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METHOD O?F INDEXING 

Application filed October 20, 1921. serial No. 508922. 
This invention relates to filing systems. 
An object of this invention is to provide 

a method of indexing by character guide 
cards whereby the same guide cards are uti 
lized under the condition of expansion of a 
portion or the whole of the file. | 
An object?f the invention is to provide for 

similar retention of the retained character 
guide cards ünder the coidition of contrac 

1 0 tion of a pórtión or the whole of the file. 
Inaccordance with my invention, the char 

acter guide cards are próvided with tabs 
arrangedalong a determinedalignment par 
allel to the center line of the cards. The 
characters of the guide cards are selected 
from an assumed maximum list of alpha 
betical charaéters. | :: - 

When an orderis placed by a customer de 
siring, say, a relatively Small file of One hun 
dred and fifty character guide cards, the 
characters forsuchone hundred and fity di 
visions of the file are Sélected from the as 
sumed maximum file, and according?y the de 
sired file ofone hundred and fifty guide cards 

25 is formed of guide cards having tabs and ar 
ranged in a common alignment and regulary 
printed with the character designations. 
In the event that the file becomes expanded, 

say, under the letter B, additional alpha 
30 betical character guides areselected from the 

assumed maximum file and šuch additional 
guide cards are placed in proper positions to 
form additional divisions. 
In a similarmanner, upon expansion under 

35 any other letter in the aforesaid partical?r 
file, additional alphabetica? character guide 
cards are s?lected from the assumed maxi 
mum file and additional divisions madeunder the now expanded particular alphabetical 

40. characters. ; | * 
It is advantageous to denote by consecu 

tive numbersthe successive characters of the 
assumed maximum file whereby the location 
of charactefguide cards inserted upon ex 45, pansion under any particular alphabetical 

i characters i? more readily 3.Scertained. 
Furtherféâtures and objects of the invéh 

tion will bé more fully understood from the following description and the accompánying 
60 drawings, im which : - . . 

Fig.1 is a perspective view of a conven; 
tional file drawer containing a simplified 
form of file embodying imy invention, under 
a limited range of alphabetical characters; 

35 and :: - | 
Fig. 2 is a perspe?tive view of a similar 

type of conventional file drawer enclosing 
guide cards embodying my invention, under 
a limited range of alphabetical characters 
and including sub-divisional guide cards. 

Referring to Fig: 1, the drawer 1 is shown compfising character guide cards extending 
fro? "A” to "BL”, namely, the character? 
designated as follows: 

AD-23 BA1–155 
AM–64 BAR–176 
AN–71 BAS–199 
AR–89 BE–220 | 7() 
A?–110 BEN-250 
AW–138 B1–296 

BL–311 
75 

Each guide card, as appears in the ilustra 
tion, consists of a re?tangular sheet 2 of 
paper board or th? like and having any suit 
able type of tab, the tabs bearing the afore 
Said character designations selected from the 80 
as?umed maximum. | | 
For ordinary purposés of commercial fil 

ing, the maxi?um may be asSumed a? five 
thousand and the lesser files of say 3300, 
2200, 1500, 1200, 662, 550, 335, 225, 150, etc. 85 
may be selected from theeharacter designa 
tions of Such assumed maximum to m?et the 
requirements of customers ordering files of 
such lesser numbers. , 
Thus, as illustrated in Fig 1, the drawer 90 

1 contains guide cards of a file totaling 150 
guide cards and the first 17 guide cards of 
such 150 file åre those designated in Fig. l. 

In the ewent of expansion of the file, säy 
between th? characters "A” and Ac, the 05 
character Ab might be selected to meet thé 
needs of such expansion. Accordingly, a 
guide card bearing the character designatio?y 
*Ab” woulä be selected from the assamed 
]]]8XIll?II. . | . 

Similarly, upon further, expansion of filed 
matter between *A” and *Ad” the char 
acter designations *Ab?”, "Aber”, "Abt”, 
*Abrams”, and "Ack” might be selected to 
meet the requirements upon such expansion: 105 
As will be noted in Fig: 1, each of ?üch 

guide cards bears a tab loéâted at the ex 
treme upper edge of the card forming a cór? 
mon alignment, which is substantially paral 
lel to the centerline of the cards and usually 10 
located at the extreme left within the file 
drawer. 
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Between Stich guide Cards aite p?atel tie 
folders or file cards or other filed matter. 
Upon increase of filed matter between any 
two guide cards, it becomes desirable to di 
vide the filed matter into two or more sub 
divisions and additional guide cards are Se 
lected with the proper character designations 
to divide the newy formed divisions into sub 
stantial?y equal parts. The added guide 
*ards bear the tabs, which become aligned in 
common with the tabs of the previous guide 
Cards, the character designations being se 
lected from the assumed maximum list and 
the guide cards bear numerical notations in 
termediate the numerica? notations of the 
jmmediately preceding and Succeeding guide 
cards. * 

