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METHODS OF SERIES FILING
Yo Ralph O W
People who are trying to order thelr own personal universe, whether at the
office or at home, may find the concept of 'series filing”of great benefit. The most
abvious application is in the area of correspondence but you will see that it can be
exploited in many other ways as well:

The basic ingredients of a correspondence appllcatlon are
1) the log
2) the file

: p.3) the index

ﬁ?]ﬁ.thls system the ietters coming in (or carbons of letters going out) are given a
number consecutively in a long series beglnnlng over again each yezax e.g. 68-001
to, say, 68-872, then 69-001"etf... and they’simply added to a folder holding 001#
to 100, then a second folder lOl 200, etc. With one hundered letters per folder this
cuts down on the number of folders. It also means that all the letters get old together
—--you don't even have to weed out old letters or else face a mess of files ever growing
thicker. All lettérs in and carbons of letters out will be piled into the same series.

However, the first thing that happens to a letter after it gets a number is that
it gets ”logged” This requires no decisions, no classification, no thinking, no
intelligence. person doesn't have to be hlghly trained to do this. A twelve-year-
old can do 1tfd{ﬁo danger of a letter getting in the wrong file. The log page is seen
in the sample., The columms are as follows:

1. Las Tame of person to whom the letter is written. If you are the only
one in your office this can be a check for your last name. If you get letters from
organizations, you can either put the name of the person of the organizafion. (More
later on this)

2. This is the person writing the letter
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3. This is the date sent or received. Where gou see two numbers this is for U
Xbincoming letters, and the second number is the date on the letter.

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

5. Now the nubber, as already explained. yee
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After the letters are logged they are simply dumped in the file.

Whether you are doing the logging or someone else is, you can either work from
the file or the log. If you work from the file you may want to pull letters out to answer
them. They easily eamn-be feurd find their way back again, they since they bear that
magic number. If you work from the log you may want to circle the Mumber ¥& the log,
of any letter that either doesn't need an answerlof'has already been anééred Or, you
can put an empty circle next to the number of a letter requiring an answer; when it is
answered you can put the number of its answer in that circle.
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Now the Index. Some other person can come along later, daily or weekly,~2pd (yaw o
"index" the names in the first two columns of the log I have a 3 X 5 card file;of Q:L/WI
these names. See sample. If a letter goes from yp* ©)to John Doe you ptt the letter's o ]}
number in the left-hand column, just as the name 'is in the left-hand column of the

7 log (This is ligke ?Mki%?"“ from a journal to a ledger for those. who know accounting).
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0.K. what if you get a carbon copy of a letter from Mr. A to'Mr. B. Then in the
log you'll put B on the left and A on the rightg -afd

—With—a—differenee. Lest you think you wrote the letter to that person, you may wish
. to add the name= of the prson(e g. A)&*égég%igéL;;? letter B's card and the name (e.g.

B) of the person getting the letter on A's *dard n my file I have people who get or
receive about five letters of which I only get carbons to every one I originate or
directyy receive from them. Nice to be able to spot the one letter gpou yourself wrote
to that person amidst the jumble of copies to and from others §8¢ have received with
that prsons name as sender or receiver.
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The log is best for the most recent correspondence, but you need the index to
get at letters that are a month or so back. The Index card gives you a running history.

What about the case where a person logs both the name of the person and the name
of an organization? At the time of indexing you may find the person doesn't have a card.
Then you look under the organization. A lot depends on who is doing this. If you are,
you will have to decide whetéhr you want to &solate the writer by name(in view of
future correspondence possibilities) or if that organization is not one involving a
lot of different indiwiduals to whomg 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 iog or the Index, or see it on a letter that needs to go back
into the file. This enables you to check the letter itself in a flash, now Q7<%
it is so easy to get it out of dnumbered series of letters. This is so simple that you
can check a maa"s index card and go and pull out his last three letters to you in no
time. Or, you can flip through the log with the index open to his name and zero in
on exactly the letter you are after by checking the description of the letter in the
log.

Finally, the little extra initial work in this system more than pays for itself
in practlcally eliminating forever the "lost letter" syndrum.” The one thing it
won't do is answer the letters! Surprising, though, how much the problem of unanswerﬁiﬁ)
letters depdmds upon easy reference to previous correspondence. Then, somehow,
old letters just automatically take themselves off you hands ams they 71 1nto the
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JThlS leads me to a few observatlons ot other uses of "Series filing." I have

duties there are always a cloud of additonal tasks that get in my hair/’ litter my k,

adapted the concept to what I call "one-shop projedts'. Somehow, besides all” my\gggilne
and have no place to go while they get done. Now I just slap them 1n,§ffolder>a?§;p t
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-a numberson - and into a drawer in the file they go. Here, too, these must be a

"log" although this doesn't need 6% much 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 numberical order in a second numberegd
section), and using a yellow or pink shading ®¥rker to run through the projmect name

on your list. This way of handling avoids the intellectual effort of deciding according
to some philosophical scheme where the folder should go.

T use the same system for a speaking file. Any correspondece of parpers
connected umth a speaking date, since you do not usually 'carry on" correspondence
for more than a short period with mach a person or church, is set aside from the main
correspondence log. This is the one exception. Then these papers also get od together.
Here you don't need a log, bat probably an index. The Index will bec¢in alphabetical
oxdexr-a stack of 3 x 5 cards bearing names of churches or organizations where you o
speak. In this case they will simply bear a single date per card. Where-fhis is Jbiyﬂujw )
important is when you get invited back to speak a senmond time and you want to know ~
what you aaid the last time.

Any suggestions or questions will be most welcome. Perhaps this is all in a
book somewhere. I have borrowed these ideas mainly form others--whom I would gladly

mention if I had not added #&nough ideas of my own to cast into dubt their deside to be given
credit.



