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Form. Nov. 21, 1924.

Outline of Bectional Form.

E S
- II Cc-G
I G
IV  Ga
v a
VI a-C
VI ¢©

I, III, V, VII--statements of the
su.h:ac'E.

II, IV, vI—-frnfmants of subject
used sequentially.

Dec. 1924.

Fugue--Structure.
(¢ min--WTC-v i—f#2--used as model)

I. Exposition

Bubjeet--Tonic

Answer--at the Dominant (Subject in canmom)
Transitiom—-sequence-- to ¢ min.
Subject--Tonic

II.
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Form. May 29, 1935.

Figure is a word but is static--not long enough

N alonse, % seed.

%

- Motive is that which is used thematically--varied,
lengthened, etc.,—but not mitilated into another motive.

Methods of variation.
1, Repetition (exact)
2., Transposition (repetitdon at another pitch)
3. Melodic variation
a. changing a note
b. inversion
4. Rhythmic variation
a. augmentation
b. diminutiom
C. change of rhythmic figure
d. shifted accent
5. Change of Harmony.
A motive motivates. A motive should have arresting
definIteness of melodic outline and rhythmic pattern.

Phrase is a combination of misical figures. A phrase
nearly always implies an harmonic scheme. A phrase is a
regularity. It usually begins in a defimite tonality and
- always ends in one. The bafinning is vaguer than the
ending. It ends with a feeling of cadence, usually well
marked in the harmony.
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d 2rope riy of

George B, Van Schascit, a
FILING TEe

BOX FILE

The box is & little larger than mctnal letter size, in
order that papers may slide in freely.

The interior contains 8 set of index sheets, made of
Manila paper, which are fastened to the bmok of the hox to

.’ keep them in nlace. The little profection at the right of
the sheet on which a letter of the alphahet is printed, is
called a tab. This 48 & very imnortant tool in filing, as
the guiok finding of & letter depends unon these tabs. This
is not only true of this method of filing, but it also spplies
to other methods.

DISADVANTAGES. The drawer has to be removed from the
cabinet when we wish to refer to & letter. When the compres-
80r spring is released and the drewer is slightly tilted, the
contents fall out. The Compartments do not £ill up evenly,
and no provision is made to keep letters of individual firms
separate. Records cen not be mede quickly. When a letter is
once removed from the file, much time is consumed in putting
it back in its proper nlsce.

VERTICAL FILING

. Vertical filing means filing papers on edge in a large
drawerg.

. THE FOLDER. A folder is a she®t of heavy Manila paper
folded once in which papers of letter size of smgller are
laid like leaves in a bobdk.

Ench folder will hold as many as 60 letters. If the
letters in the folder are all from one firm, they are filed
in order of deted that is, the first letter received is 1lnid
in the back of the folder and later letters received ane
laid above it, so that the last is salways in first, they
are first arranged alphabetieally and then each concern's
letters are kept in order of date. When the folder is placed
on its side yon refer to the contents Just as you would turn
the leaves of & book, except that the papers are not fasten-
ed.

GUIDES, OGuides are used as an index in the vertiesal
drawer, Back of guide there are one or more folders. The
guide thus points the way to the folder you want. 3othguldes
and folders are kept in s upright position by = movable wood
block called = compressor which runs on a trace in the hot-
tom of the drawer;sas the volume of corresvnondence is increased,
this compresser is moved towerd the bhae¥ of the drawer.

