Internship Resource Sheet # 29

Library and Filing Systems
All that is really needed for this development area is for the supervisor to show the intern how his own filing system and library works.  Alternatively, the supervisor could refer the intern to a colleague who has an outstanding filing system and library.
Some areas for discussion, as needed:

· Purpose

· Methods

· Problems – consistency

· Computers

· Interest files

· Updating

Resource:
Pollar, Odette,  Organising Your Workspace, a Guide to Personal Productivity, Crisp, Menlo Park, CA, 1999 [ISBN 1 – 56052 – 522 – 3]
