
Labeling Records
Labeling files is a key element in being able to find records quickly. File labels must contain the following information:

· File code

· Title of the file (its name or number)

· The year the file began

Once a file is closed, the word “Closed” should be written on the label, and the closed file should be separated from the active files. Other recommendations for labeling files include:

· Use large type to make the file name or number stand out.
· Use standard pressure-sensitive labels.
· Besides the file identifier, include other important information, like the subject of the file.
· Somewhere on the main label, secondary label, or on the folder itself, add the disposal authority, cutoff timeframe, and any other useful information.
· Use color-coded labels for large volumes of files. Color can help guide researchers quickly to the right area, and narrow the search for quick retrieval.
· You can also hand-label your files. Use a fine- or razor-point permanent ink marker and carefully print the information. This is good for long-term records, whose labels may dry up and fall off.
· When labeling disks (CDs and DVDs), include the same identifying information used on folder labels. Also include information needed to use the disk:

· Software identification and version used

· Equipment used
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Labeling

File labels must contain the following information:



File code



Title of the file 



The year the file began

Once a file is closed, the word “Closed” should be written 

on the label. 

Closed