INDEXING

Three Methods. Alphabetical, filing by neme: geograph-
- ieal, filing by location, that is by town, county, or state:
sub jeet, filing by topies of subjects. These represent the
standard weys of indexing. In every business the filing
system in use emhrasses one or a combination of these onrin-
ciples sometimes it is found eonvenient to use 811 of them.
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80 the numericsl method, which menns f£iling by

_but this {s not & separate or distinet method for the
‘always represents & name or subjeot. |
o _ e : £ .‘I|
~ Let us suppose that we have = number of letters to he .=

« They are first arranged in alphabeticul order so the 24
clerk may work in one direction--forward. The pepers once bq
s the prooess of disposins of them is very simple, ™

a
e 2ok of the "A" guide any letters from corraespondenta whoss li
mames bogin with 4, TIf your corresponience is large, many firms
will heve a sepesrate .folder, First determine whether a spacial i
fioldar has bzen provided for the firm whoses labters you are fii-
dng." This can ba r=ndily sscertsinsd by glancing through the |
mames on the folders, Alphabetical filine consists of twenty= x|
 five guides, each bearine & letter of the alphabet., The tabs %
_ are -arranged diagonally across the drawer g0 -that any latter i‘-f
‘may be resdily found, Bahind the suide is a corrssponding alpha=
- ?gzﬁ folder in Which we file sll papers under thnt partioular.,
le T e

5

g

[ s

R ¥hen o correspondence “ith & firm or individual, mumbsrs ten
. or mors letters a specisl folder is mesigned, ond iz plaged itn =

ont of the slphabetical folder. ihers this is necessary, the . |

‘the firm is written on the right hond tab of the Tolder, 5“
ubgequent letters accumulate in this recsptacis, q

MRTHOD OF FILING, =

de method we ars concernad primarily with the terri-
%:{mphioal divisions snch as the town, county or
% éustomer lives; and.gecondarily with his name. =

‘of lscntion methoed, : ;
L4 A p em, the file is dividsd in convenliant units and
i : - Btion repurding & town, = county, or & sta%s ia concen-
e ‘ ehecd., This enables us to aéscertain the business

he various territorise in which we sell, Por in-
recelva a large number of inquiries from Cleveland,
. ohix produgt, If these letters wore filed nlpha-
wa'misht not notive that they were all from Clevelzand.

1 the geographicrl method, thay are all files topabher:
4 3 - immedintely observe that there ie much sctivity in thie
A *  portion of the file. Ve therefor dlcide %o send » salesman %o
= evsland and eventuzlly we mey open & branch- office thera,

On the other hand 1f the letter from Cleveland becoms fewer
fewer we are warned by our geozraphieal system that businese mmé
) decreesings in this city. 5o we may decide to mdvertise in the |
nd papers in order to stimulate business there. It is
Nt thet if we dependi on .our corresponidence “ile to furnish &
rmetion regsrding sales conditions in different territories
eation indexing is more wvaluable than any other method., An-
her advantapge of this aystem 1= that you cen sdd new guides and
 folders where ever you need tham, It is thue © cood system for

8 rapidly growing 7ils,
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THE BASIS OF A SYSTHM,

The simplest form of geographicsl filing consiste of 8 set
of state guldes with-tebs in She center. Back of each giide is a
Tolder for tha correspcndence of firms loecated in that gtata, Nat=
. o hrally there will be letters from several c¢ities in this foldar,
@ ond they must be classi ‘ied according to a Aifinite plen, THey
J are, therefore, snrranged alvhabetically by towne. Thess will
be placed together in the folder irranged in slphabetical order
by mames, When there is enouph correspondence behind any one
State guide to wnrrant it, you use n set of alpiabeticel guider
£or indexing the town. Behind cach slphabetieal muide is & cor-
regponding alphabetical folder. Thus n letter from Fresman and
Co. at atfanta, Georgia, is filed in the "A" folder back of the
A gulde in the Georgisn division, In £filigg by this method,
three points must be Rept elearly in mind: thet the first class-
ifieation of the correspondence is by states, the second by towns,
and the third, by nomes.

