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A FILING SYSTEM
FOR THE
COUNTY SUPERINTENDENT OF SCHOOL

CHAPTER I
INTRODUCTION

Purpose of Study

A practical and efficient filing system is needed in the offices
of the county superintendent of the county superintendent of schools in
the counties in Oklehoma. At the present time sueh officials have no
accurate method by which to find data that have been filed recently, and
more especially those filed in documents in previous years. A prelimine
ary survey of twelve counties shows that Creek County is a typical case
for use in this study.

Various types of materials have to be considered during the fisecal
year. They include accrediting of sehools, bulletins, incoming letters
and carbon copies of correspondence, county contests, emmeration of
children, financial estimates, inventories, notations on personal and
telephane inquiries, separate schools, statistical reports, tests and
teachers contracts. The scope of matter was so great that the contents
of over 50,000 sheets of business size paper were oonsidered during the
school year 1936~37 in Creek County, Oklahoma, To file the materials and
locate quickly certain documents again when needed present office problems
for the county officials.

This work is an experimental study in the handling of documentary
materials in the office of the county superintendent of schools in Creek



County. The purpose of the study is:
1, To arrive at the most satisfactory procedure in filing materials in
the county superintendent's office.
2. To facilitate the filing of materials for permanency of data, durability
of materials used, economy of space, accessablility, and speed in locating
and reporting the desired informetion.
S« To classify materials into groups, then code and cross-reference the
groups such that the novice can file the meterials im the right place snd
quieckly find certain needed information.
4, To point out a satisfactory procedure for binding correspondence snd
records for permanent use.
5. To promote a more uniform filing system of records in the respective
offices of the county superintendents in relation to the State Department
of Education.

Outline of Plan of Study

The plan of study is:
1. To present the problem of the filing of materials in the county
superintendent*s office.
2. To describe a case study of physical equipment.
5. To prepare & trial ocutline of materials as e guide in filing about
60,000 documents in a year's time.
4. To use the trial outline of materials, with government aid in the
Works Progress Administration project, in order to classify the documents
preserved over a pericd of thirty years.
5. To arrive at a workable plan for coordinatin: of documentary materials
and optimum equipment.



CHAPTER II
METHOD OF RESEARCH

Analysis of Problem in Office of Creek County

The county superintendent in Creek County is an elective offieial,
coming to the offiece, invariably, without speocific training for the posi-
tion. A majority of the superintendents held office only two years, while
only ome oscupied the office longer than four ycars. Since the superin-
tendent's many administrative duties did not permit him to do the stemographic
work and file the materials, he, therefore, selected an assistant or deputy
to perform such work. The deputy was a stenographer, with little or no
teaching experience and training in the classification of the problems ine
volved in the office. Moreover a new deputy was habitually appointed by
the incoming county superintendent. From one to four individuals occupied
the deputy's position during the temure of office of each superintendent.
They learned usually from eight to twelve months ahead of time that they
were leaving the office.

The superintendent and deputy, therefore, filed the materials promis-
cously on shelves, in pigion holes, desk and cabinet drawers, boxes, sacks,
steel safes, and in folders im regular filing cabinets. 0ld records were
stored in the county superintendent's office, the county treasurer's vault,
the county clerk's office, comty jail, and even in the county commissioner's
machinery barn.

No definite procedure was followed in the filing of the materials. A
small amount wes in alphabetical order; while the greater mass of materials
was mixed without regard to correspondence group, and year classification



containing no labels, contents, index, and no cross-reference. The lack
of orderly classification required much time and worry for the officials
to search for needed informations Usually the deputy had to be present
to secure the needed data, and the novice had no means of finding quickly
what he desired.

These were the conditions with whioch the auther was confronted when
he became depaty county superintendent of schools of Creek County in
Jammary, 1936, The many difficulties encountered to secure speed, accuracy,
and efficienty cauced Lim to seek Improvement in the office filing system.
mmzmm.tmmumtommuommmmmm
into groups for filing. Should alphabetical order, chromological order,
thought eontent, sechool districts or some other order or cambination be
fellowed in the filing procedure? Could the materials be placed into con-
venient groups? CShould the materials be made accessable by being filed
in folders in filing cabinets, or be recorded in blank books, or be filed
mﬂbmdbymulym,wyopmmmtinmdmt
Where should certain specific information be placed in the groups? For
example, the teachers! personnel report might be filed under personnel,
or reports, or tcachers, or state department. Teachers certificates could
be recorded in a blank booke Certain reports like the enumeration and
personnel could be filed in an accumulative manner; while oarbon copies
and general correspondence could be bound by fiscal years. With the idea
of securing assistance for a convenient filing system; inquiry was made
in the office of other county superintendents.



Analysis of the Problem in the Offices
Other County ;ntpaﬂutmdmta

A letter was sent to over 50 per cent of the deputy county superin-
tendents in Oklehoma for information relative to their prosedurs in filing.
Conferences were held with fifteen county superintendents on the probleme
Inquiry was also made in person before the whole group essembled at the
deputy county superintendents® section of the Oklahoma Fducetion Assoeiation
in 1936 and again in 1937. No definite, specific procedure was found.

A visit was then made personally to the county superintendent's office
in eleven counties in Central Oklahoma. The counties included Canadian,
Garfield, Kingfisher, Lincoln, Leogan, Noble, Oklahoms, Okmulgee, Pavmee,
Payne, and Tulsa. The offices were exsmined on organizetion of filing,
indexin:, space, and location of records of materials, cross-reference,
contents, containers, and sccessibility. All officials reported unsatis-
factory filing systems. WNo one definite system or classification was used.
All filed to a limited extent in alphabetiecal order, with an attempt at
grouping the materials by thought content. Two offices ahq had some materials
Tiled by school district mumbers. Mommmwm.um
or index, and no eross-reference of materials. Xven the old "Yearbook™
which contained muach copied dsta, is no lon er popular as a record, since
m of carbon coples of data must now be kept on file, Loose materials
had not been bounde

The more or less haphagzard procedure of filin: was wasteful of materials
and time, Laek of uniformity in the size of paper for reports snd poor
£ilin; hebits had reveged, and in many instences destroyed, the durability



and value of many records. MNany of the sheets, varying in size from
smaller then tusiness size paper to dimensions of 24x36 inches, had
become old and brittle. These, therefore, had to be patched or have new
ocertified copies made. They were ofttentimes folded and filed im envelopes,
got demp and molded, even mouse-eaten, or a;ain were stored very similar
to records in Creek County.

Filing space and filing cabinets were inadequate, They were large~
ly of old design, which did not permit speed in filin:, or in securing of
MMG,.Mmmofm. mmmm
mm--mm1mnmsm.umm,w'nmm
offices; which caused the materials to be very inscecesssble, Office space
wes poorly designed for filing of records. Invariably there were anly two
rooms, with only an occasional storeroom provided, In only the most re-
cently built courthouses could modern equipment and desirable office space
be founde .

