s quic 1 .., c rd in o r ile. 

he re u.lt ill be th t t le phone i uiriea 111 be n era bl 

dir ctly fro h pri .ry record t ho t th need or rans-

cri ing the 1 orrn ti on other r cord • .h proces of 

tr scri tion , in addition to b ing ti con u .n , inevitably 

i tro uce cert in t,;lrc nt 0 rror tch avo de if 

original dooum_Ate r u ed for r ere ce . 
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The cl y ure u ppro i intely five tr of records 

hi ch are file by type of e ployee (c dr or non ca r ) n 

th n cc or i to the giv n n Of th loyee . A a 

f .l th t hi 1 the o t lo ical tiling 4e thod for thi t pc 

r cord . ..... us 0 .., t e f ilin ca in t 111 .oaaible 

u ck r d ore accur te cce t th do cu ent • hr ca in t 

should be am 1 to hold th r cord • hi could b r uced to 

t 0 if th ol er r cor er tor th Recor , "'e t r . 
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The cu.rr nt file· of th Interior rvice ahotil f it well 

in o a a1ngle f 11 e bin t . he record of rlor year , hich 

re no ator d in box on o elv a hould be a nt on to e 

r id ncy ecord Ce t r h tich 1 i t p. 
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.Bure.a.ta of aterial 

This Bureau has four major groups of record • (1) Records 

ot liquidated exp .nd1tures, {2) .. ecorda of special e# enditu.re· 

(auto,,obile repairc,, tc .. ), (;) R cor of inventoric of equip

.. ~ent ano. (4) liecorda of dva.nce unds . 

(l) ~he Hecorq.s of' l;igui4a.ie4, Ex72end.itut;es_nr filed in 

boxoa by month and (b11dgot) chapter. They acow ... ulate at the 

rate of about 2 ters a year and are rarely referred to after 

one year. The current years record could bo kept in .ne file 

cabinet. Those of prior yearn ru.~ounting to aot::e 7 aters , should 

be kept on atora.go ahelv~ , 1raferably in the .Presidency Records 

Center. 1 hen the current year's :records a.re put into a file 

c binet , consider tion should be givon to the possibility of 

filina them chronologically by chapter . .ihat is to say ~ Chapt\Jr 

would be the pri ary clasnifica.tion. and d. thin each chapter the 

oequence would b'- cl ronologioal \'111 th ,,uide oa;rd.s ueed to separate 

tl e various onths 1 if this is found neceooaey . 

(2} Speq;e1 ~xpen~!ture. are kept in boxeo by 

type of expenditure . hen ~oYed to a steel file c abi~ct they 

ould occupy about 1/2 of a cabinet . 

{;) Record.e q~ I,nve.q.to~~b ..... 2f ..... uiP:rt.tlnt ' re kept in booko 

on shelves .. Thoy ahou.ld rei:;ain as th y are as they a e not 

susceptible to filing in cabine s in tl.el.r present orz .... 



________ ....._ __________ _... __ are filed in bo.xeu y year. 

agoncy, name of oonnger and number of fund .. They \'JOu.ld fill 

about l i steel file c binete. hen they o.re moved into the ne 

equipment, w uggeet that thoy be filed by fund n b€r, and 

that a card index be 1,rep!>red to provide eroao reference by 

agency and , of" fund manager ... 

Bureau d. 

~he records of t i~ llur~au consist of many small groups 

o! fileo on a variety of subjects such a internal allo ces ,, 

recor a ot ti .... portation , hoepi t::.u fees, correspondence and 

copies of bu ct eeti · tes;lt and roqu.eot~ for relenac of unds ., 

~o active r corde woul · fill leas than <.me oteel file ca.bi.net 

and hould be iled by cubj~ct and th date. h in ctive 

record. , w.b.1.c l afoount to uollie our eters, a ould b kept in 

the R cordo Center record otor·ge ar a r·tner than i office 

spaae. 

