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A FILING SYSTm 

FOR THE 

00 fY SUl'ERlllTE mmr OF SCHOOL 

CHAP1'ER l 
Ill'l'ROD\YC!ION 

Purpose of Study 

1 

A pra.otioal and efficient :fili aystea ia noeded 1n the otticea 

of the oounty superintendent ot the county auperintondent of aohools 1n 

the oountiea 1n Oklahoma.. At the preaent time suoh o1'f io1als have no 

-aocurat.e ~hod by •hiob to find data that have been filQd recently• and 

aore eapeoially thoae filed in dooumenta in previous years . A prelimin• 

ary survey of twelve counties shows that C-~k County is a typical case 

for use in this study. 

Vuious types of teri&la have to be considered during the fi•cal 

year·. they include accredit.ing of &ohoola• bulletins. incoming letten 

and C&!'bon oopiea of correspondence. county contests. emuneration 0£ 

.children* .tinancial estimates. inventori•a. not.t1ona on psrsonal and 

tel•phon• lnquiriea • separate aohool.a • atatiatioal reports• tests and 

teaohen oontracta.. The scope of matter waa ao great that the oantents 

or over so.ooo sheets of busineaa siz• paper W8N considered during the 

sohool year 1936--37 1n Creek County~ Oklahoma. To file the materiala and 

locate quiekly certain docwnent& again when needed present oftioe probl._ 

for the oounty otf ioials. 

Thia work is an experimental study .in the handl~ of docnune:ntary 

mt.t-tl!"ie.la in the office or the c01mty superintendent -or schools in CrNk 



County• !he pirpoae of the study ia s 

1 . To arrive at the most e tiafactory l'"ooedure in :filing aateriala 1n 

th county superintendent•• office. 

2. !o faeilitate the filing of mat•rb.J.a .tor permanan.cy of data. durability 

or materials us:ect. econo~ of space. aoonsability. and epeed in looa.ting 

and repOJ'tint~ the deaired inf'Ol"l:3Atian. 

3. to oluaity material.a into gr011pa., then code and orosa-reterenc• the 

grcups s~oh that the novice oa.n f'ile the :teriala in the righ_t place and 

quickly find 0:ertain needed infcmaat1cm., 

4 .. 1'0 point out a aatiafaotory proceduN for bindinr; OOJ"l"Npondenoe and 

reoorda for permanent use •. 

5. To prOD1.ote a more un1£0l"Dl .filing ays:t or record.a in the reapeo'tifl 

otf1cee of the 00W1ty auperintendentu in relation to the State Department 

of Education. 

Oatline of Plan of Study 

1.'ho plan of' 1tudy 1•• 

1. To pneat the problem of the filing ot matel"iala 1n the ~ounty 

superintendent•, office. 

2. To deaoribe a oaae study of phyaio.al equipment • 
• 

s. To prepare a fa•ial outline, of teJ>ials u a guide 1n filing abcut 

so.ooo doettments .in a year•s t:ble . 

4. 'lo use the trial Olltline 0£ materials • l'd.th gcw~ aid in the 

7/or)cs Progress Administration project. in order to clae ,1.ty the document• 

pNtaerv.ecl OT8l" • period of' thirty years. 

6.. To arrive at a workable plan for coordinatin- of dooumentaroy ateriala 

and optifl!UJll equipment .. 



CH...\PTmt II 

lffifflOD OF R&,EAROH 

Analysis of Probl81ll 1n Ottiee of Creek Crunty 

The oamty superintendent in Creek County ie an elective o£fio1al., 

oomine; ~o the off'ioe,. inttrio.bly- without s oifio trainin"' for the posi­

tion. A majority of the euperintendents held office only o yeus,. 1!fh1le 

only one oooupied the office longer than tour yoara. Sinoe the .superin• 

te.ndent •a many ac:bn1nistra.tiv,e, duties did not pel"'mit him te do the etenographio 

work and tile the mato!'i.a.la • he • ther.f ore• a,eleoted an aa iatant -or deputy 

to perform such work. ?he deputy was a otenographer-. with little or no 

teaching aperienc and training 1n the olaaaification of the pl"'Obl_. in• 

volved in the office. reover e. new depity was habitually appointed by 

the 1noom1n0 county superintendent. Fram one to twr individuals e<toupicd 

the deputy•• poa1t1.on dur .. the tellUN o-f office or each supe-ruitendent. 

they leam.ed usually from eight to twelvo months a.head or tilne that they 

Wit~ leaving the otfiee. 

1'h1t superintendent and d6fAlty, therefore_. :filed the materials promi•• 

ooualy on shelvn. in pigian holea. desk and oabinet dJoa1rere., boxee . cks. 

steel safea,, and in foldeH in :regular !'iH.n6 cabine1*. Old re:oo:Nla were 

stored in the county auperintendentta office., the e.01.mty treaaurer •·a vault, 

the .county olen:•a office. camty jail. and even in the ·Cwnty oommiaaioner1a 

D!M'lhinery barn. 

o definite prooedur-e waa followed in the filing of the material.a. A 

s 11 amount e 1n alphabetical <3rdet"J w '!.ile the greater nwus of matel"iala 

was mixed nthout regard to eottti8pondenoe group. and year olat1sification 



containing no labels• contents• index, and no oroaa-referenoe. The lulc 

0£ or4-rly cla.aa.ifica-tlo.n required mch t e and wo""tty for the offioiala 

to aearoh for needed information. Uaually tho depgty had to be preaent 

to aecure the needed data, and the novice had no~ ot finding quickly 

what he desired .. 

Thea• were the eonditicma nth w ioh the author was contronted: when 

he oooeme deputy county :superintendent of sohoola of Croelt OOUnty in 

JamHu7,. 1936. The ~ diftioul ties coountered to -aeouNt speed, a.couraay. 

and etfioienty oaue-ed him to aeek !.mprovem.ent in the otnce filing system .. 

Que,tiana er,e e at oncfJ' in regard to order and to olauifying the ~ten.ab 

into groupe £or fil1U 0 . , Sh~ld alphabetical order., ohr<>nologioal order, 

thought con~e-nt. achool di triot. or ~ -other or-des- oi- ccmbi!Jatioo b4t 

followed .ta the t'iling procedure? Could th ma.teri&le be pl ced into eon• 

'Nni.e:nt groupa "l Should the teriah be me.de aooeasable by bein5 filed 

111, t'oldere in t111n,g eabill.eta, or be rec-0I"ded in blank books, or be i'iled 

and bound by !1$cal years, or be placed iD aeounulative record booka T 

ere should certain speoi£1o information be plac.ed 1n. the groups? For 

e~ple. the teaohet'II' persctmel report might be f'iled u er peramnel• 

or rer,or1.s. or t eaohera, or state department. Te.a.ohen oertit'ioa.tea could 

be recorded 11\ a. blank book. Certain reports l 1ke the enumeration and 

remmel could be filed in an UOW!lllative 118!Ulel"J while oarbOll Coplea 

e.mi general correspondence could be ound by tiaoal years . ·1th the idea 

of eeoul'ing as i•tance tor a convenient filing systemJ inquiry waa made 

in the o.f'tioe of other county supel"intendents . 



Analyais of the Problem in the Offices 
ot 

Other Cotmty Superintendents 

5 

A letter was sent to over 50 per cent of' the deputy county superin­

tende.nta in Oklahoma tor information relative to their procedure in filing. 

Conferenoea weN held with fifteen o~nty euperin:tendente an the problea ... 

Inquiry wu also made in person before the whole grw ueenibled at the 

deputy ocxmty auperintendenta" aection of the OklahOIII& Education Aaaociatian 

in 19SS and a.gain 1n 1937. 5o definite._ a cif1c procedure a :found. 

A visit was t !l1 made penor:ia1ly t.o the county superintendent •a ot'flce 

in •lnen counties 1n C'«'ltral Okla.hem&. The 00W1ti1Hl included C&nadian., 

Ge.dield., Kingfisher. Lincoln.- Logan,. o'ble. Oklah~. Ok:slgee. Pawn .. , 

Payne. and 'fulsa. The off ice were •:x:a,uned on orgalliz i.on of ·tiling, 

content•,. eonta1nen. and aceeeaibilit,y. All oi"tiolals reported uneatu .. 

factory films aystema. l-0 one da:t'inito sys:t or elaaaiftee.ti,an -.a used. 

All filed to a limit d extent. in e.lphabet1cal order. with an attempt at 

· au.ping the :maten.ala by thouf)tt ool'l.tent. two o.t'fiCM alao .had saae. materials 

.tiled by school district ntmlbera. !here wore no ord•rly gr~pa. no coo.tent 

or iindu.. end no .croaa-rei'erena. of 1naterials. ~ the old nYearbook" 

1'h1oh .,°'1ta~ed mob copied ds.~. is n lon0 or popular es reoord_. sinoe 

mmdNda iJ.f earbon ooples or de.ta Jlllat now be kept on ti.le. LOoae mate.rials 

had not been bwn.d,. 

The more or leas haphazard prooedtlNJ of f1lin& wae wasteful of materials 

and tune.. tack of unU'ormity in tho suo 01 .. ~per f or reports and p<>CU:-

.tillill!~ habits h-a.d i"avtged •. and in a.ny instances destroyed, the duT&bUity 



and value of many records. Many of the she.eta• vnry 

become old ud brittle. Tlu,a•• thorefont. had to be patched or have new 

certified copies no.de . They were oftentimes folded and tiled iJl enve.-lop.a, 

got damp and molded., ev$n mou e-eaten., or a ;:,t.in were stored Yery a11111ar 

to rGC<U"dl! 1n CN.Jek County. 

Filing spaee an,. filin.; cabinets ~ inadequate. Taey wer"e large­

ly 0£ old design,. M.c-h did not ponuit epeed in filinr • . or. 1n ~ring of 

information, end ,ensur.ini; pel"lnt\ilEon.oy of recroda. All the ottioea had. 

zteriala stored loosely <m. shelves. in store ,-ooma, or bl other :eOUJl'ty 

atfieea:; which -caused the :t.eri&l• to be very tnacoesse.bl e . Office epao• 

1ma poot"ly designed for £'1.ling of reo-orda. Inftrlnbl the.N were only two 

ro~ • with only an ocoasional stON1r0-0m pr<Nided. In. only the i®st re­

cently built eoul"th01:.taea could modern equipment and desirable offi04t apace 

be fouid., 

The filing ayatem procedure and ooncUtions wen diacu aed in a paper, 

betor-e the deputy county 8Upet"intendents* at the Oklahma m.uoation 

.Aaaociation 1n Maa an February 5,. 1931. Then toll01Nd the attempt t_o 

reorganization of the filin{; ay•tem 1n Ollr o£i'ioe at Sapilpa in Onek 

County. Whil$ the work was in o~reas., visits nre Dade to libN.rieal• 

c,tatio.ne deal.el"&., oil coapa.."Iies, and to the Oklahoma state ne:partment 

or Edu.cation in order to fur,ther the ayateaatio prooodure. Cantereno• 

Ql"e held with the authoriti94 in theae pb.cea to ascertain tho beat 

practices in .filing and bindin·· of aaterial:a. Al.so certa.in ofticie.la. 
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ropras ti.ng tho orks Progres Aduinis,tration, ere consulted for itl-­

prove antJ while they r tabulat1n0 the recorda .filed in the respeetiv 

county otfioes in Oklahoma. 

The tilinc; of terials tell into three aatagoriesi active. {'Hnlding. 

and rei'erenoe file-a . Tlw active file contained all the matorial$ ot the 

preaGnt fiscal y ar. with two oxoeptions-. Ce~tain saterials like applic­

ations fo.r isol tion of schools anci applications for · Primary Aid. d& at 

the close of last fiscal year and must apply to this fiscal ye,ar, should 

be placed i~ the active file. A in su-ch materials near the close of the 

presant fi:acal year ,. and applying to n-ext fiscal year. should be placed 

in t-ho aetive file tor the succeeding £iso.al year. Th pending file in• 

clud d eert in i tams wbi eh were incomplete, such as sohoo · enumeration 

and special reports. The reference file contained all oth r matf1rials 

irre8J.)~etive of' years. 

The tllrials in the a.etive files had to oo elaasified into group• 

for ready reference. Moat or the tel"ials are plaeod in thought content 

groups. Certain correspondenoa, howEtVer., is found more coJIV': iently when 

filud by school district number. Examples aro inquiry r$l tlve to th& 

fimmoial status of the teacher in blank achool district., end the enclosures 

per,itllining to the registering o~ warra.nte .fol" blank school distx-ict . 

The groups nd subdivisiona of' material were arranged 1n alphabetical 

order. This arren e t i.s so flexible that additional goups end sub­

divisions my be entered in the files at the reapeetive pl ees desired at 

any time• 
., 

The active file materials tn ~och oup. and subdivision were rranged 

in ahronologi cal order., beginning on July 1 and ending on June 30. Several 

different heets of correspondence pertaining to the same subjeet, of 



different chronologlcal dates,, y be arranged to appear together when 

much usage 1s demanded. After the tentative groups ro detennined• 

additional groups were compiled in the rearranging of the terials 1n 

8 

the :reterence files • Croaa-reteren"Ces W(n"e made on 1.te!.l:tS9 when certain 

otlter- records were listed in Wbioh the sa.me da.ta. oould be f cund. T'aen 

matariale were placed a:t the end of' the day in filing cabinets. whioh also 

were coded. ibeae latter three aide also permitted an official to speed 

up the finding procedure of needed data. 