Development of a Trial Plan

The filing system procedure and conditions were discussed in & paper,
before the deputy county superintendents, at the Oklahoma Aducation

Association in Tulsa on February 5, 1937. Then followed the attempt to
rﬁrg&laﬁim of the filing system in our office at Sapulpa in Creek
County. While the work was in progress, visits were made to libraries,
stationery dealers, cil companies, end to the Oklahomea State Department
of Bducation in order to further the systematic procedure. Conferences
were held with the authorities in these places to ascertain the best
practices in filing and bindin; of materials. Alsc certain officials,



representing the Works Progress Administration, were consulted for ime
provement; while they wers tabulatingz the records filed in the respective
county offices in Oklahomas

The filingz of materials fell into three catagories: active, pending,
and reference files.s The active file contained all the materiales of the
present fiscal year, with two exceptions. Certain materials like applic=
ations for isolation of schools and epplications for Primery Aid, made at
the close of last fiscal year and must apply to this fiscal year, should
be pleced in the active file. Again such materials nesr the close of the
present fiscal year, and applying to next fiscal year, should be placed
in the active file for the succeeding fiscal yeare The pending file ine
cluded certain items which were incomplete, such as school enumeration
and special reportss The reference file contained all other Imteriall
irrespective of yearse

The materials in the active files had to be classified into groups
for ready reference. Most of the materials were placed in thought content
groups. Certain correspondence, however, is found more conveniently when
filed by school district numbere Examples are inquiry relative to ‘bhi
financial status of the teacher in blank school district, end the enclosures
pertaining to the rag!.atuing of warrants for blank school district.

The groups and subdivisions of materials were arranged in alphabetical
ordere This arreangement is so flexible that edditional groups and sube
divisions may be entered in the files at the respective places dﬂiru\- at
any timee

The active file materials in each group snd subdivision were arranged
in chronological order, beginuing on July 1 and ending on June 30, Several
different sheets of correspondence pertaining to the same subject, of



different chronologieal dates, may be arranged to appear together when
mach usage is demanded. After the tentative groups were determined,
additional groups were compiled in the rearranging of the materials in
the reference files, Cross~references were made on items, when certain
other records were listed in which the same data could be found. Then
materials were placed at the end of the day in filing cabinets, which also
were coded, These latter three aids also permitted an official to speed
up the finding procedure of needed data.

The pending file is for immediate use. Vhen reports or information
are due by a certain dat , the counby superintendent must keep himself
informed as to the progress being made by the respective reporting units.
For example, primary aid applications rmst be made by each school district
and filed with the State Department of Bducation before June 20 of each
year, The pending file will enable the county offieial to deternine at
a glance those districts that have not made their applicetions to him with-
in a reasonable time, or on his final data limit,

The pending file consists of one or more sheets of paper, each con-
taining the number of urits that must report, with the heading et the top.
The units are placed in a vertical columm with space at the right for check-
ing or ivemizing the needed data. The information usually is needed from
school districts., Thus mimeographed copies of the schoul districts, listed
in numerical sequence, usually suffice for this purpose. From the pending
file, follow up letters are issued when necessary, and reports can be made
immediately when all units are in. The nmaterials are then placed in the
active files.

Date were difficult to obtain from the reference file, since the
materials were not filed by years and in no sequential order; contained



no group classification; had no index, no contents, no cross-reference;

and were not bound in volumes. During a period of over one year, two
National Youth Administration students sorted and classified the materials
into the tentative groups which had been chosen. Their work was ccontinued
for three months, begimning in July, 1938, by two persons, former teachers,
on & Works Progreoss Administration office project. The materials were
placed in the same groups, ascording to comtent, in sequential, chronological
order; new groups being created as the materials demanded. The groups were
. tied and filed away, ready %o be bound into suitable volumes, Time, however,
didn't permit the making of contents for each unite



CHAPTER IIIX
PHYSICAL BEQUIPMENT

Types of Equipment

The types of physieal equipment in which to store the documentary
materials presented problems of concern, when accessability, speed of
acquirins data, and permanency of records were desired. In nearly all
the offices visited, the containers were old, of odd design and size, such
as to meet the space needs of the offices rather than convenience and pere
menency of records. The active files require differently designed equipment,
dependent upon the needs. and convenience desired. 'The reference files will
require an endless amount of equipment of various designs; provided, the
materials are not bound., Only & small amount in addition to the active
files is necessary when the documents are bound.

Since the pending file is kept on the official's desk, no additional
equipment is needed. The data to which it refers are kept in the active
files., When one pending item is completed, the sheet is removed mud placed
with the data. Sometimes there may be several sheets in the pending file,
and again there may be none.

There were many designs of containers for the active files in the
offices visited. Some were the vertical, steel, drawer type cabinet, of
both business and legal size; containing labeled folders, with varied materials
filed therein. Other cebinets, of various sizes and construction, had flat
drawers about 3x10x16 inches with the contents labeled at the hsndles. A
third type cabinet had vertical drawers about 4" wide, 10" high, - ranging



Enumeration - 1939 Make Report, March 15.

Received First Notice Seoond Hotice
Y T=20=192Y :lr
G5 2-15 2-19-1639
U3 IToY
Jt. Ced 2= 5=1939
7 215 2-18-1939
8 1-30-1939
g 1=-30-1939
15 2= 35=1939
17 2= 3-1939
18 2=15=1939
19 2-15 3=1 |Drove out and
got it 3«10
a7 2-10-1939
51 2- 8-1939
ToIT 2-15 1| 541959
T30 T0-To3¢
Twd2 2-15 2=26=10390

EXAIBIT 1« Pending File Sample. The column on left is the school
district number. The second column lists the dates on which reports were
received, Columms three and five show dates of notices sent to delinquent
schools., Columns four and six may be omitted and data inserted in columm
twa,



from 12" to 24" deep. BEach was labeled at the handle, and contained varied
documents, usually folded, oftentines in envelopes, with and without the
contents labeled on the outside of the fold. Again certain cabinets had
upright or sliding doors, and were fitted with shelves, not labeled, on
which documents were placed. Still other containers were open shelves,
sometines labeled, but more often not, on which doouments were stacked, both
in the open end in varied shaped receptacles. A steel safe housed a few
valuable records, while only the latest built courthouses afforded vaults.
Finally, certain data were kept variously nlaced, in bound volumes. These
inoluded records of teachers' certificates and degrees, eight grade graduates,
the old "Yearbook™ which was very inecomplete in most instances, the original
school districts boundary maps, the separate dependent schools encumbrance
records, and purchase order books.

