










Chapter 2    
Filling and indexing

· Learning objectives
· Importance/objectives/needs of filing filling
· Methods of filing: Alphabetical, Numerical, Subject and Geographical filling
· Systems of filing: Traditional and Modern filing
· Introduction and uses of indexing in filing
[bookmark: bookmark0][bookmark: bookmark1]Meaning and definition
There are various letters, documents, papers, bills vouchers, reports etc. either incoming or out-going from the office every day. They contain various informations which may be useful in the future. The office records and preserves them systematically and scientifically so that they all can be obtained easily without any delay through filing system. Thus filing is the work of arranging and preserving various documents in
In an office, a number of activities are performed to get the desired objectives. In course of performing those activities, different documents are created inside the office. An office also receives various documents from outside. These documents may be in the form of bills, vouchers, letters, contracts, invoices, cheque, etc. They contain information which may be important for future references. Hence, they should be preserved for future references in such a way that they are safe from lost, theft, fire, etc. Along with safety, they should also be easily retrievable whenever they are required. Filing serves the above functions. Thus, filing may be defined as a systematic and scientific way of storing and preserving documents so that they are safe and easily obtainable whenever required.
According to J.C Denyer, “Filing is the process of arrangement and storing records so that they can be located when required."
According to Mills and Standing Ford, “Filling means the process of collecting and arranging the original records or their copies in such a way that whenever needed, they could be located immediately."
[bookmark: bookmark2][bookmark: bookmark3]IMPORTANCE OF FILING
Filing is important equally to all types of offices whether they are big or small government, business or service motive specially to preserve Information in the form of letters and other documents. Further, the importance of filing can be highlighted as under
· Filing protects documents from possible damaged caused by dirt, dust, fire, thefts, rats and other harmful insects.
· Filing supplies the necessary information to different parties like government, customers, debtors, creditors, etc.
· Filing supplies the necessary information to guide staff for smooth operation of office as well as to formulate plans and policies in favour of the organization.
· It provides different information to the parties like shareholders, government, creditors, debtors and other concerned parties and persons as required since it preserves documents for future references.
· It provides the documents as they are needed. It brings rapidly in work and increases the efficiency of office staff.
· It acts as guidance for official activities as it can provide information regarding past procedures and evidences.
· It helps in formulation of plans and policies by providing necessary information.
[bookmark: bookmark4][bookmark: bookmark5]Objective of Filing
The filing has a number of objectives which are discussed below.
· To collect documents: Since the main objective of filing is to preserve documents for future references first, they should be collected from different sources. The documents may be in the form of bills, vouchers, letters, contracts, invoices, cheques, etc. In this way, the first objective of filing is the collection of documents from various sources.
· To preserve documents: When a number of letters and documents are collected then they need to be preserved properly because they need to be referred in the future. If such letters and documents are not preserved they may be destroyed because of many possible damages. Thus, the next objective of filing is to preserve letters and documents collected from various sources.
· To provide evidence: Filing serves as evidences of past activities. It provides written documents as evidences and helps to settle misunderstandings, disputes and confusions. The evidence may be concerned with agreement, contract, business terms and other activities. The record may also be presented in court if disputes are not settled.
· To provide information: Office needs different information which is to be provided to many parties like customers, debtors, creditors, banks and others. Some information are also needed for formulating plans and policies in favour
of the organization. The objective of filing is to provide these all information to necessary parties when required.
· To provide rapidity in work: In source of carrying out different official activities, a number of documents are required. Filing can provide the documents as they are needed. Hence, it brings rapidity in work and increase the efficiency of office staff.
· To arrange documents systematically: Filing is not done only to collect documents but also arrange them systematically by following certain principles. It leads to find the required files easily whenever needed.




