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nations used in any of the accompanying exhibits, except
with reference to the problem before me, These will nec-
essarily be different to seme extent in every industry. They
may diifer cven within the same industry. .

The rules here “given ake compiled especially for a master

. index, made under the unlimited root method, but they are,

with few cxceptions, equally applicable to either method,
or both. Before giving these rules, I wish to  emphasize
the exact relation of the two methods, and make it clear
that the acceptance of the unlimited root method does not
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and témperament of the primitive people: who originated
them, the influence ‘of ecarlier and contemporary languages,
ete. 'l‘l}n‘e‘scquchcc of designations in symbols, on the con-
trary, is built up in a direct causal relationship, the sub-
ordinate growing out of the more basic terms, as the leaves
of a tree grow out' of the twigs, tl wigs out of the
branches, and the branches out of the vf:r\;ﬂi limb.

Coming -to the actual construction of the symbols, the
method of accounting should first be determined upon, in-

_cluding the-sub-division of accounts, not only for the general

and also the method of

conflict with the printiple involved in the. limited root ledger, but for ctatlﬁtlcs as well,
¥ T i
method. - . 1
ROOT LETTERS .
B K . . |
@ : & O % sivins
pnrtalnln& to the acrchlnﬂh.\ng as Ml‘l\"ui.h.d from th‘ pro=
A Auxiliary Departments” ' N ducing foatures vf the buoineso.
vl Business Departments i - “w . C ©COST - Outlay, irrespective of time or form of payment.
o . .
C ‘selllng and Administrative Departaents apanad” -7 B D, DIRECT PURGHASE 3 Purchases made eepoctelly for a given Product.
D Manufasturing Departaents o 3 ZQUIPKRNT - Machinery, Apparatus, Furniture and Pixtures of all
- - xinds. .
x RN ¥ FUNCTION - Duties and performances.
: ¥ 0 GENERAL - 18l df: 1
o suxillary or suboidiary i other "aivisiona. |
H Sketches i ° B . .
s 7 INVORMATION AMD INSTRUCTIONS -
K Bindery Work ! ’ - X OUTSIDE PROPERTY - Not the property of the company.
L spectal Tools N L
5 y c N M MUANUPACTURING - Menagerial divl-lonl, subdivibions, and eaployeos,
O M Norchandise shipped dizect end Stores o1t *Product” O pertalning to the producing as dlntll\‘lll.h!d from the merchandie-
N Packing - . f ing features of the business.
P Printing Matter N N . . "
P PRODUCT - Separate parts, groups of pAI‘Y.l, and completed unolu.
* - Tepresenting the definite stages through which materials and labor
{s storn] L ‘pass during the process of production.
‘T Type Setting and Piate saking - { R REVENUE - hcone, trrospative of tize or fom {n which now otand~
eRm Ang. prot
ﬁ U~ Publianing < v S STANDARDIZED STORES - Physical thh\cs consumed in the I:QMIIC' of
V. Worked Material for various uses .& the business and ra(ullrly carried in stock.
v . T '700LS - Hand implemonts, including easll hend machines.
-
s £ U UNSTANDARDIZED Physical things consumed in the’ conduct
¥ port Gopstruction | OE he Muatoeqa! other than Diract Purchases ond By-Products, not
Y Construction, Equipuent and Mechinery " to be reordered when consume
. #Conatruot ton
2 Real Estate and Bulldings . . Vv VARIOUS - Secondary or special roote. .
. ) ’ W WORK PLACE --Subdiviaions of the preatoes, roprosenting & define- -
v . able section, for the purpose of designation. .
0 + . o, .
. ) ' ¥ DY-PRODUCE - Things of valus, inoidgntally produced 4n the conduct
— - £ the businoss. H
h N o 14 N -
: v -

EXHIBIT C— Root sheet %ﬁrst page) of Index under the Limited Root
+Method.

The principal difference is in flexibility and utility. The
limited root index is like an arbitrary - code, -whereas the
un‘limilczl root index is like an alphabet or vecapulary, from
which—through using, the symbols in  combination—any
number of codes may be written.