NUMERICAL FILIKG,

The numerical system represente the oldest Torm of vertieal
filing. It is not sctunlly en independent method of indexing, for
it always dspends.on snother alphabetical of subject index. Tt i3
used to sone embent in offices of railrosds, in law offices, and
where a4 cross reference ie required; ruides with pad numbers 10,

20, 30, eote. are used Lo separate the drawer into convenient aivi-
sions. ZEetween these puides =res folders arranged in numerieal order
the name and ths number of the correspondent sre written on the

$ab of the folder. In this system you =ssign s number to ezeh
dindividusl or concern wikh whom you io business, and only bhe papers
from that firm are placed inthe folder besring that number, Hav-
ing its own individusl place in the drawer, the “older is not like-
1y to find its wey into another division i ressonsble care is ex-
ercised when returning folders,

Becanee of the large number of correspondents represented in
the 7ile, it is not possible %o remember g1l the numbers thet sre
assigned to different firms. In connection with the lerge drawer,
it -is necessary to use an slphabetiesl file index on three by five
cards, A ecord is mrde out for each correspondent, and the Tile numbter
sntered in the upper le’t hend corner. It-is then filei in the 3
card drewer, alphabeticelly. Youf see the indexing method is
really alphabetical in this instance, becamse it depends on the
alphabetical card index, slthoughthe vertiezl files is arranked by

nambers,
e PRINCIPLE APPLIED,
Q* * John Smith writes us todry for the “ipst time. We turn %o

the ecard index and we note thet the lsst folder in use is ninety-
gix. We assien him ninety-seven and snter his meme. His number
is then written on the letter snd folder is m-de out with has
name end npmber, When you wish to find a letter yon must first
refer to the card index in order to get the fils numbexr,

WPIettiZed by the Hunt Institute for Botanical Documentation



CROSS REFE-ENLT INDEXING.

' In large concsrns where a cross index 5o the #ile is nec-
‘essary ; the numeriecal .aystem is more convenient than ayy other °

DISADVANTASES OF THE NUMERTCAL SYSTEN,

One of the objections to this nmethod is that two diatdnct
operetions are required in filine and findins papers.  You rmat
£irat refer to the card drawer for the f£iles number and then

turn Lo the veriticel drawer., If you have a letfer from & Daw
eustomer, youare obliged to £ill.out a cerd and assign s number
to the chrd bafore you caen file the letter, You, ses the gystem
is indirect. 3

Another Teature that reduces the efficiency of the sysism
48 that in the svent the firm cesses %0 70 businsss with you,
£he number in the file is no longer nceded. It would not be
gdviseble to re-sssign fhe humber, at lemst not for a year or
more, as the old concer might resume business at sny Gime.

- A third objection is that e separate folder must he used for
‘every concern, This means a wasts of folders, which fill wp
‘the, drawer and lesve less room Tor the letters. In order to a-
woid thpis, concerns, using the numerical system have generally
- - found it necess ary to have cne or more drawers devoted to an_
. slphabetical system, to take enre of the small corrsspondence.
%Fﬂgtthe eorrespondence from regulsr customers 1s filed” by num=
T« 3
-DIRBCT NAME SYSTEM.

- In our ‘atudy of slphabeticel filing we learned of the sim-
plicity fo the method and the easy way in whith letters may be
Found, We s8lso lesrned that in cass of = large correspondence

. which necesgsitates the use of =n eleborate set of guides 1t is

. very essy to misfile letters., Direct name tuides are made of

. heayy press bonrds with eelluloided tabs, thus lending strensth

' end aurability to the eguipment. The tebs, in two positionms,

l0s. © make: it possible o locate the various combinations on the tab

without loss of time, Bepinnine with "A", the guides are number-

‘ed consecutively, In s s=t of forty giides the numbers fun from

one to forty.

JALUS OF NUMPRICAT FEATURNS.