The vertical, steel, combination loeck, legal size, four drawer type
cabinet is the most indispensible piece of equipment for the county superine
tendent's office. It fits readily into corners or along the sidewalls,
where accessability is needed. When equipped with guides and manila folders,
properly labeled according to group classification of contents, this cabinet
enables the official to file or get documents more rapidly than from any
other type. Smaller than legal size requires the folding of many sheets of
stationery; while but few sheets are larger than legal size. The contents
of the guides can be seen at a glance, and the many subdivisions of the
groups can be found quickly. BEach folder can be extracted or inserted
accurately and rapidly; and the data can be obbained from the documents
most rapidly when the sheets lay flat or are placed in the stenographic
one line guide machine. Again they can be reinserted in the folder and

placed quickly in the file. Drawers should be ball bearing, and contain



catehes to prevent their being pulled entirely out. A combination lock
is very economical of time, and usually protects the contents from theft.
The flat drawer type cabinet, with about 100 receptacles capacity,
legal sisze, is especially adapted as & file for blank forms. A few recept-
acles should be of a larger size for certain large forms. This type cabinet
is not satisfactory for the filing of content documents, since groups and
subdivisions can not be found at a glance, Murthermore each drawer usually
has to be removed to find certain content documents. It is not economical
of time to blade through the materials, 1ift up one to several documents
and then insert the one to be filed. Many errors also enter here, when
the official is in a hurry; for he will fail to replace a document or not
take time to insert it in its proper classified place.
The eabinet with vertical drawers in which the documents are folded
is very wasteful of the official’s tiwe and of the paper materials om which
the data are recorded. Such folded papers break easily after the documents
are filed for a few years. They have to be patched and even be made new
by the photostatic process or by the official making new certified copies
before a notary public, It requires much more time to fold a document,
write a brief data record at the top of one folded side, and insert it in
the proper drawer than it does to just place the sheets in a classified
group manila folder and file it. PFurthermore, when data are needed, it
requires a great deal more time usually to blade through the folded materials,
read each data record, withdraw the right document, unfold it, smoothe out
the wrinkles, then begin work than whet it does to glance at the classified
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groups of menile folders in order bo selest the required documents, which
are already unfoldeds In addibion, this type file will require more clericel
kelp in whiek to properly label and file the documents. Again more office
s@écgfwill be needed in Widah to set the £iling cases; and, finally, the
post of smaller receptacle filing cabinets will increase decidedly over the
lorpge dyewor oabinetss Fgulpment with sghelves is very uwrsabisfactory for
the filins of leose lsaf dosuments. The latber sre easily misploced, blown
about, covered up, and xmtilated whon lying on shelves. Heither can they
be properly lebeled and classified into sronus for speed and accessability.
They usnally have to be placed in some sort of a receptacle, or e tied
into bundles, in order to be kept in grouve. They are not properly lebeled,
end are easily misplaced by continumal stackings In onse the shelves are
vigh, the offieial’s eneryy ls drained daily by comstantly elimbiny up
and down on ohalrs and on « ladder %o expedite hig work. I shelves rust
be uéaﬁ s it I8 best to have a special room equinped for the purpose, egsily
losked, 4o keep oub intruderse If space doesntt permit the room, then a
sliding door onbinet with shelves may be used, which will give the office
£ %:?etter housekeeping: appoarance end provide more permanency to the dotu=-
menty filed.

The firgproe! seie should be largs enocugh to contain certain important
revords, sueh ag separate dependent emoumbrance, teachers corbificntes
and desrees, sohool district boundaries, and inaneial reperts of the ﬁf*fiéﬁ;
4 fire proof vault is & highly prized asset to an offices I properly
lossted, it should gonbain the filing eabinets in which &1l reports are
s%@éed, ané sufficient shelves far the bound office records.

The bound records, not plecod in the fireproof suie, and schosl dise

trict budgebs are best kept on shelves in & sliding door cabinet, which
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ey be lecked. These may be preperly stacked on shelves in the storeromm

cthe end of the fiseal yosr, or at spceh Lised that it is comsidered they

will be of 1ittle use. The shelven sbould be fron eight Lo twelve inches

wide and sixbtosn inchies !

operly hold the boumd voliumes, Dooks of
various kinds can be sbored in book okoos.

With the inoressed demand for pupil persenpel rocords, s special
typo built cebinot is needed in which 4o file the school enumerstion cencus
bogks eof sach district. Mo cobinst has yebt been desipned to meet efficient~

iy thic demand,
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Developing Plece snd Conbent Groups

e

A definite procedure had to be developed in order to properly file
the mumerous documents in the county superintendent's office, in zuweh a

IRy

nanner o8 to Yind them quickly when sach was nooded. 83

a..«_,

nee the demuby,
invariably, did the filiag, the county superintendent of schools usually
requested him to seenre any neceded dooument. The reguests were rnde noars=
ly - f’«'ﬁ.}“é by piszco terms of thourht contont. That offieial mizht eall fopr
e conbent reosord of ceritsin supplies; uveing the nlace term Ho which 3%
applios, as school boerd supplies, whibe schools supnplies, separate schosls

supplies, depondent schools suppliss, grade school supplies, hicgh scheol

sﬁgylie&, or souaby sunerintendent's office suppliss. 4 resal noeed, there-
fore, arose to elassify the documents into thought content end pluce temrm
gronps., Twe illustrations in sctivities snd supplies, will serve Lo show
the difficulties sncountereds

& number of thought content groups had been made previouslys Thoy
were filed in manila folders, lsbeled, and inserted in & four drawer business
gize filin; cabinet. Among these folders, usually in zlphabetical order,
were listed, activities, athletiocs, athletic rules, awerds in szthl@tida ,
bagseball , basketbell, county conbests, contesbs out of counby, Tine arte,
old ressrds of contssta, softball, and tracke Ib wes & task for the deputy
to imow definitely whether an athletic docunment had been Tiled under
athlotics or acbivitiss, or athlebtie rules, or with one of the speeific
forms of sthletiss, Therefore, mme to several folders, in diffarent slshie

Ty

setical secbions of the £iliny ecablack, would have to be 1ifted from the
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eabinet, then reinssrbed, wntil bthe decurwmat wes found. Agnin theosch

i}

gareleossness they would bo found in some other alphavebisal file. Sopse~
times "fine arbs® would be Foamd in the P depurtment and agein in the
M get; dependiny on the viewpoind of the inddividusl who had used the
folder logle

To lessey the Jifficulilesn, all suoh documents uere placed in

Taativity" group, sreanced in cxl chanebioal ordere Hoch item wus listed

i <

ok

alphabebically in the lndex, with oross reflerence i indicale W

woled The Diler Lo o

wonlid be fTound voder activities. The grousia: =

2l

more rerdily in vwhieh Jolder an sthletic doecument should be filed, and

less time wos reguired Yo Lind it azeld when 1t wes nsedod. It lsssened
the possibility of folders belin mispluead, overlooked; or several dosuw
ments filed in the wrong Toldore

Similer difTicultics were cncombsrad with sunplics. The peners

c“ﬁ‘

suppliss that concerned all school bospde were listed under & “achool

r

boerd™ spoww. Cortaln specifiic supplicos, howovsr,

diztriot were filed in the "achool dizlkrista®™ grous the folder

aining the gpoeific district mwber. Documevbs pertaining fo the

(L9

saparote schools were filed in the Vssparate schuols" proup, wilh spociflie

supplies filed in syeeifisz mwuobered zehwol districte. ferbtain susply

cperinbendent ts office wero Siled

AL

documents pertainiag Lo the counby su
with the "eounbty superintendentt®s office"™ group. Cross-reforences vere
then made with separate school supplies, jrado sehoal supplius, snd Lo
hizk school supplies. Thus speed and officiency were enhonced by the new

group {iling procedurd.
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Devaloning FWew JGroups end Bube-Divisions

The variomy doouments, bhersfore, were glassilisd ints nlace and

content groups. ALl correspondenco and data itom of

interest wers filed with that coniont iben in tho group. The groups wore

listed 3n the filins cases in alpheboticnl order. The comtent iters of

5

intorest oventuslly becane sube-divisions of Lhe respechive gprowps, and

were listed in the Tiles iy aliphabetical arder wi

new proups DECame nooessary, they weres licted on the nanila Polders end

inserted in the proper alphnietlonl nlaccs

examvle of this was hob lunches. Iho Jhabe T

county superinbendent tov assist iz scenring the dota

food for hot lunehes ©To needy calldren in sclwol. 4 Folder wop Tighed

T=ifot Lunches” and inserted in the welfapre zrounpg with

]

cross references at "foode™, "hobt lunchoes, snd "lunches Lo pee the vels

fare de; aﬁ;sent.