In the limited root method the real root is largely de-
pendent upon the way in which the symbol is used unless
we limit their use to the three rodts expressed by the group
Expense, Product, and Construction, to which they belong.

In the unhmm(l root’ methocl each symbél is complete
within itself,’ Land i$ no more affected by the way in which
it is used, or by combination with othér symbols than are
words. .

The three fun(lamultal principles sought ‘after in workmg
out these rules have been—brevity, standardization of terms,
and sequence in. relafionship. -The facility of symbols in*
éxpressing these fundamentals to which words and phrases
are .but clumsily adapted -soon recommends them, even
though the principle is not émisciously understood; and has
the effect of making the symbols apt and easy of use. ...

‘Words 'in language and their relationship—or lack|of it,
are the product of Yhance ‘influences, such as the pursuits

EXHIBIT D—Root sheet (first page) of Master Index under the Unlimited
Root Method.

closing the buol\s
accounting symbols
tesfled.

The tying-in of the accounting methods with the index
is an ecssential of a proper index for an industry. The
selection of the root letters is materially affected by the
method of accounting, and every accounting symbol should
not only designate, but should at the same time be a deriva-

-
Before going much farther, the actual
should be completed and thoroughly

- tive- of the accow‘tmg sxgmﬁcance of the item:represented

by the symbol. -
The sub-division of accounts is 1nd1cated in the symbolq

by the order in which the letters occur, reading always from’

the root toward the end of the symbol. The closu@g of ac-
counts may be: indicated in reverse order by i qadmg the
symbol backwards.

The master «mde\: should be falrly well developed as a
whole and laid out in pencil, and finally revised only . as the
actual plan of management is determmed upon and. as
Stan(lmg Instructions are written.

If the index is not fairly well developed as a whole, prior
to the full development of any one root, it is almost inevit-
able ‘that it will be’ unbalanced On the other hand, it is

)

'

-
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inﬁ)ossfib‘le to perfect it beyond the accol.mting system, except
in p|ecemeal as investigation and classification go forward.

We should bear constantly in mind the fact that the ma-
jority of persons who will. be called upon to use an index
have not trained minds, nor a knowledge of the business,
nor an understanding of ‘the. principles on which the
index is cox}_stl'uctcd, to aid them in rca(ﬁng‘ the sym-
bols. No pains should bel spared to make the’index abso-
lutely mnemonic. Kine distinctions in the meanihg of words
should always be sacrificed to the selection of words which
may be literally symbolized.

In the foregoing page of Root Letters under the unlimited :

root method (exhibit D), containing seventeen designations
for twenty-two letters, there is only one designation which
is not entirely mnemonic; as J and K, used instead of I
and O respectively, may fairly be regarded as mnemonic.”

. RuLEs

All root designations with definitions, should be written on
one sheet constituting the first pagc of the master index
(exhibit D). -

Fach root designation ‘should in turn be written at the. head
of a separatc.sheet, and the designations. (With defini-
tions) representing -the first qualifications of the root,”
listed below (exhibit' E).

C Cos?
¢ A Apportiomned - Coul apportioncd to a given product. 0
Purchases kindg, materials, labor, and over-
Fond oxpence apportionsd 1oa given prodict (ol » - .
) . g
¢ Capital - Velubs used to produce Tovenuo, whero thy I
a0 will extend over a perlod of yoars, ao s S
tinguished froxm valuoe q\llcxly conouned for reuu)i‘ |
D . .
1
® . .
Sl
3 s 4
6 Goin - Revenpo in excoss of cost, not otherwise N |
ancitice: 3
H il B
J Ko 1
I
o* : o
L Loos - Cost in excess of Tovemus, met otherwioe M 2
classified. |
u " |
X s . . ‘3:
13 . S
. 1
R . . .
' |
8 v . R
: SR
U Unapportioned - Cost unn};rnrtloneﬂ to any, given v Lo
. product, Items 80 gener: character, nr un i 1
in such small quantities for any given gn it Coee
is not practicadle to charge (lpporuon t)lsu'dlncl
to a given product (Jjob). e
v 1
PR )
M . I
x . 1
@] !
¥ |
" 1
“ B I
. i
|
]

EXHIBIT E — A sgcond page under the Unlimited Root Method.