Bureau. d•Ordann.ncement 

The records o'f thi.; burc 11 consist o~ (l) Borde we d • 

Emir.tiesion de liandates, (2) Reports on he ""1tua.t1on of 

expendi turei.:) (;;) Ordera of c iiit for reimbur, emen t o over

payment and ( 4) uarterly d legatio.no of credit to aoua-Ordonntcnta . 

If the older, inactive recordn of thcoe types ere kept in the 

Records C .... ntcr the r: tiv0 records could be kept in one teel 

file cabinet . 



h n pl ced in th file c bi , th ri ry cl si ic tio 

ohould be ty of reeord it' in thi cl ssif'ic ti , h ir 

t y e ould be 11 c nolog1ca ly h ourth yp , 

uarterl delegation o credit hould b filed fir by 

provi c n ohr n logic y . 
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..... _ 

:i:h rvic or o ocol s abou 10 or 11 met r of 

u ject er fi bout -half t hich i c r nt 

r cord • r"he other lf co ·ict 0 ld r~ inac·ti recoz·da 

hich could b 1 ced in the u oor 11hen uch t 

b co e ··Vail b • Th re ould occupy t or hroe 

b 11 in p betic or er t el f ilc c in t 

by ubject . A e ile cro · ind .x hould c pre. · . ed 

s 1st in loo ti > n dad r cord • 
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. 1 u rvic' a t r cor · .JiC C e 

olde a 

Ow 200 

fro 19:;5 

large c ·d h c , f lder 

r of r co · , b ut 60 t r 

re y be • er il .. T 

140 m~ er~ r pres auch 1~rge 1 c of reoord t .. 
be ditficalt ~ 1 t i- t il the in 

r 

l 

cabine· o in th prea nt of · o sp"ce of the "ervic .. .ch 

oa:.iine u. d old les t t 0 -t rs, oc thnt 80 or 

t 

cabinet ~uld be n d d ~he o •abin ts ,ollld t o up so . 

50 to 5 cqu e et r ~ offic epae • ~hi n ount 0- sp ce 

doo iot appear be vai bl i th pr sen - office of ti: 

rvicc .. 

sug t th tuc e records b oused ·· n hcl filing 

ul 

un ·tu hich ould < oco - d te ?anY o r cords in c InDJ.ler 

area. o crlptive t,r1al on hi typ o . 111 i"' .. nt will 

be provided upon reque t . 

An ven r tr qui~ nt pr ble· 1 oscd. by larg 

cro· s-i dex c rd 11~ r co 0" t rvicc he CUXT .. t indf:X 

consist s f 1,250 ~000 car s of three ty- s1 

ubj ot or .;_ id ,nt il of re 

g r loc tion fil h.ich o nt 

in exc s of 15 , 000 c ~ds . 
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he c d file re no hou d in .riety of k shif 

equl.p f hioh i oorly au t d o the pu.r ooe .. ot 

of the c r s ro kept in oa.en aro t pt on ~~elve 

in 1 .r e et l or ro d n up ly ca in .. 
~feet vc andl ng o· · a c -·cl fil 0 hi' i qt_i es 

b t r equip t th th t ln u.ae ie le a otiv 0 tions 

could pt l.n ultiple dr " Cf.T.d f i c.bi t • h 

portio ~ t hie i :f'r""qu.e t r is ·ho ild ho d 

1!l l re r tr c b eta if tn y c be ob a.in • 

hi ype 1p .. t, lo CV .r, a. lot or ( p o 

tli . the 1 p c · ..Lil cabi •. ,t • of :ic s Cc i d b 

tiis e ce ~ t ti f t ~1 au.rv 1 ot pp1.. t b 

l g 0 a e hi..., t of t . r tiv 

ri l ty 8 0 il Ul.p . n i bo 

ich equest ... 

