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- Without the title insert
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This specification covers 2 types and 4 classes of file folders
ass 2 - Without paper fastener

Inner and Follow-Up, that are used for the filing of documents that require

foll

ow-up action.

Class 1 - With paper fastener
1

Class 3 - With title insert

Class 4

C
Type II - Follow-up file folder

Type I - Inner file folder

Scope.-
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APPLICABLE DOCUMENTS
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Federal Specifications:

PPP-B-566 - Boxes, Folding, Paperboard.

PPP-B~636 - Boxes, Shipping, Fiberboard.

PPP-B-665 - Boxes, Paperboard; Metal Edged and Components.
PPP-B~-676 - Boxes, Setup.

PPP-T-45 - Tape, Gummed, Paper, Reinforced and Plain, For

Sealing and Securing.
Federal Standards:

FED-STD-
(Activities outside the Federal Govermnment may obtain copies of Federal
Specifications, Standards, and Handbooks as outlined under General Infor-
mation in the Index of Federal Specifications and Standards and at the
prices indicated in the Index. The Index, which includes cumulative monthly
suprlements as issued, is for sale on a subscription basis by the Super-
intendent of Documents, U.S. Govermment Printing Office, Washington, D.C.

wNnNLND
LUK UL,

(Single copies of this specification and other Tederal specifications
required by activities outside the Federal Government for bidding purposes
are available without charge from Business Service Centers, at the
General Services Administration Regional Offices in Boston, New York, Washington,
D.C., Atlanta, Chicago, Kansas City, Mo., Fort Worth, Denver, San Francisco,
Los Angeles, and Seattle, Washington.

(Federal t activities may obtain cop edera
Standards, and Handbooks and the Index of Federal Soec1f1cat
from established distribution points in their agencies.)

Military Standards:

MIL-STD-105 - Sampling Procedures and Tables for Insrection by
Attributes,
MIL-STD-129 - Marking for Shipment and Storage.

(Copies of Military Specifications and Standards required by suppliers in
connection with specific procurement functions should be obtained from the
procuring activity or as directed by the contracting officer.)

- P S

ed herein. Unless a speci
on date of invitation for bid

—
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P Technical Association of the Pulp and Paper Industry (TAPPI) Standards:
T402 - Standard Conditioning and Testing Atmospheres for Paper, Board,
Pulp Handsheets and Related Products.
T410 -~ Weight per Unit Area (Basis Weight or Substance) of Paper and
Paperboard.
T411 - Thickness (caliper) of Paper and Paperboard.
T4l4 - Internal Tearing Resistance of Paper.
(Application for copies should be addressed to the Technical Association of
the Pulp and Paper Industry, One Dunwoody Park, Atlanta, GA 30341.)

National Motor Freipht Traffic Association, Inc., Agent

National Motor Freight Classification

(Application for copies should be addressed to the American Trucking
Associations, Inc., Tariff Order Section, 1616 P Street, N.W., Washington, DC

20036.)

Uniform Classification Committee, Agent

Uniform Freight Classification

(Application for copies should be addressed to the Uniform Classification

) Committee, Room 1106, 222 South Riverside Plaza, Chicage, Illinois 60606.)

(Technical society and technical association specifications and standards
are generally available for refere ce from libraries They are also distri-

3. REQUIREMENTS

3.1 Material.- The folders shall be made from wood fibers which ma
include reclaimed fibers and shall conform to the physical pronerties
listed in table I.

TABLE I.- Phvsical properties

Type I Type I1

Basis weight, 24 by 36~500 sheets 133 pounds 250 pounds
(tolerance, plus or minus 5 percent)

Thickness 0.0095 inch 0.018 inch

(tolerance) + 0.0005 inch + 0.001 inch

Tearing resistance, min, total 530 grams 1250 grams

of both directions

-

N T™%v" _ysa TN
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3.2 Writing quality.- The folders shall be suitably sized to permit accept-
ance of ink without feathering. Ruled lines or written characters shall be
clear cut when tested as cnecified in 4.4 .13,

lear cut when tested as specified in 4.4.3.

3.3 Color.- The color of the folders shall be the natural color of the
stock, or lighter.

3.4 Dimensions.-

3.4.1 Leaves.- The width of the leaves shall be 11 3/4 inches or 14 7/8
inches, as specified (see 6.2). The height of the back leaf (type I},
exclusive of the tab, shall be 9 3/16 inches, and including the tab, shall
be not more than 9 15/16 inches nor less than 9 7/8 inches. The height of

"
the back leaf (type II, class 3) shall be not more than 10 inches and the
height of the front leaf (type II, class 3) shall be not more than 9 1/4 inches
The height of the back leaf (type II, class 4) shall be not more than 9 1/2
inches and the height of the front leaf shall be not more than 7 inches. A
tolerance of minus 1/32 inch shall be permitted.

3.5 Sheet plastic (type II).- The sheet plastic used in the fabrication
of the follow-up file folder tip and indicator shall be a cellulose acetate
of not less than 0.009 inch thickness. The cellulosc acetate shall be
free from warpage, cracks or scratches.

3.5.1 Color and transparency.- The coior of the indicator shall be dark
green and all otnef cellulose acetate shall be clear and transparent.

3.6 t stock (tvpe I1. class 3).~ The title insert shall be made
of white ledger paper, chemical wood, basis weight 72 (17 by 22-1000). One
title insert shall be provided with each folder. The insert shall be a
minimum of 2 7/8 inches long by 3/8 inch wide, with a tolerance of plus or
minus 1/32 inch in both dimensions. The title inserts may be provided in
perforator form, in quantities sufficient for the number of folders in the
unit container.

Title inser

.

3.7.1 Fold and scorings.— The bottom of the folder shall be plain. The

fold shall be 90 degrees to the sides and the direction of the grain shall
be parallel with the fold,

3.7.2 Front leaf.- The front leaf of type I and type Il1, class 3 shall have
four 1/4 inch scorings for a total of 1 inch expansion. The front leaf of
type II, class 4, shall have five 1/4 inch scorings for a total of ome and 1 1/4
inch expansion.
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3.7.3 Back Leaf (tvpe II).- The back leaf shall have a printed scale
ad jacent to and parallel with the top édge (see 3.7.3.1).

3.7.3.1 Printing {type II).- The 12 months of a year, January through

December, shall be printed in S-point type. Each monih shall he abbreviated
yvodrnes +hae Fdamad +hmaa Tatdbamens AFC +hhn enmamtdln Min Aneen AF 4lan wmAant+l M1 4+lmAcenh

UO A1y wvile Jl1l1i0OWV Vild CT LT LULCI o UVl vl HOUXL Wil e L11C UGJD Vi LT LIVl U 1’ o< uxuuusu
31, shall be printed in 12-point type. The 12 months end 31 deys of the month
shall be equally spaced, ?/56 inch. The rinting shall read from left to right.
The printi shall start 6 inches plus or minus 1/16 inch from the left side of
the 14 7/8 inch wike follow-up file folder and 2 3/h inches plus or minus 1/16
inch from the left side of the 11 3/4 inch wide follow-up file folder. All
printing shall be black, sharp, and clear with no indication of offset. One

half inch of blank space shall separate the monthly register from the daily
register.

2.7 2.2 Ploetdn +iwm [+ume TTY = A ehoct Mmlaat+dta +4mn chal1l aviand orwnce
L[ e ) e A SEAT V- V.Lkl \ v L\- ek /@ L QIS Vv y-l.u:: Vi \-I.l.y OAA o LN Vs divd U d VoW
the top edge of the leaf to afford protection to the edge and provide for the
retention of a moveable indicator {see 3.7.3.3). The sheet plastic tip shall

permit insertion of a 2 3/k inch first position inner folder tab under the tip
(see 6.1) and also permit insertion of a title insert for type II, class 3

(see 3.6). The sheet plastic tip shall be attached to the leaf by stapling for
class 3 and by heat sealing or adhesive for class k.
a2 7 a9 9 Dlomdd n 23 amdmnae [ TP T mle LaTDan ~LeVT ba amicdoenad ood &1
Dol eDdeD IJAasSuvdle diluwicu vyl \ LYPT .L.I.J.' LAacCil 101l bdblaadll LU TYULppTU wil vl
two plastic indicators; one for months and one for deys., The indicators shall
be designed to locate correct register with any month of the year or day of the
month. The indicators shall mwove with ease and shall require not more than 8

ounces of extertion to change its location, when tested as specified in k.k.1.2,
The width of the indicators’shall not exceed 1/2 inch and the depth of the in-
dicators shall not exceed 3/i4 inch.

3. Corners (type _1;).- Corners of tab shall be rounded.
3.7.5 Class I folder (t1me 1) .= The class 1 folder ghall he equinped with
a 2 3/4 inch prong type metal paper fastener securely clincned to the back leaf.

The fastener shall be parallel to and 3/k inch from the left edge, measured to
the vertical center lineo’f the fastener. The horizontal center line of the
base of the fastener shall be 4 3/8 inches from the bottom fold.

3.7.5 iper {astener.- The paper fastener shall be made of metal 0.0012
Vesn e mmdsmesm A AV towmd +ld ale mmatad seddlh Vo mesae Tholradl amnmad e e wmTada
pPiuo v WAMUD U .,VUVC 1UCI) UlL.LL!\’ cuaLvLTu wi vii ..Luquc.[, vantu TuUuanucd, vl Viil piaUTe
The nanor factonayr cehall naasa +ha hondAdnes +oet desrnrihed 4n b L 71 1 Pranea
LR A y“r\-‘. A ChAD Wieldd\wd 8D 3 ACA odo ade ruuu L " 2] U\oll\‘.‘.ub Vi s v i b W A o W N VA —aa T8 TS A A - UMOH
ghall he attached to; or shall be a continuation of; each end of the base. The
prongs shall have a width not less than 3/16 inch nor e than 7/32 inch.

The length shall be 1 1/2 inches.
o
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3.8 Product marking (type I1) .- TFollow-up file folders furnished under
this specificatlon shall be marked in a plain and permanent manner with the
manufacturer's part number, name, or trade-mark of such known character that
the source of manufacture may be readily determined. Instructions regarding
the removal of title insert and movement of the indicator shall be plainly

Aamn AL ntn
LIIULCALEU.

3.9 Class 2 folder.- The class 2 folder shall be furnished without a paper
fastener.

3.10 Workmanship.- The folder shall be free from scuff and soil marks
and any visible defects or imperfections which would impair its serviceability.
The paper fastener shall be free from burrs and sharp or rough edges or

o e a1 mmes mma Ao [ £11_1 PRSI RN
corners which may injure the user or damage the papers filed. The staples
ahal1l kn a1l coatad +A nrovoent crratehino oy crcranine
Siiaili O€ Weai Seatéd T prevent scraidiing or scraping.

4, QUALITY ASSURANCE PROVISIONS

4,1 Responsibilitv for inspection.- Unless otherwise specified in the
contract or purchase order, the supplier is responsible for the performance of
all inspection requirements as specified herein. Except as otherwise

specified in the contract or order, the supplier may use his own or any other
Fandli+dmne cii+tnhla far the narfarmancs nf f'hn inenoartinn roaniramante enanrnd £4ad
A wdhd d iAo DUl LLAUM™- T A —-ili t}\.—& PEAS ST p Y L T v ~ - AT P e -dY L‘.‘\iu.LL A= ey uyhl-.LL - s
herein, LpTess disapproved by the Government. The Government reserves the

right to perform any of the inspections set forth in the specification where
such inspections are deemed necessary to assure supplies and services conform
to prescribed requirements.

4.2 Inspection.~ Sampling for inspection shall be performed in accordance
with MIL-STD-105, except where otherwise indicated hereinafter.
4.2.1 Insnection of materials and comnonents.- In accordance with 4.1 above

the requirements of referenced speciflcations and standards, unless otherwise
excluded, amended or qualified in this specification or applicable purchase
document.

4.3 Inspection of the end item.-

4.,3.1 Examination of the end item.- The end item shall be examined for
the defects in the applicable subparagraphs at the inspection levels and

acceptable quality levels (AQLs) set forth in 4. 3.1.4. Random samples shall
be drawn from each lot of the end items for examination of visual, dimensional,
count and preparation for delivery defects. The lot shall be expressed in
units of one folder each of the type and class being procured for examinations

in 4,3,1.1 and 4.3.1.2 and in units of one shipping container each for

? q ~

xamination in 4.3.1.3.

4,3.1.1 Examination for visual defects.- The sample unit for this examina-
tion shall be one file folder of each tvpe and class being procured.

———

N
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Examine Defect
Mo b mrcem b men N+ A hv\ﬂ’\':r ~A
wULIOD LWL UL LAUL INU L ad k | = WRVEPS .LCU .

Any comnonent missing, not constructed as specified,
or damaged.
Any operation not performed, e.g. any score missing.

Color Any variation from color or shade specified.

sparency Not clear, transparent.

p iastic compo

Tra
!
\

Hardware Not type specified.
Anv broken or malformed.
Anv rough or sharr edge or burr.

Workmanship Any dirt or foreign matter.
Any hole, scuff, abraded area.
Any tear.
A ~1A
o

Any wavy or uneven edpe.

4.3.1.2 Examination for defects in dimensions.- The sample unit for this
examination shall be one folder of the tvpe and class being procured.

Dimensions (including  Anyv variation from dimension and tolerance
all applicable specified.
components)

4,3.1.3 Lxamination of preraration for deliverv reaquirements.- An examination
shall be made to determine whether the packaging, packing, and marking complies
with the section 5 requirements. Defects shall be scored in accordance with the
ig

t below. The Sample unit shall he one C}‘V1‘ht“1nﬂ container Fu11v pronared for

_—e T a W 44T odinpat UWill o oS4 t (SRR 854

delivery with the exception that it neecd not be closeo. Defects of closure
listed below shall be examined on shirping contaimers fully prepared for delivery.
The lot size shall be the number of shippning containers in the end item inspectior
lot.

Examine Defect

Marking (exterior Omitted; incorrect; illegible; of improper size,
and interior) location, secuence or method of application.

Materials Any component missing or damased.
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Examine Defect

Yx-_.l__-_...L.‘_l s G, R _———1 L P o _ 1 = =

WOL Kidllsidp Liaduecgudie dppiicdaition 0Ol comuonean, sucn as:
incomplete closure of container flaps, loose
strannine. improner f’nn'inn or inadeauate ctrtanline
halidhad afb Afianhal w I 1 - revYpr e~ A St ¥ 5 B kel AL indhand sindebl o 2

Bulged or distorted container.
Content Number of folders per interior package or shipping

container is more or less than required.

4,3.1.4 Inspection levels and acceptable levels (AQLs) for examination.-
The inspection levels for determining the sample size and the acceptable
s

iining sa e and
quality levels (AOLs) for examination, expressed in defect
shall be as follows:

per hundred units,

Examination parapraph Inspection levels AOLs
4.3.1.1 I 2,5
4.3.1.2 S-2Z 2.5
AN . T | o N 7 N
CteJdeded o=z 4.0

4,3.2 Testing of the end item.~ The end item shall be tested for the
characteristics specified in table II. The lot, for the purpose of determin-
ing the sample size in accordance with MIL-STD-105, shall be expressed in
units of packages of folders of each type and class being procured. The
sample unit shall consist of 2 folders of each type and class being procured.

The sample size shall be S-2. No more than one sample unit shall be taken
Lo - P ML e~ -1 - 11 T - ——— - r £_ -+ P L PR P . PR LA
LIOl 4 pacCirdge. inere snalld e N0 evidence O failiure 1in eu_ner samplie unit
nr 1Ay avoeracms reanirsmont Tha eamnlace chall he ranAdriAannd anmd +aactad

T A A UV\-—A-Ub\-‘ L\—\iu-&& illNedl = 0 A \JullLk).l.L\_l (S o A LS s Rt o S VR R e § QLI LTOoOLTUW
according to TAPPI T402.

a—
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4,4 Test methods.-

4.4.1 Bend test (type I).- The fasteners shall be subjected to repeated
cold bend test by first; inserting the prongs through the perforations of one

- - . . N a 1 rd R N . _
sheet of paper and bending prongs dowvn to the base {prong position when
fastener is secured) and back to original open position (through not less
than a2 90 degree arc) a minimum of 20 times; second, inserting the prongs

through the perforations of sheets of paper having a total thickness of not

less than one-half the capacity of the fastener; the fastener shall be completely
assembled and each prong bent back to its original position and the cycle re-
peated 50 times. The prongs shall show no evidence of fracture at any point
when tests are completed. TFracture of any sample prong will be considered as
failure to meet the requirements of this specification and shall be cause for
rejection of the lot.

4,4,2,1 General.- Test samples shall be subjected to exertion (push-pull)
tests. The first part of the test shall determine the ease of indicator move-
ment. The second part of the test shall determine the adequacy of the locking
device. The test shall be conducted using room conditions of 75 degrees F plus

or minus 10 degrees F, relative humidity 50 percent plus or minus 10 percent.
The test shall be made with a push-pull gauge, adjusted for horizontal reading,
Chatillon Model 719-5 or eaua The tests shall be made on a flat horizontal

-'3

1al
surface with the gauge applied to the side of the indicator with an exertion
directed in a line parallel with the edge and surface of the folder. Exertion
shall be gradual and care shall be taken not to obstruct the action of the
gauge. The tests shall be made with "pull" exertion from number 1 to the
direction of number 25 and *push’ exertion from number 25 to the direction of

number 1 on the printed scale.

4_4.2.2 Procedure.- Place the indicator in a released position by inserting
a metal plate between the extended end of the 1nd1cator and the folder stock.
The plate shall be 0.125 inch plus or minus 0.005 inch thick and approximately
4 inches wide and 7 inches long. The plate shall be smooth, flat, and free

of burrs. The plate shall be held firmly by one hand, within the testing area

of printed numbers 1 and 25, at a parallel distance f 1/8 inch from the lower
Y . T U SN S [2 2 R B, B B el a1t L Tmmmbnd ok oemiiemlemen 1 e WM

euge OL utne p.l.dbL.L(_ L.LP- ine J.U.U.L(.d-LUI Slldld DE 10CdLEu dit wumper 4 alida pulLl

applied on the side of the indicator between the edge of the plate and edge

of the plastic tip. Locate the indicator at number 25 and apply a "push"

exertion. Any file folder requiring a "pull" or "push" of more than 8 ounces
to move the indicator a minimum distance of 1 inch shall be considered as
failing this test. Remove the plate for the second part of the test and

lock the indicator in number 1 register. Apply a 'pull” on the side of

the indicator. Then locate the indicator in number 25 register and apply a
"push' exertion. Any file folder having an indicator that moves from register,
II_‘ 1I| ot ".....-.Ll" ~fF A cunces shall be consi
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4.4,3 Writing qualitv.- Drav several lines and write several words or
phrases on the front leaf of one fclder from a sample unit with a smooth
point dip pen using a 1 percent agquecus sclutien of C.I. 18050, C.I. Acid
Red 1, C.I. 42085, or C.I. Acid Green 3., Observe the lines and characters
for clarity and feathering. To be considered satisfactory, there shall be

no feathering and the lines and characters shall be clear cut.

5. PREPARATION FOR DELIVERY
5.1 Packaging.- Packaging shall be level A, B, or C, as specified (see 6.2).

5.1 1 Tovoel A - 'T‘t.ventv_f

e a Level A, & W

wo edi2o 14 7/ 4n~h
< as

an Ay
SR Ff Y AlCeS Ui

4
follow-up folders, or one-~hundred inner folders of one class only shall be
packaged in a snug-fitting paperboard box conforming to variety 1, style IIT,
type G, class 1 of PPP-B-566; type I, variety 1, class A, stvle 4 of PPP-B-676;
or class 1, style A of PPP-B-665. Each paperboard box shall be securely closed
with 2-inch minimum width gummed paper tape conforming to type III, grade B of
PPP-T-45, applied at the center of the length opening and along the bottom and

up each side at least one-half the depth of the box.

5.1.2 Level B (civil agencies).- Folders shall be packaged in accordance
with 5.1.1 except that boxes shall be secured to prevent accidental opening
(see 6.2).

5.1.3 Level C.- Folders shall be packaged to afford adequate protection
against physical damage during shipment from the supply source to the first
receiving activity. The supplier may use his standard practice when it meets

thic »omiede
“hid O A C\{ULL Clllclll— L]

5.2 Packing.- Packing shall be level A; B, or C as specified (see 6.,2).

5.2.1 Level A.- Five-hundred folders of one description only, packaged as
specified in 5.1, shall be packed in a snug-fitting fiberboard shipping container
conforming to style RSC, grade V2s of PPP-B-636. Each shipping container shall
be closed, waterproofed, and reinforced in accordance with the appendix of the
container specification,

5.2.2 Level B.- Five-hundred folders of one desc cription only, packaged as
specified in 5.1, shall be packed in a snug-fitting fiberboard SthDlnE container
conforming to style RSC, type CF (variety SW) or SF, class domestic, grade 275
of PPP-B-636. Each shipping container shall be closed in accordance with
method 11 as specified in the appendix of the container specification.

5.2.2.1 When specified (see 6.2), the fiberboard shipping container shall be
a grade V3c, V3s, or Vé4s fiberboard box fabrlcated in accordance w1th PPP-B-636
and eclosed in acce c it r
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5.2.2.2 Civil agencies.- One-hundred 14 7/8 inches by 9 1/4 inches follow-up
folders, two-hundred 11 3/4 inches by 10 inches follow-up folders, or five-
hundred inner folders, packaged as specified in 5.1.2, shall be packed in a
shipping container conforming to class domestic of PPP-B-636 (see 6.2).

5.2.3 Level C.- Tolders, packaged as specified in 5.1, shall be packed in a
manner to insure carrier acceptance and safe delivery at destination at the
lowest transportation rate for such supplies. Containers shall be in accordance
with Uniform Freight Classification Rules or National Motor Freight Classifica-
tion Rules, as appllcable.

5.3.1 Civil agencies. In addition to any special marking required by the
contract or order, interior packages and shipping containers shall be marked in
accordance with FED-STD-123,

5.3.2 Military requirements.- In addition to any special marking required
by the contract or order, interior packages and shipping containers shall be
marked in accordance with MIL-STD-129.

-h

"

nge with follow-un folders

us il VLA VWTUE 2V SRTeSs

They may be removed from the follow-up folder after all action has been taken
and used as the completed transaction folder. Follow-up file folders are suit-
able for filing documents that require a daily and monthly follow-up. When the
follow-up is required during a subsequent month, the sliding signal is placed
over the appropriate month. When the follow-up is required during the current
month, the signal is placed over the appropriate date number.

nded use.- Inner file folders are

o

4
J

(a) Title, number and date of this specification.

(b) Type or class required (see 1.2).

(¢) Width of leaves required (see 3.4.1).

(d) Selection of the applicable levels of packaging and packing (see
5.1 and 5.2).

(e) When weather-resistant grade fiberboard shipping containers are
wmnmidrad fav lawal R nanbkina (ecoe § 2 2 1)
L:qu;..l.cu LA dCVed & Poawindiiiy, \NWet Joédivs i, o

(f) When level B packaging and packing are required for civil agencies
(see 5.1 and 5.2.2.2).

6.3 Color designations are those listed in the Technical Manual of the
American Association of Textile Chemists and Colorists. Acid Red 1, C.I. 18050
may be obtained from Textile Aniline and Chemical Company. Acid Green 3,

C.I. 42085 may be obtained from the following: Sandoz Incorporated; National
Aniline Division of Allied Chemical Corporation; Geigy Chemical Corporation;

nd American Cvanamid Cormnaratio
Gll.\.l AMINC 3 AL QAL U] CAbAbARIE A s r l-u‘--.\/.l'
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for this publication are to be placed with General Services Adminis-
acting as an agent for the Superintendent of Documents. See section

specification to obtain extra copies and other documents referenced
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