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MULTI-NDEX-NSERT CARD FOR FELING 
SYSTEMS 

La Verge W. Gillette, Muskegon, Mich., assignor 
to The Shaw-Walker Company, Muskegon, 
Mich., a corporation of Michigan - 

Application January 4, 1935, Serial No. 349 
5 Claims. 

This invention relates to a multi-index-insert 
Card for filing systems and consists of the mat 
ter's hereinafter described and more particularly 
pointed out in the appended claims. 
The most widely used system of index filing 

depends upon predetermined alphabetical divi 
Sions and subdivisions. However, other systems 
of indexing are also employed, as for example, 
Systems depending upon division and classifica 
tion according to geography, according to sub 
ject matter, according to special calculation of 
complete index systems of any kind, and others. 
To all of these my invention is applicable. In the 
drawings and in the following description the in 
Vention is illustrated by but is not intended to be 
limited to application to an index filing system 
depending upon alphabetical division or classi 
fication. 
In the usual multi-index-insert card for pre 

determined alphabetical division and subdivision, 
the inserts are printed in sequence to be applied 
in Sequence in a plurality of successively repeated, 
laterally Offset, positions on the successive guide 
Cards, generally three to five. If, due to the pre 
dominance of some name, subject, or the like, 
represented in the file, it is desirable to extend 
Such System or amplify it, the addition of supple 
mentary guide cards can only be accomplished 
by breaking up the regularity or sequence of tab 
positions, resulting in confusion because of lack 
Of regularity. 
One object of my invention is to provide multi 

indeX-insert cards including inserts for a prede 
termined maximum of division and subdivision 
according to the system of indexing to be applied, 
With key notation for each insert to indicate 
Whether it is to be included in the predetermined 
maximum division or/and in one or other Subdivi 
sions or breakdowns of lesser number. 
Another object of the invention is to provide 

a construction of multi-index-insert card by 
means of which the inserts not required for any 
smaller breakdown than the maximum division 
of the system of indexing, are retained on the 
card in proper Order, to be later used in case it is 
desired to expand the index according to larger 
breakdown of the system in whole or in part or to 
include the maximum division of the index sys 
ten employed. 
Another object of the invention is to provide 

a multi-index-insert card on which the lateral 
offset positions of the inserts, from left to right 
on the guide cards, will be indicated on the in 
serts themselves-as by their length and relative 
lateral position on the card-so that no. matter 

(C. 283-36) 
What the breakdown or division, no question may 
arise as to whether the inserts shall occupy the 
lefthand position, the righthand position, or any 
intermédiate position. 

Preferably, and as the invention is illustrated 5 
and described herein, the improved multi-index 
insert cards are designed for but in no Way in 
tended to be limited to a system in which only 
three positions of tabs On the guide cards are 
used-namely, left, middle and right. Such sys 
ten has the advantage that the multi-index 
insert card required Will meet the necessities of 
a wide field, much greater than where only two 
positions of tabs on guide cards are used and has 
the additional advantage that Selection a CCOrd 
ing to the index system is more easy and leSS 
fatiguing to the eye than in Systems where a, 
greater number of lateral offset positions are used 
or required. 
Other advantages of my improved multi-index 

insert cards will appear more clearly as I proceed 
With my Specification. 
in the dra Wings:-- 
Figure 1 is a view showing diagrammatically 

a filing system with the inserts of the improved 
multi-index-insert cards applied to the guide 
cards thereof; . 
Figure 2 is a face view of one of the improved 

Cards; - 

Figure 3 is a like view showing those inserts 
removed which correspond to a breakdown less 
than the maximum division provided on the 
cards, with the exception that the last one of Said 
inserts is still connected, but shown in position 
ready for detachment; and 

