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ANNEX II'

OUESTIONNAI RE
BACKGRGUND
| Present - BUREAU: DIVISION:
frevious - | | |
Name: - - ' ‘ Levei:
: | . At this
Years of service: ;n Ottawa Assignment: Total
1. Do you have your own working fiiés? Yés No
Why - ‘ o o ' v' ' ’
I1f no working files are'kgpﬁ, skip to Questién 10 |
2. How frequently do your working files, d1v131onal/bureau telegram
coples and diary cop1es meet your
- day-to-day needs ____ 7
- needs for events (crises) ' %
3. What is the volume of.youf wofking files (by feét of,used dra&er épace)
4. How are they organizéd
| - by deparﬁmental Records Classification Guide
- by your own'subjecﬁ classifiéation
-A by’ evez;lt »
- chro#ologicaily oniy
- other
5. What percentage of time do you opend filing and organiziay 3@;?
working files _ : %
6. What criteria do you apply in the selectlon of papers for yus
working files.
7. a) Do you weed papérs-duq_oﬁ a regular basis

b)._Whét criteria do you use for wéeding