Sugreative Groups and Sub-Divisions

e ¢ ’!'ﬁh"‘mw of

iwts sub-divicions,

seoh in alphabebicnl order, is so Zlexible thal it

to be added or anly a few Lo be useds & lerge coudy, wi

sebivity

Drogrbm, Hay have pesd of eren more filing Polderc than the thirteen

items groured under "acbivities.¥ 4 smell eounds moy olagodify all sueh

dseﬂmn%s under the two sab-divicions of Tathlebios™ and "eeademio and

.

Fine artsg” or agzain it may have necd ouly of the grour Teotivihies,” whers

.

one folder will suffice.



2l

stive elassifieation of dosuments iz livked below, The

coluna on the left lists the grours snd sub-divisiouns of docunents. The
rigzht hand eclumn is & eross-reference, inserted here to seve spacey but
rightly belon:in: im Chapter ¥ where it is internreted in coordinsbing

the elassified grouns into en index.
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Groups end Sub-Divisions of Dosumonts ' Gross=faforance
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CLASSIFICATION OF DOCUMENTS

Groups snd SubeDivisions of Documentis

Cross=Raference

(Separate schools continued)

Estinated needs

Buildings

Maintenance

Teachers' salaries
Cownty budget
Dependent distriet budgets
Independent distriet budgets

Claims
Blenks
Claims for services
Assipgned claims
Encumbrance record of warrants issued
Funds ' '
Cash building on insurance
Encumbrance record of funds on hand
Indien, freedmen, tuition fund
Jeans teecher
Transfer of funds

Vocational, Federal
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CLASSIFICATION OF DOGUMENTS

Groups and SubeDivisions of Documents

(ross-Refarance

(Stete Department of Bducation continued)
Examinetions + « o « ¢ ¢ ¢ ¢ o ¢ ¢ ¢ o

Hoalth o ¢ ¢ ¢ ¢ 6 6 ¢ o ¢ ¢ ¢ o o
High Schools « « ¢« s s 0 ¢ ¢ 5 ¢ »

Accredited
Accrediting applications
Inspector'e report

Highway safety department

Bus reguletions ¢« s ¢ » o o ¢ »

Report of inspection of
Safety regulations
Log@le o ¢ o ¢ s 4 o o o »

Opinions « « ¢ ¢ o o ¢ o »

Planning department + » »
Reports

Statistical, part I , &
Majority
Minority
Rural school supervisors

busses

Certificates
Health
Also Independent districts

Also Trensportation
Also Transportation

Lezal

Logal
Buildings

Teachers, annual consolidated
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Groups and SubeDivisions of Doouments

CLASSIFICATION OF DOCUMENTS
- ——————wmmT

Cross-Reference

(State Department of Bducation continued)

Seminar, snnual meeting at state capitol
State officials

DirectoXy « o o ¢ ¢ ¢ ¢ s 0o o 0o 0 0 06 08 0 00
State eloction board « « ¢ » ¢ ¢ 0 o 5 ¢ ¢ ¢ o &

State inspector and examiner
State representatives

State senators

State superintendent

Letters to school boards and patrons

moeting ¢ ¢ ¢« o v 0 0 0 60 0 0
State Board of Public Welfare + ¢ « « «

State norms of tosts o ¢« o ¢ ¢ o ¢ ¢ & o
State Superintendent « « « s ¢ ¢ + ¢ ¢ o

State teachers examinationsSs « « ¢ ¢ s s 5 # & o & & & &

°

L]

on annual

e 8 9 v
¢ %8 &8

LR B B BN

LN B O B

e & & 8 @

State textiooks o 2 ¢ o ¢ #» o 4 ¢ 0 0 ¢ 0 8 5 606 060000 880

Also Directories
Blections

School boards, annual
wd!ahoow n &
Tests

State department, state
officials

Certificates

Books
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CLASSIFICATION OF DOCUMENTS

Groups and Sub=Divisions of Documents . Cross~Reference

State traveling 1ibrary » « ¢ « s ¢ s 2 ¢ s ¢ ¢ o« « s v s ¢ s/ o o Library
State inspeoctor and examiner' + + ¢ « ¢ ¢ o ¢ ¢ ¢ o ¢ ¢ ¢ ¢ o ¢ ¢ &« State department, state
officials

State planning board « ¢« ¢ s ¢ ¢ o s s » s s o s s 00 99 s s e ¢ Buildings

State prisgn

State department of public safety State department, highway
ety department

Smd:yschonla...u--.-....-o.a..o.--.-.--. Churches ~— - .

Supervisor

Supervision 8ids o« s ¢ o s ¢ ¢ s s 0 s s s s s e s e s e e Also Devices

Supplies

Checked to teachers

Companies
Cost lists

County superintendent's office « o ¢ ¢ o » ¢ ¢ 0o ¢ ¢ ¢ 0 5 2 6 0 County superintendent's
office

Dependent schools
Elementary or grade schools
Grade cards
Register sheets



CLASSIFICATION OF DOCUMENTS

Groups and Sub=Divisions of Doocuments

Cross-Reference

(Supplies Continued)
High schools

Grade cards

Register sheets

Independent schools

Inventories ¢ « « ¢ o ¢ o ¢ s ¢ ¢ ¢ s 0 0 6 0 8 06 86 06008

Invoimof supplies needed

Purchase orders

Blank books

Orders placed

Requested by teachers

School boardSe o » ¢ ¢ o ¢ o ¢ o o s s 0 5 09 6 006 0 9 8

smt.-ld,ﬁiOI’lolooooO.otoo..lctt....
Supplementary apportionmentse ¢ ¢« o ¢ o ¢ ¢ s 0 ¢ 0 ¢ ¢ 05 ¢ 0 &
Sympathy cards ¢ o« o o ¢ s s ¢ ¢ o5 s s s s s s 0 co o0 o0
Taxes

Amount of lovy ineach taxinz unit ¢ s s 9o 0 ¢ 0o ¢ 5 ¢ 5 » »
Delinquent tax list '

