FILING RULES

Information from the ARMA



D
What Is the ARMA?

- Stands for Association of Records Managers and
Administrators

- They are a Nonprofit professional association on
managing records and information

- They enable organizations to confidently:

- Create systems
- Policies
- Procedures exceptional performance



L
Alphabetic Indexing Rules and

Procedures

Learning Objectives

- Define purpose of filing

- The importance of following filing rules
- Identify terms such as:

- Unit

- Indexing

- Alphabetizing

- Case



Basic Filing Terms

Before learning the rules, an understanding of filing terms
IS necessary

- Unit - Each part of a name is a unit

- Indexing - Determines the order and format of the units in
a name
- Is a person’s record filed by first or last name?
- Is a business record filed under T if the name begins with The?
- Is punctuation considered with alphabetizing a name?

- Alphabetizing - When you arrange names in alphabetical
order, you are alphabetizing them
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Alphabetizing Unit by Unit

- The first step In alphabetizing Is to
alphabetize Unit-by-Unit
- If the names in Unit 1 are exactly the same

- Then continue to alphabetize by Unit 2

- If the first and second units are the same
» The next step is to alphabetize Unit 3, and so on

NAME UNIT 1 UNIT 2 UNIT 3
Jessica Marie Adams | ADAMS JESSICA MARIE
Susan K. Adams ADAMS SUSAN K
Susan P. Adams ADAMS SUSAN P




Nothing Comes Before Something

In alphabetizing, it is important to remember
that nothing comes before something

NAME UNIT 1 UNIT 2 UNIT 3
Ann B. Shoemaker SHOEMAKER |[ANN B

Anne B. Shoemaker SHOEMAKER |[ANNE B

J. Tilden TILDEN J

John Tilden TILDEN JOHN




Case

- The case of a letter refers to whether the letter is written
as a capital letter (A), or written as a small letter (a)

- In alphabetizing, uppercase and lowercase letters are

considered the same

- For example, McAdams and Mcadams are considered to be
exactly the same when alphabetizing

NAME UNIT 1 UNIT 2 UNIT 3
Ashley Mcadams MCADAMS ASHLEY

Ashley K. McAdams |MCADAMS ASHLEY K
Patrick McDonald MCDONALD | PATRICK

Phillip Mcdonald MCDONALD |PHILLIP

A.B. Stillworth STILLWORTH |AB

Abe Stillworth STILLWORTH | ABE




Rule #1 Names of Persons

-When indexing the name of a
person consider

1. Last Name
2. First Name or Initial
3. Middle Name or Initial



Rule #1 Example

NAME UNIT 1 UNIT 2 UNIT 3
Rebecca P. Adams ADAMS REBECCA P
Susan B. Anderson ANDERSON SUSAN B
Terri Anderson ANDERSON TERRI
William Ken Jackson JACKSON WILLIAM KEN
William Johnson JOHNSON WILLIAM
Wilma Johnson JOHNSON WILMA
Frank Shields SHIELDS FRANK




Example #1

R.W. Ackerman
Jerry Bailey

Jerry D. Bailey
Ashley A. Consuego

B. Annette Consuego Indexed Name

Beverly Maria Curillo Ackerman R W

Bailey Jerry

Bailey Jerry D
Consuego Ashely A
Consuego B Annette

Curillo Beverly Maria



Rule #2 Personal Names with Prefixes

-Consider a prefix like Mc in McDonald
as part of the name it precedes

-lgnore any apostrophe or space that
appears with in the prefix or after

Commonly used prefixes are a, la, d’ D’ de, De, Del, De la, Di,

Du, El, Fitz, La, Le, Lo, Los, M’, Mac, Mc, O’, Saint, St., Ste.,
Te, Ter, Van, Van de, Van der, Von, and Von der.
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Example #2

NAME UNIT 1 UNIT 2 UNIT 3
Olivia DuBerry DUBERRY OLIVIA
Paul Duberry DUBERRY PAUL
Anna L'Aubourne LAUBORNE ANNA
Chuck B. Launders LAUNDERS CHUCK B
Jerry A. Mcdonald MCDONALD JERRY A
Terri C. McDonald MCDONALD TERRI C
Celeste Van Ivan VANIVAN CELESTE
John Vanivan VANIVAN JOHN




Rule #3 Hyphenated Personal Names

-Consider a hyphenated first,
middle, or last name as one unit

-Write names in all capital letters; do
not include any punctuation
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Example #3

NAME UNIT 1 UNIT 2 UNIT 3
Valerie Anderson-Smith ANDERSONSMITH VALERIE
Jason DeTemple DETEMPLE JASON

Tammy DeTemple-Jones DETEMPLEJONES TAMMY
Gary Shawn Lee LEE GARY SHAWN
Alison Shawn-Lee SHAWNLEE ALISON

Kay-Lu S. Shuttle SHUTTLE KAYLU S




Rule #4 Abbreviations of Personal Names

-Abbreviated and shortened forms of
personal names are not spelled out
when indexed

Such as Geo, not George or

Liz not Elizabeth
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Example #4

