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CHAPIER I
INTRODUCTION TO FILING AND IWDEXING

General Alms and Objectives

Sometime in the latter half of the fourteenth century

Johannes Gutenberg probazbly invented the printing press with
movable type. Few, if any, historians will deny that this
inventiocn was one of the greatest of all time. It was the
mass printing of the Reformation writings that spread that
movement to the far corners of the then-knowvm world., The
result of this widespread dissemination of idess and beliefs

is a matter of historical record. In all time the printed

[

page has been a mighty tool in the hands of God's ambassa=
dors to bring the light of the Gospel into men'?s darkened
hearts. Since those early days of printing there have been
many improvements on the invention of Gutenberg. Today
huge rotary presses produce countless printed pages. Never
before has the proverb been so true, "0f the making of books
there is no end."

The pastor and theological student are constantly
bombarded from 2ll sides by this seemingly endless stream of
printed material. There are books, periodicals, newspapers,
pemphlets, brochures, reports, essays, bulletins, tracts,
and catalogs in every shape and form and dealing with in-

nunerable subjects and topics! These descend upon the pastor
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and student from all quarters--publishing houses, book stores,
denominational headquarters and numerous other sales-conscious
and "cause-conscious™ groups. Obviously much of this material
is of little value, but if the pastor is to be "all things to
all men,” he must concern himself about these materials so
that he may have available every possible rescurce for his
ministry.

Since the average pastor has available no one gualified
to aseist him in this task, he must do most of it himself.
Aside from the task of reading and eveluating printed materi-
als, the pastor must find some way of storing these materials
and organizing them sc as to have available the materilals he
needs when he needs them. Dr. Elgin S. loyer, librarian at
Yoody BEible Institute, reports a comment from one of his
professors, “There are two ways of securing the information
we need; one, having it in our memory, and the other, knowing
where to find what we want when we need it.”l The aim of
this thesis shall be to describe a method of filing and ine
dexing which may be used to help the pastor and student in
this task.

Definition of Filing and Indexing

The printed materials with which the pastor and student
work may be roughly divided into two groups. On the one

lglgin S. ¥oyer, The Pastor and His Library (Chicago:
Moody Press, 1953), p. 12.
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hand, there are permanent or bound materials. These include
books which are kept on the iibrary bookshelf. This class
of materials also includes such magazines as are kept whole
and intact because the material in them is of a concentrated
nature which does not lend itself to clipping. The method
by which the pastor can make these materials more useful is
known as indexing. This is a process of gathering references
from bound materials in a systematic manner. The technigues
and details of indexing will be discussed more fully in chap-
ter six.

The other type of materials may be classed as ephemeral
or "loose® materials. This includes newspaper and magazine
clippings, tracts, pamphlets, brochures, excerpts from bor-
rowed books, and notes taken on lectures, sermons, or readinge.
In short, this group of materials includes anything that is
not convenlently kept on fhe library bookshelf. In addition
to being concerned about the content of such materials, the
pastor and student must devise a method of storing and pre=-
serving these materials in an organized manner so that they
are readily accessible. This ggsk may be accomplished by the
process of filing and will be discussed in full in chapter
five.

Criteria for Filing and Indexing

Any efficient method of filing and indexing should meet
certain obvious criteria. lost pastors do not have trained

professional assistance. Such help as is available is usually

T
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part-time and not very experienced nor theologically trained.
If such untrained assistants are to render any substantial
service, the method of filing and indexing must be reasonably
simple. At the same time the method chosen by pastor and
student must be comprehensive and adaptable so that it may
meet future needs and interests. Another universally accepted
criteria for a filing system is that it should not be time=-
consuning. Every author on this subject, the present writer
included, dedicates himself to this criteria. Glen C. Tomp-
kins sums these criteria thus, "The qualifications necessary
to any good system are: simplicity, compactness, expandabil=-
ity, concentration of arrangement, economy, and adaptabil-
ity."2

However, in evalvating the numerous methods discussed
by various authors, and in the light of a few years of ex=-
perience with these methods, the present writer concludes that
there is no "royal road” to really worthwhile filing and in-
dexing. Ultimately, the value of any method of filing and
indexing is dependent upon the amount of time spent on it.
Of necessity, any method of filing and indexing must also
entail some expenditure of money. Frequently, careful ine-
vestment of money can reduce the time needed to prepare an
adequate 'system. However, investment of both time and money
can be kept at a minimum by carefully planning a method of
filing and indexing according to some sound and tested

2Glen C. Tompkins, "All Things in Order," mimeographed
in 1950, p. 1.



3
principles. In the following pages we shall endeavor to

demonstrate and apply some of these principles.
Survey of Vorks on Filing and Indexing

This thesls is by no means the first attempt to assist
the pastor and student in his filing and indexing methods.
In all tho history of the Christian Churech men have been cone
cerned about books and written materials. Recall Faults
requost for the cloak, "also the bocks, and above all the
parchmente.”3 Careful historical research beyond the scope
of this thesls could probably trace a concern for books and
parchments through the ages. For our purposes let us see
what has recently been done in this area.

in the early part of this century Ur. Theodore Grasbaer
delivered a series of optional lectures on this aubject to
the students a2t Concordia Seminary in 3t. Louis, iilssouri,
These lectures wore put into printed form about 1922, 4
second edition appeared in 1925 under the title, fhe Fastor
as Student and Literary workere. This second editlon gives a
very extensive treatment of the subject and describes an elabe
orate method. ir. Groebner recommends alphabetical filing,
use of a "common place book," an "index rerum,” an "index
locorum,” and other unique features. That this method "grew"
rather than being first planned is evidenced by his statement
in the forward to the second edition: "The chapters on filing

32 Timothy 4313,
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and indexing have been amplified in the light of more recent

experiments.“4 Also indicative of the method's usefulness
and practicality is Dr. Graebner's preference for the Wilson
Index.’

The Wilson Index seems to have made its appearance about
1925 or at least enjoyed some popularity at that time judging ]
from Dr. Grasbner's remarks. It is still available and has
some merit. It is an attempt to keep the indexing as compact
as possible in a single ten and one-fourth inches by eleven
inches volume. The publishers recommend alphabetical filing.
In the effort for compactness the Wilson Index limits itself
by making expansion of a given section difficult. It should
be noted that this is probably the oldest commercial indexing
method still available.

For some years iir. Donald F. Rossin has been developing
and producing commercial filing and indexing materials for
pastors and students. He comes from a background of experi-
ence in the parish ministry and has worked out methods based
on the Dewey-Decimal Classification used in most libraries.
The present writer was privileged to work with #r. Rossin for
four years. In this time the present writer developed the
methods presented in this thesis. This is the first effort
to describe completely these methods and set forth a single

4Theodore Graebner. The Pastor as Student and Litera
Worker (St. Louis: Concordia P RNn 3 House, 10251 poar
5Ibid., p. 122.
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unified system of filing and indexing. Iir. Rossin's services
offer sets of letter-sized folders.labeled according to the
Dewey Classification. The 200 section on religion is care-
fully expanded and adapted.

Another commercial system gaining popularity in some
areas is the Hemory-O-lMatic Filing System produced by The
Mount Vernon Foundation of Mt, Rainier, Maryland. It is
based on an independent method of classification using num-
bers and letters. It has been adopted by the United States
Department of Agriculture in filing its materials with con-
siderable satisfaction. It is a very comprehensive system
and tends tc become quite elaborate.

Dr. Elgin S, loyer of loody Bible Institute produced a
book in 1953 titled The Pastor and His Library. Dr. loyer is
primarily concerned about organizing the pastor's library
books. He recommends the use of the Dewey-Decimal Classifi-
cation for this and gives a very excellent and comprehensive
description of the mechanics involved. He has two chapters
devoted to filing and indexing. In this he recommends alpha-
betical filing and use of cards for indexing.

Leslie Robinson Elliott, librarian at Southwestern Bap=-
tist Theological Seminary has prepared a booklet titled, The
Efficiency Filing System. He advocates use of alphabetical
filing and presents a list of subject headings. In his re-
commendations for classifying library books on the sheif he
follows a categorical method. He writes especially for Bap-

tists and gives some fair suggestions.

PRITZLAFF MEMORIAL LIBRARY
CONCORDIA SEMINABY
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Wilford Raymond Hall, visiting lecturer on filing methods

at Berkeley Baptist Divinity School and the San Francisco
Theological Seminary, has written a booklet on filing and in-

dexing. - Hls recommendations follow the Dewey-Decimal Classi-
fication. It is titled, The Preacher's Filing System.

Glen C. Tompkins, of a background unknown to the present
writer, has prepared a mimeographed manuzl of filing and in-
dexing under the title, "All Things in Order." He recommeands
alphabetical filing and extensive use of cards for indexing
and cross referencing.

Don Wardell, also of unknown background, has written a
volume titled Practical Helps for Christian Workers. In it
he presents a variety of suggestions on filing and indexing.
He suggests an independent decimzl classification. His aim

is to present ildeas adaptable for the individual using then.

In his presentation he becomes somewhat generzl and vague.
General Evaluation of Past Works in Filing and Indexing

All of these authors have made some contribution to the
area of filing and indexing. HMany of them have much in com-
mon. Yet there are apparent several weeknesses. In general,
it is this writer's opinion that some of these authors have
become too specific, sometimes too brief in their presenta-
tion, and thus have made their overall suggestions too
difficult to adapt to specific needs. On the other hand some
have been too general and too prolific in their suggestions
with the result of puzzling and confusing the users. This
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has been the result of a sincere effort to be adaptable.
Specific criticisms to be discussed later in more detail is
the use of an alphabetical classification in filing, the ex-
tensive use of cards for indexing and complicated or unique

methods.

Specific Aim and Limitations

Our aim in this thesis shall be to overcome these weak-
nesses by describing a single unified method of filing and
indexing based on the Dewey-Decimal Classification. Ve shall
offer alternate suggestions where they are practical in our
Jjudgment. We also wish to present in this manual a reference
tool for filing and indexing by providing the numerical
tables and a relative index of the Dewey Classification es-
pecially prepared and selected for use by the student and

pastor.
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CHAPTER IIX
METHODS OF CLASSIFICATION
Need and Criteria for a lMethod of Classification

If the pastor is to develop a useful and practical meth-
od of filing and indexing, he must first lay plans. Primary
in these plans is the selection of a method of classification.
By this we mean the overall division of materials which the
pastor will follow., "Classification in any work means plac=
ing together in one division and under one heading all close-
ly related material.”l The adequacy of the classification
wlll very often determine the success or failure of a filing
method. If the classification is not expandable, the user
will find himself with folders which cannot be further sub-
divided. If the classification is not comprehensive enough,
he will find himself with materials for which he has no pro=
vision. If it is not carefully worked out, he will find his
related materials scattered and illogically arranged. Dr.
Noyer sums the criteria for a method of classification this
way, "Whatever method is chosen, it should be ocne that can be
set up with the least possible labor and difficulty, and one
that can be used with the greatest possible efficiency and

lyargaret Fullerton Johnson and Dorothy E. Cooga Manual
of Cataloging and Classification gﬁg 11 School and Public
Tibraries (Fourth edition; New York: H. W. wWilson Co.,
Pe 65.
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Alphabetical Classification

The method of classification which comes to mind first
is the alphabetical method. This classification simply ar-
ranges all materials according to the alphabet. Folders are
labeled according to their content and filed alphabetically,
for example, Adventism, Bible, Christology, God, Missions,
Sin, and so forth. This method seems to meet the criteria
considered above. It is simple, expandable, comprehensive,
and so forth. But practical experience and a little thought
bring to light several weaknesses. Above we defined classi-
fication as the grouping of related materials under one head-
ing or one division. Alphabetical classification separates
related materials. For example, the books of the Bible will
be scattered throughout the entire file; general materials
on Dogmatics would be widely separated from other specific
doctrines like Justification and Sanctification. It makes
necessary numerous cross references if related materials are
to be kept together and relocated when needed.

Another serious problem is the choice of titles or sub-
ject headings. Given the same general topic of filing and
indexing, no two writers used by the present writer came up

with similar lists of subject headings. In this connection

2E1gin S, Moyer, The Pastor and His Library (Chicago:
Mboay Presﬂ' 1953 Y pow-
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the problem of synonyms must also be considered. Three
people might possibly file the same materials in three differ-
ent places using the alphabetical classification, for example,
Lord's Supper,3 Sacrament of the Altar,h Eucharist.” Thus
the subjectivity of alphabetical classification will lead
different people to file the same materilals in different
places and the same person to file the materials in different
places at different times. This makes it difficult to use
untrained helpers. #4n obvious commentary on the alphabetical
method of classification is found in its abandonment by all

libraries except in rare cases.
Categorical Classification

For these reasons many other classifications have been
developed. These may be characterized as categorical because
they group related materials into categories and assign a
symbol to each category. This symbol may consist of letters
or numbers or both. Numbers are subdivided by means of deci-
mals, letters by the addition of more letters to the basic
symbol. There are few major classifications of this type
which have gained and maintained popularity. The Library of
Congress uses this type of classification. Union Seminary

3Leslie Robinson Elliott, The Efficiency Filing System
(Nashville, Tenn.: Broadman FPress, 1951), P. 21l.

4Theodore Graebner, The Pastor as Student and Litera
Worker (St. Louis: Concordla Publishing House, 19257, p. Efb.

5Moyar, OD. c:lto, Pe 51.
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has developed a classification especially for theological
libraries. One of the oldest and by far the most popular is
the Dewey-Decimal Classification. It is used in 95% of
dmerican libraries.6

Any good categorical classification overcones the prob-
lemns of the alphabetical method. Related materials are
usually gathered under major headings and divisions. Syno-
nyms offer no problem because the user is always directed to
the saue category. The basic divisions in the major ciassi-
fications mentioned asbove have been worked out by experts in
the field and are standardized so that the element of sub-
Jjectivity is reduced comsiderably. This permits the use of
relatively untrained assistants. The categorical classifica=-
tions are &lso in harmony with good psychological principles,
These tell us that men think in relationships and categories
rather than alphabetically or other artificial methods.

Some authors hsve tried to combine the alphabetical and
cetegorical methods of classification in an effort to main-
tain the simplicity of the alphabet and to gain the advan-
tages of categories. They select the major categories and
then alphabetize under these major headings. There are some
variations of this procedure, but the description above gives
the general idea. The resulting classifications have some

value and must be judged according to the criteria suggested

6pavid Judson Haykin (Editor of the Decimal Classifica-
tion, Library of Congress, Washington, D.C.), in a personal
letter to the present writer, dated Oct. 10, 1955.
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above. They are usually adequate for a small amount of fil=
ing and indexing. When used extensively for a great variety
of books and materials they result in extensive mechanics of
indexing and cross-referencing. This tends to make them
time-consuming and cumbersome. Efforts at such combinations
or independent classifications include the work of Wardel,

Tompkins, and Kells.
Advantages of Dewey=Decimal Classification

After consideration of various methods of classification,
the present writer has chosen the Dewey-Decimal Classifica-
tion. Aside from the advantages found in any good categorical
method, there are severzl other advantages in this method.

As already mentioned, the Dewey=-Decimal Classification is the
most widely used of all. This increases the likelihood that
even the untrained help available to the pastor will have had
some acquaintance with at least the fundamental principles.
It permits unlimited expansionj it is entirely comprehensive
and has been proven satisfactory in handling all types of
library materials. Libraries everywhere become supplements
to your file. The use of only numerals in the symbols bridg-
es language barriers. The number applies regardless of the
language being used. This is due to the zealous regard which
the owners of the copyright hold for the integrity of their
system. It is doubtful that any other classification will
gain the popularity and acceptance of Dewey-Decimal Classifi-

cation in the near future. For these reasons the present
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writer recommends this classification as one certainly worthy
of considerstion. In Synodical Conference Lutheran circles
it deserves special consideration since most of the major
theological libraries in this body are classified by Dewvey-

Decimal,
Introduction to Dewey-Deciﬁal Classification

Explanations of the Dewey-Decimal Classification may be
found in most of the classification books published by the
Lake Placid Club Educational Foundation, owners of the copy=-
right. JSeveral editions are available. The pastor may find
use for an abridged edition or of the relative index only.
Ordinarily the tables and index presented in chapters three
and four of this thesis will serve adequately most of the pas=-
tor's need. For assistance the pastor may be able to use the
local library copy.