Figure 4 is a perspective view of a complete 
set of multi-index-insert cards assembled and 
heid together in a package as when Sold to the 
Customer. 
In the alphabetical classification by which the 

preferred embodiment of the invention is illus 
trated in the drawings, the divisions and subdi 
visions provide for a maximum of divisions-aS 
1,000 index-inserts. By the key associated on the 
cards with each of the index-inserts, printed as 
shown, provision is made for selection of inserts 
to be used for systems of smaller numbers of di 
visions or breakdowns. The key may be of any 
kind or device, properly explained on or in asso 
ciation with the cards. As illustrated, the nu 
merals obviously denoting the maximum division 
of the subject matter and the several lesser break 
downs of that maximum, as 100, 250, 500, 750 and 
also for the maximum, 1,000 divisions, are used 
for key numbers. 
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2 
Multi-index-insert cards for 1,000 guide cards 

may conveniently comprise 40 cards of a size to 
be kept in the usual index card drawer, With each 
card containing 25 index-inserts. The inserts are 
printed in alphabetical Succession according to 
tile Inaximum division from top to botton on the 
Cards, With the inserts on the 40 cards in alpha 
betical succession from the top of the first card 
to the bottom of the 40th card, thus making in 
Serts for the maximum 1,000. 

Referring now to the drawings and particu 
larly to Figure 1, the inserts of my multi-index 
insert card are shown applied to guide cards 9 
with tabs in the three laterally offset positions, - 
namely 0 at the left, in the middle, and 2 at 
the right. The inserts for left and right posi 
tions are short and of like length. The inserts for 
the middle position f l are twice the length of the 
Short left and right inserts. In the guide Cards 
included in Figure 1, the index-inserts are shown 
applied thereto, as when the maximum alphabeti 
cal division, 1,000 (comprising all the index-in 
serts of each of the 40 cards, each bearing 25 
inserts) is used. 

3 indicates the multi-index-insert card (see 
Figures 2, 3 and 4). The One illustrated in Fig 
lures 2 and 3 is the first of the Series of 40 cards, 
all the rest of Which are identical thereWith ex- . 
Cept as to the index characters on the inserts and 
their associated key numbers or devices. These 
characters and key devices depend upon the suc 
cessive relation of the index-inserts of each card 
in the series of 40, each bearing index characters 
successively placed in sets of 25 to make the maxi 
millim 1,000. The number of cards and of insertS 
Cn each are matters of convenience. 
The multi-index-insert card, as illustrated, is 

divided to present a vertically extending, perma 
nent margin or stub part 4, preferably at the 
right; a temporary margin part 4a at the left, 
to be Severed When the inserts of the card are to 
be put to use; and an intermediate insert part f S. 
A perforated mark or line 6 at the right running 
Wertically of the card defines the division be 
tWeen the index-insert part 5 and the perma 
nent stub part f4. A line 6a at the left, also 
running vertically of the card, defines the division 
between the temporary margin part 4a and the 
insert part 5. 
The insert part 5 of the card is preferably 

severed by a plurality of vertically spaced slits 
to provide horizontally disposed inserts, in this 
case 25, which are left integral at their ends with 
the margin parts f4 and 4d. The slits, as shown, 
are extended a short distance into said marginal 
parts, crossing the perforated mark or line 6 and 
severing line 6a, respectively, at their opposite 
ends to insure complete Severance of the inserts 
at their top and bottom edges. As shown, and 
preferably, narrow margins 5a defining the top 
and bottom of the vertical row of the inserts are 
included in the vertical length of the card for 
strengthening the card in first handling. 
On the righthand permanent margin or stub 

part 4 of the card, in horizontal alignment with 
each index-insert, key numbers. Or devices are 
printed, as 100, 250, 500, 750 and 1,000, the latter 
being indicated by the letter M. These key num 
bers indicate the index-inserts to be detached and 
used for breakdowns or divisions comprising the 
number of index-inserts and guide cards for any 
one of said breakdowns or divisions, as 100, 250 
and so on to the maximum. Corresponding key 
numbers are printed on each of the 40 cards of 
the System illustrated. 

