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	CONVERSION FACTORS FROM LINEAR FEET TO CUBIC FEET

	Letter size
	Linear feet x .8
	or 1.25 linear feet
	= 1 cubic foot

	Legal size
	Linear feet x 1.0
	or 1.0 linear feet
	= 1 cubic foot

	Ledger size
	Linear feet x 1.5
	or .6 linear feet
	= 1 cubic foot

	Document size
	Linear feet x .27
	or 3.7 linear feet
	= 1 cubic foot

	Tab cards and checks
	Linear feet x .17
	or 6.0 linear feet
	= 1 cubic foot

	5 x 8 cards
	Linear feet x .28
	or 3.6 linear feet
	= 1 cubic foot

	4 x 6 cards
	Linear feet x .17
	or 6.0 linear feet
	= 1 cubic foot

	3 x 5 cards
	Linear feet x .1
	or 10.0  linear feet
	= 1 cubic foot


	FILE CAPACITY

	Letter size drawer
	1.5 cubic foot

	Legal size drawer
	2.0 cubic feet

	Letter size cabinets, 4 drawer
	6.0 cubic feet

	Letter size cabinets, 5 drawer
	8.0 cubic feet

	Legal size cabinets, 4 drawer
	8.0 cubic feet

	Legal size cabinets, 5 drawer
	10 cubic feet

	Letter size drawer or box
	1.5 cubic feet

	Legal size drawer or box
	2.0 cubic feet

	Letter size, 36” shelf
	2.0 cubic feet

	Legal size, 36” shelf
	2.5 cubic feet

	3 x 5 card, ten 12” rows
	1.0 cubic foot

	3 x 5 card, five 24” rows
	1.0 cubic foot

	4 x 6 card, six 12” rows
	1.0 cubic foot

	4 x 6 card, three 24” rows
	1.0 cubic foot

	5 x 8 card, four 12” rows
	1.0 cubic foot

	5 x 8 card, two 24” rows
	1.0 cubic foot

	Tab card, five 14” boxes
	1.0  cubic foot

	Tab card, three 24” rows
	1.0 cubic foot


	FLOOR SPACE REQUIREMENTS

	Letter size cabinet
	6 square feet (room to pull out drawer/person)

	Legal size cabinet
	7 square feet


	BOXES

	Standard Record Center carton (15”x12”x10”)
	= 1 cubic foot

	One letter size transfer file
	= 1-1/2 cubic feet

	One legal size transfer file
	= 2 cubic feet


	DOCUMENTS PER LINEAR FOOT

	Letter size or legal
	3,000 including guides and folders


	SHEET OF PAPER PER INCH

	100 medium weight cards
	1 inch

	250 sheets bond
	1 inch

	334 sheets file copy
	1 inch

	175 sheets of ordinary paper
	1 inch

	500 sheets tissue
	1 inch


FILE MEASUREMENT

	FILE CABINET DRAWERS AND BOXES



	SIZE
	CUBIC FEET
	DOCUMENTS

	1 – letter size drawer
	1-1/2
	4,500

	2 dr. letter size file drawer
	3
	9,000

	3 dr. letter size file drawer
	4-1/2
	13,500

	4 dr. letter size file drawer
	6
	18,000

	5 dr. letter size file drawer
	7-1/2
	22,500

	1 - legal size file drawer
	2
	6,000

	2 dr. legal size file drawer
	4
	12,000

	3 dr. legal size file drawer
	6
	18,000

	4 dr. legal size file drawer
	8
	24,000

	5 dr. legal size file drawer
	10
	30,000

	1 - full size box (12”x10”x15”)
	1
	3,000

	2 – ½ size boxes (tab cards)
	1
	10,000

	1 – ½ size boxes (tab cards)
	½
	5,000

	5 - 1/5 size boxes (tab cards)
	1
	10,000

	1 - 1/5 size boxes (tab cards)
	1/5
	2,000


	MICROFILM



	SIZE OF FILM REEL
	DOCUMENTS PER REEL
	REELS PER BOX
	CUBIC FEET
	DOCUMENTS PER CUBIC FOOT

	16 mm X 100 feet
	3000 (24:1)
	90
	1
	270,000

	16 mm x 100 feet
	3000 (24:1)
	45
	1/2
	135,000

	35 mm x 100 feet
	1600 (16:1)
	44
	1
	70,400

	35 mm x 100 feet
	1600 (16:1)
	22
	1/2
	35,200


	MAGNETIC TAPE



	SIZE OF TAPE
	TAPES FOR CUBIC FOOT

	12” Diameter
	12


