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Sec. 36097/1952. PART 3. OMNIBUS WEEKLY ORDER 12/1953
King's Beam House,
Mark Lane,
London, E.C.3,

20th March, 1953.

Note.—The terms of this Order are to be brought to the notice of all
officials who do mnot ordinarily receive Omnibus Weekly Orders.

Instructions. Introduction of a loose-leaf system

The Service is informed that the Board have decided that standing
instructions now in bound form should, on reprint, be converted to
loose-leaf form. The following steps are being taken to implement this
decision :—

1. With certain minor exceptions, all future reprints or revisions
will be in the form of loose-leaves printed on both sides of the paper
and punched for four-hole filing. Each leaf will bear at the top of the
page the abbreviated title as shown in Appendix A of the Guide to
Departmental Instructions,

2. Binders will be issued in instalments in quantities sufficient to
accommodate the leaves on the basis of about 500 leaves per binder
and on the assumption that they will be filed in alphabetical order of
abbreviated title. These arrangements need not, however, be taken
as a bar to the filing of * books "’ in any other order which an individual
official may prefer while instructions are in use by him; but it should
be noted that additional binders cannot be supplied for this purpose,
or to enable particular subjects to be filed separately. The binders
selected are of the Universal type with lifter bar, as recently introduced
for General Orders. They will be dark blue and will be issued without
requisition. Each binder will have a ‘“ window "’ on the spine for the
insertion of card or stiff paper on which to indicate the range of its
contents, Some time must elapse before the first binders are available,
and in the meantime improvised methods must be used for the
temporary filing of any instructions issued in loose-leaf form under
this scheme, The leaves will fit both two-post and four-post General
Order binders,

3. Experiment shows that manilla dividing cards for insertion
between each *“ book " in a binder tend to prevent the pages from
lying flat when the binder is open on the desk. Dividers can, I:!?wexter,
be made quite readily by the use of linen reinforced “ tabs ™ which
can be affixed either to title pages or, if preferred, to cancelled pages of
General Orders or loose-leaf books. (These have the ment of being
easily replaced). Officials who wish to introduce dividing sheets 1n
this way can obtain these tabs, known as ‘' Linen Index Strips, Code
40-94 ", by memorandum from the Superintendent of Stores. The
strips are 17 wide and 6° deep and protrude §* from the edge of .;2:
?‘ﬁ"- They can be cut to required length-—say into six tabs
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