Inventory

Also School boards

Separate schools

Finances

County superintendent, personal

Finences, also county

treasurer



CLASSIPICATION OF DOCUMRNTS

Groups and SubsDivisions of Documents Cross-Reference

(Taxes Continued)
Income tax
Blanks
Coples
Tax levy for taxing wmits by excise board ¢ s » ¢« ¢ o« ¢ ¢ s ¢ ¢+ Finances
Tax 1ist
Teachers

Annual reports « ¢« « ¢ ¢ ¢ s ¢ s s o s o4 ¢ 4 s 0 s 0 s s s Teacher, reports
Applications

New, this year

0ld, hold open

Better Business Bureau reports on teachers ¢« « « « ¢« ¢ ¢ ¢ & » Setter Business Bureau
Cortificates + o+ o ¢ ¢ o ¢ ¢ ¢ ¢ s ¢ v s s 0 0 8 60 00600 Certificates
Conforonces o o o ¢ o & ¢« 6 ¢ 4 6 66 6 6 8 068 68 66 808 Orgenizations and zone

Contracts meetings
For present year
Resignations end fired

T



CLASSIFICATION CF DOCUMENTS

Groups and SubeDivisicns of Doocuments Cross-Reference
( Teachers continued )
Daily programs of classes
Examinetions for cortificates « « o ¢ ¢« 2 o ¢ ¢ o 5 ¢ o 4 ¢ 0 ¢ o & Certificates

Inquiry aboub $eachors « ¢ ¢ ¢ o 9 ¢ ¢ s 0 s s 0 s 0009 09 a9
List of teachers out of cownty

List of teachers hired by school boards

Personnel data of each teachers « ¢ ¢ » ¢ ¢ 20 ¢ ¢ ¢ 0 0 ¢ ¢ ¢ 0 o

Age

College educetion
Experienes in teaching

State department number
Other personnel data

Rating scales for teachers
Recommendations
References

Reply slips on closing date of 80hool « ¢« ¢ ¢ ¢ s ¢ ¢ s ¢ ¢ ¢ 0 &
Resignations « resigned, fired « « s ¢ ¢ ¢ ¢ ¢ s s s s 0 4 ¢ s &
Retirement

Also Petter Business Bureau

Also Teachers, contracts

Schools, dates
Teachers, contracts

w e

¥e



CLASSIFICATION OF DOCUMEBNTS

Groups snd SubeDivisions of Documents Cross~Reference

( Teachers continusd)

Reports
Porsonnel of teachers, to state department

Teachers' annual consolidated - statisticel, part I,
to state departnent, both majority and minority
Teachers' ennual report of attendance ¢ « « o ¢ o o s ¢ ¢ s s o ¢ » Also Statistical, part I
Teachers' first week of school
Teachers' monthly or six weeks of attendanes
Teachers' annual report giving complete data of
each pupil enrolled
Salery study
Substitutes

Suporvision ¢ ¢« ¢ s ¢ ¢ » s ¢ s 06 s s 0 e e s s e e e ee e s s Supervision
Supplies o« es ¢ ¢ ¢ v o s v 6 6 0 s e 50 0 s e s e e e s e e s Supplies

Transeripts
Vacancies in dietricts, for teachers
Zone moobtings « 9 s ¢ s o 2 ¢ s s 2 o s s s 0 s B e s e v s s e e e Conferences

wle



SLASSIFICATION OF DOCUMENTS

Groups and SubsDivisions of Documents CrosseReference
Teaching
Dovices ¢ s # ¢ ¢« ¢ ¢ s e s s s o 8 6 s 0 0 s s s e s s o oW Devices

Supervisory holps s o ¢ ¢« s ¢ s ¢ s s s 2 s s 0 s 9 s s 8 80 Supervigion
Tests

Accredited tests L R A R A Also Schools, model schools

Companies
Norms
Types and kinds of tests with instructions on how
to administer
Towaship platts o o« o ¢ 2 0 ¢ # 0o ¢ 0 0 0 0 0 0 e 0 0o 0 ¢ ooe Maps
Transcripts o o o ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ s ¢ 6 6 6 0065806800000 Teachers
Iransfoers

Appeals to court from deecision of county superintendent
and board of county commissioners

Attendance report of tramsferred pupils by receiving
distriet superintendent to county superintendent,
county treasurer, and clerk of sending distrioct

«Tw
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CLASSIFICATION OF DUCUMENTS

Broups end SubwDivisions of Doouments

Cro8S S=Relerence

(fransfers gontinued )
Attendence report by receiving districts to stete
department of pupils transferred
Changes in transpeortation zones and districts

Estimated income from transfers, receiving districts

Fees
Estimated per capita cost for transfers « ¢« ¢« ¢ o ¢ ¢ o ¢ & o

Pﬁidt}'diatri.at.....-.-..--co-o-o--.-

Exhibit in budget on emownt
of estimeted ineome from
transfer fees

Exhibit in budget on per
capita cost of pupils
transferred.

Alse Per caplie costs on re-

port of pupils transferred,
as made by counby superine

tendent to county clerk end
cocunty treasurer on July 1

Exhibit in budget of next
fiscal year, end cowmnty

treasurer's cash record
book

L8



CLASSIPICATION OF DOCUMENTS

Groups and SubeDivision of Documents Cross-Reference

(Transfers continued )

Paid by stabe « « ¢« o ¢ ¢ v o o ¢ ¢ 6 0 6 6 60 060 006020 Exhibit in budgets of next
fisecal year, Also write
state department when
secondary aid schools are
concerned, since state pays
their transfer fees

Kaps of districh 20008e o o ¢ ¢ ¢ ¢ ¢ ¢ ¢ 2 0 5 00 0 ¢ 2 0 2 0 2 s Also Maps
Noneresident, non-transferred pupils, report to

state department
Number of pupils received by transfor « « « ¢« ¢ ¢ s o ¢ s o ¢ 0 ¢ » Exhibit in budget on number

of pupils trensferred

Number transferred from dietrict « ¢« s o ¢ ¢ ¢ ¢ 0 06 ¢ 0 000 00 Exhibit in budget on number
Out of county transfers of pupils trensferred
Sending
Receiving

Pupils who moved into nonshigh schonl districts after

expiretion time to apply for trensfers
List of pupile from each distriot
Report to state department on pupils who move

-l
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CLASSIFICATION OF DOGUMENTS

Groups end SubsDivisions of Documents GCross=Refarenoce
( Transfors continued )
Procedure to transfer pupils
1. Applications for trensfer mede by parents
(List blanks after each numbered item in index)
2. Notice of applications sent to clerks of sending eand
receiving distriets, and to county superintendents
when transfers are out of cowmtys together with
notice of date of hearing on applicetions by county
superintendent
3« Protests filed by school boards on applications to transfer
4, lNotice to schools of sending and receiving distriects of
pupils transferred by county superintendent
G« Notice to clerks of sending distriets of pupils not
transferred by county superintendent
6s Appeal to board of county cormissioners by parents whose
children were not transferred
Te Notiee of appeal sent to clerks of receiving and sending distriocts
Bs Hotice sent to parents of decision of board of cowumty commissioners on
eppeals
ole