In preparing his classification Melvil Dewey divided all
of knowledge and thought into ten major classes as showa in
the quotation below:

000 Ceneral works, including general encyclopedias and
general periodicals.

100 Philosophy, including psychology, ethics, etc.
200 Religlon, Christian and Non-Christian.

300 Social sciences, including economics, government,
1&“, etce.

LOO Philology, including dictionaries and grammars in
all languages.

500 Pure science, as mathematics, chemistry, physics,
botany, astronomny.
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600 Useful arts, as agriculture, engineering, medicine,
hygiene.

700 Fine arts and recreation, including sculpture,
painting, music, aesthetics, amusements.

800 Literature.

900 History, including travel, geography, biography.7
In this quotation Moyer quotes from the standard Dewey-Decimal
Classification tables and adds a note of explanation.

Each of these ten main classes is further divided into
ten divisions. Thus the 200 class covering the area of re-
ligion is subdivided as follows:

200 RELIGION

210 Natural Religion

220 Bible

230 Systematic or Doctrinal Theology

2,0 Devotional Theology

250 Pastoral Theology

260 Ecclesiastical Theology

270 Christian Church History

280 Christian Churches and Jects

290 Non-Christian Religions
Similarly each major class may be subdivided.

Each of these divisions may be further subdivided into
ten sections. The quotation below demonstrates how the 220

division on the Fible is subdivided:

220 BIBLE

221 0ld Testament

222 Historical Books
223 Poetic Books
224 Prophetic Books

7Hbyer, op. cit., p. 33.

8Melvil Dewey, Decimal Classification (Fifteenth editionj;
lNew York: Forest Péess, Inc., Lake Placid Club, 1951) pp. xxiv
and xXxXv.
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222 New Testament

22 Gospels and Acts
227 Epistles
228 Apocalypse Revelation

229 Apocrypha and Pseudepigrapha9

Each of these sections may ageain be subdivided by the
use of decimals. For example, the following quotation shows
Dewey's division oi 226 Gospels and Acts:

226 COSPELS AlD ACTS

ol Harmonies 6 Acts of Apostles
2 Matthew o7 Miracles

o3 Mark «8 Parables

oly Luke o9 Lord's PrayerliO
o5 John

Thus the major problems of classification have been solved
for the user. The system is infinitely expandable by the use
of decimals. The producers and authors of the Dewey-Decimal
Classification have anticipated many of the pastor!s needs,
but have also allowed for personal adaptation and expansion.
The classification velumes available have two major sec=
tions in them. The first part of the book lists the subjects
in numerical tables. The second part of the book lists the
subjects in alphabetical order and gives the correct Dewey=
Decimal number. This section is known as the relative index.
The numerical tables give guidance in breaking down major
headings. The relative index gives proper location of any
subject. Thus both parts are valuable tools for filing and
indexing. Since a complete edition of Dewey is quite expen-

9Ibid., p. xxxii.
101bid., p. 41.

ImEE TW WEYTEW
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sive and the abridged edition is somewhat brief for the pas-
tor's needs, the present writer will present in the following
two chapters a rather comprehensive set of tables and rela-
tive index for the pastor emphasizing the 200 class on reli-
gion. These two chapters may be important tools to the pastor
using this method c¢f classification for his filing and index-
ing.




CHAPTER III
DEWEY-DECIMAL HUMERICAL TABLES
Introduction to the NHumerical Tables

The purpose of this chapter is to give the pastor and
student a brief cverview of the entire Dewey-Decimal Classi-
fication. This overview, of necessity, is brief in areas of
knowledge outside the area of religion. In the area of reli-
gion the thesls is very complete containing most of Dewey's
suggested divisions plus a number of personal adaptations and
expansions. Where the thesis departs from standard Dewey
Classification, the entire section is so designated. Uhere
the departure involves cnly a few numerzls or titles it is
indicated by an asterisk (#). This selection is especially
prepared for use by pastors and theological students. It is
designed to help the pastor chcose folder headings and index
subject headings which will be discussed in chapters five and
3ix respectively. Once major divisions are selected, these
tables will guide the user in further subdivisions. For the
immediate purposes of the discussion of filing and indexing
it is helpful to scan these tables to get a general idea of
the grouping of materials. As indicated before, these tables,
with the exceptions noted, are quoted from the fourteenth and
fifteenth edition of Dewey's Decimal Classification and Rela-

tive Index. First we shall present a summary of the entire




tables.

will

The following summary of the entire Dewey Classification
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in the following section we shall expand-these
tables in some areas, but especially in 200 Religion.

Introductory Summary of Entire Tables

give the reader the basic outline and pattern.
000 QCENERAL WORKS

010

020
030
040
050
060
070
080
090

- 100

1i0
120
130
1L0
150
160
170
180
150

200

210
211
212
213
215
218

220
221
222
223
222
22

228
229

Bibliographical Science and Technique
Library Science

General Encyclopedias

General Collected Essays

General Foriodicals

General Societies fuseums
Journalism

Collected Vorks

Book Rarities

PHILOSOPHY ESTHETICS

Metaphysics

Metaphysical Theories

Fields of Psychology
FPhilosophic Systems

Psychology

Logic

Ethies

Oriental and Ancient Philosophy
lodern Philosophy

RELIGICH
NATURAL RELIGION

Deism Athelsm Theism
Pantheism Theosophy
Creation Evolution*
Religion and Scilence
Immortality

BIBLE

0ld Testament

Historical Books

Poetic Books

Prophetic Books
New Testament

Gospels and Acts

Epistles

Apocalyptic Literature
Apocrypha and Pseudepigrapha

T WYY T ITEN
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- 230 SYSTEMATIC OR DOCTRINAL THEOLOGY

231 God Trinity

232 Christology

233 Man

23L Soterioclogy Salvation

235 Angelology

236 Eschatology

237 Future Life

238 Statement of Fundamental Religious Belief
239 Apologetics Polemics

240 DEVOTIONAL THEOLOGY

241 Christian Ethics

242 leditation Consolation

2k, Stories ~ Allegories Satires
245 fiymnology Christian Music*

246 Christian Symbolism
247 Esthetics in the Church
2L8 Personal Religion

21,9 Family Devotions

250 PASTORAL THEQLOCY

251 Homiletics

252 Sermons

253 Pastoral Life

25k, Church Administration
256 Parish Societies

258 lielfare Viork of Church
259 Other Ministrations

760 ECCLESIASTiCAL THEOLOGIY CHURC!

761 Christian Social Theology
.62 Church Government

63 Christian Sabbath

164 Public VWorship

165 Sacraments

266 Missions

267 Associations
268 Religious Education
269 Evangelism

270 CHRISTIAN CHURCH HISTORY

271 Religious Oxders

272 Persecutions

273 Heresies

274-9 History of Christian Church in Specific Countries

280 CHRISTIAN CHURCHES AND SECTS
281 Primitive Churches

282 Roman Catholic Church

283 Anglican Church

28L Protestantism




285

286
287
288
289

290
291
292
293

295
296
297
299

300
310
320
330
31,0
350
360
370
380
390

4,00

22

ggggbyterianism, Congregationalism and Reformed
es

Baptist Churches and Other Immersionist Sects
Methodism

Unitarianism

Other Christian Sects

HON=CHRISTIAN RELIGIONS
Comparative liythology and Religion
Greek and Roman Mythology and RHeligion
Teutonic and Northern liythology and Religion
Buddhism and Brahmanism
Non-Semitic Asiatic Religions
Judaism
Fohammedandism
Other Hon-Christian Religions

SOCIAL SCIENCES SOCIOLOGY
Statistics
Political Science
Economilcs
Law
Public Administration
Social Welfare
Education
Conmerce
Custons

LINGUISTICS
Comparative Linguistics
English Language
German
French
Italian
Spanish
Latin
Creek
Other Languages

PURE SCIENCE
Mathematics
Astronomy
Physics
Chemistry
Earth Sciences
Paleontology
Biological Sciences
Botany
Zoology

APPLIED SCIENCE
Medical Sciences
Engineering




000

010
020
030
040
050
060
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630 Agriculture

640 Home Economics

650 Business and Business Methods
660 Chemical Technology

670 lanufactures

690 Building Construction

700 ARTS AND REGREATICN
710 Landscape Architecture

720 Architecture
730 Sculpture
740 Drawing Decorative Art

750 Painting
760 Prints and Print Making
770 Fhotography

780 Music

730 Recreation

800 LITERATURE

810 American Literature
620 English Literature
€30 German Literature
640 French Literature
850 Italian Literature

8660 Spanish Literature

870 Latin Literature

8680 Creek Literature

8%0 Literature of Other Languages

00 HISTORY

210 Geography

920 Biography

930 Ancient World History
940 European History

950 History of Asia

960 African History

970 North American History
980 South Jlmerican History
990 History of Oceania

Expanded Tables for the Pastor's Use

GENERAL WORKS

Bibliography

Library Science

General Encyclopedia

General Essays

Periodicals lMagazines
General Societies Museuns




070
080
090

=100

110
120
130

132
133

PRl . B 2]

2L

Journalism Newspapers
Collected Works
Book Rarities

PHILOSOPHI

letaphysics
lHetaphysical Theory
Fields of Psychology

Abnormal Psychology

Occult Sciences

ol lipparitions Ghosts

2 Hallucinations Illusions
«3 Divination Fortune Telling
o4 Uitcheraft

5 Astrology

.6 Palumistry

«8 Telepathy

9 Spiritualism

Hypnotism lesmerism

Sleep Dreams Sleepwalking

Philosophic Systems
Psychology

Intelligence Tests
Learning lemory
Emotions

Habits

Attitudes*

Logic
Ethiecs Adiaphora,* cf. 233.2 Sin

Theories of Ethics

ol Christian Ethics, eof. 241

«6 Consecience

State Ethics International Ethics
Family Ethics, cf. 249

.% ga{riaga g;vorce

~ o a. ionogamy

3 Dutgﬁsmif Husbands and Wives Birth Control*
.8 HMasters Servants

Professional Ethics

ol Cler

«2 FPhysicians
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3 Lawyers
o4 Business Ethics
«8 Employers Employees
175 Ethics of Amusements and Recreation
ol Public Shows
.g gheater
. ancing Square Dancing
o4 Games of ski%l =S
«5 Games of chance
o6 Prize fighting Animal fighting
o7 Racing
Y QCambling
176 Sexmal Ethics
ol Chastity
«6 Adultery, cof. 173.1=3
8 Immoral Literature
177 Social Ethics

«2 Gossip
3 Truth Slander Flattery
«4, Dress .

«0 Courtship
~ «f Philanthropy

178 Teuperance Stimulants
ol Alcoholism Intoxicants
«5 Prohibition
«7 Tobzacco
«& larcotics
o9 Gluttony

179 Other Ethical Topics

«2 Cruelty

™ 5 Oaths

.6 DBravery Heroism
o7 Dueling Suicide
.8 Vices

«9 Virtues

180 Oriental and fincient Philosophy
190 Jiodern Philosophy

-~ 200 RELIGION

201 Philosophy of Religion

202 Compends Outlines Syatems

203 Dictionaries Cyclopedias

204 Essays Reports

205 Periodicals lMagagzines

206 Socileties Bible Societies Tract Societies
208 Collected Works

209 History of Religion



210
211
212

221
222

223

26
HATURAL RELIGION

Deism Atheism Rationalism Infidel Theisn
Agnosticism
Pantheism Theosophy

Creation Evolution
Fatalism

Science and Religion
Heathen Worship and Prayer
Heathen Future Life

BIBLE

«l Canon Inspiration Authority of Bible Bible
Criticism History of Bible as a book
«2 Concordances

«3 Dictionaries Cyclopedias

o4 Original Texts Codices
«5 Versions Revised Standard Goodspeed Phillips
.6 Hermeneutics Exegesis Symbolism in the Bible

Typology Textual Criticism

«7 Commentaries
«8 Special Topics Bible Cames
.9 Bible CGeography and History

«91 Bible Geography

.92 Bible Bilography

.93 Bible Archeology

94 Bible Chronology

.95 Bible History

«97 Bible Names¥*
0ld Testament Introduction
Historical Books
.1 Pentateuch

«11 Genesis

«12 Exodus

«13 Leviticus

o1l4 Numbers

«15 Deuteronomy

«16 Decalog Ten Commandments Idolatry
o2 Joshua

«3 Judges

«31 Ruth
o4y Samuel
5 Kings
+6 Chronicles
.7 Ezra
.8 Nehemiah
.9 Esther
Poetic Books
° 1 Job

o2 Psalms

«7 Proverbs

.8 Ecclesiastes

<9 Song of Solomon Canticles
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224 Prophetic Books Prophecy Prophets
ol Isaizh
o2 Jeremiahn
3 Lamentations

o4 Ezekial
«5 Daniel
«0 Hosea

° 7 Joel

«8 Amos

«9 Cther iiinor Prophets
«91 Obadiah

«92 dJonah
. 93 Micah
° 91} Nahum

«95 Habakkuk
96 Zephaniah
97 Haggei
98 Zechariah
® 99 Malachi
225 llew Testament
ol Introduction to lew Testament
226 Gospels Acts
ol Harmonies
«2 Iatthew
o2l Serrmon on the Mount*
e22 DBeatitudes™

oy Luke
«5 John
® 6 Acts

o7 liracles, ef. 231.73

.8 Parables
8l Sayings of Jesus*
.83 High Priestly Prayers

.9 Lord's Frayer

227 Epistles Pauline Writings

«1 Romans

«2 Corinthians I

3 Corinthians II

ol Galatians

«5 Ephesians

6 Philippians

«7 Colossians

.8 Other Shorter Epistles
«81 Thessalonians I
«82 Thessalonians 1II
83 Timothy I
.84 Timothy II

«85 Titus
«86 Philemon
«87 Hebrews

.9 Catholiec Epistles
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91 James

92 Peter I
93 Peter II
® 9"- John I
«95 dJohn II
097 Jude

Apocalyptic Literature

.1 Revelation Apocalypse
Apocrypha Pseudepigrapha Deuterocanonical Books
el Esdras I and II

«2 Tobit Judith Esther
3 Visdom

o/, Ecclesiasticus

«5 Baruch Epistle of Jeremy Song of the Three
Children

O

7 Maccabees I, II, III, and IV

«& Pseudo Cospels

+9 Other Pseudepigraphy (OT and NT)

DOCTRINAL THEOLOGY DOGIMATICS

«841 Lutheran Dogmatics*
«973 History of Dogmak
CGod Trinity
.1 GCod, the Father Creator
«2 God, the Son Redeemer
«3 God, the Holy Chost Sanctifier
oy Attributes of God
o4l Omniscience
42 Omnipresence
«43 Omnipotence
«5 Providence of God God and History
«6 Divine Love Divine Wisdom
7 Government of God
.73 liiiracles, other than Christ's in 226.7
Stigmata
o 74 Visions of God Appearances of God
+8 Theodicy Evil Permitted by God
Christology ;
«1 Incarnation
.12 "Messianic Frophecies
«13 Messiah
2 Logos, the Word of Ged
+3 Atonement
«4 Sacrifice
«5 Resurrection
.? gegond goming
° L+ en
«8 Humggity and Deity of Christ, cf. 231.2, 232.1
«9 ILives of Christ
«91 Annunciation

