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UNITED STATES

PATENT OFFICE.

WILLIAM A. AMBERG,

OF CHICAGO, ILLINOIS.

IMPROVEMENT IN LETTER-FILE CABINETS.

i

Speclﬁcatlon formmg part of Letters Patent No. 1'¢ 1,495, dated December 28, 1875; &pphc&tl on filed
July 24, 1875,

To all whom it may concern:
Be it known that I, WILLIAM A. AMBERG,

of the city of Chicago, county of Cook and
State of Illinois, have invented new and use-

ful Improvements in Cabinet Letter-File, and

method and system of filing letters, &e.,

therein ; and I do hereby declare that-the fol-

lowing, ‘taken in connection with the dr awings

which accompany and form part of this speci-
fication, is a description of my invention suffi-
cient to enable those skilled in the art to prac-

tice 1t.
My invention relates to a comblnatlon with

a series of self-indexing sheets &rmnged in

file cases or boxes, of a cabinet adapted there-
for, under a system or systems of arrange-
ment hereinafter set forth, whereby letters
and similar papers may be almost instantly
found and referred to at any future time,
however large or voluminous the correspond
ence may he.

The present invention has grown out of, and
is to some degree based upon, the plan of fil-
ing in self-indexing cases or holders, as shown
in my Patent No. 92,141, dated July 6, 1869,
and reissued, No. 4:989 July 16, 187%2; &nd_ in
my applioation filed June 12, 1875 and allowed
June 30, 1875.

Flgure 1 illustrates a cabinet adapted for
receiving self-indexing files and. binders to
the number of twenty-seven, most of them
being marked with a single letter of the alpha-
bet, and others with special indicating names
or words, as convenience may demand., Fig.

2 represents one of my self-indexing files and |

binders detached from the cabinet. Iig. 3 il-
lustrates an index, preferably made of loose

leaves, prior to inserting between the leaves

and under their appropriate indicating initials
any letters, correspondence, postal cards, &e.,
to be filed in classified order,
trates a bound volume of letters after the
same have been fastened together and re-
moved from the file or holder.
sents one of the files or holders, having on it
a tabular list indicating the bound volumes
which have been removed therefrom, and the
commencing and closing dates ot the letters
contained in such removed volumes ; and FKig.
6, a cabinet with only six letter ﬁles or boxes.

Fig. 4 illus- |

Fig. b repre-

| 1 represents a case containing twenty-seven

files, lettered with the letters of the alphabet,
each file having, in addition, an index of loose
leaves, thus forming a double index, or one

‘index within another.
The methods of filing are simple, the usual e

way being to index both by surnames and
Christian names in the case of individuals,
and the initials of the first and second mem-
bers or names in the case of firms or corpora-
tions. Correspondence from the following-
named parties would be filed as shown below,
the first column representing the files in
which they are classified, and the second the
letter in the indexes of the same files 1n
which they are placed.

i

. Letter of
| File. index in file.
Individuals. -
- Initial Initial of
~ of surname, | Christian name.
Cameron, Daniel R.. C. D
| Cross, Edwin....... C. E
Bmwn, Robert...... B. R
Amberg, J. H....... A. J
Adams, W. F...... g A. W
| Rowell Thomas . ... R. T
McMullen,- John ... Me. J
.
- Initial of ~ Initial of
first name. second name.
Firms and |
corporations. | |
T - Letter
_Fﬂe' of index.
C'&meron Amberg & -

81 Y A C. A,
Jones & Booth...... -J. B.
Brainbridge & Co.. - B. C.

C. & N. W. Rallway |

1 Y C. N.
*TheSinger M1’g Co. S M.
Singer, Talcott & Co. S. T. .
Smith & Brown..... - Smith. - B.

* The words “ the,” ““ and,” “ of &c ., are ignored in

The construction of the cabinet seen in Fig. l filing.



1t will be seen that a ca,bmet as shown, hav-—

ing twenty-seven (27) classified boxes or files,

and a snb-classification of twenty-six or more

compartments, by means ot the alphabetized |-

index (see Fig. 3) in each file, will make seven

‘hundred and two (or more) different places or

compartments in which to file letters.
- The method of arranging is such that the Iet

ters are distributed in the most thorough man-
For instance, letters from parties. whose
surnames commence with ¢“C?” are all placed
in the “C” file or box, and these are further
subdivided into twentvﬁelx divisions, separat-

ner.

ed -by the index leeves each letter being ar-

ranged under the initial Tletter of the Christian

name in the case of individuals,.or of the sec-
ond name in the case of firms or corporations.