[bookmark: bookmark6][bookmark: bookmark7]Filing Methods
Filing means the act of arranging files and folders in systematic order. It is not a big problem to arrange files but finding them easily could be a problem. The selection of the method/classification of filing depends on the nature and requirements of an office. Following are some of the widely used filing methods.
[bookmark: bookmark8][bookmark: bookmark9]Alphabetical Filing Method
The way of arranging files and folders in the drawers, cabinets, etc. in order of alphabets of the name of persons or organization is called alphabetical filing method. Under this method, names of persons or organizations are written on the tab of each folder and the first alphabet of such names are taken as the basis for arranging folders in the drawers or cabinets. The dictionary method is followed in this method of filing while arranging files and folders in the drawer. In short, alphabetical filing method arranges the files and folders systematically from the front to the back or
from the left to the right in the drawer or cabinet in order of English alphabet i.e. A, B,
If the number of folder are too many then guide cards are provided in the drawers to indicate the position of files and folders. This method is the simplest filing method.
[bookmark: bookmark10][bookmark: bookmark11]     
Some rules for making order of names
The following are the common rules for making order of names in the files or folders.
[bookmark: bookmark12][bookmark: bookmark13]For Individual Name
Ram Nepali - Nepali, Ram
Sharan Bahadur Karki -Karki, Sharan Bahadur
Subekchhya - Subekchhya
For Individual Name with title and position
Prof. Hari Sharma - Sharma, Hari (Prof.)
Capt. Sanam Bir Rai - Rai, Sanam Bir (Capt.)
»
Dr. Menuka Limbu - Limbu, Menuka (Dr.)
[bookmark: bookmark14][bookmark: bookmark15]For Firms Name
N.A.C. - N.A.C.
Ace Travels Pvt. Ltd - Ace Travels Pvt. Ltd.
Fluorescent Public School - Fluorescent Public School
[bookmark: bookmark16][bookmark: bookmark17]For Individual as well as Firm Name with Position
Dr. Birendra Pokharel Tuition Centre - Pokharel, Birendra Tuition Centre
Ramila Beauty Parlur - Ramila Beauty Parlour
[bookmark: bookmark18][bookmark: bookmark19]Advantages
The following are the advantages of alphabetic filing method:
1. It is the simple method which is easy to use.
2. This is an economical method since it does not need separate index to locate the files.
3. This is a flexible method, since there is no difficulty in adding new file or removing unnecessary files.
4. This method is suitable for all the organizations irrespective of their size.
5. This method is more appropriate to the organizations where names are more important than numbers.
[bookmark: bookmark20][bookmark: bookmark21]Disadvantages
1. It is unsuitable for large scale organization having large number of files.
2. It is unsuitable for these offices where numbers are more important than names for arranging files like Banks, Insurance Co., Traffic Police, etc.
3. It is difficult to arrange the files if the names are similar and common.
4. It is limited flexible so only suitable for small scale organization.

5. It is difficult for arranging documents due to mis-spelling of the names.
6. Under this method, secrecy cannot be maintained as detail information is written on the face of files.



[bookmark: bookmark22][bookmark: bookmark23]Numerical filing
The way of arranging the files of persons or organizations in the drawer or cabinet in numerical order is called numerical filing method. Under this method, the file of each individual organization is assigned a number instead of name. The folders are divided into various groups like 1 to 40, 41 to 80, etc. use guide cards. This is done for the quick location of the file. If a folder contains a large number of documents, sub folders are created. For example, 20 contain a very large number of documents due to which sub folders 20.1,20.2 and so on are created. Under this method, a separate index is required where a separate card is designed for each file. The index card contains the detailed information like name, address, phone number, mail Id, file number, etc. about each person or organization.
[bookmark: bookmark24][bookmark: bookmark25]Advantages
1. It is a secret method of filing because to find a particular file and paper, one must know the file number.
2. It is flexible method since it has unlimited scope for expansion.
3. It is easy to arrange large number of files and folders in order of numbers so, it is suitable for large scale organizations having too many folders.
4. It is easy and prompt to locate the files as separate index provides the details.
5. It is suitable method to bank, insurance company, library, traffic police, post, etc. where numbers are more important than names.
6. It is scientific and systematic method because it can be adopted as per time and need of the organization.
7. It is easy to arrange files according to serial number.

[bookmark: bookmark26][bookmark: bookmark27]Disadvantages
1. This method is not suitable for small organizations having less numbers of files and folders.
2. This method of filing is costly as it needs separate index and cabinet.
3. Under this method, location of files is time consuming due to the need of referring the separate index card.
4. This method is not suitable for organizations where names are more important than numbers.
5. This method is more technical so it is difficult to understand.
	

