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Appendix D 

Sample File Folder Codes and GCG

All File folders in work units should be listed in a standard format, available for review when required.
File Folder Codes

EXAMPLE:  1

 For the Work Unit  CF-RURA-PR; Record Series: 1990-001; Titled:  " Programme (PR) files", 


We could set up File Folder Water and Sanitation.Within this folder we will set up a sub-folder called 
Sewage Disposal.

When the files are coded we could use 

· The two letter abbreviation (PR) for Programmes, and 

· Add a number (3 to 6 digits) to represent a sub-category.

You can number files as you wish. Be sure to standardize your numbering system throughout the field office or among all work units that work closely together.
Following the GCG guide you could:
establish a main Folder Code and Description and up to five modifiers.

A code can also be up to eight characters long, including separators (e.g. PR-120.195).

The first three digits after the subject code are used as hierarchical files, and

the last three digits for sequential file listings, as required.
	You may prefer a simple breakdown for folders in the same work unit and record Series: e.g.

	Work Unit Unique ID:
CF / RURA / PE

	Series Code 
 1990-PE-01

	PR 000
	=
	Programmes

	PR 001
	=
	Programmes / Sewage Disposal

	PR 002
	=
	Programmes / Inspector Reports

	PR 003
	=
	Programmes / Birth Control


EXAMPLE: 02
	Or you may prefer as Hierarchical breakdown for the same folders

	Work Unit Unique ID:
CF / RURA / PR

	Series Code 
 1990-PE-01


We assigned 

· PR 100 to Heath; then added more sub-categories--

· PR 110 and 

· PR 120.

We assigned the PR 200 listing to Water and Sanitation. We then added a more detailed description of files for the

· PR 210 and 

· PR 220 listings

	Work Unit Unique ID:
CF / RURA / PE

	Series Code 
 1990-PE-01


Local Folder Code
PR 000
=
Programmes

PR 100 listing - Sub-category
PR 100
=
Programmes/Health

PR 110
=
Programmes/Health/Diarrhoeal Disease Control

PR 120
=
Programmes/Health/Inoculations

PR 200 listing - 

Sub-category
PR 200
=
Programmes/Water and Sanitation

PR 210
=
Programmes/Water & Sanitation/Sewage Disposal

PR 220
=
Programmes/Water & Sanitation/Inspectors Reports
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