In the ewent that it is desirable to have one 
or more supplemental file cards for dividing 
any particular division of subject matter, as 
for example under the character designation 
*American”, supplementalguide cards Say 
for example bearing "A”, "K”, "W”, etc. as 
is shown in Fig. 2 may be employed and the 
tabs of Such supplemental guide cards may 
be arranged diagonally, as in Ordinary filing 
systems. 
However, the filing system indicated in Fig. 

2, including Such Supplemental guide cards, 
comprises essentiallythe divisions of the file 
denoted and marked by the character desig 
nations appearing on the commonly aligned 
tabs of the guide cards and which designa 
tions will have been selected from the as 
sumed maximum list. 

Similarly, the character designations for 
the remainder of the file areselected from the 
designations of the assumed maximum list 
and selected to meet the respective require 
ments of the individual parts of the files. 
As an example of the character designa 

tions of such assumed maximum, the charac 
ter designations under the letter *A” may be 
as follows: 

AMST A , AB 
ABA. A FIL AN 
ABB- AI ANCK 
ABBE AIS z AN 0}{RSEN 
ABBOTT AK ANDERSON 
ABE AL ANOR 
ABELS ALB ANDRIEWS 
ABER ALBERT ANORI 
ABL ALBI ANG 
ABR | ALC ANGLO 
ABRAHAMS ALE ; M * ANGO 
ABRAM ALEXANDER ANN 
ABRAMS ALE” ANS 
ABRAMSON ALL ANT 

i ABRI ALLEN AP 
AC ALLENB APG 
ACE ALLI APPE 
ACK ALLIED APPLE 
ACKFRMAN ALLES AQ 
ACKIERS ALM AR 
ACO ALP ARB 
AO ALPH ARC 
ADAMS ALS ARCH 
ADAMSE i ALT ARD 
ADEL ALTH * ARG 
ADI ALTM ARK 
AOL ALTO ARL 
AIDLER ALU ARM 
ADM AM ARMOUR 
ADW | AMB * ARMS 
AE AMERICAN, ARN 
AF AMIERM AIRNOF) 
AG * AMES : i; AIRNON 
AGO AMP ARNS 
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*}{} \{I} AST(); AUS 
ARE AT AUSTIN 
* {ROW ATK AUSTR 
ART A''L AUT 
A*TH ATLAS AUTOMATIC 
A* ATT AUTOMOIBILES 
AS ATW AW 
ASC{IER AU * Wi}{RY 
ASI: AUD} AW{} 
ASIL AUE A W 
ASSA AUF AX 
AST AUI, AY 

Similarly the character designations for 
the letter "E” may be as follows: 
}} EIDT ENGI. 
JEA{; *}, ENN 
FAGIAE {{IN EN0 
EARL, 1:IS NS 
GARLY EISEN ENT 
EAS EISI GNW 
EASTERN BISN EP 
H;AST{ EI. EHS 
EAST() ELO TEQ 
B ELE ER 
EBER ELECTRICAL. ERI) 
EBL jCE0 [ERI 
EC ELF IRIF; 
ECK ELI ERIK 
ECKIERS ELIE: ERN 
ECJKM ELTE ERP 
ECIA EK ES 
RCO ELKI IESEO 
]]) ELL ESP 
E})} C]] ESS 
E0:S ELLIO SSEX 
E0FEN ELES EST 
TDGE, i LLISO ESTO * 
FDI EM, T 
; ID, }}IMER: C'TTL 
}}}}} ELO EU 
DU ELS EUR 
EDUC ELT EURE 
Ef}W RLY JW 
jDWI EM. i;VE 
30 EMB VAR 
EG EMC EVER 
EGA {R EMIERS EVERI 
E(}{ EMIERY VERT 
EGIN FMM EW 
EH EMP EX 
E}{RET EMP EXCEISIOR 
}{R} EMPR EXCHI 
f{3RM EN EXP 
*; IENDA EY 
JEHCIM ENG 