Susanna Bel and the Dragon Prayer of lianasses



23k

235

236
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92 Infancy Youth
93 lHoly Family
»932 Joseph
«933 lary's parents: Joachim and Anne
«934 Brothers of Christ
«94 John the Baptist
«95 Public Life of Christ
«951 DBaptism
252 Temptation
«953 Calling Apostles
«956 Transfiguration
.96 Passion of Christ
«261 Betrayal by Judas
962 Trial Condemnation
«963 Crucifixion Death
«964 Burial
.967 Descent into Hell
«97 Resurrection and Ascension
<971 Appearances of Christ
972 Ascension
98 Agrapha Sayings of Christ not Recorded
E 99 Legendary Accounts of Christ
Man
.% giigin Fall Creation Original Sin
21 Temptation#
«22 Sin Against the Holy Ghost Obduration*
o, Accountability, cf. 267
«5 Soul
.0 Personality
«7 Freedom of Man

.9 Special Topics* Eyek Ears Tongue*
Salvation Soteriology Gospel
«l Grace lieans of Grace Law and Gospel

«l5 Gifts of the Holy Chost, cf. 231.3
«2 Faith Doubt Unbelief
«3 Redemption

4, Regeneration Conversion
5 Repentance
.6 Obedience Hew Lifew Hew HMan

o7 Justification

«8 Sanctification Good Worlks# Synergism®, cf. 239.9
«9 Predestination Free Will Election, cf. 233.7
Angelology Spirits

«2 Saints

«3 Angal

o4 Devils Satan Antichrist

Eschatology, cf. 232.6 Last Things

«l Death

«2 Dispensationalism

«3 lillennium

s Intermedliate State, cf. 237.5



237

238

239

240

241
242
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«2 Purgatory
6 Paradise, cts 2370‘[-
° 7 Limbo
«8 Resurrection
«9 Judgment
Future Life
ol Lternity
o2 Immortality
«3 Conditional Immortality
.44 Heawven, cf. 236.6
5 Hell Gehenna Hades¥ Sheol*, cf. 236.4
.6 Retribution Punishment
«7 Eternal Punishment, cf. 289.1 Universalists
Statement of Fundamental Religious Beliefs
1 Larly
«12 Apostles Creed
«l3 Nicene Creed
.14 Athanasian Creed
2 Creed of Pius IV Council of Trent

3 fAnglican Creeds Thirty-nine Articles
& Continental Protestant Creeds
45 Lutheran Confessions Book of Concord

o451 Small Catechism
452 Large Catechism
«453 Smalcald Articles
«45l, Augsburg Confession Apology
455 Formula of Concord
47 Calvinist Creeds
«5 liestminster Confession Saybrcok Platform Can=-
bridge Savoy
.6 Hodern Lutheran Statements*
.61 Brief Statement*
.62 Comaon Confession¥*
o 7=+9 Others
Apologetics Polemics Evidences
ol Apostolic Age
«2 Against Jews
«3 Against Heathen
o4 Against Neo-Platonists, cf. 270
5 Against Delsts
«6 Against PFrench Encyclopedists
7 Against Rationalists
«8 Against Scientists Materialists
«9 Other Special Denials
91 Against Synerglsts, cf. 234.8
.92 Against Higher Criticism
«93 Against lModernism
.97 Against Fundamentalism

DEVOTIONAL THECLOGY PRACTICAL CHRISTIAN LIFE

Christian Ethies, c¢f. 170
Consolation Comfort* Suffering*
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245

2L6
247

_L8
259

254
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Christian Stories Christian Fiction* Christian
Allegory Christian Satire Christian Drama
Christian lMusic Christian Poetry Hymnology
Christian Symbolisn Christian Art

Esthetics in the Church

«l Sacred Furniture Church Furniture

«7 Vestments

.8 Sacred Vessels

«9 Church Architecture*

Personal Religion Prayer Witness* Christian
Citizenship* Private Devotions* Christian Life
Family Devotions Family Life%* Parents* Child=-
ren

PASTORAL THEQLOGY

Homiletics Preaching Public Speaking¥*
«01 History of Preaching*
.02 Illustrations, Use of#*
Sermons Addresses
{(Sermon filing is discussed in chapter seven. Sermons
should be filed separately and, if desired, may be in=-
dexed here according to type or topic. Eooks of sermons
on the library shelf would be placed in this section.*)
.l Pastoral :
4, Youth Sermons, cf. 268,27
5 Academic and Educational
.6 Fublic Occasions Business ken's Clubs*
7 Church Occasions Dedication
.8 Radio Sermons¥*
«9 Other Sermons and Addresses
Pastoral Life and buties
.l Pastoral Personal Program* Pastor's Study*
.2 Pastoral Life and Family
«5 Pastoral Counseling and Visitation
Parish Administration
«1 Parish Organizations Constitution* Parish
Officers and Boards* Voter's Assembly*
«2 Urban and Rural Church Vork
«3 Radio Religious Work Television*
o4 Public Relations Parish Paper Church Bulletins
and Mailings
«5 Church Property Carex Custodian¥* Janitor*
.6 Church Office Routine and Equipment* Church
Records*
«7 Parish Planning and Program*
.8 thich Fénance and Business¥*
. Budget*
.85 Stewardship Principles¥* Tithing*
.86 Stewardship Program and Methods*
.861 Every-Member Canvass*
862 Pledges*
.87 Stewardship Materials¥
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256 Parish Societies
ol Adult iMen* Lutheran Layman!s League®

o2 Adult Vomen* Lutheran Women's Missionary League*
«3 [IMixed Adult Groups¥*

o4 Youth Groups* Walther League*

«5 Children's Groupa* Scouts®

258 Social Velfare VWork of the Church

ol Agencies*

«2 Hethods¥*

3 Institutional lMissions* Institutional Chaplains®
259 Other HMinistrations

260 ECCLESIASTICAL THEOLOGY CHURCH
261 Christian Social Theology

«3 Church and Barbarism
«4 Church and lorals

6 Christianity and World Order Pacifism Viar
Peace
«7 Christianity and Political Order Communism
Democracy Church and State* -
«73 Religious Liberty
.8 Christianity and Sccio-Economic Problems Race

Relations Labor Capital Unions
262 Church Government
ol HMiniotry
2 Congregation Women in the Church*
o3 Circuit: Circuit Visitor*
o4 District*

o5 Synod
8 Authority of the Church
9 Church Discipline Excommunication

263 Sabbath Sunday Blue Laws
264 Public Worship
«01 Church Etiquette
«02 Ushers*
.l Public Prayer
«2 IMusic for Public Worship, cf. 245
«3 Scripture Readings
.g Responsive Readings
Tyges of Services and Liturgy*
«61 Common Service*
«62 Communion Service*
.63 HMatins¥
3 -6l Vesperg* e
o Retreats ottage Meetings
.9 Church Festivals and Holidays* Church Year A
(The entire subdivision of 264.9 is the author's
personal adagtation)
«91 Advent Season
.911=.91; Sundays in Advent
«92 Christmas Season
.921 Christmas Eve
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«922 Christmas Day
«923 Second Christmas Day
924 Sunday after Christmas
2925 Hlew Year's Eve
+926 New Year's Day
2927 Sunday after New Year
«93 Epiphany Season
«9301 Transfiguration
«931-.936 Sundays after Epiphany
<937 Septuagesima Sunday
+938 Sexagesima Sunday
«939 (Quinquagesima Sunday
«94 Lenten Season
«94,01 Ash Wednesday
e941-.945 Sundays in Lent
2946 Holy Veek
«9461 Palm Sunday
9462 lionday of H01{ Week
«9463 Tuesday of Holy Week
«9L,6L Vednesday of Holy Week
«9465 laundy Thursday
o966 Cood Friday
<9467 Holy Saturday
«95 Easter Season
<9501 Easter lionday
+951-.955 Sundays after Easter
956 Ascension
+957 Sunday after Ascension

«96 Whitsunday Pentecost

«97 Trinity Season
o971:1-.971:27 Sundays after Trinity

«98 Other Saint's Days and Church Festivals
(Chronological or Alphabetical)

«99 Other Special Days and Occasions
(Alphabetize days and occasions. Check the
tables in chapter four for specific occasion,
for example, Thanksgiving, Christmas, and so
forth. )

265 Sacraments Sacred Acts and Ordinances
.1l Baptism Immersion
.2 Confirmation, cf. 268.41
«3 Eucharist Holy Communion Lord'!s Supper
o4 Holy Orders Ordination Installation
o5 HMarriage
«0 Penance

.61 Contrition

62 Confession

.63 Satisfaction

«64 Absolution

.8 Faith Healing Burials Funerals Cremation
«9 Other Consecration Dedication
266 Iiissions: Home and Foreign
.01 HMission History
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267
268

3L

Mission Methods and Trainingk
Foreign lMissions, general*
Home IMissions, general Church Extension*
Europe
Asia
Africa
North America
South America
Oceania

«91 Philippine Islands

«94 Australia

«96 Hawaii

Religious Associations
Christian Education

(Ehe ?ubdivision of 268 is the author's personal adapta-
tion.

ol

.0l Functions, Aiums of Christian Education
«05 HMagazines
.08 Statistics '
09 History of Religious Education
Sunday School
oll Administration
«11l1 Constitution
112 Finances
«113 Publicity
«114 Attendance
o115 Discipline
«12 Equipment Premises
121 Grounds
o122 Buildings
123 Rooms
124 Furnishings
«1l3 Personnel Staff
«131 Superintendent
«132 Secretary
133 Treasurer
«134 Librarian
«135 Teachers Teacher Training
14 Organization Departments
«14]1 Cradle Roll Small Children
142 Elementary Children
«143 High School
«14l, College

«145 Adult
«146 Extension Sunday School Sunday School
by Mail

«147 Branch Sunday School

.15 Lesson Materials Curriculum

+16 Teaching Aids, cf. 268.7 Sunday School
Teacher's GQuarterly

«17 Services Occasions
171 Anniversary Sunday
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R

o3

ol

3

.6

Evan
ol
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172 Rally Day
«173 IlMission Sundays
Parish School Christian Day School
«21l Administration
«22 [Equipment Premises

«23 Personnel Day School Teacher Status

o224 Organization

«25 Curriculum Leason laterials Supplies

«26 Teaching Aids, cf. 268.7
27 Services Graduation
Vacation Bible School
«31 Administration
«32 Equipment Premises
«33 Personnel Staff
«34 Organization
«35 HMaterials
.36 Teaching Aids, cf. 268.7
«37 Services
Instruction Classes lembership Classes

41 Children's Confirmation Classes, cf. 265.2
Children's Confirmation Class iMaterials

o45 Adult Instruction Classes Adult Confirma-
tion Class Adult Instruction liaterials

Special Agencies
«51 Bible Institutes
«52 Released Time Saturday Class
«53 Camps Conferences
Secondary and Higher Christian Education
.61 High School
.62 Preparatory School Senior College
.63 Teacher's Colleges
o6l Seminaries
Teaching Principles and lethods
«71 Teaching Principles
72 Teaching Hethods
«721 Lecture lMethod
722 Inductive Teaching
«723 Dramatic liethod Socio Drama
.72 Catechetical lMethod
© 4725 Textbook lMethod
73 Visual Aids
«731 Slides Filmstrips Movies
+732 Pictures Charts Maps
.733 Blackboard Chalk Talk
«734 Objects Object lessons
«735 Flannelgraph
«74 Manual Work Handwork Projects
Workbooks
lism
svangelism lMethods* Evangelism Training

.2 Parish Evangelism¥* Evangelism Programs*
«3 Evangelistic Services*

Crafts
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271

272
273
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o4 Other Evangelisnpx

o4l Campus Evangelismk Student Service*
42 Area Evangelisme:

CHRISTIAN CHURCH HISTORY

»l Apostolic Age to 325 A.D.
2 Bcumenical Councils, 325-787
.3 liedieval Church, 787-1054 :
«& Later Medieval Church, 1054-1200
«5 Renaissance Church, 1200-1517 .
«6 Reformation and Counter Reformation, 1517-16L8
«7 Peace of Westphalia to French Revolution, 1648-1789
«8 HModern Church, 1789
Religious Orders
<1 Benedictines
.2 Dominicans
3 Franciscans
o4, [Augustinians
«5> dJesuits
. Passionists
.7 Other Catholic Orders
.8 Protestant Brotherhocods
9 Sisterhoods
98 Protestant Sisterhoods
Persecutions, file in 270.1-.8 in proper periocd
Heresies, file in 270.1-.8 in proper period

274-9Church History by Countries, cf. 940-999

280
281
282

283
28l

285

CHRISTIAN CHURCHES AND SECTS

o+l Ecumenical lovement

Primitive Churches

«l Apostolic Churches

.9 Eastern or CGreek Orthodox Church

Roman Catholic Church

Anglican Church Episcopal Church Protestant Epis=
copal Church

Protestantism

1l Lutheran Churches

«2 Reformed or Calvinistic Churches in Europe
«3 Hussites Anabaptists

o4y Waldenses Albingenses

«5 Hugenots

«6 DMNoravians

«7 Scandanavians

«8 Iiodern Schisms 0ld Catholic Jansenists
Presbyterian, Congregationalism, and Reformed Bodies
1 Presbyterian Church in America

«2 Presbyterian Church in British Empire

o7 Reformed Bodies in America

-8 Congregationalism Christian Churches

. 9 Other*
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287
288
289

290

291
292
293
294

330

R g St
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Baptist Churches and Other Immersionist Sects
«l Calvinistic or Regular Baptists
«6 Disciples of Christ

7 Adventist Bodies Church of God
kethodism

Unitarianism

Other Christian Sects

ol Universalism

«3 Latter Day Saints lMormans

oy HNew Churc Swedenborgianism

«5 Christian Science

.6 Friends. Society of Quakers

«7 Mennonites

«&- Shakers

«9 Others (may be alphabetized)*

HON=-CHRISTIAN RELIGIOHNS

Comparative lMythology and Religion
Greek and Roman lMythology and Religion
Teutonic and Northern lMythology and Religion
Buddhism Brahmanism
.1 Vedic
«2 EBrahmanlsm
«3 DBuddhism
«5 Hinduism
«58 Theosophy
Non-Semitic Asiatic Religions
.l Parseeism
«2 Zoraastrianisn
3 Hazdaism
Judaism
liohammedanism
.8 DBahaism
Other lion=Christian Religions

SOCIAL SCIENCES

Sociology

Statistics

Political Science

Elections and Suffrage

International Relations

Political Parties Democrat Republican

Economics

ggllectivistic Systems Socialism Communism
W 4

Public Administration

Social Velfare

Criminology Delinguency

Penology Prisons

Associations Secret Societies

Insurance
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Education, general, cf. 268

College and University Education

Public Schools
Commerce
Customs
Etiquette
Gypsies

LINGUISTICS

Comparative Linguistics
liriting

Etymology

Grammayr

English Language
Cerman

French

Italian

Spanish

Latin

Greek

Other Languages

Senitic Languages Hebrew

PURE SCIENCE

lathematics
Astronomy

Physics

Chemistry

Earth Sciences
Paleontology
Biological Sciences
Archeology, general
Biology

Evolution, cf. 213
Botany

Zoology

APPLIED SCIENCE

Patents

liedical Sciences
Engineering
Agriculture
Home Economics

Business and Business kethods
Printing

Graphic Arts Industries
Chemical Technology
Manufactures

Building Construction

ARTS AND RECREATION



39

710 Landscape Architecture

720 Architecture, general, cf. 247.9
730 Sculpture

740 Drawing Decorative Art

750 Painting, cf. 246

760 Prints and Print laking

770 Photography

780 HMusic

790 Recreation

796 Athletics and Sports

800 LITERATURE

810 American Literature

820 German Literature

8,0 French Literature

8§50 Italian Literzature

860 Spanish Literature

870 Latin Literature

880 (CGreek Literature

890 Literature of Other Languages

900 HISTORY

910 Geography

920 Biography (Alphabetize by name of subject)*
930 Ancient World History

940 European History

950 History of Asia

960 African History

970 North American History

980 South American History

990 History of Oceania

For the details of subdivisions of special interests
outside the 200 section the reader is referred to any of the
Dewey Classification volumes. They should be available from
the cataloging department of any sizable library using Dewey's
Decimal Classification.



CHAPTER IV
RELATIVE INDEX
Introduction to the Relative Index

This chapter contains a relative index for the tables in
" the previous chapter. It is an alphabetical listing of the
subjécts and topics together with the proper classification
number. The relative index uses an asterisk (%) where the
topic and number are not standard Dewey Classifications.