The pending file ia for- ill,med1ate use• en NpOl°'tlf or infornation 

are due bf a 41erta1n dat , the oounty 8Uperintendent must keep hin1self 

1nf0l"lll!9d a.a to the progress being made by the reape.ot1Ye reporting un1te . 

For example. primal"y aid applications mst be made by each school district 

and filed wi:th the State l)ep&.rt'ment of Education before J'.un4t 20 of each 

year. 1-he pending file Will enable the county or-tioial to detemine at 

a glance thoae districts that have not de their' a.pplic .tic:m.a to him nth­

i n a reaaona'ble time. or on his final data limit. 

'!'he pending tile eonaists of ono or more sheets of paper. ea.ch con­

taining the number of ur ita that D1St report-. With the heading at the top. 

The unita an placed in vertic.a.1 oohum nth apace at the right tor c heok­

ing or i-cemizi.ng the. needed data. the 1ntomation usually is needed fl"Qll 

school districts. Thus :mimeogr6phed cop1e of' th~ aahool t\1a-tricta. listed 

in n~r1.cal sequence~ aually suffice tor this Jl17p09e. F'r-om the pending 

file., follow up lettere a.re. issued ffll.en neceaae.ry. and reporta oan be •de 

i.mlQediately when a.11 unita are in.. The materials aN then plaoed in ti. 

act;i,,. files . 

Da't&, wel"e dittioult to obtain from tho Ntcr.mce tile. since the 

material• were not filed by years and in no sequential order; o~ined 
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no oup claaa1t"1cation; had no index,. no 0C111tents • no croaa•re.t'erenoei 

and wer• not bound in volumes . Dur1n6 a. period of' over one year• two 

l(ational Youth Adminietration ntudente ,sorted and olaesified the materials 

into the tentative gr<oupa which had been choeen. Their work WaJJ continued 

fo'{' three men.th•• beginning 1n Jul ' • 1938• by two persona, toraer teachers . 

on a flork• .Pl"ogre•• Admi.nistr tion of'fi,ce project. The material.lJ were 

placed in th& s groupa. aooording to content, in aequenttal., chranologioal · 

order; new groups being created as the material8 de:mandecl. The gr(Slpa were 

. tied and filed away . ready to be bound into suitable volumu. Time, holreTer, 

didn ' t permit the making of contents for ea.ch unit. 
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CHAPTER III 

PHYSICAL U 

T'ypes of Equipment 

The types of phyaical equipment in whioh to store the dooumentary 

materials presonted problGmS of concern~ w en ao<teaubility,, speed of 

e.cquirin .. data .. and psrmanen-ey of records were desired. In nearly ell 

t he office• viaited, the containon were old, ot odd design and ei&,•• such 

as to me-et the ape.ce needs o£ th otf'ioee rather than convenience and per­

manency of records . The act1ve files rc,quire differently desioied equipment, 

dependont upon the needs ;., ,µid canvenie110e deeiired. fhe reterenoe fil•• will 

require an endless amount of equipment of varicus deeigna; provided• the 

materials a.re not bound . Only a small amount .in addition to the active 

tiles is necessary when the document. are bound. 

Since the pending file is kept on the official •s desk .. no addttian&l 

equipment 1e needed . The data to which it r-etera .are kept 1n the aoti"ff 

tiles. When one pending it• 1.a oompleted, the ahe6t ill J"8laOnd mild pla.oed 

with the data_. Sometb1es there Jtl/ly be aeve!"&l aheeta in the pendinr til•• 

and •gain there 'lltl.Y be none. 

There were many designs of container& for the active !'ilea in the 

of'tioes visited. Sane we:re the vertical. st el. drawer type cabinet# of 

both bu&inesa and legal sizei containing labeled folders , With vari.ed •teriala 

tiled therein.. Other ce.bineta, of varioua sizes and oonstruotlon. had flat 

drawers about S:xl.Oxl.6 inohea with the contents label-4 at the h6ndl••• A 

t hird type ,cabineil had veFtioal dr'awe:rs about 4"' Wide. 10" high. ancl rant;ing 
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F.numera.tion - 1959 Make Report, 118.reh 15. 

Received First otice 

J.-~~-J.~,1;.~ 
_;; 

2-15 
i!.•J.U-.L~~~ 

2- 5•1939 

2•15 

l-30,-1939 

1-30-1939 

2-4-1939 

.. 

2-3-1939 

2- 5-1939 

Z•lt>-1939 

2-15 

2-10-1939 

2- S,..1939 

2•15 

.!-,~lu;!~ 

.2-16 

.Seoond l'otice 

-· 

a:.-19-1939 

2-lS-1939 

S-1 

. ... 1 

2-?haa'!_Q.:'loQ 

Drove out and 
10 got it 5-

s-+-1939 

E !BIT l. Pcidin~ File S plo . The column on left is the achool 
district. number. 'Th• aecond oolutnn lists the datee on which report• were 
received.- Columns thl"ee and five show dat.e, of notioea aent to delinquent 
aohoole. Columa tour and six mAy be omitted e.nd data inserted in column 
two. 
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from 12" to 24u deep. F.ach s la led at the handle. and contained varied 

documont•• usually folded. oftenti ea in e elopes . With and without the 

contents labeled on the outside of the fold. gain certain cabin&ts had 

upl'"lght or ali<ling doors. and weN fitted with shelves. not labeled. on 

which document.a •ere placed. Still other oontainera were open shelves. 

sometimes labeled. but more often not. on which docuaanta were etackod •. both 

in the open and in varied ahaped receptacles. A eteel eafe housed ffNI 

valuable records. while only the l teet built courthouaQa afforded ta . 

Finally. certain dat• were kept varlautly _ laced. in bound volwaea. Thea• 

included ncorda of teachera ' certificates and degrees• eight grade gradue.tea • 

the old "Yearbook" Which waa ver-y inoomplete in moat instano• • the .original 

school districts boundary maps·. the separate dependent aohoole en.ouJl)llrance 

records. and pnrchase order book.'11 . 

The vertical. steel. combination look. legal ail•• :tour dn.wer type 

cabinet ia the most ind:ispqsible piece of equ1pll8nt for the county aupe-rin­

t4'%1dent • a office. It fits .readily into corners or along t he sidewalls. 

where acceaae.billty is needed. When equipped with !:>"Uides and ·nwmila toldera. 

properly labeled according to gr<Up olassif1cat1on of contents, this cabinet 

enables the o£f ic1al to f'ile or get documents more rapidly than fr<B any 

other type . Smaller than legal siz,e requires the folding of ma.ny eheeta of 

etationer:,v, while but t• sheets are larger' than l~gal aise. The contents 

or the guides can be seen at a glance. and the JllfUl)' aubdivisians of th, 

grou can be found quickly. Each folder can be extl'aoted or inserted 

aoourately and rapidlyJ and the data oan be obbained from the dooumen1.a 

moat rapidly when the ehoeta lay nat or are placed in the stenographic 

one line guide chine. Again they can be reinserted in the folder and 

placed quickly in the tile. Dre.were should be ball bearing. and contain 
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catches to prevent their being pulled entirely out. A combination look 

is nry economical. or tine, and usually protects the eontenta fr thett. 

The flat drawer type cabinet., with about 100 receptacle c oity., 

legal size_. ia e6pecially adapted u a file for blank f'ol"fflS. A t• rec.ept­

aclea should be of a l ax-ger size for certain l arge forms . This type· cabinet 

is not satisfactory tor the tiling of content dooumenta. since grot1pa and 

subdivisiQl18 can not be f ound at & glance. rthermor ch d.rawer aually . 

•bu to be removed to find certain content document a . It i ,s not conomioal 

oft· to blade through the materials. 11:ft up <me to several documenu 

and then insert the one to b filed. Many errors also enter here.. when 

the ot'fioial ia in a hurry, for he will f'&il to replace a document or not 

take ti to insert it in its proper classified place. 

1'h.e cabinet with vertieal drawere i n 1'h1oh the dooumenta ue f'olded 

is very w: steful of the official ' a t ime and of the paper materi als on which 

the data. are reccorded. oh folded papen break asily alter tho documents 

are fil d fo-r a fw yeara. They have to be patched and eTen be de nft" 

by the photoatat1c prooeea or by the otfioial •ldng new oertii'1ed ,copies 

betore & notary public. It requi.1"• mah more time to fold a docuJJ\ldl:t• 

WJ"ita a brief data r eoord at the top of one tolded ,aide. and insert it in 

the pr oper dl"awer than it doe• to just plaoe the aheeta in a olaaaified 

group mnila folder and f'ile it. Il'urthermore_. when data a.re ne ded., it 

requires a gr eat deal more time usually to blade throu{;h the folded materials• 

read eaoh data Ncord., withdraw the right document . unfold it . smoothe out 

the! wrinkle•, then begin work than whr.t it does to ~lance at the classified 
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Fig. 2. - Cabinet for Active File Use in Filing Documents 
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are ~ilr~1.dy uni'olded.. :t:t1 ~ddition. this 1:ype file uill 1·e~..1iro more clerical 

help in wh:ieih tc properly Itibel and fil.t, the dooo:m.ants... Ag-a.in 1Itore. offic,e 

spao: will be needed in u~J,eb. to set the filmi:) eases i and. finally:t. the 

cost t\\maUer ~optaele filin;: oabi."lete vn.11 increase deoidcdly O'iler the 

large dra'Her oabin~ts. Equipment with shelves ifil v,Jry ,.t,t'Sttt1$faeto.ey f'.or· 

the filin;;;: of lot~& 1,aaf tlocumeut;s.. '!'f1G ),attar a.re oo.sily mimplc,cetl. blown 

ab.out:, tH'>vere(l ur,. •anu !mJ.tili:ite:d ".Vhon lying on shelves. !leither ·erui th~ 

he properly !ebeloo anri classified into r;rau:s for speed ruid aecesanbility. 

'They usually lm:vt1 to be plaeed in [);onte ao!"t of' a r1u1eptaole* or lie tied 

i."\to hundleu~ in order t~ be ke1Jt in grot1:r,a. 'They .are not properly le.baled• 

Q:tld are; eru;il;;r miaplaeed by contimw.l ~old.n.8.• In. easo the- shelves are 

hi~h, the of't'ioial rs eneri!Y is drained daily by oon~:rtantl)~ eH.ro:bin;.:; up 

G..'llld dovm oit ehairf; and QR a ladder to -expedito hi$ 1.10rk. If' shelves mst 

he used,, it is best to have a npooial room equippod 'for the purpose,. easily 

looked:, to k~ep out intn:ulors. If $pttoe tioesntt pemit the roont, then a 

sliding door ooM.nat \rl:th t;thelvoe may l1a US(ld,, ,,hich will give the .0ffic~ 

tl better hi:maelooer:.1ini; appeo.:rMee: e.:ncl p1"ov1.d-e :more pet'n'lf/.nf.:ncy ta the doeu­

me:nta fil~d. 

The f:t;:reproof sax:"ce should be h.rt::;e enout;h. to contai,"! certain i."1lJ:mrtant 

r~eord:s » sueh u $ep,ara.te depende,:1t ~oumorance • too.eh.en cartU'.'l~ttte,s 

find degreEJS ~ aohool a.,.s-'trl(It b0tmdarim; 1 and fine;.i1cia.l l"C};J-Or'tS of th~ of'i'1ee .• 

lt £iJ"tt 1,roof' ,nr .. ]lt i:s a highly prised runHrt ·t;o ::u1 of'f'ioe.. If 1:iroporly 

looated, it shr:;uld contain tho :f'iltnc .e,nbinQto in which nll report~ are 

st0red .. and l!!ttt'f'ici~t sheh~es i'o.r 1;he bound office t"O<Hn·ds. 

The hound records• :aot pltiood ui the fireproof' uaf'e ~· and ~chool di.s• 

tri.ct bmle;""ts ar~ heat ker,t on ~he1v0.s in a slidin{:; dr;or cul1inet. ?.11ieh 



my be locked. 'these may be properly staoked on slielve-s in t'l1.e stoNtroom 

<:tt t11e end of the fieeal year• or oo; suoh tirn.es thn.t it is considered -~~ 

rill be of little use. The shelveg z:hCl.lld be £:rt01a ei@rl· to 1..-"Welve inOhes 

wide 1u:1d sixtGen :uu.,hes hir)l to properly hold the bOllnd volume~. · Books of 

variws kinds oau be ,sto1'"6"J in bc.ok case-$. 

·with the inoreased demand for p.1pi~ personnel 1"eoords. & epeoie.1 

type hu.ilt oabinet: i$ needed in wl:icl'l to file the sehool ~:n.um.&ntion census 

books Gf e.;"leh dir.triot~ lto ¢abinat ha11 yet been. designed to meet et":£1.oien.t­

ly this demand. 
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OUtl.MUZA!l))N !:'OR irinnm ll?ID FIMDIUiJ OF lJOOUl'.m:fl.'S 

Dwel.o;ping, Plaee nnd Content Gr®ps 
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A definite procedure had to be devolopoo :in order to pr..?perly file 

the ~l"WS do~nt$ i."'l th.8 C®nty· $Upt)r'iu.twdent ta otticc* in tmoh a. 

manner e.s to find t},em qui«}kly When each. was _n:oodoo. Sln.ce the deptd;y• 

inirari!l\bly. did the fi.1~;., the ewnty su~r::i.nterul:ent -of nchoolo usually 

requested him t-0 secure any :needed dootment. '-'he requests 'ifrere !",:tt:.dc, near• 

ly always by place t.e~ of thou4bt oontm.t.. fha:b otfleie.l might eall tor 

a content re:eord of c-ertam ~upplies; usin:g the IJlaee term to Yihioh it 

applies,, as $.Chool hoc.rd fr.a:pplies_,_ white e.o'hoob s:upplies. separate sehoou 

supplies# d.$pcndEm.t schools supplies• gra.de eohool mpplies~ hiG'h achool 

wppliea.- or county supel"inton~trs of'fioo su:ppliecs.. A rsal. need., there­

fore, ar~e to olassify the dw..1Jfll«'lts into thought emtent and plnoe term 

groups. Two illustrations in e.ctivities and supplies" Will serve to show 

the difficulties: encountered. 

A nurabar or thought content grattp:> h.l.'l..d. hoen made p1--evi:oiufly., TJre:;;7 

were fil~d in manila. folders., labeled,,. and inaerted in a four drnwet" hu«iness 

e:b-e f'ilinJ cabinet. .Among these folders,. usually in ffl.lphabet:toal order. 

wre litted., activities• athletieil, athletio rul,ee.,. AWN*ds in a'thletioe ~· 

be.seballa basketball, county contest$,. con.t{!tsts out of ootmty. fine a.rte, 

old record& of <Mmtesta, softball., and tntok. It 1•1as a task: fer the deputy 

to :mow- def'initely whet11er -an atchlotie doeunmnt had baon fil~ under 

atlflstics or activities• o~ e.thletie ru lt\ls ._ or with one 0£ the spocitie 

fonim of .athletics., Therefore_.- one to several toldelts • in dii'f'erent alpha• 

betioal sections ot the f'ilint eabil1ot. WI.1uld mva to be lif~ed frOl'il the 
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cabinet, then Ntinsertml .• until the doour~nt was i"mmd.. /~in th.routh 

oareles.~s& they would lm £~und i11 aome other alphahatitml f'ile. Some,,. 

t1itn.es ,r.fine arts" would l;& t'c:t.l..'11.d in th$ npn d:epttrtJ?tcmt and ~,e~e;5n in the 

tt1..r.u &e"b• depen4.ing on the 1riewpoiu:t o-f' the i.n:111viflual who had 1u100 the 

folder le:1.at • 

To leajSen 1;b.e ~1.:tffioultitJ<0,. all suoh doeur,ient.s nere pla<Jed :!J.t r-1.?1 

al.phe.betieall,y in the index•. Ydtb ~r.osa rat"e-rM~O to indicate wla=u·•e iJ; 

"Wculd he fwnd u·..1.t.\er aotiv-1:t!es. i111e gl"®I>in.S ~n~led tl1e file1" 't;.o a·oe 

mre !l:"etQ.di1Jf in ithieh i'ol,ler &1 ~t.hloti~ dQeu111fc.\t. ru10u.l:d be f:'il~ .. and 

leu:1 time ns requir•d to £ind it ttGB.hi Whm:i. it W&.\!i needed. It- le.s·sened 

't'h-e pa8Sib!lit-y of foldt'4"S be-inG msplti1.c~d, \"1verlooke.d•- or several doe-u­

ments. tiled i.u ·t;he WX-M~t foldo-r. 

Sirdl~:r- diff111altiea we:N ()11.CH>i.mt,ered with auppliGs,.. 'T.he ce:a:J1'E'.l 

ttuppliG.S that e~nwd all. e:ohti-Ol h~?'fle Ei~r.G litted undei" a. llge}~ool 

bo~~Td:rr, f;l"~!>• Oe.rtain s~if'io im.ripliea. h~ll;'.IV-Or_. apply-inc to .e, ~pecif'ic 

ditrtrlc-t ;vore filed in the «achool dis:";rie.t11*' eroup_., and in the folder 

e,,Jntainin~ th-e speoii'ie -diatriet nt1m.ber-.. Daetun.a-~r..s pt11'ta.inint to tlti? 

!'.ls1mra:t• seh.oola were filed: in the '~seliarate eohools*' gt'®:p,. w:1.1.-:'.h ;1pacifie 

#uppliea filed in sr..ecifie rt.tmbered school district~. n~sin suyply 

do-ct~& :pertaining to the cou.nty $ttperint.en.d.ent 's Q.fficf:'- Wlitro filed 

with t11e »county au.perintendent '•· office" group. C:~ii ... refoNiuces VJen') 

then made with separate achool. S.UIJpl:16$• i£1'tido- -.school suppliHl!l1 end. fa> 

M,gh school m.ipplie:s.. Thus speed and e.t:fioieney- ,m-re an:1anced by the *"' 
giO\lp r111ns pl"04odu.r'&-• 
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A sut/,';;fHi!tive olnscS if:toi::rtion of' d.ocume1tts iG licted "oelm,. 'The, 

column on th~ l~f't lists th,a- srour,\$ end m.lb•division:; oi' .llooumen"t.~. The 

r:i.rfht t1~:r1-d eolmraa is a <tross-?"of0rm1e~,, insertoo here to 3ave s:;)l1oeJ 1:-ut 

rightly beltl'nsin, in Oha1Jter ·v ·nnere it is in:ter?rated in eoot'din.t:vting 

the ola~sified gr{')Up~ into an index. 
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Groups and St.ab•Di visione o.i' .Ooe:q:menta 

(Books Contini.ad) 
· looks i&$t;Wd 

Bulle·t:ins on 11.rnu.1inea and retaining of· bookt 

Jl"ae books icsued by state depertm~nt and w~lfare board 
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Groups ond. Sub-Diviaionn of Douuwmta 

(wlletins Continued}' s · • 

County su.1)arintandent to .school boards 

County ouperintandant to· superintendent.a and pr1ucipnls 

County su.perintsndent to tee.cher.s 
from other county superintende.nttl 

On issuanee and ret!l3ntion cf books • • • .•. • • • • • • • • • ·• • • • 
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Fed~ral list or bul letina 

State l:t st of bullGtins. 

Speeitie l12t cf bull$t:lns 

State d01)e.rt"t.!E)1tt bulletins 

.Budg,:;ets 
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District schools • • • • • • • • • • .• • ·• • • • • • • .. • • • •· • 
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Also SeparQta schools -
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offioe 

li'inan oas ~ b°udgEi'$;s 
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Foos roeEJi ved • • , " • • •· • • .. , • • Ii • "' • • • • • • • • • • • • ·• 

Fine arts• •,, • • • • •••• • • • •• • ••• .. . . .... •• I! . ·• ' 
Fires • • . .. • • • f • .. • 

Fire pr eventi week 

Local fire department 

St ate tire departlnent 

• • ii ••• 

Report ot !'ires in distriat;\i 

. , .... • • • •• • • . . ·• .. 

First w~ek's r eport of attendanee ••• • .... , • • • • ••• • • • 

Fl og • • • • • • ., • • • . , • • • • • • , • • • • .• • • • , •. • • • • 

ooda ·• • • • • • • ~ 41> • • • • • ., • •••••••••••••• 
Forost.ry 

Consorvation of Natur nosoureos 

Forms - bla:nks • • • • .• ... • -. • • • .. • •. ,. • • • • • • • ·• • • • 

crosa•Retorene.a 

County supe.rintandent•a 

offieo 

.Activitiea 

A.146 insurance -

Att«ndtwoe 

Holictt.ya 

elfaire department 

Each item separately aa 

Pr1wtry aid 

-r-

' 



C!.ASSH'IG 

'oupa ,and Sub-Diviaio.n• Qf Doouments -Fund• ........... , •• ti •• , ,. ·• 

Grade cord,• , ... . ·• ••••• • • • .Ii. • 

- -.. .. ·• .......... . ........ . . . ,. . 
• • • • • . ,. ;, ... , .... -· . .... 

.oral suggestions • • .. • • • • . • • • • • • • • • • , , ••. • ,. • • .. • 

lii~h echool accrediting ••• • • .• • • . • • · .- • .. • • • ,. 'lit • •••. • • • 

High schuol inspection • • • • • • • • • • " • • • • • • • , • • • . - •. • • 

High school Uup-plies , • .. • • • • • . • .. • • • • • • . • .. • ,. • • • • • • • 

Health 

Bulletins 
County superintendent 

Othsrs-

County nurso 

County physioi.an 

Health axeminotions 

tnooul&ti on • • . , •. •. • • • ._, • • • • , · . - • ' • •· • • • . • • • •' • ' • " 

Diphtheria 

Small pox 

'l'uberoulosis 

Typhoid 

..;roee9"R,;,!'$renco 

1'ine7ncf1a 
County eup•rintendent•a 

offioe ;supplies 

Sp•cifiQ itema. ••I• bulletin 

Stote dep~rtment, high ochools 

State depQrtm:ant. high schools 

Supplioa 

Also Teaohara 1 daily roghter 

or nupila 

- F-0.B• 
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e:t.~3?_:[l·f1~tJi\~t~!.Oif t)F ooc;:-mer:1~rr-_~= 

Groups an.d Sub-t>tvis,h>n& uf lw~ts ~o,s-lu)t1,r•neo 

4-ll clubs • • • • • • .. • • • • ,, • • • • . • • • • • •· , • ' • • ... •· * ·• * • 

m.,l'.t,my Sllfoty d$ptiri;ment • • • • •· • • . • • • • .• • .. • • • • • ·• • • • • • • 
Holiday; 

Arud.stiee 
ijhris~s 

Decoration 

Fl~ 
Lineom•s blrbbde.y 

'fh~nk,gi.vblg 

· 1''ffaiilhill~on '• birthday 

Rot lu.nohes • • · , • •· • •· ., • • • .,. • ·• ., • • • • • • • • ., •·· • ., •· • •· • • ,, 

Illldian tuition • • • .. • • .. • ·• • ... •· ·• ~ • • • • • ., .• •• • • • ·• ., • • • 

Applic~tion. f'o~ sJ.d 

ill&1!::c i'or ~ttoodeJ1~a r.;i,1?<>tt 

De,.ys attendenco 

!~~et$ reeei YOO by diS't:rict • , • • • • • • • • • • .. • • • • • • • . • + .. 

l:.rt. sem.eator 

2nd. L'H)1:Jf;l'J.ti:.lr' 

Ci,unty !lr;,ents 

St,a·ts de:[J!lf'tlt1~lt'Gc 

i~0lfi!ti.l'e depsl"tm.~t 

Also !4in'U.llller'f.'rt.ion books; 
~ 

to.!?,oherm ;.1}lonthly z-9ports 

.Al.so mzthibit ii, budget 

-... a: ... x .... 
fl1', 
~ 



QLASSIFICATl CN Of tl0Ctx.1ENTS 

Groups and Sub-Di'O'i.sions ot :Documents 

{Indian t\&ition Continued) 

Regulat1ons for aid 

C.roo1•Rar0-rence 

Inquiry • ' • • • • • • • • • • ill • • .. • • • ·• .. • ·• • • • • • • II! • • • • •• • .school bo$.rd•· teacher'a 

Insurance •· . • • • . -· . ._ . . • • • ... • • • • • • . ' -• .. • • . ·- • • • • . school board, olerk'• axmuel 

Inv:entory 
Library •••••••••• • • , , •••• • • ., ·• ,. • · •• • • •• • • ~ 

achool me$ting r41Portt 

eeparato •choo ls 
.Library 

Separat& .schools • • • • • , • • • • • • • • • • • , • • • . • • .• • • • • , .. f•pU'ato eahoole 

School districts, equipmont 

lnvoioes •••••• • • . . . . . . . . . . ~ . . •• • · • ·• • .•••• .••••• supplies 

Laws • • • , • ·• • • .. • • • • _. · -• • .. • • , • . • • • • . • • • , • ., • .. • _. . .- • • •. te1tal 

Legal 

Court action 

!ifand.amua proe eed.ings 

Let1Slat1 ve 

--..unty legialctive oommitte& 

Bills in legielatu~e 

N• laws b:v legia1ati.u-• 

Prop.oaod. leg1sl•t-~on 

•l•L-

.... 
~ 



OU.SSI~Q/l't!ON Of OOCU}.f$NTS,:,_ 

Oroup!!I and Sub-Divisions of Documents 

(Legal Continued) 
Opinions 

By county a.ttomey 

By state's attorney g<m$ral 

By state dopartctent or education 

Sebool laws 

School legislation in oth0r s.tatea 

LettOJ"I • • • • • • • • • • e · • • · • • • , • • · • · • · • 11 • _. • · • • • · • · e - ._ , • • • · • • · • 

Library 

Bulletina 

Book inventory in diatricts 

Pul.:!11 e aohool au:rv.y 

State traveling library 

List of of£io1ala 

County otfieials • • • , • .. ,. , , •· • · • ' • ' . - • • . • • · . , .• - . , • · • · •· • · • . • • • 

lmyora ••. -• * • •- • ' •• • ., .- • . • . • - •. ••. • . , . • . • ' • . ,.. • · • · • -• · •• • • 

School boards • , .. e · It .- " 10 ' • · "- ' f ' • • • • • •- • i, · • · • • • , • • • • • • 

Superintendents an.d principals ... ... • -• • • . •••. .._ • · . , • !' ,. • 

Tea ob.era • • • • .- • • • • -• · • •. • - , ., -•/ •. • . • • • • • • .-, • . • • . • · ·• • • 

Orosa,•l:leteren~ 

Eaoli item and. e-irculer letters 

County ottioiale 

Dirso-torie-a 

School botU'd-' 

DireetoJ'ies 

?eachera 

.. I;. 

g 



tlroups ~nd fiul,...D:l:vi,isit'>iie of Doclur,1ents 

Lodi:;~, • ., .. • .. "' • • • • • • • • <> • • • • • '"' • ,. • ii, • • • • " • 

LU11eh$$ • • • • '* • -. • ., ·• • ., • • ,., • • • • • • ;;. • • • • • • + • 

i,fat\hin(!Jt • • • • • ;,. • • • '"'· • • • • • • • • • • '"' • • • • • • • ·• ·• 

!,:lh:'~{~;a.z.i.nes.. , • • e • • • • • .. • .. • • • • • ., ., --~ tt; .• ,. • • • -• • :,. 