Also illustrates the locating of index letter and cutting of sheet for auto-

matic indexing.

Each succeeding qualifying designation, preceded by pre-
ceding ‘designation, should in turn be written at the,
head of a separate sheet, and further qualifications '
made in like manner (exlnblt F).

I, O and Z are not used because they are casnly confused
with the numerals 1, 0, and 2. .

Q is not used becaise it is difficult to write accurately.

Words begiming with I and O should be used as designa-

’ tlons as little as possible, and when used; should be

b Ry .
placed opposite J and K respectively
and K. are scldom used,
through double meaning will be infrequent.

lVVor(ls beginning with Q and Z may -casily be onnttul{raeil
1 and therefore no provision ncul l)c made”.,

designations,
for them.
Numerals may be used as designations. Tllcy\w&c often de-
b

sirable and sometimes necessary where the
_qualifications than there arc letters. They” should be
put before the ‘designation which, thgy qualify mstcall of
after it as with letters. .

Numerals may be used at the end of a symbol only to m(l1~»
cate sequence in the thing symbolized, as order or. lot
number, etc. :

Every (lm;ﬁnatlon shoul([ as [ar as ])()SSll)lL, begin: with the
Tetter which is to represent it in the index.. To accom-
plish this, all quafifying designations, at any given stage
in the construction of a symbol, should first be aritten
opposite the letter- with which the (lLsmnatmn begins.
“This will frequently cause several (lwgndtwns to he
pldced opposite tlu. same letter, at thls prolnmn'ny
stage.

Dealing with™ tlic lcttus opposltc which there are v
designations, one at a time, look over the designatidns,
and sclect the one least used. Then consult a’ thesaurus
(an ecssential in making a mnemonic index) and sec if
you cannot substitute some wornd l)cgummg with a’letter

. which has no designation opposite it, and Wl‘llLl] for sym-

bolic purposes will be cqually ('c% riptive. /
......... S - - - :
. ’ l
© G cosT ° . i
. A Apportionep. .. N . :
ae; \f i
IR I
- . !
o Al
* * v
B Businesn - Pen.nun.; to businepn divieions, admin. LI 1
istration, selling, ahd other renturee of nerchmdh- .l
ing av distinct from prnd\.:lng. Am:etllaneﬂ L3 .
given product {job) a rary £ of producuon |
. and of merchandise xnvuvm oL [
c ¥ |
D Direct Purchace - Purchases made upoclnlly for, and |
apportioned direct to, .s giyen product {Jod v B
® . . !
¥ - i
G Gain - Revenue, in excess of Cost apportioned to o ol
given product {job). o
o : R
4 ® B
b 4
, B .
O x 4 e ol
L Cost, in axeeu of Rovesus spportioned to & :
Hoven product (1os R
u ;I
‘ v R
¥ Y ’ N L§| B
P Productien - Per!nﬂim to praducing ll distinguished ]
froa materials or merchandie: lng r apportioned 4 B
direct to a given pl’oduct {Job), snd "‘l‘ pért of un-
nppar“oned oanufacturing cost .ppmlnmu st T Lo
arbitrary Tate to each product (Job) |
R 0. S
"5 Stores - Gtores and By-Productu. Stores, taken P 1
Stock snd spportioned direct to a given product (m:). { I
T -
v . :
v P .
v ’ . 5
0 o
¥ R 1
. |
|
[. i
Lt

EXHIBIT F—A third page under tlie. Unlimited Root Method.
Also illustrates the .locating of index letter and cutting of sheet for auto-
matic indexing.

You will be surprised at: ithe frequulcy with ~wvhich you fmd-
a better word. -Even if the word is not as good, it is
moré¢ impotftant that the des:gnanon shoyld bg mnemonic
than literal, so long as it is symbolic of the (leﬁmtmu
‘of the designation. -Repeat this process until thereis

not more .than ‘one designation apportioned to any one

letter. . o
\yllen you use a letter to' indicaté a word beginning” with

some other? Ietter than the one opposite which it is-

. This is becau:l_?."
and therefore, confusior

arce mere .