68



CLASSIFICATION OF DOCUMENTS

Groups and SubeDivisions of Documents

Cross=Reference

{Transfers Continued)
9« Notice sent to clerks of sending and receliving

districts of pupils transferred by board of county
comissicners
10, DNotice sent to all parents of pupils transferred
114 Report to county clerk and cownty treasurer of pupils
12, Report to state depertment of pupils transferred from
sending to receiving districts
Transfor of funds o ¢ o ¢ ¢ ¢ s ¢ 4 0 6 6 66 0 0608 86806880
Transportation « ¢« o ¢ ¢ ¢ ¢ ¢ ¢ 0o s ¢ ¢ 06 s 0o s s 0o 0 090600
Blanks
Busses
Drivers
New vehicles purchased
Routes
Replacements
Contracts

Finanees
Also Separate sohools

-T—



CLASSIFICATICN (F DOCUMBNTS

Groups and Sub-Divisions of DPoocuments

Crogs«Reference

(Transportation continued)

Costs
Districts maintaining trensportation « « « ¢« ¢« ¢ » o o »
Maps of zomed transportetion distriocts ¢ « » » o o 200 o
ligotings
Rules, rogulaticns, 1aws ¢« « o « ¢ ¢ o ¢ ¢ ¢ 0 0 o o o »
Reports

Examinetion of buses by state officlial

Independent distriot transportation report to

gtato departnont « « ¢ » o 2 ¢ ¢ o ¢ ¢ 5 ¢ 0 ¢ 0 0

Consollidated and wnion grades transportstion report

to stete department
Maps of bus routes and location of children
Schools end superintendents where transportetion
is maintained

Yaluation of school distriobs v « o o ¢ o 2 # 8 2 ¢ & & & #
Viay department

Army
Navy

Also Tramsportetion, reports
liaps

Also Legal

Districts, independent

Finenses, tudzets, wvaluation

e T Ve
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CLASSIFICATION OF DOCUMENTS

Groups and SubeDivisions of Documents

Cross~LReference

Welfare department
BoOKB ¢ o ¢ ¢ 6 8 ¢ ¢ ¢ o ¢ 8 0 06 660 408 s 80 s9s o090 e s Dooks
County welfare
Cortificaticn of ages of pupils
Clothing
Hot lunches
Report of number needed in each district to State
Welfare Department
Investigators
State welfare
Supervisors
Works Progress Administration (WPA)

General information

Inquiry

Projects
Bookbinding
Building

ol



CLASSIFICATION OF DOCTMENTS

Groups and Sub-Divisicn of Documents Cross=Reflorence

( WePehs continued )
Canning
Correspondence study
County wide sehool repair
Bdueation, sdult
Applications
Blenks
Rules and regulations
Teachers
Teaching reports
Gardening
Hot lunches for schools
Musio
Musiec teaching reports
6ff1ice
Senosl survey
Sanitary tollets
Sewing rooms



CLASSIFICATION OF DOCUMENTS

Groups and SubeDivisions of Documents

Cross=Reference

(WePoho Continued)

Relief
Ysarhbook

Yomgbcmcﬂtl............-.....-.....-.oi

Youth
Legislature
Young people's socletions « « ¢« ¢« ¢ ¢ 5 s s s ¢ s s s ¢ 0000 ss

Oprganizations, fraternities

Also Organizations and
churches

B O CF A
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Removal of Documents from Active Files

The documents have to be removed from the active files at the close
of the fiscel year, in order 4o facilitate the filing of meterials during
the ensuing vears, When this is not done the new materials have to be placed
in one or more receptacles, resulting in confusgion of documentse This causes
both delsy in filing and mmch worry to the offiocials, when they have to rum
through a stack of materials in order to find a needed items They may,
however, provide, by greatly increased labor, a supplementary folder filing
systen, when office space and finances permits

Lack of help, space, and finances; together with a desire to secure
incressed efficiency, usually force the officials to remove the dosuments,
and more sspecially when officials change. When not done, inefficiency and
confveion prevail in filing the documents in the reference files, and still
more difficulties are encountered in reporting the data later on. All docu=
ments should be arranged in their proper classified groups, by yesrs, with
contemts, and then beound into wolumes. Systematic arrangesent is needed in
the reference files to enhance pupil and teacher personnel reportis for court
records ard especially retirement of teacherse Again statistical and

financial date have to be reported for several years, oftentimes ns many as tens
Reference File Documents Classified

Since the reference files were full of unclassified referense docu=
ments in the office in Creek County, covering a period of 30 years, and
were stored in almost every shaped container, the idea was conceived to
rearrange the documents and bind them into volumes. Two Netiomel Youth
Administration helpers assisted the deputy county superintendent for over
one year in the classifications The procedure was continued for three
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months by the two persons on the Works Progress Administration office
project., Wearly all rotaruﬁoe docunments were classified into the groups
listed above, ready for the binders; except for the malking of ocontents and
listing of pages. The office project ceased at this point, and the deputy
county superintendent resigned his position. He, however, will return teo
the same office on July 1, 1939 to assume the duties of county superine
tendent, and at that time expects to complete the classification for binding.

Dmhryﬁmplinthlnomnlu

The suggestive groups and subdivisions listed above emable the officials
to quickly shift the docuwents to their chronological date, content item
places for page nmumbering and contemts making. HOwever, certain groups
are most useful from which to obtain data when the doouments are arranged
and filed in mumerical school district order by fiscal years. These inelude
general correspondence to school boards and teachers; accrediting reports
of high schools and model schools; resignations and appointments of school
board members; clerks'! reports of annual school meeting, and of warrants
issued; county contest and entries; free textbooks issued; Indian tuition
reports; inventories of schools; teachers', truck drivers' and janitors®
eontracts; teachers' anmual reports of progress of individual pupils;
teachers' monthly or six weeks statistical reports (place mine or six
together in sequence); teachers' ammial statistical reports; teachers?
daily programs; applications for primary and secondery aid, for isolation
of school districts, for homestead exemption loss, for teaching positiomns,
for jeanitors, truck drivers, for other personnel positions; and for transe
fer of pupils to other schools.



Certain other reports, accumilative in nature, are found to be more
convenient when they are filed in ledger bound volumes, each having a
removable back by means of a thumb slide set device. The latest report
is inserted on top. They may be bound when enocugh have been accumilated.
The grouys include reports of enumeration, teacher personnel, funds from
teachers' mlinafiml. cash building funds, part I and ITI of the anmal
statistical; and documenmts pertaining to organizing, detashing, and
attaching of territory of school distriots.

