SAM — RECORDS MANAGEMENT

FILING EQUIPMENT 1609
(Reviewed and Renumbered12/13)

Vertical Shelf Files, Office Type (Open Shelf). Vertical shelf filing is the most efficient type and is the state's
standard. Records are stored on shelves in rows, instead of in drawers. When planning a file system determine if it
is feasible and economical to replace current files with shelf file systems.
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