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People who are trying to order their own personal universe, whether at the

T h e m o s ts e r i e s fi l i n g ' ' o f g r e a t b e n e fi t .office or at home, may find the concept of
abvious application is in the area of correspondence but you will see that it can be
exploited in many other ways as wel l ;

The bas ic ing red ien ts o f acor respondence app l i ca t ion a re
1 ) t h e l o g
2 ) t h e fi l e

) t h e i n d e x
_et ters coming in (or carbons o f le t ters go ing out ) are g iven a

6 8 - 0 0 1
I n t h i s s y s t e m t h e
number consecutively in along series beginning over again each yeaa^ e.g.
to^say, 68-872, then 69-001"et£.. .and they^'simply added to afolder holding 001-i<
to 100, then asecond folder 101-200, etc. With one hundered letters per folder this

I t a l s o m e a n s t h a t a l l t h e l e t t e r s g e t o l d t o g e t h e r
d o n ' t e v e n h a v e t o w e e d o u t o l d l e t t e r s o r e l s e f a c e a m e s s o f fi l e s e v e r g r o w i n g

A l l l e t t e r s i n a n d c a r b o n s o f l e t t e r s o u t w i l l b e p i l e d i n t o t h e s a m e s e r i e s .

c u t s d o w n o n t h e n u m b e r o f f o l d e r s .
— y o u
t h i c k e r .

However, the first thing that happens to aletter after it gets anumber is that
it gets "logged". This requires no decisions, no classification, no thinking, no
intel l igence. Aperson doesn't have to be highly trained to do this. Atwelve-year-
old can do iti'tJ^^'^danger of aletter getting in the wrong file. The log page is seen
i n t h e s a m p l e . . T h e c o l u m m s a r e a s f o l l o w s :

1 . L a s t n a m e o f p e r s o n t o w h o m t h e l e t t e r i s w r i t t e n ,
one in your office^ this can be acheck for your last name,
organizations, you can either put the name of the person of the organization,
l a t e r o n t h i s )

I f y o u a r e t h e o n l y
I f y o u g e t l e t t e r s f r o m

( M o r e

2 . T h i s i s t h e p e r s o n w r i t i n g t h e l e t t e r

3. Th is is the date sent or received. Where you see two numbers th is is for
incoming letters, and the second number is the date on the letter.

4.-- In this space some brief characterization is possible.

N o w t h e n u f a b e r , a s „ a l r e a d y e x p l a i n e d .

Af te r the le t te rs are logged they are s imply dumped in the fi le .

5 .

Whether you are doing the logging or someone else is_, you can either work from
If you work f rom the fi le you may want to pul l let ters out to answer

find t he i r way back aga in , t hey s i nce t hey,bea r t ha t
^ t h e l o g y

O r , y o u
w h e n i t i s

t h e fi l e o r t h e l o g .
them. They easi ly ean-fee fetmd
magic number. If you work from the log you may want to circle the./Mumber
of any letter that either doesn't need an answer. o<* has already been an^red.
can put an empty circle next to the number of aletter requiring an answer;
answered you can put the number of its answer i n t h a t c i r c l e .

. i ’ V 'Now the Index. Some other person can come along later, daily or weekly a
t h e n a m e s i n t h e fi r s t t w o c o l u m n s o f t h e l o g . I h a v e a 3 X 5 c a r d fi l e . ^ o f

'’^to John Doe you pPt the letter's
i s i n t h e l e f t - h a n d c o l u m n o f t h e

from ajournal to aledger for those, who know accounting).

i n d e x

1 t h e s e n a m e s . S e e s a m p l e . I f a l e t t e r g o e s f r o m
n u m b e r i n t h e l e f t - h a n d c o l u m n , j u s t a s t h e n a m e 1 ,
l og (Th i s i s l i j ^ ke
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T h e n i n t h eO .K , wha t i f you ge t aca rbon copy o f a le t t e r f r om Mr. A to Mr. B .
l o g y o u ' l l p u t B o n t h e l e f t a n d A o n t h e r i g h t f1

t h e l e t t e r t o t h a t p e r s o n , y o u m a y w i s h
t h e l e t t e r B ' s c a r d a n d t h e n a m e ( e . g .

r e n e e . L e s t y o u t h i n k y o u w r o
of the prson(e.g. A) ,

B) of the person getting the letter on A's tfard. <^n my file Ihave people who get or
r e c e i v e a b o u t fi v e l e t t e r s o f w h i c h I o n l y g e t c a r b o n s t o e v e r y o n e I o r i g i n a t e o r
directfry receive from them. Nice to be able to spot the one le;fter you yourself wrote
to that person amidst the jumble of copies to and from others
that prsons name as sender or receiver.

s m

V t o a d d t h e n a m e =

U

h a v e r e c e i v e d w i t h

The log is best for the most recent correspondence, but you need t+iS index to
get at letters that are amonth or so back. The Index card gives you arunning history.