This relative index is designed to assist the pastor and
student in their classification of materials. Suppose the
material to be filed deals with the Lord's Supper. By looking
for this subject in the alphabetical table it is possible to
find the proper classification number, that is, 265.3. In a
similar fashion the correct Dewey number can be located for
any other subject listed in the tables.

As in the preceding tables, the writer has tried to make
the relative index comprehensive in the area of religion so
that it may be of utmost usefulness to the pastor. Many
synonyms are included for maximum usefulness. Suppose that
some materials being considered for filing suggested the
title, "Sacrament of the Altar,” or, "Eucharist.” The index
will always direct the user to 265.3, the category dealing
with that subject. In this way it eliminates the need for

extensive cross references. It can serve the purpose of a
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card index to the pastor's library, filing, and indexing,
This eliminates a time-~consuming feature of many other suge-
gested f{iling systems. This.relative index may be one of the
most valuable tools for the pastor's efficient use of all

types of library materials.

The Pastor?!s Relative Index

Abnormal Psychology 132 o
Adam, cf. 233.1 220.92 °
Abraham 220.92
Absolution 265.54
Abstinence 248
Abyssinian Church 281
Accountability of man, cf. 25i.8 233 .4
ALcts of the Apostles 226.6
Adiaphora, cf. 233.2 Sin 170%
Adopt:iliggtrine of 231.2%
Social 362.73
Adult ?
Eéségtg%:?sgeneral §$ﬁ.lh’*
Membership Class 268 . 45%
Adultery, cf. 173.1=.3 176.6
Advengaasan 264 .91%
Second 232.6 —
Adventist Churches 286.7
e ren 25k oLk -

General 659.1 __
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Affliction 242
African

Methodist Episcopal Church 287.8 -

Missions 266.,6 —
Agnosticisn

Natural Religion 211

Polemics Against 239.7
Agrapha 232.98
Agriculture 630
Albigenses 28l .1
Alcoholism 178.1
All Saints Day 2061, ,98%
Allah 297 -
Allegory, Christian 2Ll
Altar

Christian Art 2,6

Cloth 247

Family 2L9%

Furniture 247 1%
American

Bible Society 206

Protestant Episcopal Church 283 -

Standard Version 220.52
Amish lMennonites 289.7
Anos 224 .8
Amusements

Ethics of 175 -

Types of 790 —
Anabaptists 284.3
Anecdotes

General 808 —

Religious 244
Ancient

Philosophy 180

World History 230
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Angel of the Lord
Angels
Anglican Church
Anger
Anglo=-Catholicism
Anglo=-Israelism
fnimals

Biblical

I'ighting, Zthics of

Sacred

Worship
Animism
inne, lother of Virgin Mary
fnnihilationism
Anniversary Sunday
Annunciation

Festival of, cf, 232,91

Story of, cf. 204.98
Anointing
Anthems, cf. 245
Anthropology

General

Christian
Anti-

Defamation League

Trinitarians
Antichrist, cf. 236
Antiphonal Readings
Antiquities

Bible

Christian
Apocalypse

Apocalyptic Literature

235.3% —
235.3
283

157% —
283 -
206.,1%
220.8
e
290
291.2 —
232.933 -
236%

261, .99*
2060, . 98%
232.91
265.9*%
26 .2%

572
233*

296.6’
288
2354
204 oL —

220.93"4
270.1 -
228,11

228
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Apocrypha
Apologetics
Apology to the Augsburg Confession
Apostacy, cf. 273
Apostles

Acts of

Biography of

Calling of

Creed
Apostolic

Age

Church

Fathers, cf. 270

Succession, cf. 282
Apparitions
Appearances of God
APPLIED SCIENCE
Aptitude Tests
Archeology

Biblical

General
Architecture

Church

General
Aristotle's Philosophy
Ark of the Covenant
Armageddon, cf. 236 Eschatology
Aramailc
Armed Forces
Armenian Church
Arminianism

Christian
General

229
239

238.454%

230

226.6
225 .9%

232.953
238.12

270.1 o
281.1
281.17
262.1
133.1 —
231.74
600

571

247.9 -
720

185 —
296.6 —
228 —
492.1
355

281
284.2 -

246~
700
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Ascension

Day

Of Christ
Asceticism
Ash Vlednesday
Associations

Fraternal

Religicus

Secret
Assumption of Mary, cf. 282
Assurarnce

Comfort

Faith
Astrology
Astronomy
Athanasian Creed
Atheisn
Athletics
aAtonenendt

Christian

Day of

Jewish
attitudes
Attributes of God
Augsburg Confession
Augustinians
Authority

Of Bible

Of Church
Auricular Confession
Avarice
Avignon Schism

Babel, Tower of

261, 4 956%
232,972

248
264 .9401
267
366 -
232,931

242%

234.21% —

133.5
520
238.1%
211

796
ey
296.3 --
159%
231.4 -
238.45L
271.4
ChE
265.62
179.8% "
270.5 °
220,91% -



L6
Babylon, cf. 935
Bahaism
Balaanm
Baptism
Baptist Churches
Barbarism-and the Church
Baruch
Bazaars
Beatitudes
Bel and the Dragon
Eells, Church
Eenedictines
Eenediction
Bereaved, Counseling of
Betrayal of Christ
Betting

Bible
Archeology
Authority
Biography
Cheracters
Classes
Chronology .
Commentaries
Concordances
Codices
Criticism
Cyclopedias
Dictionaries
Evidences
Flowers
Games
Geography
History
History of
Institutes

220.91% -
297.8
220,92 -
265.1
286
261.3-
229.5
259%
226.22 -
229.6
L7
271.1
26,03 -
253.5 ~
232,961
17549

220
220.93
220.92
220,92
268.143% -
220.94
220,7
220.2
220.4
220.1"
220.3
220.3
220.1 =
220.8'—'
220.8 -
220.91
220.95
22.0.1 5

268 . 51* it



L7

Bible (Continued)
Languages
Aramaic
Greek
Hebrew
Literary Character
Names
Original Texts
Reading
Social Teaching
Societiles
Special Topics
Study
Sunday
Symbolism
Teaching
Versions

Bibliography, Ceneral
Bingo, Ethics of
Liograph
Bib{e
General
Biclogical Sciences
Eiology
Birth
Control, Ethies of
Of Christ
Bishops
Blasphemy
Blavatsky Cult
Blue Laws
B'™nai B'rith
Bohemian Brethren
Book
Of Concord
Rarities
Reviews

Botany

574
113:%
262.14
179.5%
294 .58 —
263
296.6—
284.6 -
238.45

090
028

580



e

Boy Scouts
Brahmanism
Bravery
Brethern Churches
Bridal Ceremonies
Brief Statement
British Israelism
Broad Church
Brotherhood
Lodges, Polemics
Orders
Protestant
Secret Societies
sunday
Buchmanism
Buddhism
Budget, Church
Building Construction
Burials
Business
Ethics
Ifethods
Byzantine Church
Calling
Christian
Pastoral
Pastor's
Calvary
Calvin, John

Calvinistic
Baptists

Churches in Europe
Creeds and Confessions

I.athodists

L&

256,.5%
29L .2
179.6% -
289.92
26545 —
238.6%
296,.1%
283

239.9%
271.8
366

264 ,99%
2.8 —
29L.3
254.81
690
265.8
650
17L
650
281.9
Saaes
262.1
232,963
920
286.1
281,.2

28. 3
237 5



L9

Cambridge Platform
Camp
Adult
Retreats
Sermons
Songs
Youth
Campbellites
Candles
Canaan
Canon
Bible
Lavwr
Canonization
Cantatas, cf. 783
Canticles
Canvess
Evangelism
Every-Member
Capital
And Church
Punishment, cf. 222,165
Cards, Ethies of
Caretaker, Church

Carols
Christmas

Caste System, India
Cauistry, cf. 170
Catacombs, cf. 723.1
Catechetical lMethod
Catechisms

Cathedrals, cf. 726.5
Catholic Church, Roman

238,58

256% -
252.53%

2L5%
256, 4%
286.6
2L7
220,91 -
220.12
262.9
235.2
245% -
223.9

269%
254 ,861—

261.8 e
343.2
25L.5% T

24 5%
264 .92* 1

294, —
253 5% -
270.1 *

268 .72"* =

238 .
247 o P
282 -

ey mess OREESTIT H



50
Catholic Epistles
Celibacy
Celtic
Church
Religion

Cemeteries
Custons

Censorship
Chalcedon, Council of, 451
Chaldea, cf. 935
Chalices
Chalk Talks
Chancels
Chants
Chaplains
Institutional
Milivary
Character
Charismata
Charities
Charity
Chastity
Chemical Technology
Chemistry
Cherubin
Children, ef. 173
Children's
Crusade
Day

Hymn's
Poetry

227.9
253.2

265.16
614.6 —
392
070.13
270.2
220,91%
247
268.732% -
256
245%
e
253%
137
231.7 -
258
179.9*
176.1
660
540

235




Children's (Continued)
Sermons, cf. 268,27
Stories

Chiliasm
Choir

Chorales
Choruses

Christ
LAscension
Atonement
Baptism
Hetrayal
Brothers
Burial
Calling Apostles
Condemnation
Crucifixion
Death
Deity of
Descent intoc Hell
Exaltation
Family
Humanity, cf. 231.2
Humiliation
Incarnation
Infancy
Legends of
Life of
Logos
Office as King
Qffice as Priest
Office as Prophet
Passion
Public Life
Resurrection (Doctrine)
Resurrection (Event)
Sacrifice
Say 8 not Recorded
Second Coning
Temptation
Transfiguration
Trial
Youth

Christening
Christology

51
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Christian
Allegory
And Missionary Alliance
intiquities
Apologetics
Art

Church (Denomination)

Churches

Citizenship

Conduct

Day School
Administration
Curriculum
Equipment
Graduation
Organization
Services
Staff
Supplies
Teacher Status
Teaching Aids, cf. 268.7

Doctrine

Drama

Education

Esthetics

Ethics

Evidences

Fellowship

Festivals

Fiction

High Schools

Holidays

ILife

Music

Foetry

Rites

Satire

Science

Sects

Service

Sociology

Stories

Union

Christianity
See Church

Christmas
Day
Eve
Season

Chronicles

260-289

264,922
264.921
264.92

222.6




53

Church

Administration
And Labor
And Social Problems
And State
Antiquities
Apostolic
Architecture
Attendance
Authority
Boards
Budget
Bulletins
Business
Committees
Constitution
Council (Local)
Decoraticn
Dedication Sermons, cf. 265.9
Discipline
Disestablishment
Intertainments
Etiquette
Extension Fund
Fathers

Works of
Federations
Fellowship
Festivals
FPinance
Furniture
Governizent

- History

Holidays

Law

Leadership

Libraries

Mailings

Membership

Of Christ

Of Christ Scientist
Of England

Of God

Of God in Christ

Of Jesus Christ of the Latter Day Saints
Of Scotland

Of the DBrethren

Of the New Jerusalem
Of United. Brethren
Office Equipment
Office Routine
Officers




Church (Continued)
Paper
Polity
Property Care
Public Relations
Records
Rural
Schools
Secretary
Services
Socials
Staff
Statistics
Ushers
Year

Circuit
Visiter

Circumcision
Festival of
Rites

City Missions

Clergy, Ethics of

Codices

Collected Works

Collects

Colored Methodist Episcopal Church

Collectivistic Systems

College Education
Pastors

- Community Churches
Golossians
Commandments, Ten
comforﬁ

Comics
COmmenfaries

Commerce

ok

254 %
262

25k 5% _
254 .
25k«
R5k . 2%
268
25-‘#-6* @
264

259
254% -
25 . 6%
264, .02% -
260 (9%
262 ,3%
262,3%
26l .926%
296.4

266,.3%
174.1
220.4
080
264.1
287.8--

335

378
269 -‘lvl* -

280
227.7
222,16
2hax —
176.8 -
220.7
380



Common Confession

Communion
Liturgy
Of Saints
Service
Vessels

Communisnm
And the Church

Comparative Religion

Conception, Immzculate, cf. 282

Concordances
Conditional Immortality
Conferences (Education)
Confession
Confessions
Confirmation
Adult Class
Adult Materials
Children's Class
Children's laterials
Sermons, cf. 265.2
Service
Confucianism
Congregation
Congregational Churches
Conscience
Consecration
Sermons
Services
Consolation
Constance, Council of
Contritiorn

Controversies, Religious

238.6%

265.3
204 o 1y%
260%

2061l o Iy -

247.8

335
261

291
232.93 .
220,2
237.3

268.53%

264 .62
238

268 .45%
268 ,.45%
268.41*
268 . 4,1%
252.7
265.2
299.51
262.2
285.8
171.6
252 o'-
265
242%
270.5
265,61

270




Convents

Conversion

Of 5t., Paul, Festival of

Goptiec Church
Corinthians I
Corinthians II
Cosmology
Costumes
Cottage Meetings
Council of Trent
Counseling, Pastoral
Counter Reformation
Courts

Church

Of Law
Courtship, Ethics of
Covenanters
Covenants
Covetousness
Cradle Roll
Crafts
Creation of Man
Creator
Creeds
Cremation
Criminology:
Criticism

Bible*

Higher
Lower

271.9

23 o Jy%
201 ¢ 98%

281
227.2
227.3
213

390 -
26l,.8 —
270,6 -
253.5 -
270.6
262.9
347.9
177.6
274.1
238 —
179.8
268,141 —
268.74% —
233.1
231.1
238
265.8
36L4
220.1

22006" 53




Cross
Of Christ
Symbol
Crucifix
Crucifixion
Cruelty
Crusades
Cults
Cursing, cf. 222,162
Custordian, Church
Customs
Dancing, Ethics of
Daniel
Day of Atonement
Deaconess Work
Deaconesses, cf. 271.98
Deacons
Death
And Resurrection
Christ's
Decalog
Decoration Day
Decora%ive Art
Dedication
Of Life
Sermons
Services

Deism

Deists, Polemics Against
~~ Deity of Christ

57

232.963
2479

247.9
232.963
179.2
270.3=.5
280-290
179.5%
254 5%
390
175.3
224.5
296.4
258%
262.14k
262.14
pale
222.16
264 .99
740
248%
5259
211
239.5
231.3




Delinquency
Delinquent Visitation
- Déluge

Democrat

Democracy and the Church

Demoniac Possession
Demonology
Denominations
Depravity

Determinism

Deuterocanonical Books

Deuteronony

Devils
Christian
Non=Clhiristian

Devotional

Books

Exercises

Family
— Personal

Sermons
Devotions

Family

Personal
Diabolism
Dice, Ethics of
Dictator Worship
Diet of Augsburg
Dietary lLaws, Jewish
Diligence

Diocese

364
262,2
222.1
329
261.7
235 ol
235 ol
280
233.3
234
229
222.15
B
240
249

248.1
252.1

249
248

235.4
17545
291.2
270.6
296.38
179.9
262.3




Ea

Disciples of Christ
Twelve

Discipline, Ghurch

~ Disestablishment of Religion

Disgust
Dispensationalisn
District
Bivination
Divine
Attributes
Healing
Humanity
Love
Services
Wisdom
Divinity of Christ
Divorece, Ethics of
DOCTRINAL THEQLOGY
Dogma., History of
Dogmatics
General
Lutheran
Dominicans
Donatists
Douay'Bible
Doubt

Doxologies, cf. 264.2

-~ Drama, Christian

Dramatic Method
Dreams

Dress, Ethics of

286.6
225.9

262.9
261.7
157
265.8
262 4%
133.3
231.4
265.8
232.8
231.6
264
231.6
232.8
173.1
230
230.,973%

230
230.841
271.2 -
281.4
220,52
234.2
245

25y
268,723%
135
1774




L IR i

Drawing
Dualism
Dueling
Dukhobors
Dunkards
Dunkers
Duty, Ethics of
Ear
Garth
Sciences
Worship
Barthly Paradise
Easter Season
Eastern
Orthedox Church
Star, Polenmics
Ecclesiastes
Gcclesiastical--see Church¥*
Eccleslasticus
Ecclesiology

