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1,419,394,

Application filed July 17,

7o all whom it may concern.!

Be it known tha tl Streraan W, McKur,
a citizen of the United States, residing at
Los Angeles, in the county of Tos Anoeles
and State of California, have invented a
new and useful Follow-Up Filing System,
of which the following is a smmﬁcatlon

This invention relates to a filing system
of a type in which letters and other matter
which are to receive attention at some
definite future date may be filed uuder the
date on which they are to receive attention,
and an object of the invention, in the main,
is to provide for such filing and to also make
provision whereby certain letters or other
papers filed under any particular date, for
referring to on said (late, may be found with
maximum ease al any time previous to said
date.

Under a system employed at the present
time in filing correspondence and other mat-
fer, to whicl it is desired to refer on a pre-
sevibed date, the letters ave filed between
alphabetical gnides in accordance with the
order of the follow-up dates on which it is
desired to refer to the letters. When the let-
ters are thus filed, the clerk 1s put to con-
siderable trouble and inconvenience in plac-
ing the letters in the file and extracting
them thervefrom, for, it is obvious, that in
either event the clerk must hunt thr oup,h the
letters in the alphabetic files and look at the
follow-up dates thereon in order to locate
the proper phfes for insertion of the letter
beln,q filed. and for abstraction of a letter
{rom the file. This operation requives the
clevle to tilt his head to one side go as to
veadily read the follow-up date on the let-
ter-head.

Another follow-up plan now in use is to
nge month guides, (Jan. to Dec.) with one
set of 1 to 31 (days of month guides) back
of each month guide. All papers needing
attention on, for example, Jan. 15th would
be filed back of Jan. guide and then back
of guide #15. It is impossible to find a let-
ter nlpnabe‘mcaﬂy under this plan at any
ume

An object of this invention is fo overcom
the above mentioned difficulties in filing 19
ters and cther papers in and extracting Them
from the file on the date under which they
are filed, and also extracting, and returning
the pape rs on any day previous to the date
ander wwhich thev are filed.

Another object is to minimize the time

Specification of Tetters Patent.
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1918. Serial Wo. 311,585,

requisite to file away correspondence and
other papervs, which are to be referred to
upon a certain date, and requisite to extract
certain desired conespondence or other pa-
pers when it is desired to vefer to them
previous to the date undel which they are
filed. '

Another object is to provide a filing sys-
tem which will facilitate removal or extrac-
tion of all of the letters or other papers
wanted on a given date, without Hability of
overlooking any of said letters or papers.

Another object is to indicate by a signal
on the subguide when a paper is posmoncd
adjacent to said subguide.

Other objects and adv antages will appear
in the sub}omcd detailed deocmphon

The accompanying drawings illustrate
the invention: )

Figure 1 is a perspective view of a filing
system constructed in- accordance with the
provisions of this invention, some of the
guides being omitted and a portion of the
Lolder bw)o broken away to contract the
view. ‘

Tig. 2 is a fragmental longitudinal section
of the filing system shown in Fig. 1, the

plane of section being axially of one set of
the si pht openings in “the subouldes

Fig. 8 is an elevation of one of the sub-
guldesi a fragment of a letter alco being
shown in filing position relative to the sub-
guide with a main guide behind said letter.

Tig. 4 is a modified form of subgnide such,
for example, as is useful in card fling sys—
tems. a car d being shown in filing poqmon
relative to the f,uljomde

Tig. 5 is an clevation of another mo di'ﬁed
form of subguide, 2 fragment of a letter
also being shown in filing position 1chL1ve
to said subguide with a mam guide behind
said letter,

Fig. 6 is an enlarged sectional elevation
on line 1nchcated by @%—a5, Fig. 5.

Fig. 7 is 2 plan section on line indicated
by #™—a", Fig. 6. ‘

Fig. 8 18 a rear elevation of the
tab in Figs. 5 and 6.

Hig. 9 is a fragmental per spectwe view of
a modified form of the filing system.