2,135,708 
The insert part 5 of the card is made, as illus 

trated herein and preferably, twice as wide as the 
Smaller index-inserts are to be when applied at 
the left position fo or at the right position 2 on 
the guide cards. An intermediate, mid-placed, 
vertical perforated mark or line f7 divides some 
of the inserts of the insert part f5 of the card 
according to a predetermined system of the maxi 
mum division of the classification-in this case 
1,000. In the system of division selected for illus 
tration, Said line 7 crosses the inserts bearing 
the notations, A, Abe, Ac, Adc, Ae and so on, in 
cluding Alf, all printed at the left of said line; but 
said line does not cross the inserts bearing the 
Word Adams following the insert Ac nor the in 
Sert bearing the word Allen, which follows the 
insert Alf. It will be noted, however, that the line 
iT crosses the insert following Allen, on which is 
printed the letter H at the right of said line and 
that it crosses the inserts after the name Ander 
Son which bear in succession the letters H and P, 
each placed at the right of said line. A similar 
interruption of the line is to be noted further 
down on the card. In case of inserts crossed by the line 7 bearing 
index characters at the left of said line, said in 
Serts are to be applied at the lefthand position O 
On the guide cards of the filing system. Inserts 
crossed by the line ll and having the index char 
acters at the right of said line, are to be applied 3 
at the righthand position 2 on the guide cards. 
Insel'ts which are not crossed by the line 7 are 
to be applied at an intermediate, or, as illustrated, 
at the mid-position on the guide cards. Thus 
the line ll and its presence or absence on an in 
Sert, together with the location of the index char 
acters to the right or left of said line on an in 
Sert where it appears, determine the off-set posi 
tion of the tabs of the guide cards which the 
insert is to Occupy, whether the division or break 
down comprises the maximum number of divisions 
Or any smaller number of divisions. The line 7 
is preferably perforated or otherwise weakened as 
this facilitates the removal of the surplus half of 
the inserts for the left and right positions on the 
guide cards for the filing system. - 

It will be observed that the index characters 
at the left of the line f7 crossing the inserts of 
the card represent the first letter and/or par 
tially Spell a name, as a surname. These inserts 
are designed for the left position fo on the guide 
Cards. The index characters on the inserts not 
Crossed by Said score line, designed for an inter 
mediate position, as illustrated the middle posi 
tion f on the guide cards, spell a name, as a sur 
name, in full. These names spelled in full repre 
Sent the more common names or surnames gen 
erally fo be found in the subject matter of the 
classification. At the right of the line 7, on 
other inserts crossed thereby and designed for 
the right-hand position on the guide cards, ap 
pear index characters to indicate the more com 
mon subdivisions of the names or surnames de 
signed for the Said intermediate or middle posi 
tion, as first initial for a surname or similar 
limitation of a name of the subject matter classi 
fied. First and middle initials, first names in 
full, first names in full with middle initials, or 
Similar more definite characterizations of the 
name or surname, may be used on the inserts for 
the third position, at the right of the line 7, 
depending upon the maximum number of divi 
Sions of the system. 
The reading of the System of inserts when the 

maximum number 1,000 is applied, as shown in 
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2,135,708 
Figure 1, is obvious. Files under the name Henry 
Adams would be found immediately following the 
guide card f8. Files under the name Henry 
Allen would be found following the guide card 
9, which bears the index letter H and follows 

the guide card 26, bearing the name Allen, the 
surname Allen being Inore Subdivided according 
to this index of 1,000 than the surname Adams. 
Other similar Surnames or names for the inserts 
which are to occupy an intermediate position, 
as the midposition f, and initials, first and/or 
Iniddle, or first names, applicable to said names 
or surnames for the inserts to occupy the right 
position f2 on the guide cards, appear on the 
other cards of the series. 
The cards are preferably assembled in stacks 

3d, each containing all the cards of the series, 
in this case 40 cards, held together in any con 
Wenient manner as by a binding post 3b, pass 
ing through Suitable perforations in the cards. 
The binding post 3b is loosely or freely mounted 
On each group of cards with Sufficient freedom 
to permit any individual card to fulcrum freely 
On Said post so that any card may be fanned 
out diagonally from the pack for greater ease in 

This post also serves 
as a binder to hold the cards together as a com 
mercial unit and when all the inserts have been 
removed the stub portions 4 with their attached 
post 3b may be thrown away. 

In the use of the multi-index-insert cards, the 
user Selects that breakdown or Subdivision corre 
Sponding to 100, 250, 500 or the like number of 
divisions that his particular business requires 
at the time. He then selects and uses only those 
inserts in alignment or association. With which 
appear the key numbers of characters indicating 
that division or breakdown and those of Smaller 
number. The remaining inserts are left attached 
to the card. In applying the inserts, each card 
is cut along the line 6a to remove the temporary 
margin ta. This leaves all the inserts free, ex 
cept at the side connected to the permanent mar 
gin or stub part 4. The inserts opposite which 
appear the key number denoting the subdivision 
are then Severally broken off in succession along 
the perforated or weakened line 6 and applied 
in Succession to the guide cards at the left, at an 
intermediate, as a middle, or at the right posi 
tion, as indicated on the inserts themselves,- 
those at the left of the line 7 being applied to 
the left position f ; those not crossed by the line 
7 being applied to an intermediate or middle 

position ; and those bearing index matter to 
the right of the line being applied to the right 
hand position 2. 

In Figure 3 is shown a card which has been 
used for a division or breakdown of 750. It Will 
be noted that inserts corresponding to the key 
number 750 and to all lower key numbers, as 100, 
250, and 500, have been removed from the card, 
leaving only those corresponding to the key nun 
ber M (1000), attached to the card. Inserts of 
the other cards of the Series and with correspond 
ing key numbers are similarly detached and used. 
The cards are then jogged or swung into proper 
order and retained for further use when the index 
System is to be enlarged either in whole or in 
part. 
While not limited to application thereto, some 

advantages of the improved insert card in the 
matter of its ready manipulation will appear in 
its use With tab-pockets of the type illustrated in 
the 'Index tab for guide cards' shown in applit 
cation Serial Number 732,612, filed June 27, 1934, 

where the index-inserts may be inserted at the 
sides of the pockets. In this the index-insert, 
while still attached to the multi-index-insert card 
ninay be inserted endwise from one side into the 
pocket on the tab of the guide card and after 
having been inserted to the requisite depth may 
be torn or broken off along the line 7 and/or 6, 
as the case may be. In Figure 3, 2 indicates an 
index-insert bent forward upon the line 7 in 
position to be inserted into the index-insert 
pocket on the tab of a guide card. In case of 
those index-inserts which are to occupy the right 
hand position, the index-insert is inserted while 
Still attached to the card to project the part to 
the left of the line beyond the index-insert 
support and is then broken off along the line 6. 
The Superfluous end beyond the line 7 may then 
be broken off likewise. It is obvious, however, 
that the inserts may first be cut or broken off 
from the pack and then inserted into the guide pocket. 

It is thought that the advantages of the use 
of the multi-index-insert card in this manner 
will be obvious. The handling of small index 
inserts when entirely severed from a card bear 
ing them is difficult. The permanent margin or 
Stub part 4 of the improved caird provides Sup 
port for handling the index-inserts until they 
have been applied to the index-insert supports On 
the guide cards. 
In case of a greater maximum division of the 

particular system of classification, as for ex 
ample, if the maximum division is to be 2,000, 
double the number of cards of the size, or 80 
cards, each bearing 25 index-inserts arranged in 
the manner heretofore described, will be required. 
It will be obvious, however, that the number of 
cards in a series, the number of index-inserts 
on each card, and the maximum number of divi 
sions of the system of classification, are all inter 
dependent. It will also be obvious that a user, 
instead of stepping up the number of guide cards 
throughout the entire system to correspond With 
any larger subdivision than the first employed, 
may require enlargement in only certain sections 
of his system to correspond with a larger division. 
He will then select only such index-inserts On 
the cards as correspond to the greater number 
of divisions in that particular section. 
The advantages of the new multi-index-insert 