r o ic l y t·e Ider c. re r r ov d fr th c bi et 

r trped on heets of p er, P- o ogz· hcd . fhis j b c u1 

b accompli ed UC ore ·a. ily i.t.. older er d ~i 0 

h ld roup of .. to th r or tog phi... .. g ... large .ount ras • 

of retyp could be ~voia. d and ~ou _a be de 

or . quicl .. ly .' nd or c ura l.t l t , ervie i in o t d 

in · ollo i up this ti on, e ould be h y a si t 

i dcsi i ·- 0. it ble h 1 • 
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ice of 

he two in of· ice .r the 

r lo files ll of p. tograpts ot activiti 

of the re id en .. !..h r ... i ... i r tin bi dcr o cu.py 

b ut t o er f ~.el .... p c .. .... h l "ilin ould be 

th OS ap ropri t d ::e : ing t 1c· e recor ~ " er for 

no Chan 0 co ... nd • :£:her 1 , owcv r, pro of ind xi 

theoe fi e for runuy r :f cr nc " ~ i pro bl c· dlc in 

ev~ra r aps th~; lest, e 1 a.a one oi' the liiore 

ffec iv ays o:t doin thi 1 . to ind x ch day's r ort a th y 

r ritt n u.p. Th· ~1 nif ic t i te n tho report rco. 

on t:'Ubject t er card s one or t o lin s # rie ich ino.-ude 

th date of t report in hich tho it appe!\r.d. u.cceeding 

i ter.: on the Stlb ect .t.·oul be t r d on the s c rd . 

ubject h di ... ·ill ·nevi t· bly .. uire .... one odific tion aei the 

· yoter i!', 

dropped ot er 

cover ore report .. .., .. e subjects •ill be 

dded, nn' ch ed i·ghtly to k the· 

.ore clear. :rhi i not n sy job. bu y one 

i th• radio fi1 a m:e to b of v luc . The index c d a "ould be 

i e bo c or dra. ro th vol c de :an • lnde~il 

th currcn r ports pref r bly ~1th e c 

ept in car. 

hould start 

r ports b n tL d hey r r o i d . A ti e per to, 

old r re or .. : hould "lso b ind xe<.u h index 1 .. t_b po t d t 

at le st t · ce k if it iD to functi n at all . 



Admini trative Section 

!he f1lea of tbia section are not very large · can be 

contained in one stoeJ file ca.bi11ot . Tho present cl.a sification 

system should be adequ~te for keepine these records. 

action ............. 

!rhe .ti ~s o.f this section ca. be kept in a a1nglo steel 

file cabinet in folders; one folder per correaponden with 

ru dl. tio. Lal .LoJ.a.ert. U.' ea .he1 the volw. e of pa1.er in c. :folder 

getu too large. 

OollllllWl1 et Section 

Th& newspapers, ptriodicals and vamphlets which constitute 

the re-oor® of this section· aro bE.ult kept in the ·typ of oebi.nct 

now in use in the Section. 



-'3 ... -

( 0 fice Continu ) 

cc ti on 

ubj ct "r f 0 t a.ti Ii 

f he :f! ice r p eoe t one fie 

probJ.e i 0 d ri our tu hr t j,,. 

'~ 0 • \. 

1 e o h ·u.rv y. pr x t 2 t r 0 il pt i 

box.a, lv , n 11 c b:l r n t d 

to s purpo ilin 0 

i oriou y d by t oor q ip nt ~ 

n te 1 c bin ts ouJd h u e h ccord pro rly 

r 0 0 ro th th, oc cnta.tion file .. :rhia n ui .... ent 

ould p Up fer no o h file"', ke ili 

or i p rtant, ak po ibl r or on of h- i. a d 

p it th tro uct·o of or ef ici t nd ffectiv proc dur 

or in 'ini th fil a . "th the ca 1n , cf. ti e reorgani-

z tion of the r oor s iv po 1 l • 

it i n.x to 1 po ibl . 

nc th cabin r av ila. 

hould be ollowc i r or 

c di s n old 

he presc uip t, 

fol o st p 

r cor .., . 

li ti hould b e o' 

no in u e .. :t:hi 

p re in 0 t in LOT 1th r r, bo , jor 

$ 0 th. le , ..;econ y or lerg fold r titleu 

co.._ d col ;J and indi i ll 1 ooft ld r itlc in 

a in th o. lo ln e pl • 
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·I AL Y CL ... ,, . .. " ' .... w •• • ••• ••• Jor b t adi 

1 57 •••• ...... * •• • • • .. . . . • • •• eon ct 
Cl s 

1 5 

a. '"de l 
y e t Offici 1 lin ivid f 1 tit e 

vO t J 

195 .. OR I ~ • • ~ • • • • • • - • ~ • • • • & • • • . .. jor j H.a 1 

idc t } OJU j c 
i nt tin 

re 1 n Gr i a 

ti 

p,... ch"' 

our Individu ld ti l 

rt 

..lOr 1gn ~ 0 t 

c rd in l ea.;] 

T G 

2 . Th re ulti. li 1 should t ox . n d 

d nalyzed o 

( ) el p lo ic·l s J i tl' 

n 'he d 0 0 in llO adde r t y po 

ppro r o.t • 



- 1-

(b) .e rr e u -he i into o t logical equenc 

under the - .njor oubject he dings. hie MJ:Y 1 involv 

.ov 

e 

proc • 

~b- e ding ~ro on 

. y 

If so, th y ~ou.ld b 

y te . ~him rocesn .a al o 

cl ifio~tion hich hould b 

(c) Pr p r fro 

z tion hich ho o 1 

d fol r titles logic 

jor bjcct to not1er. 

L~ ti 

tod "'· to .,he 

e t n ajor ubj ct 

d 

l ¥ 0 ... d 

r su' j ct , ub-h tlin" 

e uenco . 

At this point, it i n oes ary 

to dd nw crical esign tions to the ubject :u .. atter o tline. he 

value of th c b r lie in the f et that the· f cilitato tle 

codi of t ri t be fil d nd gr atly r duce th 1 

re uir d for sorti g and 111 g . Tl a vantages of u.sing UlllCrical 

de ign tion ill b di cu more -~lly in th s ction de 

ith the pro o d _ccdurc for f ilin operations . 

hibit 9 ho. ort1o of' f 11 011tlin 1 th 

numeric d i natio d .. c b en, th ?' ry he di 

re fir t n rd con c tiv l · • h condary d r th n 

n .b r d co tiv·l ithi th li •t of he ri di 

der hie they ar loo t d . ith pri th 

numb ri f cond ry h di t t in th w.1 • Th 

co d ry n bcr is al y ... receded by th n · bcr of the primary 
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he a.di and a y en. divi ua.1 fol r titles re n rd 

c n ecu.tiv 1 thin th s cond ry h .... in und r ic they 

re loc ted. :Lhe ol<.ler nu b r 1 pr c d by .n p ry 

s condary n and p ·e1 .. 

4 .. cards ~ A uid 0 d hould no b r pared 

for ch of h ri ry d s conanry ubj ct h adi • 

.,y ibit 5 0 rtion o th f il OU lin iv 

ould p; ~r on ui c de nnd fold r i .tile r< r . 

• t t org 1-

z tion, ~ no bef or 0 u 

fro their pr ant r st11 l cc · to t' 

c bin t • ould on ace r 0 n , 
o e ubj ct 

p r t t 

ti , 1th ppro ri t uide :n rt d to 

iou 

n. c bi ts n h 

b ~ct , u.ntil 11 r cord 

u nc • 

r in the 

hen r co a r fil d in file c bi t rn er , ~he 

~1di i · 1 ubj c oldor (u uoJ. y oft olde ) r t c nly 

o s no. .L cd v tie fold r re 

r all box other i 11 r contain.r • l. 