There is provided a s suitable hol der of an
desired construction, said holder, in this 1n—
stance, being in the “form of a drawer com-
pris mg side members 1, a back member 2, a
front member 3 and a bottom member 4.
Any other suitable form of holder may be
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employed, if desired. Arranged in the
holder is a series of main guides 5 provided
with main index characters 6, either alpha-
betical, as in Fig. 1, or numerical to repre-
sent the different days of the month. In the
drawings the index characters ¢ appear on
upwardly proecting tabs 7 and such con-
struction is preferred, though not absolutely
necessary. When the index characters 6
comprise letters of the alphabet, cach letter
may be placed on 2 separate main guide, or
in the case of such letters as X Y and %4,
which are of comparatively infrequent use,
they may be grouped two or three together
on the same main guide, thus to conserve
filing space to some degree.

Behind each main guide is a series of sub-
guides 8, 37 or 38 identified by index char-
acters 9. If the main index characters 6
are alphabetical, the subindex characters 9
will be numerical to represent the days of
the month as in Figs. 8, 4 and 9, and 1f the
main index characters ¢ are numbers repre-
senting the days of the month the subindex
characters will be letters of the alphabet as
in Fig. 5. The subindex characters may be
placed on upwardly projecting tabs 19, as
shown.

The upper portion, at least, of each of
the subguides 8, 37 or 38 is substantially
narrower than the inside width of the holder
so that when the subguide cards are as-
sembled in the holder there will be a space
10 into which any papers may extend when
such papers are placed in the file between the
guides, a letter being indicated in the file at
11 and a memo or record card being indi-
cated at 12 in filing relation to the form of
subguide 37 shown in Fig. 4. With this con-
struction 1t is clear that the letter head or
inscription 18. is visible at the left of the
tabs 19 in the space 10 and that the legend
or inscription 14 on the card 12 would also
be clearly visible in the file at the left of
the tabs 19.

By narrowing the upper portion of each
of the subguides 8, 87 or 38 a notch 15 is
produced, the notches when combined form-
ing the space 10. In the form of subguide
shown in Figs. 8 and 5 the notch 15 is com-
paratively deep and extends almost to the
lower edge of the subguide, whereas in the
form of subguide shown in Fig. 4 the notch
15 is comparatively shallow. In Figs. 3 and
5 the bottom of the notch is formed by a
lateral projection 16, but it is clear that
even this projection may be cut away, if de-
sired, so that the lower portion of the sub-
guide, as well as the upper portion, will be
substantially narrower than the inside width
of the holder. The main guides 5 and sub-
guides 8, 87 or 88, ave preferably held in
place in the holder by a rod 17 which may
be of the usnal construction and is well un-
derstoed in the art pertaining to filling sys-
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tems, said rod passing through perforations
18 in the main and subguides. :

The invention thus far described operates
as follows: Let it first be assumed, for ex-
ample, to make clear the operation of the
invention, that the main guides are lettered
and arranged alphabetically and that the
subguides are provided with date numbers
and are numerically arvanged. This is the
organization shown in Figs. 1 and 9. Now,
assuming that the clerk desives to file a
communication from Brown & Son under the
11th day of the month, he will pull the
“B” tah forwardly and then pull the “11”
tab forwardly and insert the letter adjacent
the subguide dated the 11th. It is obvi-
ous that the letter may be placed either in
front of or behind the subguide having theve-
on the date on which the letter is to be
given attention. It is customary, however,
to file letters and papers back of the index
guide.

Now, assuming that the clerk desires on

the 5th of the month, for some reason or

other, to extract from the file the letter
from Brown & Hon which was filed under
the 11th, he will pull forwardly the “B”
tah and look in the space 10 for the letter-
head of Drown & Son’s letter. If there be
several other letters or other papers in front
of Brown & Son’s letter, the clerk will leaf
them over untll Brown & Son’s letter is
exposed to view. This letter will then be
removed from the file. Adfter the letter has
heen used as desived, if the lefter is still
to receive attention on the 11th, it will be
retrned to its former place in the file or,
it it is desired to give the letter attention
on a different date, the letter will be filed
adjacent the subguide provided with the dif-
ferent given date. :

Now, agsuming that before the 11th of the
month other letters besides Brown & Son’s
letter have been placed in the file adjacent
various subguides provided with the - date
“11”, and that the 11th of the month has
arvived, the clerk will pull forwardly each
subguide dated “11” to release said letters
from. pressure and he will pull said letters
from the file. 1t is noted that like dates of
the several series of subguides are alined
with one another and thus the clerk’s eye
can readily locate the subguides having
thereon the particular date to which he is
referring.

