SECTION 1

FILING SYSTEM
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FTLING SYSTEMS
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mmlv referred to and retrieved when needed. Every unit should have one filing system.
In anideal world the whole of the Armed Forees would be on the same filing system,
however financial restrictions prevent this happening at the moment. However if
possible a Brigade and its Battalions should attempt to have the same system throughout.

2. The most common filing system within the forees is the J1, 02, 33 and 4 system.
All liling is centred round the *GOLPEN RULE’ of one file, one subject.

3, Wiy do we file
n To keep the office neat and tidy
. To avoid deterioration of documents.
C. To retrieve document speedily.
1 To be able to answer o queries quickly.
4. Siethods of Gitiag: There are four main methods of iling, theke are:
i, Subject filing — lile by subject.
b. Chronaclogical filing — date.
3 Numerical iling — number.
5 d. Alphabetical filing - alphabets.
3 Mail handling: All correspondences coming into the unit should be booked in

cach moring by the Chiel Cleek 18 quickly as possible, The mail booking in book
should be formatted as per the example at Annex 'B’. You will note that each page is
reserved tor each day:

0. Unit date stamyp: Once the correspondence is registered, it should be stamped

anck dned. Placing the stamp on each letter records for future reference, the date of
receipl ol letter,

7 z\ circulation sheet is then 1o be stapled to it, a copy of which, is at Amnex
Once the mail is booked in each of the correspondence is to be given a file wlercnw

he tile reference that you allocate is to be entered in the fifth column of the booking i
hool.

. Viest sighi fite: All correspondence is 1o be placed in o first sieht file. The first
sight lile is used to get the mail to the responsible olticer as quick as possible. usually the
Adjt, without the delay of entering all the letiers and signals onto individual files. 1t is
the resnonsibility of the officer to indicate what action is required an by whom on cach
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Boer vt o the Chiel Clerk the Diest sight tile is to be dismantled aand exch
Betten aaprial place on the retevant lile and given to the person indicaied to seex it

n Folio numbering: A Folio number 15 the number rating on each corr espondence
on the bt land cormer in red as they are physically filed. The first {olio number on a
e wounld start from * 17 and so on.

10 Plagging: This has been toppled by the first sight slip.  However, llags are small

slips ol paper, usually printed “Action” on one end and *Information’ on the other. They

are printed to the top of relevant folio so that they protrude beyond the top eclge ol the

lile, being visible even when the file is closed. [t should be placed on all cor respondence

from ouwiside units. When all required actions have been completed. these 1Iags are 1o be

removed Files should never be returned 1o the liling cabinets with 1lags on them. -

Hl, ross eeference: As correspondences are normally filled in the order in which

they are produced/recetved, those dealing with particular aspeets may not alvways be -
logether. This makes it necessary o cross reference the correspondence to nake cach

letter easily recognisable as being part of a particular aspect.

12, Further correspondence would similarly be cross-relerenced 1o earlier letters,

wiiieh i return, would be forwarded referenced to new correspondente. This would

ensure Lhal regardless of which of the letter is referred to, it woukd have listed, under its s
folio numbers ol all earlier letters in the file dealing with particular aspect of” the subject.

13.  The two most commonly used cross-referencing are: =

a8 T — Bar Method. Fug.
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b, Balloon Method: The basic principles of this system are the same as

T-Bar methods. The main dilterence is that only previous connected letters are
Are cross-referenced, there is no forward reference. E.g.

14, Opening a new file: It might become necessary 1o open a new lile. Belore
doing so, the file list should be checked to ensure there is no suitable file already in
existence. The Chiel Clerk would normally decide whether it is necessary.

15. When a new file is opened, ensure that its details are added o the lile lists,
Seleel anew file cover, ensuring that the colour is ditferent from those used for
confidential and above. Neatly record in the boxes the new file number, litle, volume



v vt b e and the abatecshowang, when the file was opened. E.g. ol a file
PP TTTIN RN BRI WY TTTEENY K UV § FTESS [HTRTY (R

I Stovape  Piles are usually kept in 4 drawer filing cabinets in numericul
e Whenetimnmyg hiles to their respective cabinets care should be taken to ensure
it e e placed i the correct place.

|/ Iiles should, where practicable, be kept under lock and key when not in use.
Whene the file contains correspondence bearing descriptors, this 1s mandatory.