The organization of the documents into groups and sub-divisions;
arranged in place and content order; filed in alphabetical, school district
mumber sequence, and in accumulative record order enable the officials to
simplify the filing procedure and the reporting of data. It, furthermore,
avoids confusion of documents, and conserves mental energy through speed
and accuracy of finding each item quickly when it is needed.
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CIAPTIER ¥

In order that the reader may nmore clearly understend the working
principles of elascifying, filing, and finding of doeunments as presented
in the previous chapter, the felleowing concrete illustrations are used

for coordinating dooumentsayy sources with optimm equipment.
foding the Aetive Piles

To obtain speed, the offiecimls and novice mist inew where to lock
immedistely to find the needed item. Therefore, sach office mey have its

v 2

active files coded for this purpose. The filiny eabinets, -irrgs;zecﬁ:ive
of number, are each letbered, besin:ing with A and conbinuing ts the end
of the nlphabvet. AL this point the coding way be repeated as AA; end if
2 third series be needed, the coding will eonbinue a8 LlA. ALY files,
regardless of gize and shape, as filing cehinet, seerebary's desk, cabinet
containing blani forms, esbinet with shelves, and stecl safs, arc coded
with letters.

Hoeh recepbacle in each filing cubinet is mumbered in eonseeutive
order, begianing with l. The recentacles include drawers, shelves, boxes
azzti pireannocles. The legal size filing cabinet will be lsbeled A-1 on
the top drawer, A~2 on the fromt of the second, A~3 on the third, and A-d
will be labeled on the botbom drewer. IF & eabinct containing the bleank
forms, hevin: as many as 100 recopbacles, be given the letier eode of I,

then the receptacles will be coded H-1, H=2, i«3, and on consecutively to

HBel0C. Chelves and partitioned shelves can be goded in & sisilar marmers
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oding Sroups and Subeilivisions of Docunents

4 rapid check throush the files of sny office will revesl the
possible groups of documents to be considered yearly. IZsch offfice will,
however, contain certain groups as bullebtins, county superintendent’s
office, finances, legal, orgenisebions, roports, school bosrds, schools,
state board of education, beachers, transfers, transportation, and pro-
bably sepsrabe schools,

In £iling; doouments in the four-draver £iling eabinet, the groups
will he erranzed in alphabetical order, beginning with the top drawer.
Heavy oardboard parbibions,; cach sguipped with & metal device, cellophane
eovered, in which to licst the name of the groun, are inserted on the
right precedin: each group of documents. %he metsl devices sheuld be set
at an angle for guick reading. Sub~division partitions, with vertieal
metal devices on the left side, may be inserted to speed up the locating
of each sub=division material. The sub-divisions will be inse:*aad after

he lasbeled groups, in alphabetical order, coseh in manils folders, lnbeled,
and plsced with tabs alderncting right and lofb.

Of the bwelve groups iished just above, the firsh partibion to be

inserted will be labeled TALLIUITNS,., The first menils folder will he

lgbeled B

Sefounty Cuperintendent to School Dourdsy the second,

albernating, folder will be labeled T NG-Gounty Superinbendent te

Supeorintendents and Principals; the third folder will be lsbeled
=Connky Superintendent to Teschers; and obhor needed sub-divisiony mey

be added, labeoled, and inserted in their proper alphabetical order. Under



% -Tmunerebion; the

s the Pirst folder will Le lauboled B

second will bo lsbeled. chth Orsde Ixeminations; and conbinve
as the sub=-divisions ore necded. The same procedure csn beé followed in
euch of the othor groups and in thely sub-divisioms. Also whon needed,

additiomal groups and sub~divisicns een be inserbed in alphabeblieal order.

The lebels are best when made of whibe hond paper, Typewritlen,

end them sut into strips not less then three-siphts of an inech wide, with

ey

e hlank speee of sboub one ineh both preceding and following the Uype-
writben lebels, and glued o tho tabs of the manila fﬁlderé. They can be
replaced when tltlos are ne lonzer novded or the tabs '%Sas’s:me soileda

The first word, or words, of each label on the manila folder, ine
dicates the grows slassification of docunenis; and the word, or words,
Tollowing the dach shows the sub-division. PFor this reasson the groups
sheuld be written with capital letters and the sub-divisions have only
the Iaportant lebtiers capitnlized. The scbive file code pumber 2an be
placed oa the ond of the tab newr the center of the ramila folder as A-ls
The code figure should be aritten preferably in roncil, in order to permit
the shifting of the {elder %o ancbher receptacle. The f-mlzief@ in cech
groun omn 51lso bo numbered in consscublve order, bezinnings with one, in
order to fasilitate spocd in replacing them in the Tilos. In oase n new
sub=division hes 4o be inserted after several folders have boen mumbered,
decingls cen be usod to avold remunrberdn:s. Thus if the ofilceial finds
thet he muet insert two Tolders bebtwesn numbors five and piz, he can lish
then as S.1 and 5«2 OSuch manile folder order aumisers of grouns, if uved,

ghould be nlaced jut below the Pile cudes nmamber iz A-l.
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The officinl con speed up the Liling of documents by writine the
grouy olossificetion and sub-division in the uppor right hend cormer of

esch document, at the time he first reads ity provided, ihe comtenbts are

not properly civen in the vitle es "Teamcher's Amnual Report™ or " Rey
Appointment of Sehool Board.”™ Hven with the latber the sehoel distriet
mumber shonld be lictod in the upper right hand eorner. Ib has been
engposted to give each claspified proup s mushor sinmiler to the Dewey
Yibrary Syctem and the Americun Arehibect listinge The official oould
thon write the number instead of the group. The objections to this are

that the groups are too numerous to recell all numbers readily end Shat

the service of a ©1ling elerk would be needed with such e detailed system.
Use of Index, Code Sumuers, and Cross-Hoference

Bince the new offieisl end novice are unacouainbed with the classified
Zroups of doeusents and coding system, & procedure met be acouired to
Tacilitote speod and sccuracy both In filing end agrin in Dinding the
ﬁacumanﬁs viren thoy wre needede For this purpase the elassified pgroups

and their subw-divisionz of dopumsents, with erosg-proferonce, a8 lizted in
Chapter I1I, con be used as an indexe. To these two eoluwms will ve added
ane for the active file code murber snd another for the reference file
code mumber. ALl tho sheets should be bound Logether in book form in
alphahetical order.

The official will then write in the active file code mumvor whers
ezch document is filed. The active file code rumbsr should be listed only
ir the group clpssificotion bo which o document beleonys, to stirmlate the
recnlling of the correet groupe They never sheuld be placed at the erose=

referonces unless parbioular care is obnerved Yo correet all such code
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mupbers vhen & Jroup o sub-division is moved to smother eabined or

recaoptacle. Hghibit 2 i & saonle of sueh index. “hetivities™ wnre ceded,

ginee they ferm & groups "Awmnl schosl meebi

o

is not eoded, finee
the cross-reference shows that it ig grouped with school boords, Thore-
fore, one mct turn to the school besrds group o find vhere the file

is located which contains the “allotse.

e refereunce File code nunmser is us

sl especially in transfers,

oricined docucenbs, logal decisions, and ruales and regmlstions. The new
L&) ¥ E P

officisl will wisely leove room for the resording of iwo or mwre yeors

reference code mumigrsy provided the documents are bounds Tt ghould cone

tain also the volume, yemr, and nage oy title of document where deta may
The clascifisd groups and thelr sub-divisions of decuments, as

listed in Chapter TII, msy “e used sabirely as an index, or ibtems mpy be

omitbted or added, devending on the ageds of sach of fice. The orosgw

reference can also be used, added to or omitted. The official mact,
however, meke and 1izt his own sctive and reforence files code numbers
#hich be has determined =8 most sulbaile for his offices The receptacle
nmé’zzers may be nest appropriately listed in peneil during the firved year
the index ie used, to avold marking owt numbers or havin- srasures when

a groap of folders hos 6 be exbended inte a new recentaclo.
Reforonce Docurments ZJound and Coded