Hups 

!Uru:vk$ o:f' <i~Gtmt'IJ 

itdjoining 

ssi uni:'l?"S' 

:};,unty 

Hi~hwt1yc 

cthor cot1r:reios 

Preei:ncrbs 

s d1. oo l di~ tri cto 
State 

'l'<.wm.s hips 

1:rbs 

1'1·m1sporte.t:1o.u.'\. rct.lhea • • 11 • ·• • • • •• • • • • ., • "' •· • • ·• 

TrtUtG1:,o:rta'ti1:1ii zoia.os s~hot,1 distr,ley,ta 

~Ol'fS ... R&faiinoe 

Or ~t;a.ni ~~ 'f,i i'.:ltl.S 

rJol:i'aro dapi11··traent 

Co\Ul't;r i!upoi·iz:i:t€lnt'lent•, 
nffiG@ 

'.llfer;srinp~J"l:l ~arfodi,e11tls 

?rauspoi•te.a:iion 

•L.,..1t! ... 

~ 
~-



Gi~It,SflFlt'.'LtiT!ON bF OOCm/Ib'l'.f.fS 

jlroups: and Su1;;wDiv1a:1o:io. ot Doo~ts 

1.i1e.yore,. list <>f in e1tie4t •• • • • • • ••• ., • ., • • • • • • • • 
Mills, lwled blJ eao.h school di$tr!et and ur.dt • • • ·• • • • ,. • • • 

mneor:;raph usoo by o.ther offices • • ••• • •••• "' ,.. • , •••• 

l';1$eollunaou, into-.z-~ti.,t:a. aheets 
School d!atrfo-tG UZtli;lt'iGr b.lnltlcs 

Model am10(.)la ·• ,. • • • • • • • • • * • • • •· .., • ., • -• • • • * • • 
!oonthl y :reporta • • ,. • • • • • • • • • • • • • • • • • • • • -• • • 

Uo'ri.ng p:toturoa 

Fil~ 

1~ehines 

lhavy .- • • • • • • • • • • " • • • • • .• "' • • ·• + ·"" ·• _,. • • -• ·• • 

Newapapers Nld peri~dioal.s 

Clippings 

County uewsp~pers ru.ld $ditors, r~portera 

-O.;py of u.-s sout ou.t 

l'l!agaeinos 

Oroe·a-Ref erenoe 

-Direotoriei 

FintlnCe~- budi~ts; sehool 
board.s, elork • s report 

of rumunl moting 
Cou.n:t.-y s,U1?ei'int&ndeut 's 

offi 00 rJ.t'U:)h:1:nl!)S 

Solwola 

l'e~ehore;. l"$perts 

tk\?' dept1r~n.t 

, •tvi'!"l'1 

en 
0 



- ~ :~.io1_"t. ~,n rn... ·..ii ""''~-~ ' t!:!I I.. :U _,Iii 

c~oups ~1d Zh1b.Divis:tc-11s of Docu:man:ts tl;'Q.$!5""':Ref.or.en ee ~"Olt>'---- :.;,~---------.,_ ....... .,..,.... __________ .... ______________________________ .... __________________ .. 

lflltio:mU Yot~th Ji.i;.b:irl:n:i.~tration (11YA) 

Ad"rlaory bo.ar4. ~n<i a·u11~niaors 

iCorr@SfH:r.1<lerte~., g;8noral 

Reports t,11 o.11oc{';;t:J,<')1t atudenc,s to ea.eh a ehool 

Rul~~ and 
is 

Seho,.)ls 

!lYA out c.f school proj e(}t~ and vo.eat.:t f1nal 

tJY,\ .~ seh,t,iJl o.r ett1dcmt a:11.d 

xion•residan:t. r.1.1:>r:. ... t:r$J'.!.Qf$'rrod pupils • • ,, ,, • • .. • • • ·• ·• •• • • • • , 

'.N'i:>nras of' pu1,i1Zli who {;cok 't@ifts • • • .. • • • • • • ,, ,, • • • • • • • • • 

Ox"i"ice supplit?rl ., • ·• • • • • • • • • • ~ • • • • • • • • • • ·• -. • •• ·• 

Oitf:ieia.ls • • • , • • .• • •. • • • • • • .. • .• , • • • • • • .. -. ,. ., ..... ·• 

Orgail.iZ ti ti0int 

Alum.ni as,s¢~iaticnt 

J,1n.m•i can :t.ogion 

i\w~:rds" ce1>tifi c_v.tcos ti'Ji $ <:1ho,ol children 

!!il3'etmgs 

.t)rntio:n 

TJ>ru:c1sfers 

Tosts 

C:>il:l'4ty supe:ri11te:11do:nt 's 

r.i,ffi~o 

t'k1u:\'l.;y; stato; f0d,~ral; 

dE.'t'fJ!'.rho ri,e s 

... 1 ... 0 ... 
(;,, .... 



G:rn,~.ps an,1 
~ ... -------, 
Orgm1:izationt 01:.,1:it:in'U~d. 

/ithleties • • • • • • .. • , • • • ., • • • • • .,., • • • • • • • • "' • 
oottar 

Sccntti'li 

• .. " .•. • • • .. .. ' .. .. .• ;Ji • • • • • •• • .• 

Cl'11urches • • • • . • .. • . . . .. . . . . . ' . . . . . . . . . . .. . 
Clubs 

Euahte~jJ ~,;tel Px•oi'os-sicrn·al :Tlrnr,or:i 1 s Cluh 

Chtull;her ot Oom;:si.eroo., jiuxior> and ser.ior 
1::1\xtt,ri;' 11'arrt:;.11·.s l1t1,11dc.a (FFA) 

4,.:1'.i Olu.b • lit • • .. ii • ...... 
Lio11s 

lfot-ary 

ol':hool 1£othars• Club 

10ou:nty ofi':i..c:ors 0JJ1soo::\-..;;;itim1 

Ed-.wat:ton i:u11;li:,f.d.:.:d:lono 

Co.natl tutio1:1s 
•O)mm:i. ;tt&al!I. 

Cr::11.1.n~,. $\®soe:tatio:ris 

... ii •• ill ••.• ' • .••.• ·•· .. ii! 

C:ross-litete.renoe 

J.Gt:1.vi ties 

:Buill:l:oeas !iltU"f.:ll!\\U 

,rniurebec 

(iot~1ty 

-0-
t;i· 
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CLASSIFI;AtION 0¥ DOCU1Mm1B 

Groups and Sub-Diviaione ot Doounienta 

( Organizations eontin\Utd) 
Cotmty superintendent•• aseoeiotion 

D.istrict a•sooiation 

National Edu.cation Aaaociat1on (BEA.) 
Department c,f s oh.c>ol administr-a.tora 

SQhool maeten' club 
State Oklahoma Eduea:tion AHooiation (OEA) 

Adm1.nistrators • department 

Legislation 

.Pron-ems 

Roporta 
m:bel"ahip in a1u1opiation 

Funds scmt to and received from state aecrotaey 
FTate:rn1 tieB and sororities 

Blua., Blue, Violet 

Democrat Fraternity 

Kappa Delta Pi 

todget 

Phi Delta Kapp• 

Croaa•Refttrence 

-0-
(11 
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OLASSIFIOATION OF .DOCUMENTS 

Group• and Sub-Divisions of Documents 

(organizatione Continued) 
Parent tee.ahere assooiationa 

Bulletins 

Program• 

Red Crose 

School boards aasooiation 

Papers and. period!oala , ~ • • • • • • • • • • , • • • ... • - • • • • , .• 

Parent Teachers Association (PTAh , ~ • • • • • • • • • '-• • • ·• ·• • ·• 
Pending file• ., •• • • ~ • ~ ~ • • ti ~ - ••••••• .• .•• .•• -· • 

On School boundo.ries • • • • •••• . . . . . . . . . . . . . . ~ 
On tea.chars • • • • •. • • • • • • • • • • •· • • • • • • • • • • • 

On sohool board members.- •. •. • • • • • • • • • • • • ._ • •· • •. • • 

Poli tioal • • • • • •. • • • •. • • • • • • •- •- • • • • • • • • • •· • • 

Post office • • • • •. , • •- • •- • ·•. • •. • • • • •. • •. • • • • •. • • •-

Poultry shows 

.Amount for shows .. . _ • • • • • "' • • • • • • • • •. • , ., ..... . . . . . ; 

Places and dates or fairs in county, schools and state shows 

CroBB-Re£eronae 

Newspaper, 

Organizations 
County Superintendent• 

of'fice 

School districts 

Teachers 

School boards 

County auporintendent 

County superintendent's 

of!'ioo 

Exhibit in ea.oh budget 

•0-P--
I 



.O!Jl,.5Sri',1Cli'I'lnll 

Groups roi.d Sub-!livisions of Documentr, 

Progra...-ns 

Jr. Oham.bor of Coot1:torao, school progrm:.1 • 

Claslroom • • .. • .. • .,'"' • • .. • • • • • 

. . . . . . . .. . . . . . .. . . . . . . . . . . 
l111rcnt 'i'oachct•r. " • • .. ;!,: • • .. • • • • • o ,Jc .• • • " 

Radio .. .... . ., . . •••• • • • • ti' •• •· . .. . . • • ta • •. "' 
• •• 

Schc,ol :Pr,1g1tcuna. ,. • • "' li>. • • .. .• t • "' .. • • • • • • • • • • • 

Toachl!:irs • .. • • • • .~\ • • • .. • .. • • • • • • "' '$;· • .. • ,.. ·• • • 

Pl·o::to·l,:J.c,us • • • • " .. Ill • • • • • • • • .. • • .. • • • • • • • • • • "' 

fl;iblic speakinr;, talks 

1Questio:1ma.ire .. • • • • • • ~ • • • • • • • • • • ·• ·• • · • • • • • • 

Ri!.dio ... pro5rmts 

llecord bl~:ri-ts • • • ., • • " • • • • • • • • • • • • • • • • • • • • 

Croas-Referenoe 

0:rgan:ieo.tiona 
Toaehern 
Org-)U'lito.tiono 

Radio 
State< ftetll!"edi t~ 

hit;h achcol uppUos..tiollS; 
a.nd school£! 

O're;ani zt1:ti ons~ as~oeiid;ion 

ru-1.d 001'.li"ere.noe prog;ra.'lls 
Sohools .. model 1$ohools; 

Q(i;rtifioatos; taachers 
mrmual ropt,rt 
enrolled 

each pti:o il 

Also Oiroula:t" letters .......... 

Specific it113m; ae:hoola, 
roeoz•da 

•P--tl•R 

I 



C·L1iBSI1i1IC"1lrICriit (}fl I)JGUT:.~Gl11'TS -"""""'·-~~--. -. -=-.....sw-----.,.~~--. -""""-''"",..,.~''"""'"""S:"'~"'7-'."'<-"'"'""'°"'"' ..... ,-,.,_<,.c""'..a,,-.....o:.-=~---~.,..,,..._-,,,,.<'<',..,.._=~~""°"-...... $o!·.~;:,.-----------------
-,._...,.._~~~-oj,_-',·-"' 

Gren.rps and Sut-Di visions or 
"'--~--""*'-·~;;,;:~i-~-V~-~-,;,,.-,;,---..-~ 

Rogister Dheets f'ox• pupils • .. • .. • • .. • • • • ~ • • • • • • .. • • 

Permanen·l; records • .. . .. . . . . . . . . . . "' . . . . . . . . . . 
Red Cross •••• • • • • 0 . . . . . . . . . . . . .. ,. . . . . . 
Reports 

Accidents to children 011 buss es, to state departrnemt • • • • • • 

.lco:r0di ting of schools, to ate.ta departm13nt 

Els:n1entary. .. .. • .. • • .. • • • • • • • • • • • • • • • • • • 

Hit~h schools. • •••••••• • • • • • • •••••••• • 

Apportionma:rd;s, county sup,arintendentts monthly 

report to cow:rty clork end county treasurer ·~ .. • • .. • • • 

Better Business Bureau t-eports on teachers • .. • • • ., • ·~ • ., 

Books • "' •• • • • • • • • • . . . . ~ ... 
Boolro x1e0ded, to S·ca't$ Welfare B:rnrd 

Books needed, "to state department 

:Books on hand, to state department 

• • •••••••• 

Compulsory attendance.,, i'ro:m teachers and others •••••••• 

Cross-Ref,ar,:i:n'::'!e 

S,xpplies 

S ahoo ls, records 

Orgsi.:nizations 

Transportation 

Schools, accredited 

Schools.,, accredited 

Cou.nty s1.rpsrintendent's 

oi'f':lco 

E~ttor Business Bureau 

Bool;:s 

Attend1,,\J1ce 

-R• 
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CtJ,,ffolll"li:1ttTIOW OJ' ooc~ 

