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UNITED STATES PATENT OFFICE. 
JET LEE B. NORD HEM, OF CHICAGO, IL LIN OIS. 

METHOD OF INDEXNG LETTERS, & C. 

SPECIFICATION forming part of Letters. Patent No. 463,640, dated November 24, 1891. 
Application filed August 23, 1890, Serial No. 362,869, (No model.) 

To add u?ion it may concern. 
Be it known that I, JETLEE. B. NORDHEM, 

a citizen of the United States, residing at 
Chicago, in the county of Cook and State of 

5 Illinois, have invented certain new and useful 
Improvements in Indexing; and Ido declare 
the following to be a full, clear, and exact de 
Scription of the invention, such as will enable 
others skilled in the art to which it appertains 

IO to make and use the same, reference being 
had to the accompanying drawings, and to 
the letters of reference marked thereon, which 
form a part of this specification. 
My invention relates to printed blank forms 

15 for letter-sheets and bill and invoice headings 
to be used separately or put up in pads or 
bound in book form. 

It consists, essentially, in providing the 
sheets of paper with a printed heading con 

2O sisting of a series of letters, figures, and lines, 
by means of which each sheet contains a com 
plete index to the name of the Writer, besides 
much other data useful for purposes of ref 
eleCe. 

In the accompanying drawings, Figure I 
shows a printed form for my improved letter 
and bill head ready for use. Fig.2 shows the 
Same form filled out as an index and for ref 
erence purposes. Fig. 3 shows the indexing 

3o feature alone. 
Cl is a printed form inclosed within a border 

in the upper left-hand corner of the sheet, 
designated and for use as a place for the 
memorandum of the Writer. It contains the 

35 printed words “Initials of Writer,” “Ap 
proved,” “In Answering Refer to Press-Copy 
Book,” and “Folio,” arranged consecutively 
on the left-hand side of the form, which is 
surrounded by a border. After each word or 

4c sentence is a blank line for the insertion of 
the indexing and reference matter, consisting 
of the initials of the writer and approver of 
the communication and the book and folio 
in which it is press-copied, as shown in Fig. 2. 

45. In the upper right-hand corner of the sheet 
are lines c for the name and address of the 
firm using the letter-head, which name and ad 
dress may be either written or printed on said 
lines or in the space they occupy. To the 

So right of the name and address is printed in 
plain bold type the initial letter (shown as A 
in the drawings) of the person or firm using 

25 

I this form, and below this initial letter are 
numerals which indicate, respectively, the 
second, third, and fourth letters in said name, 
(Ayer in the drawing,) each numeral corre 
sponding with the number of the place in the 
alphabet of the letter which it is designed to 
indicate. In this way may be indicated, if 
desired, all the letters in a name, though in 
most cases it will be sufficient for the purposes 
of indexing and filing to indicate by the ap 
propriate numerals only the first three letters 
following the initial or first letter of the 
name. The lines c and the indexing, letter 
and numerals may be used independent of 
the memorandum forms. 
Below the indexing letter and numerals is 

a blank memorandum form b, inclosed within 
a border and corresponding in size to the o 
form Cl, but designed for the use of the recipi 
ent of the communication. Within this form 
are printed consecutively the words “Re 
ceived,” “Answered, “Entered,” and “Folio,’ 
with a blank line after each word for the in 
sertion of the dates of reception and answer 
and the number of the ledger and folio. 
The business card of the firm or person us 

ing my improved index-sheet may be printed 
on any part of the sheet; but it is desirable 
that it appear near the indexing letter and 
numerals. 
The memorandum forms may be varied to 

suit different kinds of business, as I only 
illustrate forms found to be convenient in 
one kind of business. - 

It is my purpose to furnish these blank in 
dex-sheets to the trade, and I do not confine 
myself to any particular letter or monogram, 
nor to any special shape of blank. 
The principle involved in my invention is 

alike applicable to letter-sheets, invoices, bill 
heads, &c., and the printed forms may be ap 
plied to separate sheets or be bound in book 
form, or put up in pads. 
The advantages in the use of this form are 

manifold. A file-clerk in assorting for filing 
and in filing a large number of letters, for 
instance, can, by glancing at the upper right 
corner, where the initialletter is conspicuous, Ico 
tell instantly under what letter of the alpha 
bet the communication belongs. A glance at 
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the numerals will indicate the exact position 
under the initial letter, so that the communi 
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tion will be placed with others from the same 
party. When search is being made for the 
letter Some time after it has been filed away, 
the name of the writer being remembered, it 

5 Will be only necessary to find his initial letter 
and turn to the place or compartment indi 
cated by the number of the second and third 
letters in his name, which in the case illus 
trated in the drawings would be “A-25-5, 

Io thus making a complete and effective index 
and a rapid alphabetical file. The data for 
reference, which if given at all heretofore, has 
been unsystematically applied, is here in com 
pact and complete form, and search need not 

I5 be made in but one place-the head of the 
original letter or the press-copy thereof-for 
the information needed. 

In answering a communication written on 
one of these letter-sheets the writer, by re 

2O ferring to the data in the upper left-hand 
Corner, indicates who wrote the letter an 
SWered, who reviewed it, and where the copy 
may be found, and the contents of the first 
letter need not be betrayed in any way in the 

25 answer. In this way a continuous chain of 
ready-reference data is given, making a com 
plete record and index on the face of each 
letter. 

Having thus described my invention, what I 
3o claim as new, and desire to secure by Letters 

Patent, is 
1. The method of indexing letters, bills, in 

voices, and the like, consisting in printing, 
stamping, embossing, or affixing in any per 

35 manent manner in a conspicuous place on 

each sheet the initial letter of the person or 
firm using the paper, and with such letter 
numerals indicating in their alphabetical or 
der two or more of the letters following the 
initial, substantially as and for the purpose 
described. 

2. As a new article of manufacture, a busi 
ness blank form composed of an initial letter 
and figures printed, embossed, or otherwise 
permanently impressed on or affixed to a sheet 
of plain or ruled paper, said letter and figures 
indicating the name of the user of the blank 
for the purposes of indexing and filing, as 
Set forth. 

3, Ablank letter or bill head having printed 
thereon the words “Memorandum for the 
Writer,” “Initials of Writer,” “Approved,” 
“In Answering Refer to Press-Copy Book,” 
and “Folio,' with lines for the insertion of 
appropriate initials and numbers, and the 
words “Memorandum for the Recipient,' 
“Received,” “Answered,” “Entered,' and 
“Folio, with lines for the insertion of appro 
priate dates and numbers, and an initial let 
ter and numerals indicating the name of the 
user of the form, all permanently placed 
thereon for the purposes fully described and 
set forth. 

In testimony whereof Iaffix my signature in 
presence of two witnesses. 

JETLEE. B. NORDIIEM. 
Witnesses: 

M. E. FERGUSON, 
M. H. L. WING. 
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