If the papers to be filed are to be con-
sulted or referred to quite frequently, the
main alphabetical indexing and subdate in-
fexing just described is advisable to nse but,
it the business handled by the filing sys-
tem is of such a nature that it is compara-
tively infrequent that a letter or other paper
need be extracted from the file before the
date on which it is to rveceive attention, it
may be preferable to employ the date index
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characters on the main guides and the embrace the body of the subguide. In order

alphabetical index characters on the sub-
guides The foregoing description of the
operation also makes cloar substantially how
the system is operated when the main guides
are dated and the subguides are lettered,
for the papers will be filed In accordance
with the dates on which they are to receive
attention and then ah)hamﬁcal]y according
to the senders’ or addressee’s names. How-
ever, it is to be noted that, with the dated
main guides and Ietteled subguides, the
papers “which are to be given attention on
any given date can all be extracted to-
gether from the file in one ﬂmtlon since
all the operator need do is to puﬂ { orwmrdly
the main guide having the given date there-
on thus exposing in the space 10 the letter-
heads of all of the letters and other papers
which are to be extracted from the file. The
clerk will grasp the exposed ends of all of
the papers and draw them with a single mo-
tion from between the adjacent Qubomdeq

The foregoing described construction may
be used mdependently of other features in-
cluded in the invention and now to-be de-
scribed. The subguides 8 and 38 are pro-
vided with one or more sight openings 34

and, preferably, the sight openings in each
succeedlno subguide beommno at the front
of the holder will be at a shohtly lower level
than the sight openings in the immediately
preceding subguide so that when the sub-
guides are pushed away from the front mem-
ber 3 and are aslant upwardly and rear-
wardly the clerk can readily look through
the sight openings to ascertain whether or not
there are any papers remaining between the
subguides after he has grasped and removed
the larger papers under any given date as
above described. Preferably at least two
sight openings are provided in the lower
portion of each of the subguides and are so
spaced relative to one another and to the end
edges of the subguides that relatively small
memorandum papers ¢ and the like, when
placed between two adjacent snbguides, will
be exposed to view through at least one of
the sight openings.

Tt may be advisable, in some installations
of the system, to make provision for raising
and lowering of the tabs, and in such in-
stances the movable tabs constitute signals
to indicate where the letters and other pa-
pers are filed in the holder. The movable
tabs may he variously constructed and
mounted and in the instance shown in Figs.
5 to 8 of the drawings the tab and its mount-
ing are constructed as follows: The tab 39 is
substantially U-shaped and its legs 20, 20
are shiftably mounted within a clip 21 which
is fastened by a rivet 22 or its equivalent to
the body of the subguide. The tab 39 works
through a slot 23 in the upper edge of the
clip 21 which elip is also U-shaped so as to

to prevent lateral shifting of the lower poz-
tion of the tab, cne or more straps 24 may
be pressed inwardly from the leg 25 of the
clip 21 =0 as to form slots 26 through which
the leg 207 of the clip passes. The lower end
of the leg 207 15 preferably bent inwardly to
form an abutment 27 adapted to engage the
lower edge of the lowermost strap 94 when
the tab 13 moved upwardly, so as to limit
upward movement of the tab. The leg 20 is
provided with a transverse slot 28 adapted
to be engaged by a tongue 29 formed by one
of the longitudinal edges of the slot 23. The
slot 28 is so positioned as to be engaged by
the tongue 29 when the tab 1s in the raised or
1ndlcat1no position shown in Fig. 6. When
it is dlesired to push the tab 39 info non-indi-
cating position, the operator will produce
sufficient pressure f orwardly against the leg
20 to retract said leg from engagement with
the tongue 29 and he will then press down-
wardly on the tab. Downward movement of
the tab islimited by a shoulder or stop 30 on
the leg 20" adapted to engage the longitudi-
nal edoc 31 of the slot 23. The tab 39 may
be latched in non- indicating position and
for this purpose the leg 20 is provided with
a recess or notch 32 adapted to be engaged
by the tongue 29 when the tab is pushed
downwardly to non-indicating position. The
tab 39 may be provided th an upwardly
and rearwardly slanting face 83 upon which
the index character 9 1s stamped or other-
wise marked. In this form of the invention
the main guides are the same as described
?bove and shown in Fig. 1. ,
To use the signal above descri bed, when
the clerk desires to file a paper which is to be

referred to on a later date, for example, on !