The character designations for the letter 
*P” of such assumed maximum may be as 
follows : 
P PAY PETI 
PAC PE JöTR 
PACK I'EARL, PETRO 
PAO *EAR* PETT 
* AG PEARS PEY 

PA, PEC pF 
PALI PECK *FEL 
PALM PECKIE: PH 

*AN PBE PHI 
PANA P};ER PHLI 
PANTE PES PHILIP 
PANT PEI PHILL 
PAP PEL PI: IO * *-- 
PAPE PELT, PHO * ; 
PAPP PELLI PHON 
*AR PEMI PHY , ' 
PARAM PEN PI * 
PARD PENN PICK 
PARI PENNA PIE: 
PARIS PENNS PIERCE 
PARK PENS PERFO 
PARKF; PE0 PIG 
PARKER PEP PIA 
PARKERS PER PIN ..". 
PARKS PERF PINE w 
PARM PERG PINK 
PARR PERK PINT 
PARS PERL PIO 
PARSONS PERLM PP 
PART PERLMU PIR 
PAS PERM PIS 
PASS PERR PIT 
PAT PERR0 PITT 
PATH PERRY PITTS 
PATT PERS PZ 
}*A*TTERSON I'ERSQ PA 
PATTI PES PIAT 
PAU PET i PLATT 
PAULA PETERS P, ATTE 
PAUS PETERSEN PLAZ 
PAW PETERSON PLE 
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Similar character designations of the as 
sunnel maximum are chosen for the remain 
ing letters. 
Whereas I have described my invention by 

reference to specific forms thereof it will be 
understood that many changes and modifica 
tions may be ma?e without departing from 
the Spirit of the invention, as defined by the 
appended claims. 
I claim: 
1. The method of indexing a particular 

file which comprises forming an asSunned 
maximum number of guide cards having tabs 
projecting above the upper margin of the re 
spective guide cards, each of Said tabs be 
ing located at substantially the extreme left 
hand side of the guide card, Said tabs bear 
ing indications of Solely single alphabetical 
characters Serving as the main divisions of 
the assumed maximum list. applying to said, 
maximum number of glide cards respective 
]y designations in numerical sequence im cor 
respondence to their alphabetical sequence, 
and groups of Solety alphabetical characters 
sorving as the subsidiary (livisions of the as 
sumed maximum list, seleeting a list of main 
and subsidiary divisions from the assumed 
maximum list to meet the requirements of the 
particular file and arranging the main and 
subsidiary guide cards corresponding to the 
selected list in a common file. 

2. The method of indexing a particular 
File: which comprises forming an assumed. 
maximum number of guide cards having tabs 
projecting above the upper margin of the 

3 

respective guide cards, each of Said tabs be 
ing located at substantially the extreme left 
hand side of the guide card, said tabs bear 
ing indications of Solely single alphabetical 
characters Serving as the main divisions of 
the assumed naximum list, applying to said 
maximum number of guide cards respective 
ly designations in numerical sequence in cor. 
respondence to their alphabetical sequence, 
and groups of Solely alphabetical characters 
Serving as the subsidiary divisions of the as 
Sumed maximum list, selecting a list of main 
and subsidiary divisions from the assunned 
maximum list to nieet the requirements of the 
particular file. selecting from the assunned 
maximum list subsidiary guide cards corre 
sponding to the expansion requirements of 
the particala? file and adding the same to 
the common file. 

3. The method of indexing a particular 
filie which comprises forming an assunned 
maximum number of guide cardslaving tabs 
projecting above the upper margin of the re. 
spective guide cards, each of Said tabs be 
ing located at substantially the extreme left. 
handside of the guide card, Said tabs bearing 
indications of so?ely single alphabetical char 
aeters Serving as the main (livisions of the 
asSuhed na Nimln list applying to said, 
haxi linin) h. Inber (fguide cards respectively 
designations in numerical sequence in corre 
spondence to their alphabetical sequence and 
groups of Solely alpha?etical characters Serv 
ing as the subsidiary (livisions of the assumed 
maximum ist. Selecting a list of main and 
subsidiary (livisions from the astimed maxi 
mun list to meet the requirements of the par 
ticular file and arranging the main and sub 
sidiary guide cards corresponding to the 
selected list in a common file selecting from 
the particular file the subsidiary guide cards 
corresponding to the divisions required in 
contraction of the particular file and adding 
the same to the assumed maximum list. 

In testimony whereof I have signed this 
specification this 3rd clay of October 1921. 

RICHARD A. JONAS. 
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