Economnics
And the Church

Ecumenical
Councils
Movement

Eden, Garden of

Education
Christian
College
Higher Christian
History of Christian
Public
Secondary Christian
University

740

295

179.7
289.9
289.92
289.92
170
233 .9%
291.2
233.1
261 .95%
281.9
239.9*
223.8

270.2
280.1

221.91

R s —
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Bgypt, ef. 962
ELderz_ |

Pariani
Zlection, Doctrine
Elections and Suffrage
Elocution; Homiletic
Emblems, Christian
Zmotions
Employees, Lthics of
Employers, Ethics of
Encyelopedia, General
Encyclopedists, Polemics Against
Engagement
Engineering
Englend, Church of
English Language
Entertainments, Church
Envy
Ephesians
Epicureanism
Lpiphany Season
Zpiscopacy
Episcopal Church
Epistemology
Epistles
Equipment

Church
Educational

220,91
262.14
254 .1%
234.9
324
251
25,6=2L7
157
174.8
174.8
030
239.6
177.6%
620
283
420
259
178.8
2275
187
264, .93%
262.12
283
121
227

268
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Eschatology, cf. 232.6 236
Esdras I and II 229.1
hzsays, General 040
Lstablished Churches 261.7
.L'lsther
Apocrypha 229.2
0ld Testament 222.9
Eathetics
Church 24,7
General 101
Lternal
Life 237
Punishment 237.7
Eternity 237.1
Ethics 170
Amusements 175
Business 174
Clergy 174.1
Christian, cf. 241 171.1
Family, cf, 249 173
International 172
Physicians 174
Professional ' 174
Recreation 175
Sexual 176
Social 177
State 172
Etiquette 395
g Church 264 ,01%
Etymology 422
Eucharist 265.3
Eugenics, cf. 301.323 613.9
Euthenasia 614.2
Evangelical
~— Alliance 206,21
And Reformed Church 285.7
— lMovements 283-289
—Synod of North America 285.7
United Brethren Church 289.93

- TherE




R e W AT et o e

Evangelism

-~ Area
Campus

““lethods
Parish
Prograns
—dervices
Tracts
Training

Eve, cf, 233.1
Every-liember Canvass

Evil, cf. 233.2
Permitted by Cod

Evolution
Polemics
Science
Theology
Exaltation of Christ
Lxcommunication
Lxegesis
Ixocdus

Exorcism
Comparative Religion

‘Extempore Prayer

Eye
Ezekial
BEzra

Faith
Confessions of

L Healing

Fall of Man

False Prophets
Modern
01ld Testament

Family
Altar

63

220.92
254 .861%

235 o4
231.5
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Family (Continued)
Devotions
Ethics
Life

Fasting

Fatalism

Fates, Mythology

Father Divine

Father's Day, cf. 249

Fear, cf. 23‘}.2

Feasts
Christian
Jewish
Non=-Christian

Federal Council of Churches of Christ in America

Feet=Washing

Festivals
Christian
Jewish

Fetishisnm

-~ Fiction, Christian

Filing Systems
Films
Ethics
Visual Aids
Filmstrips
Finance, Church
First Aid
Flannelgraph
Flattery
Flood, The

Flowers, Bible

249
205
248
214,

292
299%
26L..99%
157

264 .98
250"
280.1
265 .9%
261 .98%
290 Y
291.2
2Ll
651.5
26373
268.731*
254
614 .88
268.735%
177.3
222.1
220,98




65
Folklore
Foot=Washing
Foreign lissions

Foreknowledge

- Foreordination

Forgetting
Forgiveness of Sins
Formula of Concord
Fornication, cf. 173.1=.3
Fortune Telling
Franciscans
Fraternal Organilzations, Polemics
I'ree
Baptists
Crace
lethodism
Will
Frecdom
In Philosophy
Of Man
0f Worship
Freemasons, Polemics
French
Friends, Society of
Fundamentalism, Pclemics Against

Funerals
sSermons

Furnifure, Church

~Future Life

Galatians
Cambling

390
265.9
266,2%
231.9
234.9
154.5
234
2384455
176.6
133.3
271.3
239,.,9% |

286
234.1
287
234.9

123
233.7
261.2
239.9%
450
289.6
239.97

265.8
252.9

LT 1%
237

227 b
175.9



Games of Chance
Garden of Eden
Gehenna
1 3
Christ
GENERAL ﬁORKS
Genesis
Genius
Gentleness

Geography
Bible

General -

Geriatrics, cf. 258
CGerman
Baptist Brethren
Language
Reiormed Church
Gethsemane
Garden of
Suffering of
Ghosta
Gideons
Gift of Tongues
Girl Scouts
Giving
Gluttony
Gnosticism
And History
Appearances of
Foreknowledge of

Government of
Image of

175.5
221.91
237.5
220.8
232.93
000
222.11
151.1
179.9

220,91
910

362.6

289.92
430
285.7

220.91
232.96
133.1
206
231.7%
256.5%
254 .85%
178.9
189
231
231.5
231.74
234.9

231.7
233.1



God (Continued)
Love of
lercy of
Permitting Evil
The Father
The Holy Ghost
The Son
Vieions of
Wisdom of
Golden Rule
Good Friday, Festival
Goodspeed Bible
Cood Vorks
Cospel
Doetrine
Harmenies
Gospels
Gossip
Governument of God
Grace
Creat Britain
Creece
Creed
Grief
Grammar
Graphic Arts Industries

Graveyards, of. 265.8
Customs

Creek
Language
Orthodox Church
Religion

Guilt, Sin
Cypsies

67

231.6
231.4
231.8
231.1
231.3
231.2
231.74
231.6
171%
261, .94,66%
220,5%
234 .8%
234 1%
226.1
226
177.2
231.7
234.1
k2
949.5
179.8
157
L15
655

614 .6
392

480
281.9
292

233.2
397




Habaklouk

Habit

Hades, ef. 236.4
Haggai

Halloween, cf. 268.98
Hallucinations
Handwork

Happiness

Harmonies of Gospels
Harvest Home

Hate

Healing, Faith
Heathen Religions
Heaven

Hdebrew Language
Hebrews

Hell ;
Christ?s Descent to

Hellenism

Heresies
Hermeneutics
Hermits, cf. 271
Heroism

High Church

High Priestly Prayer

Higher Criticism
Polemics Against

Hinduism

68

22L,.95
158=%
237.5
22497
394 .26
133.2
268, 74*
171
226.1
26l .99%
179.8
264.8

290 or 210

237l
492
227.87

23745
232.967

938

273
220.6
920.8
179.6
2383
226,.83*%

220.6
239.92%

29445
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Historical Books, 0ld Testament

HISTORY
African
Asiatic
Church
European
Horth American
Of Dogma
Of Religion, cf. 270
South imerican

Hittites, cf. 939

flolidays
Christian
General
Hon=Christian

Holiness
Church
Gf Life

Holy
Communion
Family
Ghost
Innocents, Festival of
Land
Orders
Orthodox Church
VWee

Home
Economics
Missions
Homiletics
Hope, Christian, cf. 242
Hosea
Hugenots
Humanism
Humanity of Christ, cf. 231.2
Humiliation of Christ

Humility

220.91

264,98
394.2
290

289 ,9%
234

" 265.3

b
261, . 98%
220.91%

2064 o1,
281.9

234 .15%
26k .946%

640
266.3*
251
234 . 2%
224.6
284.5
190
232,.8%
232
179.9




Humor

Husbands, Duties of

Hussites

Hymnals

Hymnology

Hypnotism

Hypocrisy

1 Am lovement

I.Ge

icons

Iconoclasm

Jdolatry, cf. 291.2

Illusions

Illustration, Homiletic

Image of God

Images
Miraculous
Religious

Imagination

Immaculate Conception

Immersion

Immoral Literature

Immortality
Christian
Heathen

Imputation, Redemption

Incarnation

Brahmanisn
Independence Day

70

808.7
173.3
28L4.3
245

245

134
171%
299
151 .2%
246
246
222,161%
133.2
252.02%
233 41%

231.7
246

155
232.93
265.1
176.8
237.2
218

234

232.1
294

26 .99



L

India
Missions in

Indian
American
Missions
Inductive Teaching
Indulgences
Infallibility, cf. 282
Infant Baptism
Infidel
Initial Sermons, cf. 265.4
Innocents
Festival of Holy
Massacre of
Inguisition
Insanity
Inspiration
Installation
Ceremony
Sermons
Institutional
Chaplains
Missions, cf. 266
Visitation
Insurance

Intelligence
Tests

Intermediate State, cf. 237.5
International Relations
Interpretation, Bible
Intolerance, Religious
Intoxicants, Ethics of

71

2885

301.451
266.72*

268,722
282
262,13
265.1
211
252.7

264 ,98%
232.92

270.5
132
220.13

265 ¢4
252.7

258.3%
258 ¢ 3%
253 5%
368

151
151.22

2364
327
220.6
261.73
178.1



Intuition
Investiture
Invisible Church
Invitation to Faith
Invocation
Irenics
Isagogics
ilew Testament
0ld Testament
Isaish
Islam
Izrael, Lost Tribes of
Italian language

Italy
lissions in

Jacobite Church
Jainism
James
Brother of Jesus
lew Testament
Janitor, Church
Jansenists

Japan
Missions in

Jealousy

Jehovah's Witnesses
Jeremiah

Jereny, Epistle of
Jerusalem

Jesuits

72

156
262.1
260%
234 .12%
264
239

225
221

22Lk,1
297
220.95
450
28845
281
290 o4
237:01
25l 5%
284,.8
265.52
179.8
289.9
221,.2
229.5
220.91%
271.5




Jesus Christ--see Christ

Jesus, Society of
Jewish lissions

Jews

Polemics Against

Joachim
Job
Joel
John
I
L
III
The Baptist
Jokes
Jonah
Joseph, Holy Fawmily
Josephinism
Joshua
Journalism
Joy
Jubilees
Judaism
Judas
Jude
Judea
Judges
Judgment
Christt's
Day
Judith

271.5
266

296
239.2

232.933
223.1
22,7
226.5
227 94
52700
232,94
808.7
224,92
232,932
282,436
222 .2
070

157
229.9
296
232.961
227.97
220,91

222.3

232.7
236:9

229.2



Th
' ~ Juggernant
l -~ Justice, Theodicy
Justification
f Karma
Karmathians
Kenosis
Kindergarten
Kingdom
0f God
On Earth
Kings
Knowledge, Theory of Epistemology
Koine, Greek
Koran
Kosher [ood
Krishna
Ku Klux Klan
Labor
And the Church
Day
— Lamaisn
Lamentations
Landscape Architecture
Languages
Large Catechism
Last
Judgment
Supper
Things
YWords of Christ

Latin

29L <5
231.8
2347
294
297
232%
268.24*
261
222.5
121
4,803
297
296.38
294
366

261.8
264 .99%

294.32
224.3
710

400
238.452%
232.95
470



Latter Day Saints
Law
And Gospel
Church
Decalog
General
losaie
Natural
Lay Preaching
Laying on Hands
Laymen

Leadership
Church

Learning
Lecture lethod
Lenten Season
Leprosy
Levites
Leviticus
Liberalism (lodernism)
Liberality
Libraries
Library 3cience
Life
Christian
Future
Of Christ
Spiritual
ILights, Liturgical
Limbo
LINGUISTICS

Liquor

(&)

289.3

234 1%
Seatd
222.16
340
222,16
210
262,14
265,9%
256%

301.155
25k.1

1544
268.721%
26k 9l
616.9
296 .4
222.13
239.93*
17949
020
020
111
25,8

237
232.9
24,8

247
236.7
400
178.1%



Litany

LITERATURE
And Morals
Devotional

Liturgy

Lodges, Polemics

Logic

Logos, the Word of Cod
Lollards

Lord's
Day
Prayer
Supper

Lost Tribes of Israel
Lotteries

Love
Divine
Feasts
Cod'’s
Human
Of Neighbor

Loyalty
Luke

Lutheran
Church
Confessions
Dogmatics
Laymants League
Statements, iicdern

76

Women's Missionary League

World Federation

laccabees I, II, III, and IV

liagazines, General
lagic .
Mailings, Church

264 . 4y*
800
176.8
240
26l . 5%
239.9%
160
232.2%
270.6%
263
226.9
265.3
220.95%

175.9%

231.6
265%
231.6
157
157

177
226.4
284.1
238.45
230,841
256,1%
238,.6%
256,2%
284 .1%
229.7
050
133.9

254k oIy




Major Prophets

Manasses, Prayer of

Manual Work (Teaching Aid)

laps

Bible

General
Mariolatry, cf. 282
Mark

larriage
Ceremony

Martyrs

Mary, Virgin, cf. 282
-iascns, Polenmics

Hass

Hasters and Servants

Materialism
Polemics Against

Mathematics
Matins
latthew, New Testament
Maundy Thursday
Mazdaism
Means of Grace
medicﬁissions

Sciences
Medieval.Church

Meditation

22
224,99
233
229.,6
268.74*
3%8.91
232.93
226.3

173.1
26L.5

270
232.931
239.9%
264-265
173.8

190
239.8%

510
26l o43%
226.2

26k .9465%

295.3
234 1%
266
610
270 03' o‘i-
242




Mediums
Melody
lembership Visitation
Memorial
Day
Sernons
Memorization, cf. 154
Memory
liennonites
Hental
Healing
Hygiene
Tests
lentally Ill
Mercy
Death
Philanthropy
lerit
lesnerism
ilessiah
Messianic Prophecies
lietaphysics
Metaphysical Theory
Methodism
liethodist Church

liexico
Missions in

Middle Ages, Church History
Millenniun
Millerites

78

133.9
245%
253 5%
255:57"
268,.72*
154.1
289.7
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Ministry

Duties
Qffice of

Minor Prophets
liiracles
Christ's
Other
icah

Missionaries
Biography of
Missions
Africa
Asia
Europe
History of
Methods of
North America
Philippine Islonds
Sermons on, cf. 266
South ALAmerieca
Sunday, cf. 266
Training for

Modern Philosophy
Vedernism, Polemics Against
Fiodesty

lMonogamy

Vohammedanism

Monasticism

Morals and the Church, cf., 170
lioravians

liormans

Mother's Day, cf. 249
dotives

Moving Plctures
Ethics of

25
282.1

R21%
226.7
231.73
224.93

266.069
922

266
266.6
266.5
266.1,
266.01%
266,.1%
266.7
S
266.8
261, . 99%
266,1%
190 i
239.93%

179.9

173.2

297

271

261.1

281 .6

289.3

261, .99

159

175
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Moving Plctures (Continued)

Teaching Aids 268.731%
lurder 364.15
Decalog 222,165
lMuseuns . 069
Music
Christian Rl 5%
Ceneral 780
Public Worship 264 .2
¥ysticism
Church History 270
Philosophy 149
kMythology
Comparative 291
CGreek 292
Roman 292
Toutonic 293
Myths 290
Nahum 225 .94 |
llarcotics 178.8 1
latural Religion 210
Nature Worship 210
Negro IMissions 266
Hegros, cf. 261.8 301.451
Nehemiah 222.8
Neo-orthodoxy 230%
Neo-platonists, Polemics Against 239.4
Hestorians 270
New
~ Ghurch 289.4
Life 23L . 6%
Testament 225
usgntroduction ggg-%i
=~ Thought .
Year's Day 264 .926%
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New {Continued)
Year's Eve