the 15th of the month, he will place the pa

per adjacent the subouldu provided w1th a
shiftable tab boalmg the date “15” and he
will move the tab into elevated position.

Agsuming that other papers are also placed 2

in the file adjacent other subguides having
shiftable tabs Dearing the same date, when
the 15th of the month arrives the clerk refers
to the file and notes the elevated tabs bear-
ing the date “15,” regardless of which al-
phabetu*al ouides the papers are filed after,
and abstracts the papers that are dmcent
the subguides bearing the date “15. » "Time
is conserved in employmo the signal bemuue
it is probable that the papers to be referred
to on a certain future date are not adjacent
all subguides bearing the date “15,” it being
understood that theve is a series of dated
subguides after each lettered main guide the
same as described above for the form of the
invention shown in Fig. 1. If the papers are
to be returned to the file under the same date
as before, the shiftable tabs will be allowed
to remain in their elevated positions, thus
indicating to the clerk where the papers be-
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leng when he is refiling them, but if the pa-
pers are to be withhel d"from the file the cor-
responding tabs will he dcpmssed

Of course, instead of lettering the main
guides and datmu the shiftable subguides,
tho order may be reversed and the main
gnides may be dated and the shiftable sub-
Omdos lettered. Then, if the derh desires
fo file a letter from Brown & Son, under a
future date, he will place the lotter adjacent
the sulwmde lettered “B” behind the main
guide beu"mo the date wheveon the letter is
to be referred to, and he will pull up the
shiftable tab bearing the letter “B.”

The subguides 8, 37 and 88 are shown in
the drawings in the form of single sheets
but it is understood that, if dcsu’ed the sub-
guides may be in the form of folders, con-
tainers or envelopes of any description. I
is to be noted that if the sight openings 34
were all at the same level the clerk could not
leck over the {ront of theholder and through
the openings from front to rear of each se-
ries of subguides and therefore it.is quite
important that the hole formed by the com-
bined sight openings of each series be aslant
upwardly and forwardly so that the hole can
be seen throughout its entire length.

If the main guide be white or whitish, 1t
may be difficult for the clerk to readily see
whether or not therc are any small papers
between the subguides of any given series,
since in looking. thY'OUOh the Sloht openings
34 he may mistake the main ouldo for a p(1~
per or a paper for the main oulde and there-
fore I prefer to color the main O‘HIdGS wvhich
are e\posed to view through the sight open-
ings. For example, the main 0u1des may
be wholly or partly coloved red as indicated
at 41 in Figs. 8 and 5.

Now referrmo more particularly to Fig.
9, another way “of employing the movable
fabs is to place a series of them on each of
the main guides as indicated at 35, said tabs
being construcled 1denhcqllv WJth the tabs
39 shown in Ii ig. 5. In each series here
shown are tabs provided with the odd mem-
bers from 1 to 31 as indicated at 36, only
alternate days of the month being represent-
ed in this particular instance, though it is
understood that, if desired, one tab may be
provided for each day of the month.

The sub-guides, indicated at 40 in Tig. 9,
ave similar to the subguides 8 in Tigs. !
to 3, the only difference bemo that the LA)
on which the index charwctels appear, ave
integral with the body of the subguides and
are formed by notching the upper margins
of the subguides so as to leave the tab por-
tion ptojecting above .that portion of the
subguide on the right of the tab.