I8 Before returning files to their cabinets they should be checked to enswre:
) There is no ontstanding action
h Achon/into flaes have been removerd
. 131° action has been entered in the BI* diary.
d. Necessary repairs are done to keep the file in good uxdgr

BOORING INJOUT SYSTEM

19. 1t is important that the location of files is known at all times. There are a number
of reasons for this, not the least of which is, that by being able to locate files as and when
ihey are required, the filing of correspondence can be carried out quickly this improving
the efticiency of the system.

20), There is no set ol system for booking files infoul and indecd many units do not
record the movement of their files. If the maintenance of filing system were your
responsibility, it would be wise to maintain some form of booking infoul system for files.

21 Should a system be employed it need only the title, number of the [ile, the date it
wias taken out/returned, and to whom it was issued. These details may be keptina SO
Book o7 on a card system.  The choice of method 1s mvariably the Chief Clerk’s.

RIRING FORWARD SYSTEM

22. [t may be necessary to refer to particular com:qpondcnce at a future date to
enable action 1o be taken, or simply to refresh some one's memory. For example:
A letter has been written asking another unit to forward some documents by a specific

date. 1t would be necessary to bring forward the file on a cerlain date to cheek that the
replies have been received or action taken,

23, A typical BF sequence is:
i The CO decides that he wishes to see folio 24 of file AFPC/1000 at a

future date (e.g. 20 Oct 03). He will indicate this by writing on the circulation
sheet or either on the file, i.e. 24 10 CO on 20 Oct 03 or similar words.

. The Chief Clerk would then enter those details into the BF diar y. Il'no

ather action was required at this stage; the filing clerk would remove the action
[Tags and return the file to its storage place.

R The BF diary, which should be consulted at the start of exch working day
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will ultimately be consulted on 20 Oct 03, and the entry noted. “I'he appropriate
file is obtained. Folio 24 flagged up and the file passed to the CO, who will take
the necessary action in aecordance with the folio. The entry in the diary would
(ther be lined through.

21BN/A00]
21BN/A002
2N/ 1003
2TEN/1004
21BN/1008
2IBN/1006
21BN/A1007
21BN/1008

2IBN1010
ZLBN 10T

21BNA1020

2IBNAOS0

21BN/T040

21NST050

21BN/ 1060
2IBN/06)
21BN/062
2IBNA063

Ji - ADMINISTRATION AND PERSONNIY,

LA ll’*ﬂ""‘p \-'-'an

Gieneral

Stall List'Telephone Lists
Welcome/Farewell/Congratulations Messages
Personality Briels

File Lists/Distribution Lists

Standing Orders/Instructions/SOPs

PPart One Orders

Unit Clerical Guide

TOARDS OF INQUIRY

General/Policy
Absence Without Leave

CIVILIAN MATTERS

General Policy

COMIMAND AND ORGANISATION
General policy

COMMUSSIONS

General Policy '
CONFERENCES

Cienereal

CUONPIBENTIAL R0PORTS

Cienerul 'olicy

Olficers

Suldiers
Civilians



21U a0
21Br 1071
20881072
20Br 1073

BN RN TR RN
- 21BN/1082
2IBN/1083

21BEN/1090
21BN/1091
21BN/1092
21BN/1093
21BN/1094
21N/1095

21BN/ 100
2IBN/1101
21BN/1102
21BN/1103
2IBN/1104
2Z1BN/1100

21BN/1110
21BN/111

21BNA1120
2IRN/TI21

218M/1130

2IBN/1140

DEANTHS AND BURIALS

Cieneral/PPolicy
O lcers
Soldiers
Civilians

PISCHARGES

wenerai/Policy

Rl &

Soldiers
Civilians-Retirement

BISTIPLINE

General/Policy
Officers
Soldiers.