Newspapers

Nicene Creed

Nirvana

NON=-CHRISTIAN RELIGIONS

Nonresistance

81

Non-Semitic Asiatic Religions

Humbers
Symbolic

Numerology

suns

Qaths

Obadiah

Obduration

Obedience

Object Lessons

Occult Sciences

Offertories

Offering--see Sacrifice

Office of the Keys
Church Discipline
Penance

0ld
Age, cf. 258
Catholic Churches
Testament Introduction

Omnipotence

Omnipresence

--Omniscience

261,.925%
070
238.13
294

290
261.6
295

222.14
220.6

133.3
271.9
179.5
22,.91
233.22%
23L.6
268, 734*
133

264

262

. 265.5%

362.6
28L4.8
221
231.43
231.42

231.41




Ontology
Open Communion

Oratoriocs

Oratory for the Pastor

Orders, Religilous

Ordination
Sernons

Orgens, Church
Oriental

Churches

Philosophy
Original Sin
Origin of Man
Crthodox Church
OUrthedoxy in Doctrine
Oxiord

Group

Movement
Pacificism
Paganism, cf. 210
Pageants, Christian
Painting

Christian

General
Paleontology
Palestine
Palnistry
Palm Sunday
Pantheism

Papacy, cf. 282

111
264 .3%
20 5%
251*
271%

265.4
252.7

2l,5%

281

180
233.1
233.1
281.9
230
245
261.6
290

2541
24,6%
750
560
220.91%*
133.6
26k .9461
212
262.13
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Papal Schism
Papyri
Parables of Christ
Paradise, cf. 237.4
Parents, cf. 173

Parish
Paper
Planning
Program
- School-=see Christian Day School
Societies

Parishes
Parochial School--sece Christian Day School

Parseeism

"

Passicn of Christ
Passionists
Passive Hesistance
Passover

Pastor's
Family
Personsl FProgram
Study
Wife

Pastoral
Counseling
- Duties
Ethies, cf. 253
Life
Theology
- Visitation

.. Patents
_ Patriarchs

- patriotism (Citizenship), cf. 248

Patristics, Works

270.5
220 4%
226.8
236.6

220,92
320.158
208%*
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Paul, cf. 227
Pauline Writings
Peace
And Christianity
Of Westphalia
Pedobaptisn
Penance
Penology
Fentateuch
Pentecost
Pentacostals
Ferfection
Periodicals, Gsneral
Persecutions
Perseverance
Personal
Appearance
Lvangelism
Hygiene
Migsion Work
Religion

Personzality
Tests

Peshito
Pessimism
FeterI

i1
Pharisees
Philanthropy
Philemon
Philippians

220,92
227
268
265,11
26L .6
365
222.1
2064 .96%
289.9
2345
050
272
23L

61647
269

P

6
269
248

233.6
137.8

220.4
190
220.92
227.92
227.93
296 1y
177.7
227.86

227.6
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Phillips Version
Fhilosophic Systems
Philology
PHILOSOPHY
Ancient
Modern
Of Religion
Oriental
Photography
Physics
Fiety
Plagues, Exodus
Flato's Philosophy
Plays
3ible
General
Pledges
Poetic Eocoks, 0ld Testament
Poetry, Christian
Folemics
Police
Political
Parties
Order and the Church
Science
Polygemy

Polytheism

-Pope, cf. 282

Practical Theology

Prayer
Days of
Family
Meetings

85

220.5
140
400
100
180
190
201
180

770
530
250
222,.,12%
18L
241,
792

254 .662%
223

245

233
365

329
261.7
320
173.2

210

262.13

240

26l .99
229
204 .99%



Prayer (Continued)
Of Manasses
Personal
Public

Preaching, History of

Predestination

—Pre-existence of Christ

FPreludes
-—Preparatory Schools

Presbyterian
Churches in America

86

Churches in British Empire

rfreservation

- Press

Fride
Priests, cf. 282
Primitive Churches
Frints and Print Making
Printing
Frisons
Private
Confession
Devotions
..Prize Fighting, Ethics of
Processional Music
Profanity
Decalog
Ethics
Profession of Faith

Professional Ethics

— Prohibition

223.6
204 .1
251,01
234.9
232.2
260, . 2%
268 ,62%
265.2
R3L4%
070.1
179.8
262.154
281
760

655

365

265.62%
248

175.6
26L.2
222,162
179

254 1%
174
178.5
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- Projects, Teaching Aids ; 268, 7%
- Property Care, Church 254.5
Prophecy 224
Prophet Jones 299%
Prophetic Books 224k
Prophets 224
Prostitution 176
Protestant
Brotherhoods 271.8
Episcopal Church 283
Protestantism 284
Proverbs 223.7
Providence of God 231.5
Psalms 223 .2
Pseudepigrapha 229
Pseudo Gospels 229.8 |
|
Psychiatry 616.89 |
Psychoanalysis 131.34 J
J
Psychology
Clinical "131.3
Fields of 130
General 150
Psychosomatics : 131
Psychotherapy 131.32
Public
Health 61,
Prayer 264 .1
Relations, Church 254 o1y
Schools 379
Shows, Ethics of 175.1
Speaking for the Pastor 251%
Worship 264

Publicity, Church 245 4y
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Punishment
Criminal
Eternal

FURE SCIENCE

Purgatsory

Puritans

— Purjury

Pyramids (Egypt)
Quakers
Race Relations and the Church
Racing, Ethics of
Radio
Church Work
Sermons
Relly Day, cf. 268,172
Rationalism

Rationalists, Polemics Against

. Reason

Recessionals

Hdecyreation
ithics of

Redeemer
Redemption

Reformation
Day

Reformed
Bodies in America
Church in Europe
Regeneration

Reincarnation

“~Released Time Classes

365
237.6

500
236,5
285.9
343
932
289.6
261 .8%
175.7
253 2
264 .99*
211
239.8
210
264 .2

790
175

231.2
23L.3
270,56
264, ,98%
aene
234 4
29
268,52%
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Roman

RELIGION
Comparative
History of, cf. 270
Hatural
Philosophy of
Religious
Liberty
Systems
Renaissance Church
Repentance
Hepublican Party
Respect
Responsive Readings
Resurrection
Day
of Ghris‘b, cf, 232-5
Retreats
Retribution
fevelation
0f God
Of St. John
Revenge
Revised Standard Version
Revivals
Rewards, cf. 234.8
Rituzl
Ritualism
Catholic Church
Religion
Romans
Royal Priesthood

Rural Churches

89

200
291
209
210
201

270.5
23Lk5
329

177.3%
26k ok

237.8 ;
232,97 |

206l ,8%
237.6
281
179%
220, 5%
269.3*
237
26l .5%
261,
25
227.1
262 .14
254 .2



Russellites
Russia
Ruth
Sabbatarians
Sabbath
Sacraments
Sacred
Farniture
Vessels
Sacrifice
Jewish
Of Christ
Saedducees
Séints
Days
Frayers to, cf. 282
Worship of, cf. 282
Sales, Church

Salvation
Army

Samaritans
Samuel

Sanctification, cf. 231.3

- Sanctifier

Sanhedrin

dJatan

-~ Satire, Christian

Satisfaction
Of Christ
Pennance

-Saturday Class

-—-Savoy Declaration

90

289.9
o7
222.31
263
263
265

247 1%
247 8%

296 . 4%
232.4
2906 oLy
2352

. 204 .98*

235.2

235

259
249 .95
296. L%
222,.4
234.8
231.3
296 . L%
235.4
20k
Stnnes
258.52%
238.5




- Saybrook Platform

Sayings of Jesus

Apocrypha

~ Genuine

Scandanavian Church
Schism between East and West
School Sermons, cf. 2068.27
Schools

Christian

Public
Scouts
Scripture--see Eible
Sceripture Readings
Science

And Religion

Polemics Against
Sculpture
Second

Advent

Coming
Secondary Christian Education
Secret Societies
Secretary, Church
Sects

Security in God

- S5elf Defense, cf. Murder

Seninaries
Semitic Languages
Septuagint Bible
Seraphim

Sermon on the Mount

21

238.5
A
284.7
281.3
252 J L
268 2%
378
256, 5%
220
264.3
235.8
730
Paaee
268.6%
366
250, . 6%
280
_L2%
343
268 .64%
4,92
220.4
235%
226,21
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Sermons 252
Servent of the Lord 231.2%
Servants 173;8
Seventh-Day Adventists 286.7
Service, Christian, c¢f. 249 25L..85%
Services :
R i ste %2‘9’:‘3'*
Weading 265:5
Sex Instruction 612
Sexual Lthics - Y6
Shakers 289.8
Shema 296.3 |
Sheol, cf. 236.4 237.5% '
Shinto 299.56
Shut-in Visitation 253 < 5%
Sick Visitation 253 5%
Sickness 616 -
Sikhism 2945
Sikhs 29445
Sin 233.2
Against the Holy Ghost 233.22
Original 233.1
Sisterhoods 271.9
Skepticism ' z11
Slander 177.3
Slavery 326
Sleep 135

Sleepwalking 135
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~-Slides
—Sloth

Slum Missions
Small Catechism
Smalcald Articles
Smoking

Social
Froblems and the Church
SCIENCES
Services, cf. 258
Work, Church

Socialisn
Sociology

Societies
Adult Men
Adult, iMixed
Adult. Viomen
Childrents
Ceneral
Ceneral Religious
Parish
Secret
Youth

Society of Jesus

_ Socio Drama

Solomon
Son of lMan, cf., 231.2
Song
Of Solomon
Of the Three Children
Soteriology

Soul ) £. 237
Sle cf.
Winning

- Spanish

93

268.731*
179.8
266.3%
238.451%
238.L53%
178.7
261.8
300

360

258

335
301
256,1%
256.3%
2564,2%
256,.5%
060

206

256

366
256 . 4%
271.5
268.723%
220,92
232.8
223.9
229.5
234

260+

4,60
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~ Speeches, Occasional 252,.9%
Spirit, Holy 231.3
Spirits 235%
Spiritual Life 230, 6%
Spiritualism 133.9
Spirituals 24L5%
Sports 796

- Square Dancing, Ethies of : 175 3%
Statisties :

Church - 25l .6%
General 310
Stewardship 253 .85%
Stigmata 231.73

Stimulants : 178

- Stories, Christian 2Ly
Stoicism 188
Student Service 269.41%
Study, How to 154
Suffering 2L2%

- Suffrages 26l L%
Suicide 364.15
Decalog 222.165
Ethics 179.7
Sunday 263
Sunday School 268.1*%
Administration 268.1%
Anniversary Sunday 268.171%
Curriculum 268.15%
Departments 268 .14%
Equipment . 268.12%
~ Lesson Materials 268 .1
\  Organization 268.14*

Personnel 268,13%




Sunday School (Continued)
Hally Day
Services
Staff
Teacher Training
Teachers
Teacher's Cuarterly

Teaching Aids, ecf. 268 7

Superstition
sSurprise
Survey, Church
Susanna, Story of
Sweariag
Swedenborgianism
Symbolism
Christian
General
Synagogzues

Synergzism, cf. 239.91

. Synergists, Polemics Against

Synod

Syrian Church
Systematic Theology
Tabernacle

Talmud

Taoism

Teacher Status

— Teacher's Colleges

Teaching

— Metheds

Principles
Teleology

268,1*

268 ,17*
268.13%*
268.135*
268.135%
268.16%
268.16%

133-135
157
254,861
229.6
179.5
289.4 |

246
398.3

29644
234 . 8%
239.91
262.5%
281
230
296.4
296.1
295.51
268.23*
268.63%
68.73x
12}




Telepathy
Television Church Work
Temperance
Temple, Jewish
Temptation

Of Christ

Of Hen
Ten Commendments
Teutonic

Mythology

Religion
Textbcok Fethod
Textual Criticism
Thanksgiving Day
Theater, Ethics of

Theism
Doctrine

Theodicy
Theosophy
Katural Religion
Society of
Thessalonians
In
Thirty-Hine Articles
Timothy
I
Tithing

Titus

—Tobacco, Ethics of

Tobit

133.7
254 .3%
178
296.6
232.952
233.21
222,16
293
268,725%
220.6
261 .99%
175.2

211
231

231.8

212
294 .58

Sah6s
238.3
227.83
227.84
25L4.85
227.85
178.7
229.2
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~Toleration, Religious 261.73

—Tongue 233 9%
Tongues, Speaking in | 231.7
Torzah 222.1
Torture (Persecution) 270
Total Depravity 233 3%
Tower of Babel 220.9
Tractgéeﬁg?n%g%igtigth subject or specific use) 3?2?4#
Transfiguration

Festival of 264,.9301*
Of Christ 232,956

Trent, Council of 270.6
Triniggason 2%1-97*
Trust 234.2
Truth 177.3
Typology 220.6

— Unbaptized, The 265.1%
Unbelief 234 2%
Unforgivable Sin 233 .22%
Unfrocking 262.9

— Union Churches 280
Unionism 280
Unions and Christianity 261.8%
Unitarianism 288

— Universalism 289.1
University Education 378

~~ Ur (Babylon) 220.91
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Urban Churches
Ushers, Church
Vacation Bible School
Administration
Equipnent
faterizls
Organization
Services
Staff
Teaching Aids, cf. 268.7
Vedic
Yersions
Vespers
Vestments
Veterants Day
Vicarious Atonement
Vice
Virgin
Eirth
Vary
Visitation, Pastoral
Virtues
Visions of God
Visitor, Circuit
Visual Aids

Vocational Guidance

- Volunteers of America

Voter's Assembly
Vowis, cf. 248 and 179.5
Vulgate Bible

Waldansés

254 .2

264 ,02%
268,3%
268,31
268,32%

268.35%
268.314%

268.37*
268,33%
268,36%
294.1
220.5
2064 o Ly
247
264, .99
232.3%
170
232.92
232.93
253.6
179.9
231.74
262 ,3%
268,73*
371.425
267

254 1%
271
220.4

28k ok
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Walther League 256 4%
War and Christianity 261.6
Wedding Services 265.5
Weekday Schools==see Christian Day School 268.2
Welfare :
Agencies 258 1%
Church Vork 258%
liethods 258.3%
Westminster Confession 238.5
Whitsunday 261, ,96*
Widows, cf. 258 24,9
Will 7
Free 159
soteriology 23k
Wiisdom 5
Book of 229.3 ’
Cod?ts 231.6
Literature L 229
Witcheraft 133.4
Witnessing 2,8%
Wives, Duties of 173.3
Jorkbooks 268, 74*
World
Commmnion Sunday 264 .99%
Council of Churches 280.1
Day of Prayer 26# 9o
Order and the Church 61.6
Women in the Church ; 262.6%
~ Worry, cf. 157 23L.2
Worship, Public 26k
Writing 411

Young Men's Christian Association 267.3
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Young Women?s Christian Association
Youth
Camps
Organizations (CGroups)
Sermons
Zechariah
Zephaniah
Zoology
Zoraastrianism
Zwinglianism

Creeds of
History of

267.5

256. L%
256 ¢ Iy
252 4 )%
224,98
2204,.96
590
295.2

238.47
270.6=.7




CHAPTER V
FILING TECHNIQUES
Filing Aims and Purposes

In the first chapter of this thesis we defined filing as

that process by which ephemeral or "loose® matericls are or-
ganized and stored so that they may be readily found when

needed. This group of materials includes newspaper and;maga-

zine clippings, tiracts, pamphlets, brochures, notes and exe
cerpts from borrowed books, and notes taken on lectures, ser=
mens, or reading. In general, this group includes everything
that moy not conveniently be kept on the library bookshelf.
It is the purpose of filing to provide a well organized meth-
od of storing these materials for future use.

What articles to clip or what booklets to preserve is,
of course, a very subjective problem. A given article may
have meaning to one man and none to another. It may have
value for one man at one time and become obsolete for later
use. KEach one will have to evaluate his materials in terms
of his needs. The danger in filing or indexing is to do too
much and become involved in the processes of handling immense
amounts of clippings and references. On the other hand,
there is the danger of filing too little with the result of
losing many valuable materials. A middle road seems best for

most purposes. In all circumstances the file should be worke
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ed through at least once a year to purge it of useless bulk.
In addition to these general principles of clipping and fil-
ing, Moyer sums the advice of most authors when he says,
"Whether you are in your study or elsewhere, make it your
practice to clip items or to make notes of reference at the
time of reading. Uo not leave the task for some elusive to-

morro;xr.“l

Filing lMaterials

Of the various methods of storing materials, the most
common and probably best is the vertical file cabinet made E
either of wood or steel. These usually consist of several
drawers about eleven and one-half inches by thirteen inches
and twenty-six inches deep. The pastor should buy the best -
cabinet he can afford, preferably with four drawers and a lock.

