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PREFACE

Iw considering the subject of filing, it is our purpose to
place before the student the most efficient, most np-to-date
methods; but before taking up the modern methods it will
be interesting and profitable to consider briefly the evolu-
tion of these, for evolation always works toward better-
ment, and the simplicity and practicability of the present
day wvertieal file can more readily be comprehended if we
acquaint ourselves first with some of the troubles met by
our forebears in their use of various methods of greater or
less degree of similarity—now hopelessly out of date.

Filing—if we may give it such a name—has existed in
one form or another since written history began, as is at-
tested by the many original tablets, parchments, manu-
seripts, ete., of great historiesl value, which have eome
down to us through the ages, and which are now jealously
guarded in museums all over the world, Without some
method of preservation most of these valuable documents
of antiguity would have remained forever unknown to
us, although it is of course true that our possession of
many of them i3 the resulé of pure chance—record-bear-
ing stones and tablets having been found in many places
buried in the loose earth, with no attemnpt at preservation—
lost, apparently, by the men of a bygone age.

One of the most eommon methods nsed by the ancients
for the “filing"™ of their papers was that of keeping them
in a stone or earthenware vessel, and many bifs of his-
torical evidenee have been preserved for us, having been
written upon wax or bits of stone, or parchment, or upon
the receptacle itself. An interesting survival of this cus.
tom is our own universal praectice of concealing in the
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cornerstones of new buildings, letters, pietures, newspa-
pers, ete,

Among the ancients, with their primitive life, written
records played a small part as compared with the place
they hold in present day law and life, and that there was
any orderly arrangement of their few reecords, for the pur-
pose of later reference, is extremely doubtful. Of course,
the day came when man in commereial pursuits practiced
the method of tying together the tablets from one man or
group of men, of those received during a given interval,
and piling these small packages where they would be ieast
in the way. This method is still praeticed in some loeali-
ties, and is another proof of the hold that hahit has npon
our ways of work and life. It is easily seen that such a
method is exceedingly primitive, cumbersome, and expen-
sive, even in the case of stored or transferred material—
often of great value—that it offers ahsolutely no advan-
tages, and is attended by many disadvantages,

There gradually developed a realization of the conven-
ience of keeping together thoe papers,—such as ietters,
received from one individual or organization, or those
bearing upon one subjeet, or those received upon a certain
date, or from certain locakities. Here we see signs of, re-
gpectively, the subject, the chronologie, the alphabetie, and
the geographic methods of filing, The so-called “* Numeric®’
method developed later, and was employed in connection
with both the mames of the correspondents and the sub-
© jects dealt with,

As these methods came more and more into general nse,
varions improved deviees were put on the market for the
segregation and housing of various records mot hound,
finally resulting in the universal adoptiom of the card
cabinet and vertical file,

While these two indispenzable articles of modern office
equipment have become standardized the werld over, there
has naturally developed a number of systems, each repre-
senting some manufacturer’s coneeption of a proper alpha-
Letic method. Partienlar emphasis must be laid upon the
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term ‘‘alphabetic’” since that is the only method which
admits of any eonsiderable variation—other methods being
practically identical regardless of the manufaeturer,

With the ever-inereasing demand for improved filing
methods came, of course, a corresponding demand for oper-
ators. It soon became obvious that the filing of papers
in an office could not be relegated to the varions clerks to
be acecomplished in their spare moments, Filing beeame a
definite, fixed and most important office voeation, but a
voeation with which no one was familiar, In a very small
office it wns a comparatively simple matter to seeure the
serviees of a elerk and let her glean enough from a manu-
facturer’s advertising matter of the operation of any par-
ticular methoed that happened to be installed. When it
came to the various refinements, the intelligent classifica-
tion and segregation, the abiiity to aecurately and instantly
produce, and the broad knowledge of Methods instead of
familiarity with but one Sysfent, there was no source from
which properly qualified persongs eonld be gecured. Trained
stenographers, typists, bookkeepers and telephone operators
were easily available, but no provision had ever been
made for similar instruction for filing and indexing clerks
" exeept by library scheols whose excellent work is con-
fined to library methods.

This condition was responsible for the founding early
in 1914 of the New York School of Filing, which has since
that time established branehes in Boston, Philadelphia,
and Chicago. Dased on our experience in training thou-
sands of girls and women for filing positions no matter
what methods were involved, or what partienlar manufac-
turer’s system was employed, this book has been eompiled.
While it is the text bogk used in our schools, it is ¢ signed
for students of schools in which it would be impossible to
maintain the extensive eguipment used by our own sehools
i teaching such a highly specialized subject.

Its purpose is to instruct in the different Methods of
filing, which are limited, while the different Systcms are
numerous and must be reduced to a possible four methods.
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The applications of these methods to various lines of busi-
ness and to professions ; office rontine, short ents, eross refer-
enee and different refinements and ramifications all come in
for proper consideration and the volume is equally as valu-
able as a reference book as a textbook.
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