t e 11 dr· ~r it el no rovid e .the nc 

co ines b ~ol rs p the ro being lo 

pr ctical b cau. the. n r no o r perf o 

• 

' $ 

ibl 

nioh 

1 is 

ul 

unctio • Th y oul con u e con id r bl .ou t o valu bl 



space in the tile dl"'S.\.er <-.ll.d. im1,ede tho filin.; l roceos. The 

a b~ect matter sep4ration , f'ur~nerl rovid t,;;ld by th box s or 

tied to der ... re Low ncco ~ i he 1 u.id 

6. nee the file outline hn, b .en develop d, 

reviaed, and numb~red, and i in relativel 'inal or e~ (it will 

n.ver be final or perfect bee use it ill have-to b chnn~ed 

from time ~o ti•e to add new oubjeate or delete obsolet€ ones), 

aster Char.t of th.e utline s.hon.J d repared and. hLtn~ on the 

all wher-e it can bo seen by "11 vho work on the files. In 

dd.1 tion, mi ogre. hed copies bon.ld be made availrtble to ea-oh 

... loye ~ho aeH or or s on the :fil""• 1th this fili 

:finding aid al •ays .s.va.il -ble for ready roferenoe, the speed of 

the Ol< .. rks ill .. prove rapic ly, and .ithin a short time they 

will Lave learned and e o:riYed raore of the ne\l. system han tlley 

ever lcnew of the old one. The primary teaching and learning r. id 

will 'be the outline . 

If the outline is very lo.ns, it may be a.dvionble to incl1.1de 

only primary ai secondary headings and nwnbGrs in the ter 

C .. 'al"t which is hung on the \¥all. The :mirneogra.11hed outlines for 

the ind.ividl.1"1 employ :a should be compl ~te ru d inc ude folder 

titles.. '.F"1eoe outlines ,hould Aet 11p o t" t pen and i t 

oorrectiona can be m e hen i.ew toldera are set up- They 

should > is ued in loo e-lea for oo 1.hat revised p be 

iaaued from tin:e to 1;1me wi thou.t ·t e necessity of repri.n.ti:ng the 

whole out llne . 



-44-

7. Review c ntent.; of fcld.e·r~. unc new sy·tc:'.! ot up 

P.nd running \fell, it wouJ.d be advisable to :x·eview ~nd evi:.lua te 

the oontent 1f cuch folder to deterEine nhether; 

(a) Th cont :nt. o:f the folde1· ·re in :J.greeit.e.nt v.it.h. its 

titie on sub-be ding~ 

( b} ..lhe ti le on tib-he d.~ , sho d be o · ""ad to u l'ee 

wivh the .Jontents or to clari.. ro! dXt.mOe to th 

conue • 

(c) ;o;,O e the doc nts in t11e folder belong nor 10'°1ioally 

in a difterent folder. 

( d) The i:older cont ins tao mu.oh · tcrial and elloul be 

sub-divided into tl'!o or more subjects or into · greater 

number of t'oldara of the ea:n, title. For thi Jurpose 

a ready ncasure of whether a iold"'r cont ins too iuch 

material ie the rule that if it is over 2 on~ in thickne -s, 

it is too large and .:;hould be oplit up.. The ueation 

of h thcr to use dif erent subject headings for the 

re ul ta.n.t .folders, or to u.ne the same he,.•diru0 a followed 

by nW!lber, ia one l1ich should be decideQ. by an azay 1 

of contonto o:f the folder. Folders sriou:ld be reviewed 

and divided nen they e ceed 2 c- in thickne~s hether 

or ot all folders are :r vie ed. e..s suggested here . Too 

large n folder cause, difficulties ir1 l.ocat1n0 tl e 

desired doouraent n1thin the fol or. 
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8.. Add new material s r3ter.at.tc.!.l!:l • AJ. ter the files have been 

reorganized and the numbered file outline is available, the 

.:. l"Oble of i i;egrating new · 'te1·iul into the f ile will be 

greatly reduced ., lfhe new material which is developed eacl: day 

should be rc~iewed by a person who l:.nots the activities ~1d work 

of the office ':JOJ.1# A.a he reviewo eac. pio'°e of material ,1e 

...,houldi th.rough reference to the file outline, r a.rk it with 

tho nu""bcr of t he :folder lr ... ·rhieh it i.:-, to be filed . he-1 lle 

comes across material hich does not lo ·ically belong ii. .. an 

existi g folder, he should , ecide u:pcn a nc:T f'oldar title and 

up .n the pri ar a1d ~eco:nda.ry headings under which the new 

material sho1.Al i .10st logically 'fall~ and rri te the new folder 

titl~ a.nu. nu be:r on a ulip of paper . :.i;he slip of paper should 

t .i.en be attached to th .aterial to be filed. in the new folder . 