Reference docunents should be bound and eoded in order to faeilitebe

speed in finding deta, to preserve originel records, and o oseupy less
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Groups and Enbe-Livisions Aetive Reference

of Doowmonhs Pile Tile Orosa-nelerones
Code Code Heo
Humber Yuaber

Activities csscsansemsns Aol 1087, I, T=58

Pipe arvé sescoeneron A=l 195?3 xl &0
Amnuael schnol werbingess gehool bhoords
Contracts

Bug APivurSavivanenss Traneprriiion

o Cher Scassnsnnossss Peguhers
Selool bonrds

Amse ] sohool meeting Hed

Ballabs for

elootiolsnesnss Bed 1)
Contracts nith suditor Finensen, 20d4ilor

Behibis £r Smaple of Index for the County Buperintendentts Offics. The
first coluy licts the group and subedivision clmssification of focuveris, whlle
the last indicnwes the oross-reference. The astive £ilw code punber 1o listed
only where = domment iz clessified in a groups, uever at the orogs-rsiorences
The refercose file code number should locate espceially orig wennde aunl
e latest aonies of repovise Thisn ¥ Dine arte dosumensg are fo e fourd
in nuwmber 4 cubines Ln dyamer muaber ong, and the moob recent deta oo the same
subject are I s I > bound veference file of 1837, volue I, o 1 20
Rellots for 4“‘;:, eleotion ere found in anbinet B, Grawer 3; and oddl -dal onosg
are in cakil s On tho DAfth rwei}f Fole that the alphabstl s 8t group
of dopwaents wys licted 5t the bobbon of each Dase.

Fad T g P A S 3 =
—3= Lrhool bosrds

et
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spece. Usually the maberials are stored in various size und type conlaine
srs &8 cabinets, drewers, bozes, plgsenholes, on shelves and floors in
different rocms end offices, $ill fimmlly they ure demsped, lost, and even
destroved. This sondition forms & seriocus handieap to efficieney iri; the
office. Loose documents filed in folders in the osbinets ave limibed in
height, for vantage purposes, to the eyes of the various individuels wheo
seel the documeonis. HSumnd volunes sre compact and can be arrenged on
shelves Irom the floor Lo the geilinge In additiaﬁ, Lh&”y take up the
lesst spsee of &1l the efficient methods of preserving documentzry records.

The documenis should be removed from the setive files on the last
day of the Fiseal wyearg and, preferably at once, srranped in order with
the conmbents listed for each volume. Jgsin they ean be tisd inbo groups
with strings or rubuer bands, labeled, and completed later for the
binderys. The documents should be srranged in alphebetieal, group, and
chronologionl order, with the contents sypearing firsh. Notabion strips
and half shosbe ean be pested i;r:)‘vﬁﬁij&@%‘f} shoets of peper, slbterncting
doviuzrd {rom tep Se bLobttoem, m order to heep the sheots in & more smooth
T 0

Hech velume should be aboub one inch in thiskness or more, depending
en the cost and length of staples useds Pour of the lattor are nseded
and the whole should be covered with & heswy sardboard back, of the marble-
bosrd type. At present the binding prices are am average of sizty cents

por wolume of about cne inch in thickmesc. The volumes can then bo numbered

1
Inguire of your leecal orinfor, the Motler Binding Comeany uat
Haskopooas



sad lettored in sequential, sipheiebical, chronolesieel order and placed
on shelves in the reference {iles,

Yxamples of bound volunes and thelr arrencements may be foumd st the
Itete Depsriment of LZdunestion ot Oldehoma Citys The volumnms of the School
House Plannin: Division, dire@ted by Doctor Haskell Pruett, are sn gxeallenﬁ
ex&m@le of complobe, detailed docunentz. The personal eorrespondoence of
Doctor ¥e Conger shows e 2imiler type bound vohumes The various yeerly
reporis, from cities and counties sre also bounde Theae are pood exanmples
of bound volumes thet may ve studisd for office binding procedurs; since

they ere centrally losmted in the chsbte, ond pertsin bo our aducational

B 3'$t 8w



CHAPTER VI

SUMM/RY AND CONCLUSIONS

This study was begun, primarily, to develop a practical and
efficient filing system for the of ice of the county superintendent
of schools. Thousands of documents have to be filed each year, and there
mwthmmm,ow!;.ngpwimrrathwuﬂﬁyynﬂ.that
are stored and stacked away in varied types of containers and storerooms
in the respective county courthouses in Oklahoma.

A survey of the offices of twelve couty superintendents showed
that the filing procedure was inadequate for filing and finding documents;
that the older courthouse offices were not constructed with a view toward
the efficient filing of documents; that the office equipment is old and
was designed more for convenience of space rather than efficieney in filing;
and that the conditions in the office in Creek Gounty form an average sample
of the county offices in Oklahomm.

The purpose of this study was to arrive at the most satisfactory pro-
cedure in filing documents for permanency of data, accessability, economy
of space, and durability of materials; for classifying doouments into
groups and sub-divisions, and the developing of a cross-reference and code
system which will imsure to a greater degree of acourecy and speed the
tMMme#dm:hpoMMGlﬁhfmm
for binding documents for permenent use; and to promote a uniform fii:lng
system of such records in Cklahoma.

The followinyz nmumbered statements represent the summary and con-
ahﬂimd&omuuaﬂpmmroumlhmlm&mﬁhtw:
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1. A satisfactory procedure in filing documents in the county superinten-
dent's office has been developed by conferences with county superintendents
and deputies, a survey of the filing systems in an area of twelve counties
in central Oklahoma, and by the procedure being experimentally proved in
the office in Creek County, in the handling of over 100,000 documents.

2. DBy means of the legal size filin; cabinet, labeled manila folders, and
thumb set device ledger volumes, the documents can be filed daily for
accessability, economy of space, and for speed in loocating and reporting
the needed data.

3. By means of classifying the documents into groups and sub-divisions,
givin: each a filing code mumber, and by making an index and cross-reference
to the classified items, a flexible proscedure is presented to the inexper-
ienced official in which he can classify the varied documents, file them,
and quickly find them agzain when they are needed,

4. The documents can be preserved for permanency of data, durability of
moterials used, accessability, ecconomy of speace, and speed in finding the
data, when they are bound into volumes at the end of the fiscal year, at a
small financial cost.

5. The group classification of documen's, coding, index and crossereference,
and binding into volumes will promote a more uniform filing system in
educational records in relation to the county superintendent's office and
the State Department of Rducetions

6. The procedure has proved to be a workable system, a satisfactory system,
and has been arrived at experimentally in daily and yesrly use, ineluding
the classifying of over 100,000 documents that were iled over a period of
thirty years.