Tn practice, the form of the invention
shown in Fig. 9 operates the same as de-
scribed above for the form shown in Fig. 1
excepting that, when the letter or other pa-

1,419,394

per is being filed, the tab 35, on the appro-
pxmtc main guide, w;wspondmo neavest in
number with the follow- up date on the let-
ter 1s elevated to indicate tha( the letter filed
acdjacent the subguide numbered to most
nearly Couespond with the follow-up date

of the letter is to be given attention on or
near the date number appearing on the ele-
vated tab.

11 the subguides 40 are pr owde(x with date
numbers, the tabs 85 will also be provided
with date numbers as &Lo\vn in ¥Fig. 9, but
it is understood that, if the main ouldc are
provided with date numbers and the sub-
guides with letters, the tabs 85 will be pro-
vided with letters to corregpond with the
letters on the subguides.

‘«Vhethel the subguides and tabs 35 are

1mbered or Iettered it 1g understood that
LI e numbers or letters on the tabs 85 will
correspond with these, respectively, in aline-
ment longitudinally -of the holder on the
subguides.

T claim:

1. In a follow-up fling system, a holder,
and guides mounted in the holder, some of
the guuks being provided with Tetter index
characters and others with numberg repre-
senting days of the month and the alpha-
betical and llll”’lb\,] indexes being so related
that a paper bearing an ide vwlymo 1nscr1p-
tion and follow-up date may be filed in the
holder in accordance with its alphabetical
order and follow-up date, the upper por-
tions of some of the guides being substan-
t1ally narrower than the inside width of the
holder so that a space is formed at one side
ot the holder when the narrower guides are
assembled in the holder so that the inscrip-
tion on the letter will be exposed to view in
sald space.

2. In o follow-up filing
and series of guides mounted in the holder
some of the puides being provided with let
ter index characters and others with num-
bers representing days of the month and the
alphabetical and number indexes being so
related that o paper bearing an 1c1e1.1t:i'l'"‘;71n
ingeription and follow-up date may be filed

system, a a holder,

in the Lolder in accordance with its alpha-

betical order and follo w-lp date, there being
sight openings in some of the gmdcs and the
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siOht opening in each succeeding guide of a

series beginning at the front ot the series
being shghfly lower than the opening in the
next forward guide of said series.

3. In o follow-up filing syst temm, o holder,
and series of gmdef' mounted in the hoHer
some of the guides being provided with let:
ter index characters and others with num-
bers representing days of the month and the
alphabetical and number indexes being so
related that a paper bearing an identifying
inseription and follow-up date may be filed

in the holder in accordance with its alpha- 13

120
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betical order and follow-up date, there be-
ing sight openings in some of the guides and
others of the guides being colored at the
portions e\pooed to view thrmwh the sight
openings.

4. In a follow-up filing system, a holder,
and series of guides mouptﬂd in the holder,
the guides of one series having colored por-
tions and the guides of the other series hav-
ing sight openings through which said col-
ored portions are exposed to view.

5. In a follow-up filing system, a holder,
a series of main guides, and a series of sub-
guides behind each main guide, the main
OllldEb having different index characters of
one notation and the subguides of each series
having different index characters of another
notation, the upper portions of some of the
guides being substantially narrower than the
inside width of the holder so that a space
ig formed at one side of the holder when the
narrower guides are assembled.

6. In a follow-up filing system, a holder,
guides mounted in the holder, some of the
guides being provided with alphabetlcal in-
dex characters and others with index num-

v

bers representing days of the month, and
the alphabetical “and number indexes being
so related that a paper bearing an 1dent1fy
ing inscription and follow-up date may be
filed in the holder in accordance with its
alphabetical order and follow-up date, and
movable tabs mounted on certain of the
guides and bearing index characters corre-
sponding with the index characters on the
remaining guides.

7. In a follow- -up filing system, a holder,
a series of main guides, a series of subgmdes
behind each main guide, the main gnides
bearing certain index characters and the
subguides bearing different index characters
from those on the main guides, and movable
tabs on the main guides bearing index char-
acters corlespon(hnrr to the index characters
on the subguides.

Signed at Los Angeles,
10th day of July 1919.

STILLMAN W. McKEE.

California, this

Witnesses:
Grorege H. HirLzs,
L. Berre WEAVER.
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