When all of the ~ ay ' a e~1 irm erial has been revie ~ed and 

coded in t ·a :oanner, it di ould be tu1 .. ned: ove:r:· to tho -file clerks 

for sorting and filing. The file clerks, 4fter arra.ngin the 

material 1._ numerical order, woull.L ile ea.ch item iu the 

appropriate folder . When material requiring a new folder is 

ound , the clerks should set up tho n '\i folder, in ert the 

?J.aterial ~ ana. file '!;he folder in i to proper ple.ce iu the cabinet . 

he slips showing the title and number of new folders should be 

gathered together af·I;c:r- the rln:y 1 s filing has been r ccomplished , 

and used to ake pen ·' nd i1 k chant, es in all of the mi:meographed 

f'ilt ou:tli:n- s .. his can tw t ca.oily be a'1ne by pinning them all 
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to a rou ing slip and cireul tir. it to 11 of t .o neonle · tho 

offic ho av ile outli e • t re orru 1 .roced is 

es1red, 11 t of fol e_ nu b rs an t~tl g c be typed 

n c rbon copi ... to c.c . ld r f u1 u-11 o. i rio 1cally, 

p gee o th · utli .1. ·ch have , :.ar n d 

be r ·- tone"l a c!d e-1 sued r c 

9. ts to orro ri~l 

from the oc ~ tat1 n fil ,hould dled i a ordo.no 

with th procedure out ine in the noction on "Ch r > -out d 

ollo -u 11 P r II o thi repoX"t . 
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L J •, 

~h · Gener 1 ec t ri t h bou~ ?O etcr of rccor Bs 

.o t of :rhich a.re k "Jt ir1 bo.xca ·r n u lv • f he , 'bout 

10 :ccter ..... ar ccer!t, ore or CB cti files , ch could be 

b.o . ~d in 5 or (. Of t nc. c bin ts '.( o r 1 der r "tored 

in fil - J eff _ct, · cor s canto In 

d itio o ... ( \I 0 ctu lly h dl' th c ces ' 
Lich co e tn i e c bin t 0 o. ort or 

anoth n ·ch pc th "" cor u 0 the ca e 0 h c he 

i ncti ·c) y or 1 "' One n c c-e o, b n oettled, it to 

t - fil rooz: Ill i 1 giv n. ?· d fil-d in c u nee 

it th ot er Si:; tl d cu es. car f il is rri._intei ..... d hi ch 

ind xc ca c by .u.bj ect, ll I of r on or p rao s 1... vo v d , 

end loc ti on. 

ie fil r o sys her or vc ' 11 . It i ell 

orgnni ', r l , . d ro 1 00 uick l"e er 0 rvic ' -
on olde · :fil-8. l o, t e f o .o a.ad proc ur 1n 

0 l ere e, ccllexr . So of tl eu ig ell b en over 

1.1 d . th 0 or ti on of ·h r e c. cor 

he or g 0 1 .... ; 1n p :r.ticul ' 
of good c i~ r:U. ht 

ell b ad pt u to ecor~s C nt ~ e . 

