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“ Plat-file” system of Record keeping.

Issning certain instructions for arranging files under the ——.




ated 11 h S?:ptgmber 1896.

imajliig}ement'of papers should be observed in the flat-file

The not_a for orders or the draft order if on a separate sheet. If the
is based on a note for orders the draft will be placed first and the

¥

~The current or currents chronologically, that is, the ome of the

est or oldest date on the top. Each current should be preceded by its

es arranged chronologically which should in their turn be preceded by the

sheet of the current. When there are no enclosures the docket sheet

d be on the top of the current. In the event of anote for orders which has

circulated resulting in a reference, the note and draft reference will follow the

t to which they relate and precede the current which is a reply to therefer-

e. The subsequent note for orders or draft will take its place at the head of

, file when sent in circulation. When the Secretary orders a reference to issue

note for orders before the file is circulated, the place of the reference is

een the current on which it issued and that which is a reply to it. The place

he note for orders will depend on the circumstances of the case. When,

10wever, the note for orders or the reference is written on the docket sheet of a

rrent it will not affect the rule that the docket sheet should always precede its

rent.

 Third. —The put-up papers. The arrangement of these will be the reverse

that of the currents. ‘I'hat of the latest or newest date will invariably be placed

‘at the top, and that of the earliest or oldest date at the bottom. All papers will
face upwards.

If the draft order is of a routine nature it will be entered on the docket
‘current of the earliest date, so that it will be at the top of the file and can
ead without the file being disturbed.

3. When originals of G. O.’s, whether printed or manuscript, which have not

onverted to flat-files have to be put up with a file for-reference, they should

pened out, the brown paper docket sheet reversed and placed on the top, and

e whole tagged or stitched together through the left hand top corner. The
h should be used whether the papers are tagged or stitched.

N.B—Even in these cases the sheet on which the abstract of the current or
currents contained in an old G. O. is written should be turned and placed in front
£ the current, unless any portion of the current or the draft disposal is written
onit. In other respects the arrangement will be as at present. This rule will
govern the arrangement of flat-file G. O.s before they are placed in the records.

4. When a spare copy of a G.0, printed according to the old system is put
, the last sheet, on which the abstract is printed, should be removed, turned
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e draft order if on a separate sheet. If the
or orders the draft will be placed first and the

rrents chronologically, that is, the one of the

e top. Bach current should be preceded by its

ally which should in their turn be preceded by the

When there are no enclosures the dccket sheet

rrent. In the event of a note for orders which has

_ reference, the note and draft reference will follow the
late and precede the current which is a reply to the refer-
1ient note for orders or draft will take its place at the head of
rculation. When the Secretary orders a reference to issue

rs before the file is circulated, the place of the reference is
ent on which it issued and that which is a reply to it. The place
ers will depend on the circumstances of the case. When,
r orders or the reference is written on the docket sheet of a

'~pu,t;up papers. Thé arrangement of these will be the reverse
rrents. That of the latest or newest date will invariably be placed
that of the earliest or oldest date at the hottom. All papers will

en originals of G. O.’s, whether printed or maunuscript, which have not
 to flat-files have to be put up with a file for reference, they should
 brown paper docket sheet reversed and placed on the top, and

“or stitched together through the left hand top corner. The

: £

used whether the papers are tagged or stitched.

en in these cases the sheet on which the abstract of the current or

ined in an old G. O. is written should be turned and placed in front

ent, unless any portion of the current or the draft disposal is written

. other respects the arrangement will be as at present. This rule will
e arrangement of flat-file G. O.s before they are placed in the records.

\en a spare copy of a G.O. printed according to the old system is put
sheet, on which the abstract is printed, should be removed, turned
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1 or stitched through the left hand

and placed on the top of the G.U. (‘LIU} L:iu‘jw(
is has pm‘.nm on th

corner. If, however, the sheet on which the abstract
he order it should not be removed but the G.0.

f

other side of it a portion of t
D:])‘{TF C"}’l"s w_f orders

should be placed in the file with the abstract uppermost.
should not be tagged or stitched together, each should be put up separately.

5. Books should be placed on the top of the note for orders or the draft
rder. either inside or outside the flaps, so that they can be easily removed from
the file. If a printed report, or other book of foolscap siza, is put up 1t should be
laced at the bottom of the file instead of a board.

(True Extract.)

J. F. PRICE,

Chief Secretariy.

i




	G_O_NO_27190001-0002
	G_O_NO_27190003-0004
	G_O_NO_27190005-0006
	G_O_NO_27190007-0008
	G_O_NO_27190009-0010
	G_O_NO_27190011-0012