	MEMORY TIPS
	


Numerical filing method
· Numerical filing method is the arrangement of files in any place in order of numbers.
· In this method the files are kept in the drawers in numerical system like: 1, 2, 3,4	 I,
II, III	

[bookmark: bookmark28][bookmark: bookmark29]Subject Filing Method
The method of arranging documents and records according to their subject or topic irrespective of the names, places and numbers of the correspondents is called subject filing method. Under this method, documents are classified into different subjects and files are given each subject separately. The main subject may be sub-divided into sub-subjects if the number of files are too large to be preserved. For example, the record of Assets, Intangible
Assets, Tangible Assets, Current Assets, Fixed Assets, etc. Similarly Fixed Assets also can be classified into land and building, plant and machinery, furniture, vehicles, etc.
[bookmark: bookmark30][bookmark: bookmark31]Advantages
The following are the advantages of subject filing method.
1. This is a simple method of filing which is easy to use.
2. The guide card facilitates quick location of a file.
3. This is a flexible method since there is no difficulty in adding new files and removing the unnecessary files.
4. The documents related to a particular subject can be found in a file.
5. This method is suitable to the organizations where subject is more important
than names and numbers.

Disadvantages                                                              

1. It is not a secret method as the details related to files are mentioned on the face of files.

2. It is difficult to find the document of a particular person if subject is not known 
as it requires separate index and cabinets.
3. It is expensive and time consuming method as it requires separate index and cabinets.
 
4. It is difficult to decide the subject for a filing check under which a paper or documents is to be filed.

5. It is unsuitable for large scale organization where number of documents is too 
large to be preserved.
Subject filing method
· Subject filing method is the arrangement of files on the basis of particular subject or heading.
· in this method the files are kept in the way of classified subject like: salary, furniture, vehicles
[bookmark: bookmark32][bookmark: bookmark33]Geographical Filing Method
The way of arranging the files of persons or organizations according to the names of location or place is called geographical filing method. Under this method, a separate drawer or cabinet is provided for a particular region or place. The region or place is further sub divided into a number of locations and a separate file is created in the name of each location. All the documents related to a particular location are kept in the file assigned to it. For example, a separate cabinet isprovided for Mechi zone and four files are created under it in the name of districts namely Jhapa, 11am, Panchthar and Taplejung.

[bookmark: bookmark34][bookmark: bookmark35]Advantages
1. It is simple to understand and easy to use to them having knowledge of places.
2. It is suitable for those offices which deal with different places or which have several branches.
3. It is easy to find out the files when name of the places are known.
4. It enables direct filing.
5. It is benefitted of applying both alphabetical and numerical filing.

[bookmark: bookmark36][bookmark: bookmark37]Disadvantages
1. It is not possible to maintain secrecy as the names of places and persons are written in the file.
2. It is an expensive method due to the need of guide cards and drawers.
3. It is time taking to locate a particular file due to the reference of guide cards.
4. It is difficult to arrange the files without having the knowledge of places.
	MEMORY TIPS
	

	Geographical filing method
	


· Geographical filing method is the arrangement of files on the basis of places, district, zone, country, etc.
· In this method the files are kept in the drawers according to the geographical location like: Pokhara, Lalitpur,     Mechi, China.

[bookmark: bookmark38][bookmark: bookmark39]System of Filing
An office maintains different types of filing system on the basis of its requirement. Usually, the system of filing depends upon the size and nature of the organization. The following are the main systems of filing adopted by different offices.
1. [bookmark: bookmark40][bookmark: bookmark41]Traditional Filing
This filing system is based on a conventional filing equipment. It is a general filing system evolved long ago in business and government offices. However, some of the traditional filing methods are still in practice in some of the offices even today. Misil, box file, wire/spike file, pigeonhole file, etc. are some of the traditional filing system. The following are its main types.

