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INSTRUCTIONS TO BE OBSERVED IN THE COMPILATION AND
USE OF FILES

When opening a new file, care must be taken to see that a file
dealing with the subject is not already In existence and covers |
should be completed with details for which space is provided.

2. Papers are to be attached to the file cover by means of paper fasten-
ers of appropriate size, and washers, when available, are also to be !
used, Insert paper fasteners through the front and back covers i
of the file at the point indicated thereon. A l-in. fastener is to
be used for minute sheets and a fastener of not more than one- !
and-a-half Inches to attach enclosures. When there are as many
enclosures on a file as can conyeniently be fastened by a I4-in. i / ]
paper fasténer, a new part should be opened. l 1
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3, Minute sheets are to be attached to the left-hand inside cover and

eenclosures to the right-hand side. M r———

- 4 Minutesheets are to be used for correspondence between branches A1l 1 e
‘and sections. Correspondence from and to outside bodies is to forward

appear as an enclosure. If tha enclosure is in one part, its number 04 M

will be followad by the letter ““A™, subsequent parts being lettered of stran

by “BY, “CY, YD, &e. | 2

¥ 4 i Ting Com
o 5. Minute Number | is to be on the printed side of the minute sheet aerodyna

and is to face the cover on the minute side of the file.

6. Whercyer possible minutes should be made on the file. If a loose
minute is used the file number should be quoted and the minute
attached to the file when available, ;

7. Minutes must be added in numerical order and both sides of the 1 on ¢
minute sheets are to be used. i 8pprog
Such a gj,
8. Files must not be passed between Branches by hand without transit
slips.
9. Notes of action taken may be entered on the minute sheets, other- 1 mu.
wise unaddressed minutes will not be made. - be
10. Minutes may be noted by officers placing their initials over the W ‘.
reference to them at the minute head and such words as “‘agree’’ :f-l“ I
and *‘concur’’ may be used to cbviate separate minutes by individual i ‘i‘ :
addressees. An officer’s initials so placed will indicate concurrence ‘hh .'.
with the minute. Il b “hu'
e 1. In Column'| on the coyer is to be indicated the persons for whom ! |
= minutes or enclosures are intended, the number of that minute or - 1 h L
e ¥ ‘enclosure and the date it is passed out from the last parson noting 1t g
o (or otherwise using) the file being indicated in Columns 2 and 3,
2 S respectively. '
A L/
. 12. When the person indicated in Column | has taken the necessary
o’ action on the file, he (or his representative) will draw a line through
T the reference to him in Columns |, 2 and 3 on the cover and will

place his initials in Column 4, indicating that the necessary action
has been taken, He will then indicate on the next line to whom
the file Is ro pass: completing Columns 2 and 3.

13. File numbers are invariably to be inserted on minute sheets and
enclosures.

14, When file covers or enclosures are damaged the necessary repairs
are to be made before the file is passed on.
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When Complete Use Other Side
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Whilst I realise the shorteomings of this informetion

hope it may be of some value.

With kindest regards,




Rt : . Hansard - Houge cof Representatives - dated 20 < //- %
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