card, and of the simplicity and ease of use, both 
in applying the inserts to the guide cards and in 
varying or changing the breakdown of the par 
ticular classification employed, Will be obvious 
to those familiar with the art. 
While in illustrating and describing One emi 

bodiment of the invention, reference has been 
made to many details of construction and ar 
rangement of parts, it is to be understood that 
the invention is in no way limited thereto, except 
as may be pointed out in the appended claims. 
I claim as my invention: 
1. A multi-index-insert card, having inserts 

to be severally applied at a plurality of positions, 
offset in one direction on guide cards, said index 
card comprising a margin part and an index 
insert part at one side thereof with a line of 
weakening dividing it from said margin part, 
said index-insert part being slit transversely into 
a plurality of index-inserts each bearing index 
characters corresponding to a maximum division 
of subject matter according to a predetermined 
System of classification, lines of weakening divid 
ing some of said inserts into a plurality of parts 
with the index characters severally located there 
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4. 
on in association with the offset positions on said 
guide cards, and key devices associated with each 
insert severally corresponding to the said maxi 
mum division and to one or more lesser divisionS 
of the subject matter. 

2. A multi-index-insert card having inserts to 
be severally applied at a plurality of positions 
offset in one direction on guide cards, said index 
card comprising laterally Spaced margin parts, 
One permanent and the other temporary, and an 
index insert part with a line of weakening di 
viding it from said permanent margin, said index 
insert part being slit transversely into a plurality 
of index inserts each bearing index characters 
corresponding to a maximum division of subject 
matter according to a predetermined System of 
classification, lines of Weakening dividing some of 
said inserts into a plurality of parts with the 
index characters severally located thereon in as 
sociation With the offset positions on said guide 
cards, the remaining inserts being without said 
lines of Weakening, and key devices associated 
with each insert severally corresponding to the 
Said maximum division and to one or more lesser 
divisions of the subject matter. 

3. A multi-index-insert card having inserts to 
be applied at three positions offset in one di 
rection on guide cards, said index card comprising 
a margin part and an index insert part at one 
side thereof with a line of Weakening dividing it 
from said margin part, said index insert part 
being slit transversely into a plurality of index 
inserts each bearing index characters correspond 
ing to a maximum division of Subject matter 
according to a predetermined system of classi 
fication, a line of weakening indicating division 
of some inserts into tWO parts With the index 
characters at one or the other side of said line 
of weakening, and key devices on said card as 

2,135,708. 
sociated with each insert severally corresponding 
to the maximum division and to one or more 
lesser divisions of the subject matter. 

4. A nulti-indeX-insert card having inserts to 
be applied at three positions offset in one direc 
tion on guide cards, said index card comprising 
a Wertically extending margin part and an index 
insert part at One Side thereof With a score line 
dividing it from Said margin part, said index 
insert part being slit transversely into a plurality 
of index-inserts, each bearing characters corre 
Sponding to a maximum division of subject mat 
ter according to a predetermined system of 
classification, Said card bearing a score line di 
viding some of said inserts into two parts with 
the index characters on said inserts at one or the 
other side of said score line, the remaining inserts 
being Without said score lines, and key devices on 
said card associated with each insert severally 
corresponding to the maximum division and to 
one or more lesser divisions of the Subject matter. 

5. A multi-index-insert card having inserts to 
be applied at least at three positions offset in one 
direction on guide cards, said index card com 
prising Vertically extending margins, one perma 
nent and the other temporary and an insert part 
with a score line dividing it from said permanent 
nargin part, Said insert part being slit trans 
Versely into a plurality Of index inserts, each 
bearing characters corresponding to a maximum 
division of Subject matter according to a prede 
termined System of classification, and said card 
bearing a Score line dividing some of said inserts 
into tWO parts, with the index characters on said 
inserts at one or the other side of said score line, 
the remaining inserts being Without Said, score 
line. 
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