KEEP as top enclosure of each binder

Met O 8b 10-YEAR SUMMARY SHEETS

Governed by Public Records Acts

IMPORTANT

1. These sheets are a VITAL part of the permanent data archives
of the Office, and are stored in Met08 for all decades for
practical and historical reasons, inmcluding ready access,
rather than be stored in Technical Archives.

2. Por many old stations these sheets are the ONLY record of
available data.

ENTRIES

3. All entries must invariably be made in permanent ink (nowadays
normally in black waterproof ink), be perfectly legible and
comments sufficiently intelligible to those reading them deacades
after the event.

4. Every attempt should be made to ensure that any follow=-up action
is adequately cross-referenced to a previous entry.

5 e Retrospectively effective comments MUST be entered on the

station's 10-year sheets for all relevant previous decades,
not just on the latest decade's sheet.

BORROWING OF 10-YEAR SHEETS PROHIBITED

6.

On no account whatsoever are the original sheets to be lent

to other branches, and care is to be exercised if sheets are
wanted by sections other than Met08b within Met08.

These sheets may only be extracted from their binders for

the very short periods required during any manuscript updating,
or whilst actually being photocopied. It is important that
temporarily extracted sheets are returned to their correct
numerical position by station number; and if more than one
decade's sheets for a station are extracted at the same time,
very special care needs to be taken to ensure that each decadal
sheet is returned to the correct decadal binder.

The discovery of any station's sheet missing from the binder

must be reported personally to HSO~in-charge RATNMASTER.

Head of Hydrometeorological
Data Systems
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