Court Martial
AWOL
Civilian Staft

DBOCUMENTATION
Generul Policy
Officers

Soldiers

Part Two Orders

Enlistments
Civilian Staff- Part Three Orders

DUYTIES

General/Policy
AlPC

ENTERTAINMENT

General
Entertainment Fund/Committee

FORECAST OF EVENTS
CGieneral

HEALTH AND SAFETY
General/Policy



2ZIBN/1150
2IBN/LIST
2IBN/1152

21BN/ 1160
21BN/ 1161

21BN/TIT70
2HBN/ 1171
21BN/1172
© 21BN 1173

2LEN/1180

21BN/1190
21BN/1191
21BN/1192

21BN/1200
21 BN/120])
21BN/1202
21BN/1203
21BN/1204
_2UBN/1205
21BN/1206

2IBN/A210
21BN/1211
2IBN/1212
21BN/A213

HONOURS AND AWARDS

General/Policy
Military
Civilian

INSFEOTIONS

General/Policy
ALPC Inspeciion Team

LAV,

General/Policy
Hohdays
Military
Civilians

MEDICAL/DENTAL
General/Policy
MESSKES

General/l’olicy
Olficers
Sgts/Ors

PAYV AND ALLOWANCES

General/Policy
Officers

ORs

Allowances
Pensions/Gratuity
Allotments/Banking
Civilians

POSTINGS/ATTACHMENTS
General/Policy
Officers

Soldiers
Civilinns
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21BNA1220
21BN/1221
21BN/1222
2IBN/1223
2IBN/1224
21BN/1225

21BN/1230

218N/1231

21BN/1240

21BN/1250
21BN/1251

2113N/1260
21BN/1261

2118N/1270

213N/1280
2113N/1281

21EN/2000
21HEN2001

PROMGOGTIONS/APPOINTMENTS
General/Policy

Promotion Board

Ollicers

Ors

Appointments
Civilians

PRLTY 1Y 1 L 19 1f PR E IO

General
Media Ops

HELIGION
General/Policy
RETURNS

General/Policy
Strength Returns

TRANSI'ORT

General/Policy
Transport request

VISITS
General/Policy
WELFARE/CHARITIES

General/Policy
Charities

J2 - INTELLIGENCE AND SECURITY

INTELLIGENCE

General/Policy
Fisu
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2IBN'3010
2IBN/3011
21BN/3012
2IBN/3013
21BN/3014
21BN/30135
21BN/3016
Z1BN/3016

21BN/3020
21BN3021

21BN/A3030

21RMN/3040
21BN/04

21RN/3050
21BN/3051

21IN/AS060
21HN/3061
21 EN/A3062

SECURETY

Cieneral/Policy

JI3 - OPERATIONS AND TRAINING

COMMUNICATIONS

Genera/Policy
l'-fﬁcl\hnm JFRaw

Pacial

COURSES

General/Policy

AFTC

Education

Clerical

Chief Clerks Courses

Local courses for the Military
Overseas courses for Military
Civilian Staff Course

ESTABLISHMENT

General/Policy
Iistablishment Tables

EXERCISES
General/Policy
INFORMATION TECHNOLOGY

General/Policy
Computers — General

OPERATIONS

General/Policy
Ops Orders

SPORY
General/PPolicy

Competitions
Adventure Training



TRAINING

21BN/3070 General/Policy
2IBN/3071 Officers

20383072 Ohrs

21BN/3073 Training Direclives
21BN3074 SAAM

21BN/3075 AFTC General matters
21BN 3076 I:ducation

24 = STORES AND EQUIPMENT

ACCOMODATION
2113M/4000 Gieneral
21BNMO0T Move of AFPC
ZIANAOO2 Housing

ARMS AND AMMUNITIONS

21884010 General/Policy
EQIPMENT
21BNA020 General/Policy
21BMA02] Clothing
21BMN/M022 Vehicle
21BN/MA023 Oflice Equipment (not incl computers)
21BN/4024 Office Fumiture
21BN/M4025 Photocopier
RATIONS
21BN/MAO50 General/Policy
STATIONERY
21BNA040 General/Policy
21BN/M404 1 Stationery Demand
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ANNEX BTO FILING SYSTEM

LAYOUT OF AMAIL BOOKING IN BOOK

(et REFOFLTR | DATE OF UNIT | SUBJECT OF FILE REF

VD 170 | |




ANNEX CTO PILING SYSTEM

|

AN EXAMPLEGFA CIRCULATION SHEET FOR A¥PC

| FIRST SIGHT

Lo

©JACT | INFO_[SIGN | DATE |

IMATT Advisor

pALS

Adijt

OC rROS

OC EDY

L.

OM

1" Base/Postings

Unit REM

VWO

b Clk

Cashier

Banking

Civ Adin

COMMENTS:

{ile Number

1
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ANNEX D TO FILING SYSTEM

EXAMPLE OF A FOLIO SHEYT

Folio | Unit Letier Kvom Date of File Refereace Subjeet of Letler
| No_ | Letter of Leiter
’ b= | .
¥
> |
|
12