[bookmark: bookmark42][bookmark: bookmark43]a. Misil Filing
A systematic process of collection and preservation of all letters and documents relating to a particular case is called misil filing. It is such type of filing, under which the documents related to a particular nature or a case is preserved in one file. Such file is called a misil file The related documents are
compiled in a chronological order and punched at the top corner and tied with a lace. This filing system is mainly used in courts where all the typed or written documents, orders, notices, reports, proposals, etc. of a particular case are kept in one file which is known as misil and it is given a separate misil number.
[bookmark: bookmark44][bookmark: bookmark45]Advantages/Merits of misil filing
· It is simple to understand and easy to operate.
· It provides easy location of the particular misil because a separate number is written for each case.
· It is economical because it does not require any guide card, drawer and cabinet.
· It is flexible because unnecessary documents can be removed and new documents can be added easily.
[bookmark: bookmark46][bookmark: bookmark47]Disadvantages/Demerits of misil filing
· It is not systematic and scientific system of filing.
· It consumes more time to find a particular file of a particular person.
· It is difficult to add new and remove unnecessary documents because the documents are punched and tied together.
· It is not safe as there is a high chance of disappearing the word or alphabet.
[bookmark: bookmark48][bookmark: bookmark49]b. Box file
The papers and documents are piled one over the other in this filing system. Keeping files, documents and letters in wooden, metal or hard paper boxes is known as a box file. Old papers are placed at the bottom and new are placed above. It is commonly used in all business houses to keep documents and other transactions properly. It is also used in houses to keep and preserve valuable documents related to properties and assets.
[bookmark: bookmark50][bookmark: bookmark51]Advantages/Merits of box filing
· It is simple to understand and easy to operate.
· It is economical because one box is sufficient for filing documents.
· It provides greater safety to the documents because the box always remains closed.
· It consumes less space as the box can be kept on a comer of the table or the floor.

[bookmark: bookmark52][bookmark: bookmark53]Disadvantages/Demerits of box filing
· It is suitable only for small and traditional organizations.
· It consumes more time for arranging files in a box.
· It keeps the documents loosely due to which there is a greater chance of misplacement of documents.
· It is not flexible. Only a limited number of documents can be kept in a file.
[bookmark: bookmark54][bookmark: bookmark55]Modern Filing
The traditional systems of filing as discussed above are suitable only for the small organizations that have a less number of letters and documents to be filed. These filing systems are unscientific, impracticable and unsuitable for large scale organizations having large number of documents and papers. The requirement of such large scale organizations could not fulfill by traditional filing system. Hence, to meet the requirement of large scale business concerns the other organizations, modern, scientific, sophisticated and improved filing systems have been brought into practice. Some of the modern systems of modern system of filing are mentioned below:
[bookmark: bookmark56][bookmark: bookmark57]1. Flat or Horizontal Filing
This is a system of filing in which the files and folders are kept horizontally making a pile. Since, the files and folders are kept one after another in sleeping position, it is also called a flat system of filing. The papers are kept inside the file in chronological order i.e. order of dates. This means the documents of later dates appear on the top of the file. The papers are punched and tied with a lace. Sometimes, a metal clip may also be used to hold the papers and documents. In
the face of the file, the details about the correspondent are mentioned. Such details include the name, address, telephone number, subject, etc. are mentioned. The files are arranged horizontally on alphabetic order.
[bookmark: bookmark58][bookmark: bookmark59]Advantages
1. It is simple to understand and easy to use.
2. It provides safety of the papers because documents are punched and tied with lace or metal clips.
3. It is economic as it requires less filing equipments.
4. It occupies less space as files are arranged one upon another by making a file.
5. It provides quick location of documents as documents are filed in order of dates.
[bookmark: bookmark60][bookmark: bookmark61]Disadvantages
The Disadvantages of flat of horizontal filing are as follows:
1. Since the details are mentioned on the file, no secrecy can be maintained.