Groups and Suh-Di v:ti,ion.s of Do~ts rtros,s-Rttf'~rl\'m.oe --------------·-· .. ·---------------------------------------------------------
(Reports ,e.ontinuod ) 

Enun crntioo ,;,r aeho(;l ;;;t;J:UBUS to state depe:r~nt • • • .• • • • • • • • 

f:1i1shth r:;rado e}:ami:nation ·• •• • • • • • • • • • • • • • • • • .. • • • 

?l'umb"r or- t1n,its 11eadod, to sta~ departwant 

Seor~s- fol' interpob.rtksn,.. ~ ®d from state depart!~t 

Pupilu tvho ps..ssiiJd• n1r~de: to statG depcrb;tt~t sud tee.chore 

Pi:ne11eiQl, te.aehera, 1n~i~t ll to state d$partm(tnt .,, • • • • « • • ,, • • 

Hajoriw .. 
tiinorit,y 

l"irst 1:v~ok's r,;ftport of' t0aehG'r& to et)unty sup\'a'rinti;'Mdent 

Ilio:w.~stead &:itGttrp·~ion. .. • • • • • • • ., • • • • . • ., ., • • • * • ., • ·• • 
Funds apportionod to et1eh distriet, 1q itete <lfi'l?artment 

Funds recoiv·atl for ~&.ch district., frot'it stato 

deif)o.rtman'li: 

l~oti eo of i"m1tls r:3e~d. , .. ed., sent t"' ol ,s-rkG 

Report ct' vo.l.\1$,t:l,,:n1. in oaeh distr1et, to sttrts 

(t~p8 i~i;~~·.;1.;11t 

Enun'IOl;"ation 

C.;:ir't,ifiat,tes 

J?ina::Ht1al 

Cowr.rty stipel':tnter;,i,1ent 1s 

~f:f1ce 

Sta~ de:i,artw,411t, ai<l 

-.a- 01 
-.:3' 



,OLli-fiS!llI-CJ~!IOlJ 02~ £0C'CttJ!t1~l~.-
,,., .-..;._ ,.f.,Alit•c•··.,1tT1 •••.....,.._'!lfii :.·-,...-,~.-~. ··11·:w·~ur·11:-,1 ·.$!ls . .,,.-._·n~·,,.~li!:'* ·t :Lr .,:i_r .. ~1 ·r··11rca-liii'I :l]·r· 

:_. "'.• "Jil~8:l.,Ml!i 1 •·r n· .... ·.11·suo . iil;r·f1ClR i. tl tt.1(1 . ft:· ··a·G(tttllf!e:P 11·r ·t_~·1.1r 

Groups ·Nld ~h:tt:..ni,r:t~ioos of ~ aumtmta ~o~•~i~i'iiiir~~ 
~----,, •n•, •' ·,·. ,. , .ru.·;i;· 1 · i'"\*18. ,.-.r .-~ .11• .utl _........, 

(Report.1\1 C.2E;t;Ft~!) 

lnd~odtnt -~ lu$b, tehoo1 di:e·trlo-ts w at«iitt 
department,. :!;)1U"'ti l Nid. It. ,. • ., ., * ., "' • • ., • • ~ ., ~ _. 

XsolntiC>:U ter pri!llnry and se~nd~ry eid to e·tate 
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!eautifieatio:u of $Clwo1a • • • • • , •. • • • • • • ·• • •· • 

lhdes for oontttst 

i:iinnen 

Build:lnG;ll ·• • • • • "' " • • • • • • • • • • • • • • ·• • ·• ·• 
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Ueportis 

• • • • • • • • • • • • • • • • • • • • • • • • • • • 
l! • •· ii • • . .. •· . • • • • • • • • • • • • • • • • 

'.i'r6ilHJf\':>t',:"l(;I'.'< •••••••••••••••••••••••• 
lj\\:z1e:i1.c:t~l 11 ~art 11 • • ~ " • • • .. • • ·•· • • • • • " * • • • • • 

m,n ... raaiaenoo~ non ... tro:{1.J;~;1·~r. • • • • • ... • .. • • • • • • • • • • 

a l'H)t"t l• • •· • • • • • • •• • • • • • ·• • ·• • o • • if 

l'rm1sp,.,;r,;~.tio:n • • • " • • • • • ~ • • ~ • • • • • • • • • • • • 

'" '''°"""''"" f lfeit • • • .. " • • • !!' • • jj • " • • • • •· • • • • • • 

l,oca;.tic,n oaoh t&•iet ... "' • • • ~ • .. • ·• • 11 • " ·• "' • • • • • • 

tr)f di.et;.tt"·:iet··$• • .. • • ...................... : ....... . 
:H U!ra~,f!Yt_. S tmt:;.Oliii I " • " • • • " M • • • !I • ~ • • • " 

£i chool • ii, •• " .. it/ • .. .. . .. ·• . .. ii' I> • •· !II •••••••••• 

School l.awa •• • -. fl· • · • .. • • .. • .. _. · * • • • • • • • • • • • • • • • • 

Flna:'lOOS 

.ill.ls,:, 
._.,,.., .. ..,,Whi~ 

d$Jitl.t'trtt$U 'b 

.lll$G ltl:rt:andttaee ......,........_ 

Al~~ 'fi•unaf ars 
~ 

Jtl so k"'i:u.an cea 
~ 

T:r.~nsf ~r:S 

ltleo Atteud~:1ee 
~ 

·rranspci~·tetion 

Also Touohar~ 
·~ 

dirJtri 

l:.:oar.ila J . 

to,t~l r ... ;)· 

.. s . .,.. 

..... 
.i,,,;, 



G i1J\S.S! l?I{!ltT! \~}r-3' <Jir rt;c u rvmiir 1ts --------.,. .. -----.. ~--'~----... 
.,,.. f.l w ' .,.. _______________ ,. 

Groups a.t:td Do OUT!ll;;lltt la <::rcss ... JZ.:tferen~ 
_____ .......... ~~,,--, ....... ~~>-~-~. ,1'~.~. ... .... , t·1111_ .• 

Sthool ,m,.~tera' club .. . if • • • • •· . 
Scouts • • • • iii 

Separate schools 
Act:lvitiet 

,. "' ·• •· . 

Bonutifi c~i;im': .cou·tl')st. 

Build:tti.g;S 

tI~-n 
Ropsi ir>ti; 

Pl~I 
Dullotins 

• •• •• • • • 
• • . ·• • • • • "' .. . . .. 
• • . , ... • •• • • • • • • • 

Du~ drivers: • "' • • + .. • ,, • • • • • • • • ., • • • • • • • • 

Corre:aporidei1eo • g\J:uarnl 

Edu.oat.ors 

Doo·tor it:rthur fJ. 14,l"'ic;ht; 

J~-1..glitlt p~,t-(tdtl £.I;E'U.dl1U..r~~,i ,• -, ., • •· • • • • • • -• ·.• ~ ·• • t • • • 

1;,inll'.U<'~G 

ioude;eri;;s 

wrk 

'.i:l'*ru:1t!}o1·t~t:t on 

sap:'I:ri.rt,J i cli.t:io ls,, [radu~:!.:.es 

.... s. 

""'J 
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CLllSSIF!C ATION OF" OOC\Th'ENT3 

Groups and Subi,,D1vis1ane of' Documen~ 

(Separate 6ohool8 oo.n.tinuad) 
Estimated needs 

Buildings 

intananoe 
Tee.ch~ro' salaries 

eowty budset 
l,ependent district budgets 

Independent district budgets 

Olaitna 

Blanke 
Claims tor service-a 
Asai e;ned claim• 

F.noumbranea t'&oord of watrants issued 

Funds 
Cash bu1ld1n fS on insurance 

Enoumbranco roeord of funds on hand 
India1i. treodtlen. tuition .fund 

J~ana teacher 

Trans.for of funds 

Voo11tioncll• Federal 

oro••· Rof'eronce 

-s- C: 



CLll.SS!F!Of~~qM .Q_LOOf;~.,Wr.~TS 

Groups m,.d Sub-Di 'ri.siont o.f Doouwm"'!;e Gt:-;e ~-l?,ef"1t-an~ 
.... _,...v._ ..-.. Ii u ,· .. J .!!', !!11S.1¢atf§·t11;11Ur:!l._:~l(~lt!·1 &t 1::1.-1· rn.. 1, .. ,:!i rr li.f·rrr.. !1.4-: ... it:i.1(· .• ·,1111.~.or:·,2 

($$para~ schools eontinuotU 
... ert'q( '!• 

Wo.rrm1ts 

Graduat~s • ., ,. , ,. • . • , ., " • • •. • •· • • • • • • • • • • • • • •· .., -· 

By ()iff.!h'tti e;r,nd~ exa.mine.tion 
l'ljr ei r;ht.h c.rade aoer~i ted teGtcl$ 
Hlg;h schools 
Pror,"!i\/'JIS of gtQduations 

Insm<anco 
Caah insurane" fund • • ... • • • ,. • ., * • • ,. + • ., • • • • • • • 

Polioiee 

luvanto~J or eqtdp:m-el1t in distriets • • • • • ., , • • • • • ,, " • .. • 

Libre..ry 

l~in:tananoe • • , .- • • .• • • • • • • • • I!] • • • • • • • • • • • · • • 

Mod8l a i;>hools 

Aooredited 

t!o11•~(ffl:rad! ted 

Test seol .. {l)tti. of pugtll~ 
Repor·l::,, 

8u.1,ervisor 

'kl.tHl Oer1d.t1cu.tes -

Fl,na.-"'1~ 

All;lo :tnwn:t;oty und library-
~ 

fi'innn~:s, budgets 

Ii! 
...;;,I·• 

~ 
~ 



1,:a,,~ss:rnc .. 1.Ttoi,i J)F. oocrmmr:rs 
"!IIP's•li-.b-1.1.·.it~aiWW......a+:;;.-.-7*-iT-:-· ai' -~-·ii 

GroUps and su~f)ivisians of Do~nts 

(Sei,11rat• aeooolt ~,orrti_.«); 

Sur>plies • • • • •· • • • • • • , • ., • • • • • ., • ·!!' • ·• , • • • • • 

Ch0eked te 't:e~chori 

Cost lbt 

IJ•odeti 

},:u•oh~ae o.i;•i!e;r3 

?oaeh~rs 
Ar~plicr.itions 

Q:in tr a ~·tt1 

Inqui~y 

t:iats 

Pep$rJd&-.at 

Independent 

Potition.$. 

Salaries 

Reeorm?»nda tio:r'l$ 

_.,.~---,.- --··.i·-y----,~· 7 ···.:.aii . t· • 

c~ss•ltetoran~e 

A1to suppli!!ta -

...z.., 

~ 



Groups nnt'l Sut;.,.D:2. 1.rleiorw o i' °')m~ut):t1.ts 

( 3et.)ara:t$ 1:ii chc.olt.1 0011.tinood) 
,t.j ... "' "" -

ll'&naport~tion 

r,us drlv~;it~ 

Dr:1~1<31~:; rno11.thly repo:rt;!ri 
m:ltl petitions 

'.'l::1:l.ilei3 to bus.ises 

t)ohool hus eoff't;;!"t\ cts 

r;t1hool btlU t>0;:ulc'bion.$ • .. ·• • • • " • • • • • .. "' • • ,, • • • • '"' 

Trnnspori.':i:i1@, tshildrtit 

Vforr~·ts .. • • • ·• .. • "' • • .. • • •· • .. • *' • • • • • • • ·• • "' "' • 

!11.quiri; of '~f.MH~hera finane~1;; • • • • • • • • • • • • • • • • • • 
VYella 

f'o.:· tt?illitl.g 

N(;)(Hhlr,l to 

ecm:bi•,\cts 

ir..rilloo, or ole.00101'1 

t;Jt(l$ s•lt t1!'~:re:1t;,;e 

.t,lao 
~ 

Depor·t:m1JJnt 

-s-



Do omMJ:i1ta 
...,._~~~~._....._~ 

Dec:ptlt''bm~ri:t: 

ft.id 

!to~$ti;;au lo,ss 

Bdl.i1c~tim1 a"epo:rt 

Pri1ile.rry Ai.d 

14,plicmtions 

~rks 

:_;J.aw::s 

Dit'isri ,1tC:l u PI~ rov~d 

each e.1 str1 ct 

state 

Funds i·i~coiv.ed f1•(:n:;,i s ta,ta 

Fui,.1:ts /$.ant to olerks 

1~on•re s:lden:t, 11on ... t:r.arusfer1•od (lo«l:u¢.ti rms i,n S1ttond~1ce 

Rules wegtllt1 t:i.011s 

Sohot'l~ /i.i;;o la~,od 

1 .. ~r,la.trid. 

