Organizing and Classifying Information
To maintain files efficiently and to provide ready access to records (paper or electronic), the information we create needs to be organized.  For those records that do not have an inherent project number, name, or other built-in identifier, it is recommended that they be arranged hierarchically by subject, from the “general to the specific.”
From this:






To this:

Hours—wages

Employee Association

Records Disposition

Training Equipment

Outside Jobs

Forms Management

Awards

Records Management

Separations

Bowling Team

Discipline

Recruitment

Recreation

Outside Employment

On-Job Training

Publications & Directives

Softball Team

Files Operations

Course Schedules

Agency Training Centers
Classification systems are a means of organizing your records for future retrieval through the use of specific codes. Classification systems should be standardized across your agency, so filing is done the same way in all offices.  With a number of variations, there are basically four ways to classify records:
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Examples of Numeric Codes

Traditional Numeric



Straight (serial): 

1234

1235

1236



Decimal:

970.01

970.02

970.03

Special Application 

Numeric



Middle Digit



Terminal Digit



Duplex-Numeric



Block-Numeric


	· Numeric—Records are classified via an assigned numeric code. Numeric codes can be either traditional or special application. 
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Examples of Alphabetic Codes



Atlanta 



Cincinnati



Denver 



Kansas City



Jacksonville



New England



New York



Oakland



Agriculture



Defense



Energy



Health and 

Human Services



Homeland 

Security



Interior



Justice



Treasury



Transportation



Bengals



Broncos



Chiefs



Falcons



Giants



Jaguars



Patriots



Raiders



Army



Bonneville Power 



Fish & Wildlife



Indian Affairs



Labor Relations



Social Security



Transportation 

Security



Wage and Hour


	· Alphabetic—Records are classified via an assigned alphabetic code. 
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Examples of Alphanumeric and 

Chronological Codes

Alphanumeric: 

ADM 10-1

ADM 10-2

FIN    10-1

FIN    10-2

Chronological: 

01/15/99

02/23/99

03/30/00


	· Alphanumeric—Records are classified via an assigned code containing letters and numerals.
· Chronological—Records are classified via a date. 



When organizing and classifying information, determine what topics or subjects are covered by the records, and then place those topics in a hierarchical arrangement upon which you can hang the classification system that works best for your organization.
RECORDS MANAGMENT





Files Operations


Forms Management


Publications & Directives


Records Disposition











EMPLOYMENT





Hours—Wages


Outside Employment


Recruitment


Separations











EDUCATION—TRAINING





Agency Training Centers


Course Schedules


On-Job Training


Training Equipment











RELATIONS—WELFARE





Awards


Employee Association


Disciplines


Grievances


Recreation


	Bowling team


	Softball team
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