NAME UNIT 1 UNIT 2 UNIT 3
A. J. Anderson ANDERSON A J
Liz Billings BILLINGS LIZ
Lou Chandler CHANDLER LOU
Wm. Danielson DANIELSON WM
T. J. Sampson SAMPSON T J
Geo. T. Vickory VICKORY GEO T




Rule #5 Personal Names with Titles &
Suffixes

-When used with a person’s name, title,
or suffix Is the last indexing unit when
needed to distinguish between 2 or
more identical names
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Example #5

NAME UNIT 1 UNIT 2 UNIT 3 Unit 4
Susan Bilderson, CPA BILDERSON SUSAN CPA
Father John FATHER JOHN
Mrs. Anna Jones JONES ANNA MRS
King Abdula KING ABDULA
Mrs. Judy Lenderman LENDERMAN JUDY MRS
Ms. Judy Lenderman LENDERMAN JUDY MS
Sister Mary Smith SMITH MARY SISTER
Peter K Teasdale Il TEASDALE PETER K 1]
Mr. Joshua Wade, Jr. WADE JOSHUA JR MR
Dr. Frank Williams WILLIAMS FRANK DR




Rule #6 Names of Businesses and
Organizations

-Index the parts of business names in
the order in which they are normally
written

-When The is the first word of the name, It
IS Indexed as the last unit



L
Example #6

NAME UNIT 1 UNIT 2 UNIT 3 UNIT 4
A K Electric A K ELECTRIC
A OK Restaurant A OK RESTAURANT
ACE Repair Co. ACE REPAIR CO

KKRS Radio Station KKRS RADIO STATION

L A N Industries L A N INDUSTRIES
LAN, Inc LAN INC

Regal Mfg. Corp. REGAL | MFG CORP

US Bank us BANK

USA Today USA TODAY




Rule #7 Abbreviations in Business Names

- Abbreviated or shortened forms of
business and organization names are
not spelled out when indexed

Inc. is indexed Inc. NOT

Incorporated



L
Example #7

NAME UNIT 1 UNIT 2 UNIT 3 UNIT 4
A K Electric A K ELECTRIC
A OK Restaurant A OK RESTAURANT
ACE Repair Co. ACE REPAIR CO

KKRS Radio Station KKRS RADIO STATION

L AN Industries L A N INDUSTRIES
LAN, Inc LAN INC

Regal Mfg. Corp. REGAL | MFG CORP

US Bank usS BANK

USA Today USA TODAY




Rule #8 Punctuation in Business Names

-Hyphens in business & organization
names are indexed as 1 Unit

-lgnore any punctuation makes that
appear in the names



L
Example #8

NAME UNIT 1 UNIT 2 UNIT 3 UNIT 4
All-in-One Pawn Shop ALLINONE PAWN SHOP
Bob’s Rent-a-Car BOBS RENTACAR
The Crow’s Nest CROWS NEST THE
How Much? Thrift Store | HOW MUCH THRIFT |STORE
Inside/Outside Glass INSIDEOUTSIDE | GLASS
Jack-N-Jerry Catering JACKNJERRY CATERING
The Pepper! PEPPER THE




Rule #9 Numbers In Business Names

- Arabic numbers (2, 17) are considered
one unit and are filed In numeric order
before alphabetic characters.

 Hyphenated numbers are indexed by the 15t #

« Letters such as st, nd, & thin a# are ignored
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Example #9

NAME UNIT 1 UNIT 2 UNIT 3 UNIT 4
21st Century Travel 21 CENTURY TRAVEL
210th St. Assn. 210 ST ASSN
The VII Hills Lodge VII HILLS LODGE THE
Sixth Street Fashions SIXTH STREET FASHION
AAA Leasing Company AAA LEASING CO




Rule #10 Symbols in Business Names

-If the symbol Is part of the name, the
symbol Is indexed as If spelled out

SYMBOL INDEXED AS
& AND
¢ CENT
$ DOLLAR or DOLLARS
# NUMBER, POUND, or POUNDS
% PERCENT

* If symbolis in the beginning
« First letter is spelled out and capitalized

* |If the symbol is not in the beginning
» First letter is lowercase




Example #10

NAME UNIT 1 UNIT 2 UNIT 3 UNIT 4
50¢ Burger Den 50CENT BURGER DEN
D & B Bargain D AND B BARGAIN
Dan’s Donut Shop DANS DONUT SHOP
$ Days Hotel DOLLAR DAYS HOTEL
The Dollar Smart Shop DOLLAR SMART SHOP THE
Just Good ¢ Store JUST GOOD CENTS STORE




Rule #11 Government Names

-Are indexed first by the name the:
- Country
- State
- County
- City



L
Example #11

-Department of Defense

- United States Government Defense
Department of

-Department of Parks
- Parks Department of

-Republic of Indonesia
-Indonesia
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Rule #12 Addresses

-When names are otherwise identical,
they may be filed by address

- The elements of the address are
considered in this order name, city,
states, street name, and house or
building number



L
Example #12

Name: Carmen’s
4423 Shelly Pike
Austin, TX

Index: Carmens Austin Texas Shelly Pike 4423



