DIYSA - File - work sheet (Page 1)�
�
Instructions: For each „file“ you have to use one work sheet. Files that are actually not used shall also be taken into account.�
�
Filename:�
�
Format:


( ) Index cards


( ) Inventory


( ) Note book


( ) Others:�
Measures:


( ) DIN A4


( ) DIN A5


( ) DIN A6


( ) DIN A7


( ) Others:�
�
Description:


�
�
Location:


�
�
Use�
from:�
to:�
�
Status:�
( ) in use�
( ) finished�
�
�
�
�
�
Order:�
( ) alphabetical in: 


( ) numerical in:


( ) chronological in:


( ) another order in:�
�
Number of entries:�
�
Responsible:�
�
User:�
( ) scientific employee


( ) registrar


( ) administration


( ) public


( ) others:�
�



�



DIYSA - File - work sheet (Page 2)�
�
Filename:�
�
Forms:�
1.


3.


5.


7.�
2.


4.


6.


8.�
�
Rough categories (for example: columns)


_________________________________________


_________________________________________


_________________________________________


_________________________________________


_________________________________________


_________________________________________


_________________________________________


_________________________________________


_________________________________________�
Datafields included


_________________________________________


_________________________________________


_________________________________________


_________________________________________


_________________________________________


_________________________________________


_________________________________________


_________________________________________


_________________________________________�
�
History of usage:_____________________________________________________________________�__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


�
�
Notes:______________________________________________________________________________�________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


�
�
Name:�
Date:�
�



