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Folio Numbering of Records 

As part of a manual recordkeeping system, there may be a need to ensure the veracity 

and integrity of all the individual items placed within a physical record.  One method 

for managing this accountability is to number each of the incorporated items or folios 

consecutively. 

In the context of a paper-based file, a folio is a document that is made up of either a 

single page or multiple pages.  For multi-page folios, the contained pages within the 

folio are called enclosures. 

This practice of allotting numbers within a contained record is known as ‘folioing’.   

By placing a folio number on each item there is the ability to: 

 account for every page included and the order of their receipt within the 

record; 

 facilitate the establishment of context within which decisions and actions were 

taken, including the sequence of those actions; 

 identify any gaps or missing items from the record; and 

 reference or quote individual items contained in the record by its folio 

identifier. 

Folioing can be both time-consuming and labour intensive, particularly if applied 

retrospectively, therefore this practice is normally reserved for records that are 

deemed to be part of a high risk activity.  The Territory Records Office does not 

mandate folioing and in most cases it is not deemed necessary however the following 

examples provide guidance where folioing is recommended:  

 the participation of records in a legal process (e.g. the provision for a Freedom 

of Information request or presentation as evidence during a formal hearing or 

litigation); 

 the application of a National Security Classification to the record as method of 

protective marking; or  

 the need to disassemble a whole record for the purposes of 

copying/reformatting.  



Applying folio numbers to physical records 

When folioing files or other forms of contained records (e.g. day boxes), the 

following should be observed: 

 Folio numbers should only be placed in the top right-hand corner of each front 

page.  For some files, the top left-hand corner is an area that is hole-punched 

to facilitate the attachment of items. 

 Each new folio added to the record should have a consecutive number 

commencing at 1, making the bottom item on the record the first numbered 

item and the top item with the last assigned folio number. 

 Enclosures should be given the same number as the item but followed by a 

sequential letter until the folio is completely numbered (e.g. 6, 6a, 6b, 6c). 

 Folio numbers should generally be recorded in ink, either with a pen or a 

sequentially numbering stamp.  Although there are instances where folio 

numbers should NOT be applied in ink and these include: 

o important legal documents (e.g. major contracts); 

o legacy records classed as Territory Archives; 

o items of artistic significance; 

o items which may be returned to the sender. 

If absolutely necessary, folio numbers can be recorded lightly in pencil and erased 

if required. 

 Where there is a need to remove a folio from a file, the action officer should 

place a folio removal advice on the file indicating what has been removed, 

when and why.  If the removal is due to the relocation into another file, the 

details of the new file should be stated on this advice. 

 It is good practice to place a folio number sheet within the front cover of 

paper-based files to indicate the details of all folios as they are added.  This is 

particularly useful if there are folios that cannot be readily attached to the 

record (e.g. photographs encapsulated in an envelope before being placed on a 

file).  

Electronic records 

Records held within an electronic recordkeeping system (e.g. TRIM or Objective) or a 

business system will already be managed automatically with some form of unique 

identifier that is attached to each item when entered.  This provides the same level of 

accountability as the folioing of physical records as mentioned above. 

Electronic records held only within shared or personal drives, digital media such as 

CDs and within mail services like Outlook will not have this form of management or 

security and should be captured into a recordkeeping system. 
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