•. 5., 

-4 
~ 



- CL/1,S;~Il':1'.Gl/l'l'.DU or µO(i'Uf.~J'J:'5 
wli3'~·••n•t·.li!i ·1 ·.,·1 f. -, 'ta.· n.f1:•·1~··.e,s".~1._-;1~it.;w· ~··t1•<z*-.-ff..-M,-1'.r-r ,11··,,.,..; -~--•- .,1 ·tu 

Oroupi ~nd Sub,,.Di'ViSions ot Dotn.:nnEn1ta 

( St~~ Pepmrttrffi'At: ot Sd:u<mtion 
s«cm.1d.ary liid 

AT,!tlli cation.s 

Ap:plieatio:.1$ '£0-tt additiottal i»Mher~ 

Appl.i~ati~n b~s 

Blenk~ fot i<GelQtion for higll aohi:iol 

- DiGt.i'iete app:ro'VeU for aeco11dnry aid 

~d~ r~eeiv~d from state 
Fu:: ds sent ·~ oliark# 

iaintemm~ 

lleJ10.l"'t of length of tGna ,, .•• , • • • • ., .... • • •• • • • 

Rulea ~ti l"$gw.at1ons 

8cl:i.t1ol;s 1.sol&tod 

FJorkahe-ete • mini~ pr-ogr.wn 

~iletine ........ _.. •••~• •• ••••• •• ••·•• . ~ 
Oircn!ll.f.'\l"S &ma :;ltQt& depa.rtrztet • • •. • • • • • , • • • • • ... .,, • • 

Conf o~tnoe note::1 • •. • • • • • • • -• • • • • • , • • ,. • • • , • • 

C1rrri mil W:;'l • ..1t, .if; "' - • ~ • • ., • • + • ·•· . • • It. .. • • •· " !I' ...... 

('.:_E'~GS ... Jh ;t'i?.t'Ol:1.00 

St~J~e dtt)lll'tmet, reports 

Bull-e,tin$ 

Also Cireula:ro - ' 

3~te dQpAlr~nt,. S611'd~r 

~ti,'f ;let~ Ut1 

... s ... 
oi 



CLAfWlFICf., TI ON O"F DOCUMENTS 

Groupe and Sub-m.visions of Docw.nen.ta 

(State Department of Education oontinued) 

Examinatio».s • ,. " • .. 11 • • • • • • , • • ! • • • • • • • • • ,. • 

Heal th • • ·• ,. • • • • • • • • • • • • • • ·• • •· • • • • • • • • • 

High Schools •• • • •• • • • • ~ ;, • • • • • • • • • • • • .. • .• 

Accredited 

Acored.i tine; a.ppli c,ations 

Inepeotor 'a report 

llig}nvay aa.fety department 

Bus, ragul at ions • • • • •••• ,., • • • • • • • • • 1 • • • • 

Report of 1.n&peetion of bussee • !t ..... ) . •· . • • • . •· ... 
Safety regulatione 

Legal •• • •••••• • • • ........ ... . ..... . , ...... 
Opinion• • • • • • • • • • • ·• • • • -• • •, 1,. • • •· • • ·• .. •. • -• 
Planni~ d.eparttwnt • • • • • • • • • • • • ·• • • •· • • • • • .• 
Reports 

Statistical, pert I • • , • • , • • • • 

jority 

Minority 

Rural sohoo1 supervisor~ 

... ' ....... . . 

.ofs•l$f erence 

Certificates 
He,alth 

Also Indfpendent distriota .......... 

Alao Trenaportation -
Also Transportation -
Legal. 

Legal 

Build.in.gt 

TeQohers , fiWUUel eonsol1dat$d 

... s. 

;A 



CLASSlFICATlOM OF OOCtJME!ltTS 

Gr oups and Suo-Div.te i-one ot llooumimts 

(State Department of Bd~cat1on oppt1nued) 

Seminar, annual 
State offi oialei 

et ing •t state <,api tol 

Directory • ·• • • • • • • • • • • • • • • • • •· • • • • •, ' • • • 
Stato elocticn board • • • • • • • • • • • • • • . , • • • • • • • 

State iiu3peotor and examiner 

State repreoentati-cres 
State $onatoro 
State superinten.d$l.t 

Letters to aoh.ool 'boQr ds and patrons on 100.tlual 

etine; • , • • .. • ii • • • ·• ! • • ,• · • • • ·• • • • ,-. ., •· ~ 

'tete Doard or Public Wolfure • • • • • • .. • • • .. .• • • • • •. • • 
• 

State norms of t ests • • • • • • • • • • • • • • • • • • • , .• , • • 

State l uper inte.ud:ent , • • • • • • •. • • • • " • ,,, • • • • • • • .• • 

State teaoher.s examination, •• • •••• ., .. • • • .• • • • • • • • • 
Stat& tertllooktJ • • • • • • • • • • • • • • • • • • " • • • • • • • 

Crose- neter ence 

Alto Dire:otories -El ections 

Sellool boards• annual 
aehool meotint( 

el.rer& i&partment 

1'ottt• 

State department. ste.te 

otf1c1ala 

Corti.ti cates 

Book.s. 

.. s-

?3 



CLASSIFICATIOlt ~~ DOCm.«EllTS 

Groups and Su'b-D1Tia1ona· or Documents 

State traveling library•• •• • • •• •. 
State 1nspeotor and examiner • • ••• ,. • 

• • 
• • 

.. ..... . . ,. 
• • • • • • • • • • 

State planning board • • • • , .• , • • .• .• ,, ._. .• .• • .• .• • • ;• • • • • 

State prhon 

State department 0£ public safety • ,., • • • ·• • 11 ;• . • • • • • • • • 

Sunday so.hoola • • • • • • • .. • , -. , • • • • • • • • • • • • • • -• 

Supervisor 

Supervision aids • • .. • • • • • • • . • • .• • • • . • .·• • ••• • • ' • .• 
Supplioe 

Checked to teacher 

Companies 
Cost lists 
County superintendent• otfioe 

Dependent schools 
Elementary or grade aohoola 

Grade oarda 
Register sheeta 

.. . . . . . . ..... •· .... ... • 

Croaa•Referenoe 

Library 
State department, state 

off1oiala 

Building• 

State departtn.nt, highway 

safety depart:me1:1t 
Chwohe·s --. 

Also DoVicea -

County auperintend&nt•a 
office 

-s-
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Groups and Sub-Dividona or Dooumen'b• 

{supplies Continued} 
High schools 

Grade carda 

Register 1heets 

Independent achoola 

CLA&UFICATlON OF D0C U'J.1ENTS 

Inventories • • • • • • • • • . • • • • • • 11 . , ,• • • • • . • ., • 

Irivoiafof supplies needed 

Purchase order• 

Blank books 

Orders placed 

Requested by toaQher8 

School boards.•• • • ••• . .. , .... • • • • • • •• . ,.. . ,. 
Sc,parate sohools •• • .......... .... , ...... ..... . 

Supplementary apportiontnonts. • • • •. • •. • • • ., • • ., • • • • • • 

SY14Pa thy ClU"dS ~ • • • • • • • • • • • • • • • • • • · • • , • , • • 

Te.xo& 

Amount of levy in ea eh taxin~ \llli t • • .. • • ~ • • ,! • .. 111 • • 

Delinquent tu list 

croa.s•neteronce 

InventoJl'Y 

.Al.so S<t.ool board• ·-Separate schools 

Finances 

County superintendent, personal 

Fina.n.cas. also county 

treasurel" 

.s .. t-
co ·~ 



Groups and Sub-Dlviaions of Documen'tll 

( faxeJS Continued) 

Income tu 

anka 

Copies 

CLASSIFICATION OF tQ.CUfffltTS 

Tax lavy for taxing ua.1 t.s 'by excise bonrd • • • • •. • • • • • • 

Tax list 

Teachers 

Annual reports • • "' • • , • • • • .• • • • • • • • • • • • • • 

Applications 

New. this year 

Old, hold ops 

Better ~ainsss Bureau reports on teachers • " • • • • • • • • 

Certificates • • • -. • 11 • •· • • • • • • • • • . :• ... • 
Conferences • • • ,. • • .. • ,. ·• • • • • 

Contracte 
'or pre14111t year 

R~ignatiod mid tir ed 

• •••• ••• ••••• 

Croaa-!eterene• 

Fina.n<HUI 

Teacher, r-epor t a 

Better Business Bureau 

~rtifiea.tos 

Orge.n1zot1ona lltld ~one 

meotinga 

.. f ... 

~ 



cJ...A.3 sr Fic~ym:in oFCJ)Ocm ~ --Groups and Sub-Di vi dons of Do O'Wll&nts 

( Tea chtrs continued ) 

Daily pror;nms or olaa~ea 
Exwnei1,tions .for cert1.1'ieatee • • ,. • .... • • • • • • • • • •· • • • 

Inquir.r al;out teachers • • • • • • ., • ., • • • • • • • • • • • • 111 

Ust of teo.chers out of county 
L1st of teach~.rs hi.rGd by school boal"da 

Per1tonnel .de.ta or eaeh teacher. • • • 'Ii· • • ,. • • , -• • • • • , • • 

Aee 
Coll~g$ •ducntion 
Expert en~ in tea chin -

State depa~nt number 
Other por&onnol dnta 

Rating acalea fo~ teachers 

.Reco?n!!lQnda ti ons 

RQterences 

Reply sHps on olo:-.ing dat& or schoc,l • • • • •· • • • • •· • • ,• ,• 

Reaigne.tiona ·• resigned. fired • -. , • • • • " • • • • • ..... • 

V.oti rOJ:'lOnt 

Croso-Beference 

Certifieatas 

Aleo S.tter Buainesa Bureau -
Also Teachers. contracts -

Se-b.ools• dates 

Toaohers , contre cta 

-r- 0::, 
ijlo. 



OLASSU!CATIOti . OF OOC Ul!..EN'l'S. 

Groups :00 cuw.onts 

( ~eaohors oontin~cl) 
lteporta 

Personnel ot teachers . to state d$parttnnt 

Teachers • annual consolidated ., s tatlstical, pn.rt 1, 
to state depa.rtnent, both majority and minority 

Teacher&' rumu:al report of' attendanoe •• ,. ••••••• , • • • 

Teaehero' first week of' school 

Teachers ' monthly or six weGks c,f attende.n 

Teo.chars • annual report giving complete data ot 
eaeh pupil enrolled 

Salary study 

Substitutes 

Supomsion • ' • " • • • .. • • • • .. • • •· ••. II • • • • • • • •• , • 

Supplies • •. • ~ • • • it .. , • • • • .. • • • • , • • • • . • • !II .• ~ • 

Transcripts 

Vc.ce.neies ill distl"i cts , tor teaohei-a 

• Also Statistioal • part I -

Supo;rv1$:i.on 

Suy_,plie$ 

Zon• meetings • , • .. • • . • • • • • , • ,, ·• • • .• • .• • • • • • • ·•· ,. Conferences 

• 1'-

(J) 
tn-



............ 
Groups and Sub-D:5:riaiOl'le of Documente 

Teaching 

Povieoe • • ••• . , .. • • • . . . . . . . . .. . . . . . . . 
Supervisory helps ...... .. ·-. ,• ,. • •• • • , •• , • .•• •• .• ,,. 

Tests 

Accredited tests 

Companies. 

••••• ,. ................ 1• 

Norms 

Twee and kinds of teats with instruotione on how 

to administer 

To,m:ahip pletta • • • • • ·• • • • • • • • • • • • • • • ••••• 
Transcripts • • • • • • • • • • • • • • • • • • ., • • • • • • .• • 

Tran•fers 

Appeals to court from decision. of county auperint-end&nt 

and board o:r aounty" conlli111ai®ere 

Attendance r-$pOTt of 1:rranaf'erred pupils by re~ivi~ 

di.Strict auporintond.ent to eounty superint.endent, 

county tr-\ittUJW'"iU", ~n.\ clerk of sanding district 

Q-o$ a•R•t•ren¢e 

D$v1cctS 

Suporvi r ton 

Also $&tools, model aohools -

ps 

Teaoher-a 

-T-
0:, 
0) 



Groups and Sub-Divisions 

(l'ransfer, continued) 

Attendance r eport by receiving districts to stat 

department ot pupile transferred 

Change& in tr8?.Uiporta.tion .,ones and dist,-fota 

Estimated inoomo from transfers . receivi.tlg dist~iets 

Fee,s 

Estimo.ted pe.t capita cost for trena~ra • • •,, •••• •, 

!'aid by c.1~ ·1;.r1~ i. • • • • • ~ • • ~ • • • , • • • • • , • • , 

Cros s-Refel"en ce 

Exhibit in bud.got on stnount 

o~ astime.tad income from 

t r o.nsf~r foes 

Exhibit in budget on per 

c!l:,,ita cost of pupils 

trun$fo:rrad. 

Alao Par cc.pi ta oosts on re-

port or pupils tr'1.nsferred. 
o .. a made by oounty superin­

tendent to oounty clerk and 
ec~nty treasurer on July~ 

,xhibi t in l?udget of noxt 

.f'i JH•.al yeAr,. E''tld county 

treasurer 's cash record 

book 

• T• 

~ 



ON OF oocm@TTS 

Groups end Sut,..Oivision of Doourasnts 

('.l'Tansfere continued ) 

Paid by state • • • • .. • ~ • " • • • • • • • • • • • • .. • • • 

pa or d1$trtot zone,; . • • • • • • • • • .• • • • * • ~ • • •••• 

Non-rbaident, non• trfU'lSfOJ'T'ed pupi ls, report to 

tato departm(fl).t 

Nuro.bsr of pupila recei ved by transfer .......... • .. • , .... • 

Num:bo:r tronisterrad from di strict • • • •· • 1f ·• • -• : •• • • •• • • .. 