:1. ere r only Os r 1.tiv ly inor, sug eat ion hiC!h 0 

c 1 rake or im rov.lnc t i· ope .. on . irst, s ,. oh ~ s 

is eceiv d 1n t office nd a·i 0 sp.cific 

for hand11ng, it hould r ccive he file n ber 1hich ill 
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h ve c..;.ll bro ito ate ce .. Tho ile roo s ould th ,n in rt 

card b ari t i n the c rront ilea to reco ·d to 0 

th ca e si e ' n the ca f old 's ove nt it 

ch g h da r i ·t out of the of ioe In thi v, t here 

!'101.tl be o con·t t control ov.r c c , d i her J"bouts 

ould < 1 y b 0 :n. h~ croes n - c hov.1 o be de 

up t .h ti e th. ca c rd is i: r arod . Th n th c e i 

co pleted an he do sicr 1 s 't to h file roo , e o rd 

ould b r o ed d t1 :file fold r ut in it lac • 

Our occond e tio 1 to reduce ·h. nu ~er o c rs in 

the inde 11 by co bini ref r ncos to th_ s ~ p r on er 

locatio~ on the o e c rd or car • or x ple, under the 

ro ont y te , "f th· ie p r on 'i.s involved 11 ver l case , 

th er 1- card :ror - i f r IC C· • Bis en ir hi tory 

i pre a ov r v ral c en th re 1 0 in ica 011 y 

of th sec h i ol . fl i er eas B. :.i:h i ould 

b l!LOr u t i 1 or d 1 i le 

cs d for i_ic "iv.: u. n bcr of of th 

c in h • t i od, not nl" 0 d 

needed in.fo ti b f o ILOre qaic{ y, but in addi in, the 

index file oul co ile d it on infor tion hich . uld no·t 

oth r 1 b r dily il b .. . 
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:£: r c f i ct ount t OL 25 et rs 

c ... il r El"\i e 13 1 ... bi t , 

ill If' so .e of t ld r 

r r t l.0COr S cnt r he .. it i..; 

t,b ,. n 'oc l C· omewh.t . 

h i t 0 ... c • e a hi,hly co1· idcnti 

na ure nd .erti not e in v ot·il . pco.r 

to be cone· Ji t " ci en r ca c .... :P :pl i .u t. .... 

11 ivi ual , er il tic ... 1 b the 1 .... • 
P·~r o r ca ... c~ .it i e c ra1 r~ arr ppe red 

I; t ' .;; sequ. nee i · ot ar to 

c n inu r r er. .hi'-J ""' to 

h il 1·r fu pr i 7 ey s . The k 0 t.h 

tire file r t ,.. d i , .. e •hie l con .ai,. a th v 

·u ject an.a. 1 ti t l J in l ich 1-

old r fil L.di t" ' .... f i er. 

Th i 1·c d be 

0 0 r t 1 il iv 11 cl ·er n i 

c;;:Q.U !O n ·11 d ace to t .: bor. !he c l.' .... 
' ..L 

r r 0 thi id en ti J th, loe ti 

0 0 0 c t 0 ' re . tho 1 b n 

t e out "de o \#h f r 1 r un rr i t e tt n .on to 

th p.cific j ct tt r of th lo in the dr er. In thi 

a I a ore f ctiv sy te of filin would result ithout 

co ro iaing the confid·cti·l n ture of the 11 s . 
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CA.BINI~T 

At h t:· r:c of nn.r curv Y~ t e f l, ot th ff · ce of the 

,c ... or of [l. ·.not amount d to a.p roxi atoly 25 et r of 

rec }rd.s J plu ti. c rd 1'il in ex ~ io m e ... al , if tr rred 

diroctly to ile c, btn t , ould ill b t .. en 12 a.nd .. o ·binets . 

. her ic not cnou~1 sp ce i h of ic to old i . uch e<_;.uip-

m nt ruid still h v roo ta car y oJ ; e o.~ of tho offic ~ . 

h ref~~ , the fir~t top to b~ t n in o ernizing the files 

0. teof .. 'c GhUldb tordUoet.e;;ol 0 0f!"COrsbr ·OVil 

th o der , n ct·ve ilea to th resi nc .. ecord.., c .1r &. 

oon e i in. opcr tion . 

t pea: 

