
FILING FOR COUNTY 
EXTENSION OFFICES 

COMPONENTS OF THE CES FILING SYSTEM



SIMPLE AND EASY TO USE  

Å The filing system incorporates two basic components:

1.  Manual 2.  Electronic

Å The system allows for the same coding and categories for 

both forms of communication and records. 

Å Using the same names and codes for both systems will aid in 

storing and retrieving documents.



CATEGORIES UNIVERSAL COUNTY-TO-COUNTY 

ÅIn order for consistency from county to county, all offices 

are using this system. 

ÅManual filing is used for hard copies received in the office 

or for items in which a hard copy is desired. 

ÅMost permanent and signed legal documents will need to 

be kept in hard copy form. 



MANUAL FILES -HARD COPY FORMS  (EXAMPLES)

ÅLegal Documents

ÅCorrespondence 

ÅPolicies 

ÅRecords 

ÅItems of Reference 

ÅLogs and Vouchers

ÅItems Dealing with Personnel



DOES NOT INCLUDE SUBJECT MATTER REFERENCE

ÅThis system does not allow for the filing of subject matter references. 

ÅThe subjects would vary so much from district-to-district/county-to-county 

across the state because of the unique programs in each county, 

differing backgrounds and interests of each agent. 

ÅEach county's subject matter reference file would vary to a great extent. 

ÅIt is desired that the subject matter reference files be kept in the 

individual agent's office.



FILING SYSTEM SET UP

ÅAdministrative Affairs ð(Two Drawers)

ÅAffirmative Action ð(One Drawer)

ÅOrganizations & Agencies and Alumni Org. (Share a Drawer)

*File dividers may be used for each subheading, i.e.: CEC



FOLDER ORGANIZATION  

ÅFolders are used for each item listed under the subheading. 

ÅLabel the folders with both the subheading and the file code

-(i.e. District Board) 

ÅNot all folders will be used in all counties. 

-For example, if there is not a district board, then that folder will 

not be needed. 



COLOR CODING FOLDER LABELS

Counties should color code folder labels under each subheading for 

ease in retrieval of files, i.e.:

ÅRed labels for folders under Administrative Affairs      

ÅBlue for Affirmative Action                                                                                        

ÅGreen for Reports, etc. 

*Files should fall in line alphabetically behind each subheading.
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