At the 1aft of the drawer, in one position, =re the tabs
of the alphabetical folders for miscellaneons correspondsnce.
. These are printed in red and mumhered just the same aa the guldes
‘in fromt of them. This means that each folder has its place in
the drawer. Direct name folders which nre szssighed to specinl

I lcorresprvidencs have wids tabs at the right of the drawer. On
< # . the tab of each folder is the name and also the number of the
) gorrespondent,
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How let us see how the numerical Testure ass si g in filing
of the folder. In the first place a grest saving of time is
effacted &5 it is only necessary to note the numzer and place the
~ . folder back of the guide bearing that number. The operation is
I'i: » facilitated by the fect thet guide tabs with o0dd mumbers are in

" .one row =nd those with evern numbsers ere in another, In this opar-
hk“- ationﬁ it has not been necessary to compare the neme on the folder
with the alphabetical subdivision. The numericsl ides also makes
the system accurste, becsuse there is 1ittle chance of error in
comparing ths numbare on the folder with the number of the guide.
And even if the ?ile clerk does drop = folder in the wrong place,
the misteke will be rezdily detected bscasuse of the heesk in num=
ber sequence,

. HOW TABS ARE ARRANGED,

In examining ths tebs on the alphebetical and direct name
folders we notice they sre of the same height as the gulide fabsg,
This gives two sdditions1 sich pusts. The tabs on the folders
ocoupy first and last positions while the guildes =zppear in second
end third position. Thus the guide tabs do not in ony way hide
fhe folder tabs, which stand out prominently in the drawer. In
many instenees, reference ie made direct to the folders without con=:
stlting the guides: hance the titfle "Direct Hame System".

EXPANSTION PROVIDED FOR.

With this system it is posaible to use & great many mors
individual n'me folders than with the ordinary alphsbetical,
for the reason that the ssecial nemes stend oyt conspicuously,

As the system grows, new name folders are assigned and placed
beck of the guide.

Freguently there are firms whose correspondence will more
than £111 a separate folder in the course of = year., When such
a condition exists a guide with = flat metsl 1lshel holder is =
I |- provided, and a lsbel inserted bearlﬂﬂ the neme of the concern
S and the number of the alphabeticel cuide behind which it belongs.
s - Behind this is filed in nonthly folders, one Folde— for each
ey month. .Instead of keepins sll the corregnoninnce in one folder
Lo g which would be greatly over-crowed, it is distributed throuch
- twelve folders., BEach of the menthly folders is numbered to cor
respond with the guide,

THE RED "0UT" GUIDE.

; . When a folder conbtaining correspondence is removed from
é;r- tha drawer, the file clerk indicates on the red tabbed "out"
K= guides the date of its removal nd slso desi-nates the folder
| and the person to whom it is sent., The gulde is then placed
i where the folder belongs. As soon As the folder is reburmed,
and the "out" guide is removed #nd the notetion is cancelled.
If other folders have been callsd for in tha meantime, they

are treated in the same manner,
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" SUBJECT FILINC.

Subject filing means the placinc together of all papers
relating to one subject. Thay m-y b4é placed horether in &
Bepardte folder, a separate division o° the file, a separate

i ‘ drawer, or a meparate series of drawers, as the quantities of
- P2pers to filed necessitates, To indexz a suhject file ze that
o — its conbtants are accessible is not generslly developed.

IRE FIRLD OF SUBJECT INDEXING.

Subject indexing im vertical filing has = limited fields
and is only used, or Lo be recommended For permanent filing
of genmeral corrvespondence in specinl cases usually assisted
by the cross iniexing facilities of the numerical indexing,
Large corporations, such as railroads, insurance companies,
public service corporations, use subject ?iling numerically
indexed, to advantage.

. . The most general use, however, found for subject filing is
in data files, wherin information i& being collected on cartsin
subjects. For eicmple, many abtorneys maintain s d=ta file in
wihich newspapers and magazine clippinge, norss, copies of briefs

aefc,, are filed sway, nsing a standard index to the fizld of
lepal knowledge. “hysicians, dentists and other profecgional
men do likewise, Ths separate depertments of lerpa businesses
keep files in yhich matter relating to their partieular field
of work is aceumnlated for ready referenca. In sales and sd-
vertising depariments these are especially common. Subject
filing is very widely used in purchasine departments for keep-
ing gnotations off kindred articles togather,

THE METHOD OW TNDEXING.