Tn r in1ng oul be o the f llowi?.a four general 

d 

- Th, are filed by ' ency 
a ·.e eq r c ... ah • be fo1lo.:ed 

·nto the n o bineto • 

. nd · } 
.hculd 

Th ~c r .coJ"do;;i 
\; f il a. 1n tl 

no· 
, order 

Oriin ry ' f :1.ra (Co pl ~ e,1) - It ia these recor-ds hich 
11 bo .o t rcdac ... q · i ty . old -~ ·ec rda 

a.re transfe red to th Rec rds Cent .... r . 1hen th 
r in er are pt i~t c int , t e pr sent o uo.r.i~ation 
o the ilea nuld be • 

on_idcnti~l Aff ir 
subj ct ' - to1· 
n r· cal y . 

are .in- rcal1 ty a. 
t .. ~Y ar filed 

new in u e uorks 
t'1e ch e 

cabinet ) ..,n e u:od.ificati o t . syste 
rel ... uu r r 
to . od on1 f il 
woulu appear 
d i cussed in 

ob dusi~~ble . he e &o if"c~·ion~ re. 
tail in tht) follo ·inp• p rngra a . 
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~ilG oldero in t~e Conf'dcntisl Affairs file and now 

id.cntified y s t ·o ... p"!.?'t numb r cm si ·ti.. r:r of tbe n b ·r f tl e 

l f'll" ~e j .ie~vy-covered fold "I' 11 •/lh.i.ci i ... i f'iledi> fo:lo vti. by e. 

slash (/) an the nurabt1r v1hich 1nd1 a. l':'""'"' the inui vidt:.c:tl folder' 

pon..:tion in t e :.,.f, trn11ce within the larg folder. or exenple, 

21/l 7 would i .entif;y folder n1.u;.her J 7 i tllir. largo fold •1 number 

21. T .• is ayf. te. , while it io ·fftis ·nct,·ry for us th reJent 

equ=Lpmen.. s ioulcl 1:1!; roi'lificd \:hen he fil .. -s ar o ed to the 

new otee~ c bi t • 

T in i oubject er file, and in ,pr:i nc iple it hould 

be n:ni11tai'l'l d :.".: a aubject at er file sucri as tt.e o..:~e outlined 

ntatio 

.... oct.:ton of re · Of:f' ce. fowev r, i view of th eor fidential 

i1!)turo of th a tc1~1c.l s.r.:.d th, ff.ct th t it hrie u.:p t thi.., tir ~ 

b en '1 ~ r> v ,. s a nt , ric tile, 1 t 10 probably b tter to retain 

1 to n • . rio organization, but 1..>Jith th.0 followtx1g lLinor m <iifice.tio .. o s 

1.. Len the current f iles ·:1r 
sbouJ..d rt. tain t 1oir . ;·ee ~ 
folders should of cout.'Be ba 
ide1ti.y1llg modia. i e 
Ill in rceoor1 . c no chru gin 
files is that .i.. t \ ould. b1J: 
rnak · the noces · chm 

ca.bin. , ·tm .. y 
he lleavy 
U:.aee as 

u.i c c~.r .., ,. :;he 
bers exi_ti.n,e 

st im oaaible Jvb to 
c~rd 1 d x til • 

2 . s new files are dovelopad they should b · numbered 
con .~cu.ti vel i tn u reg · or ... u.c ' thin B , ... F..r · 
:fold ~r nu .b r, r dra:~.cl"' l umb r . It is h ier to 
t lo and find thin s ill a cont nuing r1wn .... r1c. l '"equc ce 
than it is i.n , broken so .. uence such as t rt now in 11oe , 
In · ddi ,ion, it is uch e sicr o discover w er 1'ol<l rs 

e ov. - of + ., f.·· 1€:0 01· • iatile1 if the • quencc io 
contim.1ous ,. 



; . 

4. 
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e e cnr 1 dcx fil hotld b continue • 
if rence in type of numb r u ed to id nt y 

should n.t af ·ect ito aper t t .11 . 

o er 
20 or 

e l.ll 
car· 

T c 
olders 
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