2. It may not be a suitable system to the organization where large number of documents are to be kept in file.
3. The important word or figure may disappear and lead to wrong information as the documents are punched.
4. It is difficult to locate and take out the required file since they are kept making a pile.
5. Since the files are kept openly without locking system, they are not safe.
6. Since, the documents are punched and tied up, it consumes more time to keep and take out documents.
2. [bookmark: bookmark62][bookmark: bookmark63]Vertical Filing
It is the most scientific and modern filing system. Under this system, paper and documents are arranged loosely in upright/standing/vertical position inside the folders in order of date. Then, folders are arranged in drawer or cabinet in standing position with the support of each other. The drawer or cabinet may have locking system. Similarly, the special folders are used here which are made up of a strong and thick card board. Folders remain folded at the top with a view to arrange papers and documents easily in them. Finally, the folders are arranged alphabetically or
numerically or subject wise or geographically along with guide cards.
[bookmark: bookmark64][bookmark: bookmark65]Advantages
1. Since the papers are not punched, they are safe to give wrong meaning or confusion.
2. Since the number of folders can be added and reduced easily, this system provides flexibility.
3. It is easy to keep and take out the required documents since they are kept loosely inside the folder.
4. The required files can be located easily since they are kept vertically with the guide cards.
[bookmark: bookmark66][bookmark: bookmark67]Disadvantages
1. It consumes more time for preparing of index guide cards.
2. Since documents are kept loosely, there is the chance for the papers to come.
3. There is a chance of slipping down the folders.
4. It occupies more space because under this system big and heavy filing cabinets are used.
5. It is expensive because it requires various types of filing equipment.

[bookmark: bookmark68][bookmark: bookmark69]Differences between Horizontal and Vertical Filing
	Basis of difference
	Horizontal Filing
	Vertical Filing

	Meaning
	It is the system of filing under which files are arranged in a sleeping or flat position.
	It is the system of filing under which files are arranged in a standing or vertical position.

	Economy
	Since it does not require special guide guards, cabinet, drawer, etc, it is cheaper than vertical system.
	Since it requires special guide guards, cabinet, drawer, etc, it is expensive than horizontal system.

	Usefulness
	It is useful for both small and large offices.
	It is mostly useful for large offices only.

	Flexibility
	As it is difficult to add and remove documents for horizontal filing, it is less flexible.
	As each and every folder has a big capacity to hold a large number of documents, it is flexible.

	Safety
	As the papers are tied or attached with clips, the chance of missing the documents is less.
	As the documents are loosely kept, the chance of missing the documents is more.

	Time consuming
	Efficiency of work is delayed as it takes more time to find the files.
	Efficiency of work increases as it takes less time to find the required files.



[bookmark: bookmark70][bookmark: bookmark71]Indexing
[bookmark: _GoBack]There are various letters, documents, papers, bills vouchers, reports, etc. either incoming or outgoing from office every day. They contains various information which maybe useful in the future. It is very difficult to find the particular letter, document and file from entire mass. So, an indicative list of their names, subjects and figures are prepared called Indexing. It is an indicator or guide of different letters, documents, papers and their location. Indexing makes enable to pick out the required file easily without spending time. It contains detail information like name, address, telephone number and required parties.
[bookmark: bookmark72][bookmark: bookmark73]Importance of Indexing
1. Indexing is very important for an organization as it helps to locate the required file and documents easily and quickly. It acts as a base for filing. A filing system without indexing remains incomplete since the required documents cannot be retrieved easily. The need and importance of indexing are as follows





1. Information of different parties like It is important to preserve required information customers, debtors, creditors, banks, etc.
2. The main objective of indexing is to locate the place of required letter, paper, file and other written documents whether they are preserve 	,
3. It helps to save the precious time of staff by making available the require files quickly.
4. It is necessary for the completion of filing system.
5. It helps to make filing more scientific and modern.
6. It helps to increase the efficiency for the office.



A. Very short answer questions (Answer the following questions in one sentence/ in very short)
1. What is filing ?
2. Mention any two names of traditional filing.
3. Which filing system is more scientific ?
4. What is meant by indexing ?
B. Short answer questions (Answer the following questions in short)
1. What is filing? Highlight its importance.
2. Introduce alphabetical filing method. Write its four advantages and disadvantages.
3. What is called a numerical filing ? Mention its advantages and disadvantages.
4. Define geographical filing and list out its advantages and disadvantages.
5. Explain two types of traditional filing system in brief.
Higher ability
6. Why is filing necessary ? Compare between horizontal and vertical filing in four points.
S.L.C question 2069
7. What is a numerical filing method ? Mention four advantages and disadvantages of it. (1 + 2 + 2 = 5)
C. Long answer questions (Write long answer to this question)
1. Mention any four necessities of filing and explain its major methods.