W h a t a b o u t t h e c a s e w h e r e a p e r s o n l o g s b o t h t h e n a m e o f t h e p e r s o n a n d t h e n a m e
At the time of Indexing you may find the person doesn't have acard.

A lo t depends on who i s do ing th i s . I f you a re .
o f a n o r g a n i z a t i o n ' ^
Then you look under the organization,

wi l l have to decide whet^r you want to isolate the wr i ter by name ( in v iew ofy o u

future correspondence possibilities) or if that organization is not one involving a
lot of different individuals to whom/^ you will be writing by name.

The system is very rapid once you spy the number of the letter you want to get,
whether you see it in the tog or the Index, or see it on aletter that needs tp go back
i n t o t h e fi l e . t o c h e c k t h e l e t t e r i t s e l f i n a fl a s h , n o w

u m b e r e d s e r i e s o f l e t t e r s . T h i s i s s o s i m p l e t h a t y o u
T h i s e n a b l e s y o

i t i s s o e a s y t o g e t i t o u t o f
can check amaH'"s index card and go and pul l out his last three letters to you in no

Or, you can flip through the log with the index open to his name and zero in
exactly the letter you are after by checking the description of the letter in the

I
t i m e .

o n

l o g .

; t h a n p a y s f o r I t s e l f
h e o n e t h i n g i t

Surprising, though, how much the problem of unanswerjeid̂
letters depdnds upon easy reference to previous correspondence. Then, son^^w,
old letters just automatically take themselves off you hands aas they Q^k into the
past together. Jb^ ^ CCc^ ^

' - ^ T h i s l e a d s m e t o a f e w o b s e r v a t i o n s o & ^ o t h e r u s e s o f S e r i e s fi l i n g ,
adapted the concept to what Icall "one-shop projedts". Somehow, besides air'ffl^^
duties there are always acloud of additonal tasks that get in my hair/"li«er

to go while they get done. Now Ijust slap them in ;#folder?

Finally, the little extra initial work in this sysmn^ mo^in practically eliminating forever the "lost letter" syndru*ft.*''^'ni
w o n ' t d o i s a n s x < r e r t h e l e t t e r s !

?

I h a v e

a k .m y

tand have no nlace _ ^
\j-j anumbers oninto adrawer in the file they go. Here, too, these tnust be"^

"log" although this doesn't need e?(iftuch spaee nor all the columns. You just put the
number and the name of the job. Each job has its own folder. As these get done you can
throw them in the back of the drawer (maintaining numierical order in asecond numberej^d
section), and using ayellow or pink shading 'S^Sorker to run through the projjaect name

Th is way o f hand l i ng avo ids the i n te l l ec tua l e f fo r t o f dec id ing acco rd ingo n y o u r l i s t ,
to some philosophical scheme where the folder should go.

Iuse the same sys tem fo r aspeak ing fi le . Any co r respondece o f pa rpers
speaking date, since you. do not usually "carry on" correspondencec o n n e c t e d w m t h a

for more than ashor t per iod wi th aach aperson or church, is set as ide f rom the main
Then these papers also get cjd together.

T h e I n d e x w i l l h e O i n a l p h a b e t i c a l
cor respondence log . Th is is the one except ion .
Here you don' t need alog, | fBt probably an index.
o&ie*--^a stack of 3x5cards bear ing names of churches or organizat ions where you

In this case they will simply bear asingle date per card. Wifere-^his iss p e a k ,
important is when you get invited back to speak aeenond time and you want to know
w h a t y o u a a i d t h e l a s t t i m e .

Any suggestions or questions will be most welcome. Perhaps this is all in a
Ihave borrowed these ideas main ly form others—whom Iwould g lad lyb o o k s o m e w h e r e ,

mention if Ihad not added enough ideas of my own to cast into 4^ubt their desii^ to be given
^ c r e d i t .


