
FUNCTIONSOFTHEREGISTRIES

Itdistributesfilestodifferentoffices/department

Itreceivesincomingmailanddispatchesoutgoingmails

Itkeepsdocumentsinfilesforsecuritypurpose

Itsfunctionsincludeclassifying,indexingandfilingofcorrespondence

Itisresponsibleforopeningandrecordingofmovementoffilesand
closingoffileswhennecessary

Ithandlescorporateaffairsissues

Documentationofnewlypostedstaff/employees

Puttingawayoffilesinthedip;andretrievaloffiles.

TYPESOFREGISTRIES

CentralizedRegistry

DecentralizedRegistry

THEOPENREGISTRY:thisregistryiswhereopendocumentssuchaspersonal
files,subjectfiles,circular,sales,correspondenceetcarekept.Everystaffcan
enterandbeattendedto.Itisheadedbyasectionalheadandishousedina
separateroom.

THECONFIDENTIAL/SECRETREGIDTRY:thisisapartofregistrywheresecret
documentsarekept,forexample:Disciplinaryfiles,Queries,Policydocument,
AnnualPerformanceEvaluationReport(APER)formsetc.itishousedseparately
withahead,ifitisalargeorganization.Butinasmallorganization,bothsecret
registryandopenregistryarehousedtogether.

AdvantagesofCentralizedRegistry

Workismoreefficientlycontrolled

Thereisbetteruseofequipment

Thereisexistenceofexpertsinthatfield

Greaterflexibilityinuseofstaff

Procedureofdoingworkisuniform

DisadvantagesofCentralizedRegistry



Becauseofworkrigidityandcontrol,thestaffmaybefrustrated

Staffmaynothavetheopportunitytogainnewexperiencebecausetheir
jobisrepetitiveandlimited

Sometimestherearerecordedcasesofmisplacedfilesbecauseofthe
largevolumeoffiles/documenttheyreceived

AdvantagesofDecentralizedRegistry

Thebestmethodofworkisadoptedforthedepartment

Files/documentscaneasilyberetrieved

Thereisopportunitytogainnewexperiencesbecausestaffdutiesare
varied

Littleornorigidcontrolandfrustrationisexperienced

DisadvantagesofDecentralizedRegistry

Nouniformityinworkexperience

Expensiveequipmentmaybeused

Inefficiencymayoccurbecauseoflackofspecialization

Itisanadditioncostonthefirm tokeepdecentralizedregistry