Out of county transfers 

S~ding 

Reeoiving 

Pupils .o moved intn nl)n• h.\~h sohn,,1. ~1.strl,cto of'te 

expiration time to a pply for trans.fora 

l.1st ot pupilG from each distrio"ti 
Report to stat~ department on pupils who move 

Cross•R~ftrenoe 

Exhibit in budgets of next 

tis cal year. Also writ• 
state de-partmant when 

eoeondary aid schoole are 

concor.ned, sinoe atate pays 

their transfer reea 

Also Ma.pa -
Exhi bit in budget on numbor 

or pupils transf~rred 

£:,thi bit in tud$et on number 

of pupils transferred 

·1'-

0) 
0) 



c:.AO.SI FI C.AT!Oii OF 000 U'..Gi;;wrs 

Groupe and Sub .. \Jivisione oi' tbcumanta 

( TransfoN eon'ti nu.od ) 

Proeedure to trnnsf,u• pupi l 

l" Aripliontions for transfer mede by parents 
(List blsn.~s artet each numbered item in indox) 

2. Motioe of a;,plicationa sent to olerks of eendlng «nd 

reeei Ving distri ets • and to eo unty superintendents 

when transfers ere out of oountyt together with 

notice of date of heaJ"ine; on applications by county 

a-upi:,rin.tendant 

3. P:rotoa,t.e filed by aehool boards on. epp11oat:ions to tranafor 

• Uotioe to sohooh of sendin4 ond receiving dht.riots ot 
pupi ls tran&.f~rr<1d by eounty suparintondent 

5. Notice to elerks of sendinr, diatricts of pupils not 

trans:rerred by county auporintend~t 
s. Appeal to board of oounty eommipsionors by pnrents whoffo 

children were not transferred 

7. lTotice of appeal sent to elor ke .of r~ooi'rlng and. send.inc distrlot 

a . Hotioe sent to parents of deoiaio:n of board of cowty commissioner'*!! on 

e.ppoe.ls 

Cros:s-R,;feren.oe 

.. r .. 

(X) 
(0 



Groups and Sub-Di vhione of Document• 

rTran•f•rs Continited) 

CLASSI FICA Tl ON OF 000 UM.ENT$ 

9• N'ot1e• sent to clerks ot &O'llding and re~eiving 
distJiic.t, ot pupils transferred by board ot county 

comnnesionera 
10. Noth& sent to all parents ot pupils transfott(td 

11. B.epo:-t to county clerk and county treasurer or pupils 

12, Report t-o ata:bo department of pupils tranaterred !'roll\ 

sending t o rooe,i.viug districts 

Transfer of tunda. •. • • ••• • • • • .... • • • - • • • • i ~ 

Tr'ltl·aportation • • • • • .• • • ~ • • • • • .- • .. •. • • • • .• • .• • 

Blanks: 

Busse• 

Dr1,,.ra 

ltew vehicles puraho.se(l 

RQutea 

Bepltt¢em8nt, 

Contracts 

Oroaa-Retorenoe 

Finonee, 
Aleo S•parate aohoola -

-T-

8 



GroU!"-· or r.ocumonttJ 

( Tranapo?'t-e. tion ~o::i.tinuod 1 · 
Costs 

Di stricts maintaining tre.neportation • • , • . • • • •• • • ... .,, • • 

:aps of soned t.ran~portetion diotriots • • ,., • • • • • • • • • • • • • 

Meetings 

Rules , regulations , law$ ••• • ...... • • • • • .• • • • •• .• • • 

Reports 

,~xmninntion of buse.e by 1tata o.f.'fi oial 

Indepe:ndm:it distrlet transport•tion report to 

.state deportment • • • • • • • • • • • • • • • • • • • • • • ~ 

Consolidated a:nd union zrndes tranaportot1on report 

to steto dttpartment 

Mapa of bua routes and loontion ot oh!ldren 

Schools nnd superint6llde:nts whore transportation 

is maintained 

Valuation of ~cb.ool ui oJ·cricts • • • • • • ·• • , • • • , .. • • .. • • 

,nr department 

Ann;y 
Navy 

croea ... Rofo?"Qnco 

lao. Tran•portation, reports 

faps 

Alo.o Legc,l -

Dictrlctc , independent 

F:!!~~~1~ • bu1: et':'I, ~lulltion 

-r-v-w- U) .... 



01...ASSIFI~ATION -OF DOGUME:rl"l'S 

Group1t and Sub-Dirtsions or DocUJn4nts 

Weltaro department 

Books • ·• • .. ·• ;. • .. • • • , • • • ' • • • • ,. • • . , • • • • • • .• Books 

County welfar 

Certification ot ages of pupils 

Clothing 
Hot lunches 

Report of number needed in each d1$triot to State 
WelfBl"e Dep•rtment 

Invo,ti,;etote 
St~te welfare 
Supervisors 

Works Progress Admi.uistr•tion (WPA) 

General information. 

Inquiry 

Projeote 

okbincling 

t'Uilding 

Croaa•It-etorea.o. 

_,,,_ 
co 
N 



C!JRPIFT.<~A'i-"l;f\W' OP mr.~;'1'S 

Groups and $\tb,-.Di viaicn or Doeurnents. 

( W. l' .A. continued ) 

C.anning 

Correapond.enoe 6tudy 

County wide s cnoo1 ropair 

Bduention, o.dul.t 

Appli c&tions 

Blanks 

Rules and regulntion­

Teaohor s 

Teae~g reports 

0:ardenin_ 

Hot lunahs-8 for 1tohools 

'.!usic 

~ic teaching reports 

8ft1ee 

School su,,,-vs;; 

n1 t.nr--.1 toilots 

Sewin~ :rooms 

eross- 'Rei"orenc~ 

~ 

•\1-



CJ...fi.S~SJF'IO.ATION OF oocm~l51{To 

Groupe .nd Sub-t>i"rieions of t)ocumont, 

(W.P.A. OontinutdJ 
Relief 

Yearbook 

Youtl.6 Democrats • .. • • • • • •• , •••• , • ·• .• ·• ·• • ·• .• • ·• .. • . • · .. 

Youth 

Legislature 

Young 1)4tOple•s societies .• •• • • •• • • • •. • • • • ·• • , .,. 

Crose- Reference 

Organi&ation-s,, trs.ternitiea 

.Al•o Organizations and ·-
cl>urchea 

-.x.,.y.,.z-

•q) 
II)>, 
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Renoval of Documents .tram Active Files 

:'ho < DC\138nts have to be re ovod trom the active file:! fit t~-ie olose 

of v t'i i;al fOOi't'* in order to facilitate the filing of' te.ri 1 during 

the ensu~ yec.r. When this is not dom the new t:.at rials ve to be placed 

in one or Eere rocepta.~les~ reaultint in oonfugion of dooUinant6. 1'his causes 

both <lol~y in filing nd ::iuoh worry to th.o o.ffioi ls, ~Il thoy hn-v: to run 

thro taok o£' mn.toris.ls in .order to find a needed it,ir. 'l'hi y . y . 

hm,over'6 provide, by greatly inor sed labor·., a auuplem.ento.r ~ folder tiling 

sys • wt en of'f'ioe space and fin.a.noes permi 

tack of help, spaoe, and finances.; together with a desi r e to s:ecure 

incren ed efficiency,. usually force the of'fioials to rfllllQVe the doo ents, 

nd zrore G¥peoially when ot'fioi ls change . en not done, ineffiuienoy and 

oon.i' · sion prevail in filing the documents in the refei: enoe f Ji lea, and still 

:raorc 'ifficul tie$ aro enoountered in reporting tho de. ta later on. All docu­

montr ohould be arranged in their proper ol-assif'ied groups., by y ~a. with 

contc tit&. and then bound into vol s. Systematic arrange: nt ia needed in 

the ;·ofe~nco t'iloo to e.nhan.oe pupil and teacher personnel i-opor·c, -f:or court 

reem.·ds ar.d. especially retirement of' tefl.eb.ers. Ata.in stati "ti 1 and 

fi~cia.l d tn. ha to be roportod for several yea.rs._ often:times ns -.ny a.a ten. 

Reference File Documents Claasifiod 

s1.n~ the rcfereno fil s we.re full of unol ssif'ied r ef ron·lb docu­

ments in th office in Creole County. covering a period of :3v ~,~urs. and 

were ~tored in alnro.,t evory shaped container, the idea s conco ved to 

r-e rran0 e the documents and bind them into volumes.._ ~ . lfatione..l Youth 

Admi!lis·tra.tion helpers aasi.eted the deputy oowty superintendent. for over 

one ye.er in the olassifica tion. The procedure was eon"tinued for three 
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months by the two pe-r•ona on the ork:s Progress Administration office 

project.. Dearly all reference document• were ole.asified into the groupa 

listed abOT • ready £'or the hinders, except tor the s lr..ing of content• and 

11st.ing 0£ pages. '!'he of'fic.e project ooaaed at this oint,. and the def1ltf 

county 8Uperintendent resi od his position. He., however. will return to 

the same o ice on July l ., 1939 to assume tho dutiaa ot cOW1ty superin­

tendent, and at that t ime expeota to complete the olusificatiClll. £or binding. 

Dooum.entary Gr · pa in the Ref•~ Fil•• 

!he auggestiv• UWP8 and eubdiYiaiona listed above enable the of"ticia.ls 

to quickly ahitt the docuJi18%1ts to their ohrcmologioal data. can.tent it• 

place• for page numbering and <>ontents making. ROWever • -eerle.in oupe 

are most useful from which to obtain data when the docruinents 8.l"e arranged 

and filed 1n numeric l school district order by .flac l .years. these inolude 

general correapondexioe to echool boards and teachers J .accredi ting reports 

ot hi•h school and model aohools1 :resign tions and appointm.el'lt8 ,of school 

board members J clerk"' • reports of annual school meeting • ·and of 11'8.l'Tenta 

issued.; county contest and entrieai free textbooks issued, Indian tuition 

reports J inventorie. o£ eohoole, teaohan', truek drivers• and janitors• 

c :tracts a teacher•' nnual reports ot progrea1l ot individual p:pilBJ 

teachers' monthly or six eeks at&tietical reports {pl ce 1l1ne or six 

together 1n sequence) J teacher8 • e:nr.iual etat1etioal reports I teachere t 

daily programs J a.pplioatiana tor primary and secondary a.id» £or isolation 

ot ~ohool district.a, for homestead exemption loss• for ttJ.aching positione • 

for janitors. truck d:river:s. for other personnel po.sit-10ll8; e,nd tor trans• 

fer' of pupil• to other· eoboole. 
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Certain other repo:tts. acCUD11lative in ture. are found to be re 

oonvenient when they are filed in ledger bound volumes. each h ving a 

removable back by means of a thumb slide aet device. The latest rept,rt 

ia inserted on top. They y be baun.d when enough ha't'e been aooumulatod. 

The ou include reports of enumeration. teacher peraonn-el. funds fra 

teacher•• e:xamin tione. cash buildin~ tunda .. part I and II ot the annual 

statiaticalJ and dooumerrta pfftaining to organising. detaohing., end 

a:tt ching of te.nitory of sohool distnots . 

!he or~-anization of the dooumenta into groups· and sub-divisions; 

arranged in place and content orders tiled in alphabetical • .school diatrict 

number sequence• and in aocwrulative record ordfl!' enable the offi'oiala to 

simplify the .filin€.; prooedure and the reporting 0£ da~., It, furthermore . 

avoids -confusion or docu ts., and conserves mental energy through speed 

and aecuncy of' 1'ind1ng oach item quickly wh it is ne ded. 
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In order that th@ reeder my 1nore clearly ':ind.erstatld t?ie workin2; 

f)f'inciples or elast,i!:"ying, t'ilinf, Md findi:rt;; .of dooumen+,a:; as preaer1ted 

in. the Jll"~vious chapter., the following oonoJ">ete. illu.otrations are used 

for eoordinatmz d.ocnment;iiry n:m.1rooa vtith Qptimum eqr,ipmf}nt .• 

To tibtain SJJ:OOd• the officials and novice mat ltn(r.;1 ·where to lO(}k 

iro.rmdiately to find the needed itann. Therefore. eaeh oJ'fiee My ha.1.re it& 

notive files oo,ied for this purpo<'.1e.; The f'ilinz; cah:tnets., irres1_,1octive 

mff11.ber. ;;u•o each lettered., beginci11g 'li'fith A and conti.111:.d.nf>; to the eud 

.of the t:tlpha1:;et., At th:ts point th~ ooding may be repeatod as Aft; and if 

a 'third ,:H!lrie.s be 1uwded, th.('! c-od,tn,t vtlH C"Orrl.;inue e.e itAA. All i'ilef'I,. 

regariUo.os of aii:re and sJu:r.1,a,. a::. f'iling tiab:J.ne"t,. soo:retary*s desk,. ca.hi.net 

oontaining blank fo:rme,. oi;,.binot v1ith shelves, ~nd st~('ll $6.fe, are coded 

with let-ters. 

r!iieeptaoJ.e in ea.eh ±'ilinc e1:1.bin~t is numbered in eont.H:ietitivo 

m•der, oogu1r,,rin;3 t'rith 1.. ~e reoevtsi:.c1os melu(;i;e draw13r.s • 1;}hel'11"o:.;, boxes 

ru:iti pigeonholes. i'htti legal si&e i'ilinc;, eal)inet will be lfth-0)..ed p. ... 1 <1n 

the to1;:1 drawer, A-2 on the t)·ont of the aeQond • A..;3 on th8 thil"d11 and A-~ 

\vi 11 he labeled on the bot·tom dr.G.wer. If a ct~hin:ot c,.mtail:li.'lg the bl~"lk 

fol"mS,, havin;: as many as 100 retleptacleg, be e;:i.ve.n the letter code of U, 

trz~n the re-oeptaoles i1Ul t~ coded H-1., I-I-2,. ti•{$,,_ and on con~eeutiil'ely to 

a.;100. 0helvea a.nd partitioned sh8lvea can be coded in n si:'1llr,r mtilJ:J.nor. 
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A rapid check throue;h the files of any office will reveal. the 

pO*.sible g,oups of dooumenta to be considered yearly. i~eh office Will. 

how&ver., con't~in certain {l;l"'oups as bullt:l'tins,. county stlperintendent•e 

office,. finru:ioee. legnl,. organien.tions.- ~eports •. school boord$. schools,, 

~ta.te board of Etdu.eatian,. t.eachors • transfers,, tran.$porta:timt,. and pro­

be.bly &ct]itu·1i.te schools. 

In filing d-oot2me:nt&- in the four--dt'avter filing cabinet, the groups 

will be arran.~d in alphaoetioal order, beginn.ins with the top drawet". 

Heavy oordbOOl"d partit1ana$ each equipped t1ith n metal aff,'<1:tee, cellophane 

e~ed» in whi.oh to lht the nwoo of t.h-0 gl"OUtJ,- are inserted on the 

risht preeedm;:-: oach gr-011p of d<>cumonts. The meta.1 doviees s.hould be sot 

at an angle for quick readinf;-• Sub-division partitiM."W,, With V$r'M.eal 

metal dtvic-e-s on th~ 1-eft scide,.. U\V be inserted to speed up th6 locating 

of' ea.ch lllub...-d!v1s:ion ooterial,.. fhe 1;ul>-di:vision$ \'Ifill be inserted u'ter 

tlle labeled groups~, in alphabe:tioal order* ea.ch in ZOO.:."li.la folde:tG, hbt)led. 

Qlld pllE!,oo<l -,Tith ta.ha alternrl:tine right mid left. 

Of the tw@lve gro;.rps liz:ted juat ab~-e. the £ii-Gt partition to be 

mttfll"'ted will ce labeled J'iU1.J,t1!flE. The first manila fold.er will be 

labeled BGU,t'.?li!S-County Superintendent to School ooard.s; tho gecond,. 

alt"mat1.nz, i'older will be labeled Ht:"IJ'.,"Bi'Trm;-oount:, Superintendent to 

Super:1ntendent4 and Prinoipa.la; the third folder will be labeled 1'iul,l,J$T'l:NS 

-oounty Suptil"intendent to Teachers:; and other needed :.mh-.d:iviaion~ m,q 

be added., labeled,, a.nd :i.:nserted in thoir· pro!?0r alphabotioal order-. Untl@r 



be plaaed ju t bl.\llow tho J:'ile ow.le, rn1mber J;..::J A .... l. 
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The otfie:tal can speed ul) i'.he £1.linir oi.' documents b.v' writin..: the· 

groo:p olassif'ieo:tion and sub-division in the upper ri0ht hand comer of 

ea.ch doau.ment. at th$ ti.'me h~ f'ir$t :reads it; provided,. the contents a.re 

not properly given in the title as Hfeacher•n l\.n.1l...ua1 Report" ol"' n1n ftet 

Appointment of School Board. tt Even with the la.ttf;lr tho ncbool die:tl"'iot 

number should be 1:itrted in the upper rig,ltt l:~d comer... It halt· been 

su~[eated to give ~1:t<;h clas:dfied c:r-aup o. numhct" ai.-nU.ar to ti~ VfNlf!1Y 

tibrary System and the Amorloan Architect listing. i'he ofi'ioial oou.ld 

'bhen write the u'wiiber :tnstoad Gt the U0" .. 1p... 7ne objections to thia a.re 

that the groups aro too numerous to reca.11 all numbers readily and tha.t 

the Sftffioe of e. filing clerk would be neoo.ed with euch ·a dettdled syatem.. 

Since the ner1 official and novice are t::nacquainted with the elusU'ied 

groups tlf documents and o<>din,=£ :s.:yst~ e. procedure mst be a<.H1uired to 

f'aeilitate speed Md acounoy ooth in filing and again in fin.dine: the 

documents \"li1en they ta"e needed. Il'or this ptU"pOSe thi, classified ~u;ps 

and their :i;uh-divisions of' do<mr!Mmts.,. with eros$•f'efe:renoe • as. li;t,;ted in 

Goopter III, ean be used as a.'U. mdex. To these twe columns will he added 

one for the ~otive: file oode rru.mber and another for the reference file 

eede number" All the sheet.$ $bould be bound toi:;ether in book form in 

alphabetical order. 

The oft'ioia.1 will th&:U: write in ·the antive file code nu.moor where 

each document h filed.. The aat.i ve filo code m.11'!.iber should ·ue listed only 

in the group classificc.tion to Which a docuwm.t belcne.s.,. to stumla.te the 

recalling f>f tl.ie correct group. '!he-y never should be plaood at the erooe­

re:tereneea unlegs ~rtioular care is <>bnened to ccn .. mrt all such code 



numbers w!'t<m ,a, Ci,Tffllp m- stib-divisi<:,fl. ia moved to anuther oahin-0t or 

re.eepta(l;le. ~ibit 2 is a sai.11.ple of such index..-,, n1~et:lvitie.sn &.re coded,, 

stnce they fOJl"'Q' a U'Oup. "'A."mllal sebool mee'bint;u is :not &oded• rd.now 

tlie o~c,s-refererice· sb01.Vs that it ia ir'OUpe« v~tlt eohool honrds . ., '!'h.sre­

toNt; one mwt ~irn tQ tha school boords groop to find where the file 

is loeat~d which cont$.ms the ballots. 

The, r!bfe:rence !'ile cooe num:.,er io u.~Qful especially in ·t~fere • 

Ol"iginal dccumen.ts.,, 113:!!ial deeiaiM'111; and rules and reg1.il2~t:1ons. 'l"hce new 

of'ticial will wisaly loavo room for ~ r(HlOrding of' two or ~, y~irs of 

reference code m.ut:)ore; pro-'!Yided t.l1e, ducunents are bound,. !t shoold con­

tain. also the volume 1a year., &.c"ld page er. title of' dooument \lthel"$ data may 

L.16 fOtU.ld,. 

Th~ oltA:ssif'ied e,roup$ and their sut-d.ivisions of doou.,~t:s,, as 

:U.stod in Chapter t!I1 -.y 'be us&d e1'1tirely, a:s an ind&.~. or items ~ be 

. ...nitted or addud• d..er«idin$ on the ne$ds of each o:f:f'ioo. !he cJ>oss­

i-ef'fn".en<Qe can als-o be used• a.dded to or omittffll., The official mst., 

hO'Never,. malce. and list Ms own active and ref ere.nee fil®s Q.Ode nwnbers 

which he t~ detem.i.ned gs most -&uitaole far his o:f'±'ico. \'he receptacle 

:mmu;era my be r!1ost appropriately listed in pencil during tho fil'1Jt yee.r, 

the ind~x ie used., to av~id :marld,ns Otlt num:oors or havin,::; !Crasureo Whft 

a p-~p of £-old.era hi,;a to he ext~nded into a n:.- re0En..1'taoltl#• 

Reference docume.nts should he 'bound e.nd coded 1n ord.er to faeUita.te 

speed in find.int; data, 'to preaene orisinal r-0(}ord:s • &nd to oocuw less 



Groups and til!b-Ii:tvisions 
of 

School 

Active 
flile 
Code 

Referenoe 
!i'ile 
Code 

1:;ut;:1t>er 

"'i•• ••f' w-

l!JS7~ !., ·7 .... 55 

1957,, :r. 20 

Cr:r1 ss..;;:t,:;f'..e:l";::nl'.Hl 
t1oo 

·------=-~------n..-..-:~·--------,~~ .. --.. ------"'" ________________ ------·4,..~~ -
Exhi b:lt, L: Sau1plo of' Index for the County Suporin·l;;endet.i.t' s Of'.fi o::;. The 

first; oolvn;J. lints the grot1p and sub-division <llussH.'ioiition of' c.ocu:i:;orts,: while 
tl1e last i.1:1di;.:;n·i3e.a the croas-referenoe... The a'°tive fil~ eode nuniber it:: listed 
only whe.re ,t. <kmu:i".lent is classit'ied in a ir.,roups, nov(')r ltt t}10 ort,~s-ret'arence .• 
Tho referc:Y::(;'r aode x:i01;:ibor a1·Hn;.ld locnte tu-11::,ocio.lly original ,tJc:111:E:,Jrnts am 
the lcd;est ,)tij:i;)lfi of reportt;. 't:l fi:nc, arts d,:,r;;1izsew:ts ai·e· to bai f'oum 
iri. numr;0r A ot~b:.n'0'b• ;;..n t31"t1t,1(\l' nur,1lK11"' one-". H.nd t-J;e "'lQ;:;t reoe1:;;.t .i:ttt:ta c ', the sam.e 
subject are fc;u;,d :i.:n b,cm.nd 1",c,forencc i':He of" 1S'S7, volut:i.c I. on [J'.'J. 20. 
Br,llot~ fi:<:ir t1,.c elce·tio:.1 r1.re fotxarJ. in oi,,},inet~ n. drf1.v,.e1• 3; a.nd ''d r,~o.l ones 
are in enld.,:1c:; :E,. t-:helt'.,, l!oixi 'that the alphuoot t?iitd group 
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't1oard type. At 11\t"esent th0 lrlrt..U:ng, prices are an average of· s:llil:t:, om.ts 

l per volume ol' r;1JJ<mt M8 in.eh in thi.ekneso. '.I'lie volu.mos (!M then bo numl,ered 

1 
Inquire oi~ y®r local ;;,rinter, ti.e !!otter 1]ind:in.{; C;~rrtJ;an.Jl at 
71lUSkG{~E'> • 
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CHAPTER VI 

Sum!AR.Y • D OOJCWSJ'.ONS 

'fl is study was be-gun. primarily• to develop a pn.ot1cal and 

etticict filing .eyatem f or t.1\f) o~ ' ice ot the county superintendent .. 

106 

or a,ehoola. Thousand.a of docuaanta have to be_tiled each year. end there 

a.re many thousands 11.ore .- c-avering pel"iods f'rom thirty to fifty yeara • th t 

a.re stored and stllolced away 1n vaned types or contain•ra ond storer«.a 

in the r, pecttve county courthouses in Oklahcaa. 

A survey ·of the ofN.eea of twelve oou . auperurtendenta shc:Med. 

th9.t the filin procedure wae 1na46quate for filing and finding doouaents f 

that th.• older . courthouse offioea were not OO!Ultructed nth a T1ew tOlfard 

th• etficient £Uing of documentaJ that the of'f'1ce equipment is old and 

wu de igned more for oonvenienoe or spaoe rather than etfio1-enoy in filing, 

and that the conditions in the off:ice in: Creek C!ounty f Ol"Jll an averag• aample 

o.r the county oftieea in Oklahoma .• 

The }"rpo&.e of this study • to tn"i.T& at the most aatiafa.otory pro,­

ced re 1n filing doownente tor pel"llanency of data. aoceaaabilitv. econ 

of' spe.ce., and durability of ten.ala, tor oluslfying document• into 

grOllps and 4Ub-div1•tons. and the developing ot a croaa• re:ferenc• aud oodti 

system wb.ieh will i?i1SUt-• to a. eater degree o£ oouracy and s~ed the 

f il and findin"' of documents:, to ooint out a satief'acto.ry procedµre 

ro b1nd1 documents for porman nt u:;e.1 and· to promote a un11'<>l"lll f iling 

eyst of euoh raeord8 in Oklahoma.. 

The follo 

' eluaions or the purpose• and procedure a.a prev1o.aaly outlined in thia nudyt 
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1 . A aat1ataetory procedure in tilin{; domment in the county SU!>f'rillt«n­

dent•s office has been developed by conferences with cowrl:7 auperintendeata 

and deputies,. a survey of thtt fil "' sysum.s 1n an area of twelve coon.ti 

1n central Oklahoma. and by the procedure being experimentally prOV&d in 

th office in Craek Cdtmty• 1n the handling of over 100. 000 documents. 

2 . By 1lle&WI ot the legal size £1linr cabinet~ 1 beled tvmila fold.era • e.m 

thumb set devic• ledger TOlUlll.«tS , the documents oa;n be fil~>d daily for 

aooessability. econ<>!IW of epaoe. and for speed 1n loo ting and reporting 

t~ eeded de.ta. 

s. By means or elaasi .·ing the documents into QQ1)8 and 8ub-divisiona, 

gi'V'1n ~ ench a f iling oode numb ,.., and by making an. index and croea-ref'erence 

to the olassified items, a flexible procedure is preaented to the inexper­

ienced offioial 1n which he can el ssii'-J the ftl"ied doouments., file- them• 

and qui-ekly find them again when they are needed. 

4 . e documents can be preeerved fo-r penaanoncy of data, durab1U.ty of 

material• used., aooeaaability, eoonomv of speoe1 and s peed in finding the 

de.ta . when they are bound into volumes at the end of the fiacal year• at a 

a.mall financia.l eost . 

s. The _group olusifioation of document s, coding• ind.ex and eroa&-reference_. 

and binding into v-olumee Will promote a more unir'orm filing system 1n 

educational record.II in relation to the county auperintendent'6 ot'fice and 

·the State Department of Eduoation. 

6 . Th• procedure has proved to be a workable aynte, a aa.ti.efactory syatea, 

and baa be.en arrived at experimentally in daily and yearly u • • inolud1ng 

t clatei.fyi of over 100.000 documents -tbn-t were .filed over a. period of 

thirty years. 
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