It is most practical to buy a four-drawer cabinet since they

cost little more than cabinets with fewer drawers. The quale |
ity of a cabinet is indicated by the type of suspension used

for the drawers. The best cabinets have itelescoping slides

at the drawer sides to carry the weight of the drawer as it

is opened. Cheaper cabinets have only rollers attached to

the drawer or no rollers at all. A cabinet should be fitted

with a follow=-block and guide cards to hold the folders erect

and straight.
The student who is bezinning his filing, who is doing

1g1gin S. Moyer, The Pastor and His Library (Chicago:
loody Press, 1953), p. 88.
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quite a bit of traveling, and who is hampered by budget limi-
tations should not be so concerned about the cabinet as he is
about its content. For most students a single drawer trans=-
fer file is adequate. These can be purchased for little cost
from used office furniture dealers. They are easy to handle
and can be discarded when & good cabinet is obtained. It is
very practical to use even a sturdy cardboard carton or wood-
en crate. They may be covered or painted to make them at-
tractive and to protect the materials inside them. In tem-
porary "student” quartera the file can be kept neat by placing
cheap metal bookends between the folders about every six or
eight inches.,

The fundamental piece of equipment in any filing method
is the file folder. Both the pastor and the beginning student
should use only the best quality folder which they can af=
ford. If a poorer quality folder is used, it will soon wear
out, lose its neat appearance, and have to be replaced. This
means additional cost for new folders and loss of time. Use
of inferior materials is ultimately poor stewardship of both
time and money. The common size is known as "letter size"”
and measures about eleven and three-fourths inches by nine
and one-=half inches. Some prefer the larger “legal size,™
but this means more expensive folders and a more expensive

cabinet to store them. Regardless of size chosen the folder

should have a double tab. By this we mean a double thickness

of material in the visible tab part of the folder. Single

tab folders soon become "dog-eared” and mske materials hard
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to find. Most authors recommend three-position or "three
cut™ folders. This means that the folders have three rows of
tabs as indicated by the illustration later in this chapter.
Some prefer the six-position folder for more precise divi-
sions.? Rather than write neadings directly on the folder
it is convenient to use gummed labels. These may be typed
and then attached to the folder. GColored labels or color-
bar labels mey be used to give youf file a neat and orderly
appearance. '

Some may prefer the hanging type of folder. This type
is suspended from bars running the length of the file drawer
rather than resting on the bottom of the drawer. One brand
is knowvn as “"Pendaflex.” The extra cost of this type makes
this method somewhat impractical. The present writer uses

a combination of the two types of folders.
Filing Method

After suitable materials have been acquired it is possi-
ble to proceed with the mechanics of setting up the file
folders in preparation for filing. The first step is to se=-
lect the titles or zubject headings which are to be used on
the folder tabs. It is & wise practice to begin by labeling
a folder for each hundred class and for each ten divig;on in
the 200 section on religion. This will give the folder file

the skeleton of the Dewey arrangement. Some of these major

2Donald F. Rossin, "Catalog No. 54A" (lMinneapolis: D.
F. Rossin, Inc., 1954), p. 8.
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subject heads may not be used for filing materials at once.
But they will always serve the important function of guiding
the user to the more specific topics. If a goodly amount of
material is at hand, perhaps even sorted into folders, the
rest of the subject headings would be determined by materi=-
als to be classified. By using the relative index in chapter
four, the pastor can locate the proper classification num-
ber. By checking the numerical tables he can see the rela-
tionship of that subject heading to the larger divisions.

Assuming the average beginner in filing will buy about

a2 hundred folders, the present writer wishes to suggest the

following subject heads to begin the folder file:

000 General Works 239 Apologetics

100 Philosophy 24,0 Devotlonal Theology
150 Psychology 24,2 Comfort Suffering
170 Ethies 245 Christian Music

173 liarriasge and Divorce 246 Christian Art
175 Ethics of Amusements 248 Prayer

178 Temperance 249 Family Devotions
200 Religion 250 Pastoral Theology
210 HNatural Religilon 251 Homiletics

213 Evolution 252 Sermons

220 Bible 253 Pastoral Life

221 0Old Testament 25L Church Administration
222 Historical Books 256 Parish Societies
223 FPoetic Books 260 Church _

22l, Prophetic Books 264 Public Worship

225 HNew Testament 265 Sacraments

226 Gospels and Acts 266 Iiilssions

227 Epistles 268 Christian Education
228 Revelation 269 Evangelism

229 Apocrypha 270 Church History

230 Dogmatics 280 Christisn Churches
231 God 290 HNon-Christian Religions
232 Christology 300 Social Sciences

233 ldan 400 Languages

234 Salvation Faith 500 Pure Science

235 Angels Satan 600 Applied Science
236 Eschatology 700 Arts and Recreation

237 TFuture Life Heaven 800 Literature
238 Creeds Catechisms 900 General History
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This will leave the beginner about forty folders which
he may use to build his file to fit his needs and interssts.
The reader will note the absence of topics that are of in-
terest and importance to him., It will not be necessary to
make folders for each of these topics. They may be filed un-
der general subjects. For example, items on grace, faith,
Gospel, justification, and sanctification may be filed in 234
Salvation. When the folder becomes too crowded, the materi-
als should be divided and refiled in separate folders in
line with the suggestions of the numerical tables. The be-
ginner should be careful not to limit himself to too few
subjects or he may be forced to lose valuable time in refil-
ing. The more precise the filiné of materials, the easier
will be the tésk of Iinding them when they are needed.

Af'ter the subject heads have been selected, they should
be typed on the labels. A clear and easy=-to=read label can
be produced by typing all the letters in capitals and using
two or three shests of paper as a pad under the labels in the
typewriter. The Dewsy number should precede the subject
heading. If colored or color bar labels are used, the colors
can be used to indicate the point of division. This can be
done by using blue for the hundreds, red for the tens, green
for digits, orange for one decimal, yellow for two decimals,
and brown for three decimals. The choice of these colors is
arbitrary. The selection indicated follows ir. Rossin's
suggestions, To give the label a greater measure of perma-

nence it is possible to cover it with scotch tape or clear

L ot Roas JhNe-w
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nail polish. Some suggest the use of krylon, a plastic
spray. These protective coatings are perhaps best applied
after the label is attached to the folder. The position of
the tab can also be used to indicate the point of division.
& common procedure is to attach the labels for hundreds and
tens to the first position tab on the left, the digits to the
second position in the center, and the decimal divisions to
the third position on the far right. The illustration below
demonstrates these principles. After folders are labeled,

arrange them in numerical order. IMany prefer to begin the

numbering at the rear of the drawer and number forward. The

file folders are now ready to receive materials. |
Assuming that the pastor or student has decided to file

in line with our general remarks above, let us consider the

mechanics of preparing materials for the file folders. Ev-

ery item placed into the file should have recorded on it the

Dewey Classification number so that it may be easily returned

to the file folder after use. Clippings from magazines or

newspapers should be marksi with the author's name, source

and date. Frequently the source and author will determine

the value of an item. A word from Schultz, the butcher, is

not nearly as important or influential as a word from the

president or a senator. Whole pages may be dropped directly

into the file folder with the proper markings, of course.

Larger pamphlets, booklets, or tracts are best stored between

the folders if they are too large to fit conveniently and

neatly into then. Thei Bh% lﬁﬁﬁx&ﬁi Kﬁrﬁﬁﬁiﬂvey Clas=-

CONCORDIA SEMINARY
s~ BT BOUIS, MO,
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200 RELIGION \

AN

220 BIBLE ]lns GOSPELs-Ac.Ts] 226.3 MARK

Sk ke tes e N

25 DOGMATICS /233 MAN /352 SN

280 CHR. CHURCHES /' 234 PROTESTANTISM /284.1 LUTHERAN

: Dy Y AT “\/
400 PHILOLOGY / 492 SEMITIC ﬁqm HEBREW

Illustration 1. File Drawer. The drawing above illustra-
tes a portion of a file drawer using three-cut folders. The
hundreds and tens are on the first position using blue and red
labels respectively. The digits are on the second position
using green labels., Decimal divisions are on the third posi-
tion using yellow labels.
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sification number as well as the subject heading. The mate-
rials should always be folded to fit in the folder or be-
tween them without protruding from the edges. This is con-
ducive to neat filing.

Folders should not be permitted to become too full.
Small materials mey be lost or damaged. It is also time-con-
suming to search through a stuffed folder for a desired item.
If a folder becomes too full, check its contents to see what
logical divisions the materials cover. Check also the numer-
ical tables for the suggestions of Dewey for further subdivie
sion of the topic. Divide the materials into such divisions
as best suit the needs and label new folders accordingly.

Very small items such as small tracts or clippings a
few inches long deserve more attention if they are to be pre-
served. To prsvent their loss or destruction from heavier
items placed in the same folder, it is well to scotch tape
them to clipping sheets. A clipping sheet should be the same
size as the folder, perhaps a trifle smaller. It should be
nade of heavy paper similar in quality to the file folders.
By scotch-taping the bottom end of the clipping to the clip-
ping sheet, the titles remain visible and the back side may
also be read. Kells suggests that an envelope be used to
save very small clippings.3 By turning back the flap of the
envelope and attaching it to the c¢lipping sheet, a pocket is

3Robert H. Kells, lemory-O-Matic Filing System (Mt. Rai-
nier, Md.: The kount %Ernon %oﬁhaatIon, I§5§), pPe 12.
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formed into which several ¢lippings can be placed. Data
about the clippings could be recorded on the envelope. Each
clipping sheet should be labeled with the Dewey Classifica-
tion number and subject heading to which its clippings per=-
tain. It may then be filed in the proper file folder. The
following page illustrates the methods.here described. Let
us repeat our admonition of the paragraph above. The time
for marking and clipping is at the time of reading. The fil-
ing should be done at some regular specific time. "Do not
leave the task for some illusive tomorrow." If the items are
Properly marked, the actual clipping and filing could be done

by scmecne else.

e




234.2 Faith

i 4
Clippings Nos. 1-8 (Source and Author)
8
(Other data if desired) (Small Tract)
i#12 TITLE '

(Source and Author)

#11 TITLE

(Source and Author)

#10 TITLE

(Source and Author)

t Arrangement
Illustration 2. Clipping Sheeé

e



CHAPTER VI
INDEXING TECHNIQUES
Indexing Aims and Purposes

By means of indexing the pastor and student can make
greater use of his reading and study in bound materials on
his library shelf. Authorities estimate that a pastor spends
about 15,000 hours in reading and study over a2 twenty-year
period.l The same authorities estimate that 90% of this
reading and study is lost because the memory cannot possibly
retain a2ll the facts and other items covered in such reading.
These statistics are not too hard to believe when one consid-
ers the large proportion of time devoted by the pastor to his
preparation for his sermons and other ministrations. Besides
such reading for immediate use, the pastor who wants to be
Tall things to all men" is reading and studying constantly
to improve his general background. IMuch has been written
about what the pastor should read or should not read. We do
not propose to add to that discussion.

Our concern shall be rather, the concern expressed by

Theodore Graebner when he wrote,

the preacher and theologian does a great amount of read-
ing which has no such imnediate objective; and since it

lRobert H. Kells, me -O-Matic Fil System (lit. Rai-
nier, Md.: The Mount Vernon ounEati ), cited from
advertising circular.
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is impossible even for the best memory to retain the
vast array of facts and data that, in the course of sy-
stematic reading, pass through consciousness; and since
not only the facts, but the sources and authorities from
which they are derived are frequently of highest impor-
tance,-~it is an absolute requisite of fruitful reading
that significant_data be retained by means of some me-
chanical device.

The present writer feels that such a "mechanical device” is
to be found in the methods of indexing about to be described.
By means of indexing this thesis wishes to offer a key

to the treasures so securely bound on bookshelves. True,

some general volumes may be used without indexing, but, in

general, the lack of indexing means extensive and time-wast-

ing searching when some particular item of information is

desired. It is hardly an exaggeration to say that shelves of

books and stacks of magezines are of little value unless the
pastor has some key, some method of indexing to help him lo-
cate what he wants when he needs it. The arrangement of books
on the shelves and the storage.of whole magazines will be
discussed in the next chapter. Presently we shall consider
the materials and techniques of indexing such library materi-

als.
Indexing Materials

Many pastors find it convenient to keep their index in

notebooks. Others definitely prefer cards. The argument is
kin to the discussion of the primacy of the chicken or the

27heodore Graebner, The Pastor as Student and Liter
Worker. | ooiore Srastner, 142 RARIOD 2 Shudent 8897 o SE.
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egg. In favor of cards is ease of correction in case of mis-
takes, simple removal of dead matter by removing the card,
and the convenience of carrying a few cards in the pocket for
use at any time., In favor of notebooks--which the present
writer will recommend-~is the permanency of entries while
cards are apt to stray. If cards are misfiled they may be
indefinitely lost. Portability of the entire index is easy
while trays of cards are cumbersome. Entries are made quick-.
er and located more quickly in notebooks.3 Obviously even a

half sheet will suffice for the indexing done on six three by

five inch cards. Thus the writer, together with others, pre-

iers a notebook for indexing.a
In choice of materials for indexing the pastor and stu- !

dent should remember that this index should serve them in

their entire ministry perhaps as long as fifty years. The

need for the best possible quality is obvious. The notebook

chosen should have a durable cloth or better binding. It is

desirable to have a steel hinge for the best service. To

meke expansion easy it should be looseleaf with at least one-

inch rings. The size is not too important. Kells prefers

the full size using eight and one-half by eleven inch sheets.

The present writer prefers notebooks using five and one-half

by eight inch sheets. The notebooks may be conveniently kept

3Ibid., p. 117.

4Graebner, Kells, and the editors of the lilson Index
prefer and recommend the use of a notebook in preference to

cards.
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upright on any regular bookshelf or even on the desk since
they are no more bulky than a medium-sized book. Larger note-
books allow for more entries, but the size is a hindrance in
use. The smaller notebook can easily be expanded by adding a
sheet. The paper used in the index notebooks should be of no
less than ledger quality. Ordinary note paper will not serve
this purpose well.

Indexing Method

is indicated before in Dr. Graebner's quotation, the
Sources oi references ars very important. In indexing the
source must be noted for it is the only way to locate the
fact, data, illustration, and so forth, that is desired.
Sources, of necessity, have titles, frequently long titles.
In gathering references on a given subject, it is coavenient,
therefore, to have some method of abbreviating titles. This
is done in a part of the index commonly known as a book re-
gister. The illustration below indicates how a book register
page may be ruled. i

Title one such sheet with each letter of the alphabet
and place them in order in the front of an index notebook.
Alphabet tabs may be helpful for easy use. List each of your
books according to the first letter of the title together
with pertinent bibliographic data and its location either in
your library or elsewhere. Ignore articles like "a," "an,"
or "the." List also such magazines waich you keep whole on

your bookshelf. They may be listed in any order. NNew books
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should be listed as they are acquired. So on the page titled
"C" you might have listed such books and magazines as shown
in the illustration. On the page titled M™i" you might have
listed lLioody Monthly, lMessenger of Peace, Man Called Peter,

or Manual for Altar Guilds.