The simplest mebthod of subject indexing in vertical filing
g to use e simple et of alphabeticnl wuldes-—one suide for
I epch  lebtter of tie zlphetel. Ihe putier to be £iled iy placed
in' = ‘wertiesl folder, the folder Heb is marked to indicste its
contents end them it is ‘placed behind the correct siphrbeticel
guide. Tor instance, e physicien has 2 specisl article on anti=
dotes, which he desires to put into his date file, -In a simple
system 1like the Tirst mentioned he would simply write "Antidota®
on the tab of the folder behind the "A" puide, =nd place his
c¢lippins therin. ‘s new subjects anperr the same proceedurs
would be followed.

SUBJECT FILING IN PURCHASING DEPARTHENTS,

Ve The purchrsing sgent in & firm of rny mepnitude is con-

= tinually corresponding avoub various articles for the nrupose
- of purchasing them at the present tims, or 2t some fufure time,
to the best sdvantace. To thet end it is necessary thet he
have all quotations for informstion on 2 certain subject fo-
gether, ifthere such 2 condition exists the direct sub jeet in=-
dexing arrangement is of greatest value,

|
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Thus if you were looking for Conwsy Erothers! gquotatlon of
enlico, 1t would bs found in the folder bearing thot neme
Back O0f the calico pulde. It is to be clearly understood that
this mithed is merely for temporarly ‘indexing, that is,
while the mafttter is pending. Just as soon as the metier

is oclosed, the papers are to be re-distriluted to the regular Qp‘
‘and permanent eystem of filing, be it alphabeticsl or geograph- .

HOW AN EDITOR USES SUBJRCT PILING.

Thig sditor publishes a magazine for attorneys =nd has
the cominc issues mepped out #nd sdvertised seversl months in
advance. He Treceived a great deal of lepal data =nd also men=
usgeripts which he desires to preserve Dy subject, 1In &s much
as 'the matter conld be filed under a well- defined legsl index
employed in many departmente of the firm fthese direct sub jects
are pleced on guides with tabs rumning three scross. “The .
editor receives newspaper clippings on legal toples form
geveral clipping buresus and these he desires to index also.
Erch clipping ¥ is mounted on & thim sheet of paper by fn
aselstsnt who glso gtamps the mounting sheet with = rubber
stenp reading: file under=-=--- mein sub ject—-----sub-sub ject,

_TBELREI$TEOB OF SUBYECT INDBXING TO ALPHABRTICAL INDEXTHG,

It will be noted that if every instance where subject in-
dexing is correctly used, the principle of alphabetical index=
ing is back ‘of the whold errsngement, in that the main subjects
and sub-sub jects under mein subjects =re arrsnged as nearly as
possible in slvhabetical order.

FOLLOW U2 SYSTEMN,

It is knowm by verious terms. "Tiekler jegger, calendar,
everyday Tile, pending file, dates shead file,"” =re some of the
berms commonly applied to if, As generslly understood in the
business world Tollow-up means the method by which matters of

. fature considerstion can be sutomatieslly snd unfailingly
brought to sttention =t dhe proper time. '

Probably its greatest use is in sales work or.keeping in
toudh with prospective pmrchesers, A prospective buyer in
business is termed a rrospect snd meet vrospecis sre followed
un The method employed muy vayy conelderably, cnd may be operested
by 2 ¢ard system or o vertical syséem, or such a combination of
‘the two as the condition requires, A few other common uses of
‘the follow-up are as follows: incredit depsrtments for colléct=s = |
{ ing delinpuent accounts; inpurchasings despartments for fdllow- Ei
{1 ing up shipments of goods ordered =nd in genersl office work
“for the meny incidental things which must be taken c=re of at

g certain time,
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