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1. To compare the assets of centralized and decentralized 

systems. 

2. To illustrate how the technological revolution has 

changed filing systems. 

3. To differentiate the various types of filing system 

arrangements. 

4. To understand the purpose of color coding folders. 

5. To explain the various types of filing equipment. 

6. To assess the hazards of filing systems. 

7. To evaluate business decisions using a simplified 

version of cost-benefit analysis. 
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• Provides an organized process to maintain and 

retrieve records 

• Can be a useful process to implement at home or 

in a business   

• Has two traditional (physical copies) filing systems 

– centralized 

– decentralized 

• Is evolving into an electronic format via 

computerized systems   

• Requires employees to be consistent so files can 

be maintained appropriately and effectively  
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• Require planning and control in order to: 

– identify the official record  

– identify locations of copies and eliminate 

unnecessary duplicates 

– establish consistent treatment of records 

and copies 

– assure files are closed and disposed of 

according to approved record schedules 
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• Provides one location in the organization of 

records 

• Usually occurs in a single file room accessible 

to employees in the organization  

• Means there is only one reference point for 

retrieval requests 

• Benefits relatively small organizations where a 

limited number of departments have different 

needs for the same files and records 
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• Provides for filing and retrieval in several 

locations of the organization 

• Usually consists of several clusters of filing 

cabinets  

• Offers less security concerning who has access 

to the files  

– due to the multiple locations of filing cabinets  

• Best for large organizations intermittently 

represented across an area 

• Utilizes powerful technology in order to keep 

track of files 
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• Ensure consistent treatment of records and 

copies 

• Specifically state the guidelines for creating a 

file/record 

• Identify situations in which there are duplicates 

• Formulate a plan to deal with records and 

incomplete copies 

• Describe maintenance procedures  

• List retention dates by type of file/record 
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• Include: 

– alphabetic 

– numeric 

– alphanumeric 

– geographic 
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• Are the most commonly used filing method by 

businesses and governments 

• Consist of putting files in alphabetical order by  

– last name (for individuals)  

– file name (for topics, such as: insurance 

claims, paid bills, etc.) 

• Require employees track 

– duplicate names 

– file name changes 

– retention date expirations  
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• Utilize indexing and cross-referencing for 

organizational purposes  

• Are extremely user friendly  

– they produce little errors 

– they are fast to use 

– color coding is easy to implement  
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index: similar to a legend on a graph or chart; the 

purpose is to help identify and locate files easily 

 

cross-reference methods: a notation in a file or an 

index listing the different names or locations where a 

particular file can be found 
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Alphabetic Numeric 
Advantages Disadvantages Advantages Disadvantages 

easy to group 

names of 

customers and 

vendors 

difficult to detect 

misfiled 

documents 

unlimited 

cross 

references 

typographic 

errors in a 

particular 

number 

no index is 

required 

does not use 

cross 

referencing 

unlimited 

expansion 

index is 

required 

easier to use 

with duplicate 

files  

is not as easy to 

access quickly  

accuracy are not as easy 

to use for 

duplicate files 

low level of 

confidentiality  

high levels of 

confidentiality 



• Integrate both alphabetic and numeric 

systems 

• Are extremely flexible 

• Usually exist in companies with large 

filing systems 
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• Should be used when geography is the 
primary function of the record series 

• Consists of files being broken down 
into specific geographic areas  

• Are not used as often as other 
methods  

• Can be useful for the following: 

– appraisal records 

– real estate records 

– census data 
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• Should be arranged in unit-by-unit order 

– numeric first 

– alphabetic second 

– abbreviations third (radio, TV stations) 

• Distinguish incomplete titles from complete titles  

– Carlson, A. (first) 

– Carlson, Aaron (second) 

• Should drop the hyphenation in names  

– Carlson-Vargas  Carlsonvargas 
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• Pertains to grouping records together 

pertaining to the same person or topic  

• Enables easier identification of 

duplicate files 

• Assists in identifying missing files  

• Increases organization and efficiency 

of filing systems  

• Provides easier retention maintenance 
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• Pertains to the amount of time a company 
needs to keep a specific record on file 

• Relates to the fact companies simply run 
out of room for filing records and 
eventually have to downsize  

• Varies in length of time among files 
– present date 2005 

– blue tab should read: Five Year Retention Date 
(Destroy 2010) 

• the company no longer needs it after this date 

– red tab should read: Ten Year Retention Date 
(Destroy 2015) 
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• Can cause confusion and 

inconsistencies among files  

• Should be organized accordingly so 

organization and clarity is maintained  
– yellow tabs should be for files with last names 

starting with “A”  