Another way is to classify by towns In the
mdexeb as, for instance— -

- Initial = ..
. ~ {of principal; Town.
T Correspond-;  Dame.
Names. ents’ resi-|
- dences. -  Tootts
: '- - Letter -
| Letter-file. | % qex.
Cook, J ohn. eun Beateu C. B.
Ellsworth E. E.; Chicago. - E. C.
Brown, Thos. H. Chicago. B -G
Perry & Co.....| London. 3 L.
Jameson, Wm ..| Liverpool. J.oo L.

This plan is ﬁrery simple and 'rea,dﬂy u'nder-_;
stood but is more especielly appliea,ble Where

the full beneﬁt of ell the &lphabet 111 the in-
dex.

above glveu, ﬁlmﬂ towns by the alphabetlcal.‘
letters on the OlluSlde of the files or boxes,
and filing by the pertles’ names in the lHdBK-

: within the file.

A number of the boxes Or: ﬁles of the cabi- |
net (as many as found necessary or conven-
ient) may be devoted to special or peculiar

“correspondence, among which, by way of il-
. -lustretmn, may De named, “Mc.,” “Smlth 7
_ “Agents,” “Selesmen,”.“Orders 7 & Trirst Na.-

tional Bd,nks,” & Banks,” "Other Natlenal-

Banks,” “Ba,ukers 7 ¢ Kastern,” “Prwa,te,”
é¢ Unﬁmshed Busmess ” '-‘»Stranwers,’_’ &e.
Those marked ebove with a * require to be

classified by towns in the index, under-the-|

plan or system of filing first above described.

In many cases I devote one of-the files to
two or more letters of the alphabet which are
- not much used, whlch does not mterfere with
~ either plan.

In the smeller cabmets ef ﬁfteen or less ﬁles"'
or boxes, the system of classifying by towns
with the 011t31de ]etter of 1*e1‘.erence on the ﬁle

is the best.

The filed papers are not all bound up at

any given tnne ; but as soon as any one of the

|

|

|

-index, a, sheet is pasted, (see Fig. 5 _
is to be written the. detes of commenecing and
ending of volumes of that particular file and
The next volume bound
‘may be in’ the ¢ B” file or box, in: which are -
also written the dates cmnpmsed within the

again,

171,495

cases or boxes 1S full its contents are- ‘bound

up, as shown in. I‘1g 4, and if it is the ﬁrst_ |
volume bound out of the entire cabinet, it 1s

marked ¢17” on the back; no other 1nﬂorse

ment whatever 1s necessa,ry Suppose this is
taken from file or box ¢C,” on the bottom of
that file, (as well as in every other,) under the

the v;olume namber.

volume and the number ¢ 2.” The next may

may have been bound, and so this second vol-

Supposing that a volume were bound.

months past inunbound shape.

)Oll W’h]ch

‘be ¢« G,” which is likewise marked ¢3,” and
-entered on the bottom of that file W1th the .......
dates, and so on. until the «“C? file may be full
In the meantime some thirty volumes

{'ume in the “C? file Would in sach case, he"
simply marked ¢31,” and entered as before. -
| The next volume 111 the ¢« (C?” file might be
LY 59 7
out of each file every elght months on an av-,
erage, and we had occasion to refer to Daniel -
Camerow’s letters, we would turn to file ¢“C,”

letter D, and perhaps find his letters for thr(,e .
We then look

under the mdex sheets and find the fellowmg :

Last _ef beund.eolumes of ‘FO ? file,

From«—-—- To— .. : Referte ‘?‘ollell:_n_e.;e
Jan. 1,1875. | Sept. 10,1875 | -~ 1.
Sept. 10 1875, June 1, 1376. ERETIEE- } FESEE N
J uue 1, 1876 g Ja,n. 1, 1877 59 :

It will now be pereewed that hlS eorre-i_"

same time there may have 'Lc(,umula,ted about
seventy-five bound volumes on the shelves

spondence for two years and three months.
would all be contained in the three bouud vol-
umes, and a file only partly full, while at the - -

We would, therefore, have occasion tor handle,
only | ebeut one-twenty-sixth of these three};
volumes in order to find all his letters, ;11-;'___ *

| stead of having to go over every ‘volume.

The same remark as to facility and repldltj,r 52'.

of finding any stored cerrespondeuee applies’ |
to a large as well as to a small corr -'=speud e
ence. “

Each file or case is also marked on its sule, |

as well as on its front, with its proper indi-

cating-letter; so that durmg the operation of
sortmg out a batch of letters to be filed the.

| box may be placed endwise, with this bld&

letter visible to the sorter, thus shewmg in
which file or box: a gwen pa,per or letter IS tof.ﬁ;

be placed.

None of ﬁhe box,es need be dlsturbed ex-—f.
cept as a letter to be filed shall require it, and

then it may remain with its end outward -
| til the whole bateh is assorted.

This facili-

tates the rapid. and loose placing of the corre-
"Spondenee in the a.pproprmte boxes, betore the
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- been committed in the sorting.’ |
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final sub-classification of those for each box,
between the proper alphabetized leaves where

“each paper belongs. This seeond distribution
-or sub-classification serves as a sure check to |

discover and correct any errors that may hav
The advantages which attach to my cabinet
and system of filing therein may be briefly
and partially stated as follows: It insures
rapid sorting and filing; it is doubly self-in-
dexing, classifying each letter of the alphabet
by means of twenty-six compartments in each
file or box, a cabinet of thirty files giving
seven hundred and eighty filing-spaces; no

numbering of the papers is required, and no
indorsing of dates or names thereon, and no

writing thereon, is necessary; all folding of
the papers is dispensed with; every man’s let-
ters are kept together for a long period in an
unbound condition, easy to remove, but yet

‘always in the order of their date ; but few vol-

umes require to be looked over when searching
for old correspondence; there is a thorough
distribution of the papers, and consequently
the greatest facility of reference; the bound
volumes are solidly-packed letters; postal
cards, receipts, and papers -of any kind or

 size do not alter the shape of the volume, and

are as readily filed as other papers;, no index-
writing, or making of an index, in the com-
mon acceptation of the term, 1s necessary, as

that very act self-indexed; 1t is labor-saving
and time-saving, requiring only one:fifth the

time in filing, and from one-tenth to one-fiftieth |

the time in . finding letters thus filed away;
correspondence, including the oldest, can be
found almost instantly; letters from parties
having the same initials only come together
between the same two of the index-sheets.
Additional advantage for reference may be

gained by what I term a ‘directory classifi-

cation”—that is, by placing all correspond-

“ence which comes in the same filing-space ot

the indexing-sheets in the same order of ar-
rancement as the words in a dictlonary. or
the names in a directory; and when two or
more communications from the same party are
filed together, (as they must, of necessity, be,)

they should then be placed in their order of |
‘date. |

The italicized letter in the names, or the
italicized date, in the following table, indi-
cates the order of preference 1n arrangement:

the papers, when rightly put away, are by {

!

'3
. L S —
Letigf*-ﬁle .Indaxﬁ}etter _ " Date.
Caldwell; David. Aug. 3.
Cameron, Daniel, l June 2.
Cameron, Damniel, - June 20,
‘Cameron, Daniel, | July 8.
Cameron, Daniel, | Ang. 25.
Connor, Dorothy, Sept. O.
Crotty, Demus, June 1.
Culver, . - | D. Z,, July 6.
Cuyler, i D. R, June 2.
Cuyler, D. R, June 12.

—- . m

In very extensive correspondence a sepa-
rate cabinet may be used for one or more

States or countries; or, if still moreextensive—

as, for instance, in Government matters—a
cabinet for each letter of the alphabet, indi-
cating the initial letter of the town or city
from which the correspondence cowmes, plac-
ing the letters or correspondence in the files
of the cabinet under the initial letter of the
writer, as above shown. - To illustrate: If
James Ward, of Chicago, be the correspend-
ent, his letter would be placed in cabinet ¢ C,”
(indicating Chicago,) in file or box “W,” (in-
dicating Ward,) and under the index-letter
“J” (indicating James,) besides employing
the “directory” and the date classifications.
The cabinets may be made of any number

of files by using a single file, or file and box,

for any given number of alphabetical letters
or special purposes—as, for instance, by way -
of illustration, in Fig. 6,in which six files only
are employed, each one being used to hold

“correspondence under several initial letters or

heads. R | |
The cabinet should, for convenience, have

its doors arranged to fold flat against the

sides, so as to be out of the way when they
are open. -- |
I claim— : | |
In combination with a series of file cases or
boxes, severally containing a self-indexing
series of sheets, & cabinet adapted for the re-
ception of such cases, and within which they
are arranged in alphabetical or similar order,
in accordance with any of the within-described
systems. - | |
| | WM. A. AMBERG.,
Witnesses: = o
JAMES H. WARD,
JOHN J. HALSTED.
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