– green tabs should be for files with last names 

starting with “B” 

– this pattern should continue for all letters of the 

alphabet 

– color pattern should be repeated once all of the 

colors have been used  
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• Assists in the development of a well 

organized cabinet 

• Differentiates blocked records 

• Should have a clear purpose  

• Assists in the overall organization of 

filing  
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• Search for the following things: 

– in the folders in front and behind the 

correct folder 

– between folders and hangers 

– for a double letter instead of a single 

one or vice-versa 

– for abbreviated names 

– in the preceding or following year 
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• Usually consists of cabinets with pull 

open drawers containing the files 

• Is just as important as the organization 

of a company’s files 

• Must contain a mechanism to lock the 

cabinet if a company is maintaining 

confidential information 

• Includes a variety of types and sizes, 

depending on company needs   
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• Must be in place to protect the most precious 

asset of your business: DATA 

• Can help companies avoid unnecessary 

financial and data losses 

• Include purchasing the following: 

– fire proof cabinets or storage facilities 

• if you have fire sprinklers you will not only 

need a fire proof cabinet, but a waterproof 

cabinet 

– waterproof cabinets or storage facilities 

 
21 



• True Case: A local bank had a water leak in its 

break room overnight. Water filled the floors of 

the break room and started to flood into the 

data room next door where boxes were on the 

floor waiting to be shelved. During a regular 

review by the federal government, the records 

were not usable because of water damage. 

The bank was fined $250,000, which could 

have been avoided if they had invested in a 

waterproof cabinet for only $100 more than a 

regular filing cabinet. 
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• Consists of a company housing their 

filing systems in another place besides 

within the business 

• Saves the company a lot of space 

within their business 
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• Can serve as a control/safety mechanism 

– could provide a fireproof unit 

– places files behind a gated community with 

security cameras and sensors 

– ensures everything is filed appropriately 

before being placed “out of sight-out of mind” 

– enables the retention of documents for a 

longer period 
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• Can develop a cost-benefit analysis to 

determine: 
– legal maintenance requirements 

– historical data (how often the company pulls files) 

– future plans for upgrades and 

technological/system improvements  (ex: moving 

to an electronic filing system)  
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cost-benefit analysis: weighing all of the negative 

aspects against the positive aspects and their related 

costs; is it beneficial to sacrifice X for Y? 
 



• Cost considerations can also include 

the following:  

– how large of a storage unit does the 

company need?  

– does the business have special 

considerations (e.g., fireproof) 

– location of storage facility 

– how will the business structure their offsite 

storage  
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• Could also includes a bar coding system 
– maintains a database including: serial number of 

barcode, contents, building, department, unit, 

retention requirements and more 

– requires detailed planning and organization 

– requires constant maintenance  
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The barcode is stamped on a particular box, and once 

the barcode is scanned it will indicate everything the 

database has on file for the container.  
 



• Are the electronic filing of information  

• Allow a company to maintain records for a 

longer period of time 

• Increase the ease and quickness of 

access to records  

• Are very dynamic systems  

– easier to manipulate information 

– easier to format reports 

– easier to develop different relationships 

between information 
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• Can store a larger amount of data 

than traditional filing systems 

• Elimination of redundancy 

• Usually easily accessible from a  

Web interface 
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• Is extremely costly to design, 

implement and maintain 

• May require a significant amount of 

time to implement  
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• Requires composition and maintenance 

of a disaster recovery plan 

– saving database to a secured WebVault 

– saving to media storage weekly, monthly, 

quarterly 

– retaining physical records for a period of time 
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disaster recovery plan: a detailed plan describing 

what you need to do in certain scenarios in the event 

of an emergency  

webvault: a secure online electronic storage unit 

mathematically maintaining files on a separate network  
 



• Are technologically complex 

• Require advanced skills in database design, 

implementation, maintenance and most 

importantly security 

• Emphasize the need for post-secondary 

degrees, such as: 

– Management Information Systems 

– Computer Science 

– Industrial and Electrical Engineering 

– Public Administration and MBAs tracks for 

Information Systems 
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• Secretary of State – Texas 

• Has opted to transition from traditional 

decentralized filing system to an information 

technology filing system  

• Estimates the transition will take five to eight 

years to complete 

• Benefits include: 

• increased space by getting rid of storage 

facilities  

• increased efficiency 

• reduced costs 
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