The symbol or abbreviation for each book or magazine is
the first letter of the title and the number by which it ap=-
pears on the book register sheet. As the books are listed
the symbol or title abbreviation should be written in the
front cover. If this is done, it will be easy to find when
indexing. The user need not turan to his book register to
find his title abbreviation. So in the illustration below,
Cl is the abbreviation for Children in the Bible School; C2

would refer to The Church Year; C7 would refer to the maga-

zine Concordia Theological Monthly; and so forth. Some wri-
ters suggest that one digit be designated for certain types
of materials. For example, seven could be used to indicate
magazines. C7 would indlcate Concordia Theological Monthly;
M7 would refer to Mpody Monthly; and so forth. If there are
several volumes to a set, they may be indicated by a lower
case number or small Roman numeral. Thus the third volume of
Christian Dogmatics might be indicated by Céc or C6iii. The
only purpose of this book register is to establish a set of
permanent abbreviations for books and magazines. It has a2b-
solutely nothing to do with shelf arrangement. The use of
these abbreviations will be explained in the following para-
graphs.
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BOOK REGISTER: LETTER —C
Nos. €1 T10_ClO
CODE BOOK OR PERIODICAL LIBRARY
LETTER| AUTHOR - PUBL ISHER - NO.PAGES - WHEN ACQUIRED, | CALL NO.
& NO. GENERAL CONTENTS - EVALUATION e S
Ehildren in the Bible School Helo
Lois LaBar
C i
Ihe Church Year HoLs
Paul Z. Strodach
G 2
: , H.l.
Herman Gockel
C 3
fhe Chief Steward Halio
s John E. Herman
Ly
yrossing the Kidron Helo
. | Zdited by Concordia Fublishing
C s5[flouse
ghristian Dopgmatics, 3 volumes HolLo
s Pieper
Cs
soncordia Theologzical Monthl Helw
lagazine
C 5
Dhristian S mbolics ﬂoLo
c Hlotsche
8
hristian ilrt H.L.
Po. E. Kretzmann
Cy
0
FOOTNOTES:

(H.L. is the abbreviation for home library.)

LJ@ nom\m F. ROSSIN CO. umnumus. MINN. , u. 5. A FORM 920

Book Register Sheet by Donald F. RoS=

el

/
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Subject or Topical Indexing

The major part of the pastor's index will consist of
reference sheets like those shown in the illustration below.
They may be ruled like the illustration allowing space for
subject headings, major divisions, and classification number
at the top of the page. The rest of the sheet should be
ruled into three sections allowing for notation of the source
of the reference, its nature and content, and other informa-
tion which may be desirable. As in the case of labeling the

file folders, so also the index sheets are given subject

headings and their classification number. These are then kept

in numerical order in the notebook. The choice of subject
headings for the index sheets is very subjective and-should
be determined by the needs of the user. They may be prepared
as needed or a set of skeleton sheets can be prepared using
the general numbers and titles suggested for the file fold-
ers. Let us repeat, these sheets are placed in the notebook
in numerical order, not alphabetical. The same logic applies
here as when this arrangement is used for file folders. The
benefits, such as grouping of related materials, also apply.
The use of this type of sheet becomes evident if we stu-
dy the illustration. Suppose that I am reading The Cross and
the Common Man. On page 78 I discover an illustration of the
relationship of faith and witness. I wish to retain this il-
lustration for future use. First I turn to my reference

sheet with the heading, "Faith." Using the abbreviation for
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the book title--which is found either in the book register or
front cover--and the page number, I can indicate the exact
Source of the illustration by writing C3:78. On the rest of
the line or any number of following lines, I can indicate the
nature and type of the illustration for future recall. If I
wish to recall this illustratior in connection with "witness,®
I will record it in the same way on the reference sheet
titled "witness.®

Or suppose that I am reading the Concordia Theolozical
Honthly of Januery, 1956, and on page 56 I discover an essay
titled, "Faith in the Lutheran Confessions." I decide that
this article is worthy of consideration in any future study
of faith. On the same sheet I indicate the source with the
abbreviation C7. Since this is a periodical I must also in-
dicate the specific issue, This can e done either with the
volume number or the date. So the complete abbreviation for
the source would be (7:1-56:56 or C7:XXVII:55 depending on
your choice of date or volume number. The title of the arti-
cle and its nature could be described thus: Essay--"Faith in
the Lutheran Confessions.™

Or suppose that I have written a sermon on faith to
wvhich I woulﬁ like to turn if in the future I study faith,
The exact details of sermon filing and indexing will be dis-
cussed in the next chapter. 4Assume that the abbreviation for
this sermon is S10:851 and its title to be, "Faith in the
Face of Death." The method of recording may be readily seen
on the illustration.
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Cross=References

This index also serves the purpose of cross-referencing
in the file folders. Regardless of the type of classifica-
tion the pastor will soon be confronted by & piece of mate-
rial dealing with several subjects. For example, let us take
4 booklet titled, "Stewardship and Faith.® After careful
consideration I conclude that the major topic is stewardship
and I file it in the folder labeled "253.85 Stewardship.”

Tet I want to find that booklet in any future study of faith.
So I turn to my reference sheet titled, "faith,” and record
under source the Dewey Classification number for stewardship.
On the rest of the line I note the nature and title of the
booklet. This is also indicated on the illustration.

What is accomplished by this process of recording re-
ferences? The answer is obvious. If at anytime I wish to
study the subject of faith for sermon preparation, for con-
ference papers, essays, lectures, or other type of presenta-
tion, I turn to my reference sheet and there will be gathered
the fruits of my past reading and study on the subject. The
file folder on faith will yield any other materials which I
may have gathered on the subject. In a similar way references
and materials may be gathered on any subject or topic.

CGraebner sums it thus,

It is only by systematically, laboriously, painfully,
even, gathering the details bearing upon soue depart-
ment of knowledge; by acquisition, line upon line, pre-
cept upon precept, here a little and there a little, of
the elements that make up style,--that we are able to
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SUBJECT (Text)_____ Salvation
SUBHEADING FAITH

SUBJECT
™, | REFERENCE

CLASSIFICATION NO.___ 2342

T é E TITLE, GENERAL CONTENTS
D2z ;¢ QUOTES, POSSIBLE USE, ETC.
m = 0O > a
c3:78 Illustration--Faith and Vitness |
C7:1=-56:56 | Essay=="Fa an
Confessions,™
S10:851 Sermon--"Faith in the Face of
Death."™
267 Booklet=="Stewardship and Faith."
. |N52135 Poem=="Faith."

A1:188i Essay=-="Faith," by E. L., Wilson
[C6:269ii | Dogmatic definition of faith -

T R
@ DONALD F. ROSSIN CO., HINNEAPOLlgp‘!"‘\‘.lm._,‘::;.;,\:_ﬁ'.l,-f’*' ggn‘uszs
A A R SR A .

Illustration 4. Subject Index Sheet by Donald F. Rossin.
The first four entries on the sheet above illustrate refer-
ences to books, magazines, preached sermons, and crosserefer-
ences to other file folders in that order. The last three
entries further illustrate references to books. The general
design of the sheet is based on suggestions made by the pre-
sent writer to Mr. Rossin. This sheet might be more useful
if the top line would be used for the classification number
followed by the specific topic to be indexed on the sheet.
Major headings could be included below the top line.
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write at all anything that will instruct or interest

even the smglleat audience or the narrowest circle of
associates.

Textual Indexing

One area of indexing of vital concern to every pastor is
textual indexing. As the pastor confronts a verse of Scrip-
ture for sermonic or other exposition he asks himzelf the
question, "What have I read and studied in the past which
will help me to expand this text?® By using the reference
sheets just described he will be able to build up references
to texts. The method is basically the same. fhe illustra-
tion below demonstrates our point. The sheet for textual in-
dexing is labeled with the book of Scripture and a given
chapter. On that sheet are gathered all references to verses
in that chapter. The verses involved in the reference are
indicated in the columm at the far right. All that has been
said about indexing books, megazines, and sermons and cross-
indexing applies also here. If in the future I wish to study
Fatthew 28:20, I turn to the reference sheet for that chap-
ter, run my eye down the right column and check only those
references dealing with verse twenty-eight.

Since the textual index comprises such an important part
of the whold index, many pastors find it convenient to keep
the entire textual index in a separate notebook. Reference

sheets for general information on Bible books is kept with the

SGraebner, op. cit., p. 103.
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8 —

SUBJECT (Text)____ Bible - -
SUBJECT SUBHEADING ______[Matthew 28
™. | REFERENCE
CLASSIFICATION No.___220
L § g TITLE, GENERAL CONTENTS :
F\ ST QUOTES, POSSIBLE USE, ETC. ~
@ = O > o ‘n[
73315 11-15
C7:4=55:2]115ermon Study and Ontiine  J.8 |
510:461  PGo and Teach® 1420
Salvation )
~ P12:26  Outline, "The Great Command® 1820
™,
@ DONALD F. ROSSIN CO., MINNEAPOLIS, MINN., U.S.A. FORM 926

Illustration 5. Textual Index Sheet by Donald F. Ros-
sin. The form of the sheet and method of entries are identi-
cal to topical indexing. The first four entries demonstrate
references to books, magazines, preached sermons, and other
file folders in that order. The last two references are ref-
erences to books also. HNo classification number is actually
necessary. The 220 cited above will aid in recalling that

1 Bible references are in 220, ilote the column on the far

riggg which is used to note the verses covered in the refer-
encese




124

topical sheets. To facilitate textual indexing many pastors
prefer to set up an entire index for the Bible. This can be
done by titling one reference sheet for each book of the 01d
Testament and one side of a reference sheet for each chapter
of the New Testament. Experience will soon direct you in
your further division especially in such Old Testament books
like Psalms and Isaiah., To maintain compactness several
chapters may be indexed on one sheet. Instead of preparing
the entire index, it may also be developed as needed. It is
not necessary to use the Dewey-Decimal numbers on these text-
ual sheets since they follow the same order as the chapters

of the Eible. Even the feeblest memory will soon recall

that all of these are really a part of 220 Bible Section. If |
notebooks with large enough rings are used, the textual index |
may oeccupy one binder, the book register and topical index

another binder. If smaller binders are used any logical di-

vision is satisfactory.
Ghoice'of References

There is always the question of what materials to index.
Top priority should be given to magazines. Their value is
increased by their timeliness. These materials usually cover
a wide variety of topics and texts and so there is no other
method of locating material on a given topic or text except
by means of indexing. Usually one would not index general
works like dictionaries, encyclopedias, concordances, or

books covering an entire area like dogmatics, New Testament
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Introduction, or commentaries. Occasionally even these may
yield a special insight or fact which you will want to re-
call eand, therefore, index. It is possible, though not al-
ways wise, to index some books without immediately reading
them. The topics and texts of sermon books may be gathered
either from the table of contents or index. Collections of
essays on different topies like the Abiding Word can be read-
ily indexed by looking at the table of contents.  Similarly
other books and maguzines may be indexed from the table of
contents or index. liost indexing, hawevér, should be done as
the book is read. Graebner remarks, "There is no such thing
as studying without pen in hand."® The pastor may note his
references which e wants indexed in the margin or on the
front fly leaf. #Any assistant may racord his rcierences thus
relieving him of the mechanics of the indexing. The amount
of indexing to be done is a very subjective matter. Usually
there is too little; the mechanics prevent too much. The
present writer suggests that any fact, data, illustration,
poem, and so forth, that makes one stop reading and ponder

is worthwhile.

61bid., p. 99.




CHAPTER VII
SERMON FILING AND INDEXING
Filing and Indexing Sermon Illustrations

The matter of filing and indexing sermons and sermon
material is one of great importance to the pastor who is usu-
ally expected to preach a fresh message at least once a week.
One of the primary functions of the pastor's filing and in-
dexing should be to develop a grest variety of materials on
topics snd texts. These should be so treated as to have them
readily availeble when needed to vitalize or elucidate some
topic or text. One author has said, A sermon without an
illustration is like an egzz without salt--tasteless.®™ The
use of illustrative muterial in sermons belongs to a discus-
sion of homiletics. Our concern in this thesis shall be to
provide such illustrations as sound homiletics demands.

There is probably no more perplexing taesk than the fil-
ing and indexing of a multitude of short illustrations, poems,
quotations, outlines, and other sermonic potential. One of
the questions most frequently directed to the present writer
in discussions of filing and indexing with fellow theological
students is, "What do you do with your illustrations?” The

present writer feels that such items should be carefully con-

1glen C, Tompkins, "All Things in Order," mimeographed
in 1950, p. 13.
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sidered before using precious time and space for extensive
indexing and cross-referencing. Zeal for such efforts is
perhaps born out of what one writer terms "a mania for quota-
tion .2 Frequently such "gems" are readily located in any

anthology of stories and quotations. Even with these limita-

tions and cautions the pastor still must deal with 2 large
number of genuinely valuable items which he should retain for
future use. These can be retained by the methods already des=-

¢ribed. If an item is really valuable, it should shed light

or insight on a specific problem or text. The pastor should
ask, "What point or text does this item illustrate?" The ans-
wer to this question will direci him to the proper folder or
index sheet. Illustrative materials should not be filed in a
folder headed, "Illustrations.” That division is for materi-
als describing the use and various types and methods of il-
lustrations. Always file them with the topic or text which
they illustrate. A little filing and indexing of important
and good items done regularly will soon pay great dividends

in better illustrated messages.
Filing Preached Sermons

Another problem which confronts the pastor is the method
of dealing with preached messages. It is generally agreed
that preached messages should be filed in some manner. The

2Theodore Graebner, The Pastor as Student and Litera
Worker (St. Louis: Concordia Publishing House, 1925), P 5%.
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reason need not concern us now. In addition to storing the
sermons, the pastor usually finds it helpful to have some
method by which he can index his sermons by text, topic, oc-
casion, and chronologically. All these things can be done by
following the general principles already outlined. Let us go
through the steps of filing and indexing a preached message.

The item about which we are concerned is the sermon man-

uscript or detailed outline which sums up the pastor's homi-

letical effort. #All resource materials should be returned to

their respective folders so that they may be easily located
for future study of similar or related topics and texts. Only
the completed manuscript and/or outline with such notes as
have direct bearing on the particular sermon should be filed
together. Usually this will be in the form of several sheets
of paper which should be bound together with a staple to keep
the sheets from straying. The size of the sheet is immateri-
al. Somewhere on the outside of the manqscript and at its
head should be the significant data. This includes text,
title, date preached, occasion, place preached, hymns used,
and by all means a serial number., Some authors recommend a
brief outline of major sections, Scripture readings used, and
sources, but this is a matter for personal choice. The serial
nunber is given to the sermon to identify that specific ser-
mon. They could be numbered chronologically; the symbol may
also give some information by using the two digits of the

year in which the serwon is preached. The present writer

suggests that the serial number be harmonized with the book
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register by giving one abbreviation to your own sermons, like
Sl or S10. A serial number like S1:35=-53 could indicate your
own sermon, the thirty-fifth in the year 1953. Simply nume-
bering them in sequence is the simplest and yet most adequate
method. The pastor should decide what pattern he will follow
and write out that pattern so he may follow it consistently.
The illustration below gives two patterns and samples of each.

The pastor could avoid all the mechanies of this sermon

marking if he uses a good worship guide in his bulletin cov-

ering this data. To prepare the manuscript he would simply
staple the Sunday bulletin to tiie sermon. He would have to
add only the serial number if the minimum pattern is followed.

Serial Number: S1=569

Text: Luke 23:35

Title or Theme: Behold the Cross"

Date and Occasion: March 30, 1956-=Good Friday
Place: Zion Lutheran--Ferguson, Mo.
Hymns Used: 175«=171==173

Illustration 6. HMinimum gattern and sample of sermon
manuscript marking in preparation for filing.

Serial Number 81-10:56 (using digits of year)
Text: Luke 23:35
Title or Theme: "Behold the Cross™

I. The indifferent
II. The enemies
III. The friends

Date and QOccasion: March 30, 1956-=Gocd Friday
Place: Zion Lutheran--Ferguson, lo.
Hymns: 175«=171==173

Scripture Readings: Is. 52:13=-=53:12

John 18:le=19:42
Sources: (Using book G7=2-52:%9
register H10:312
abbreviations) N7:192

Illustration 7. Amplified pattern and sample of sermon
manuseript marking in preparation for filing.
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With the manuscript prepared for filing we turn now to
the place and order of filing. Some prefer to file sermons
by text or topic or occasion into the working file which we
have already described thus keeping all materials together.
The writer's personal experience and the experience of many
other pastors has led them to a preference for filing sermons
somevhere outside the working file of source materials. The
problem is simply one of bulk. The many messages prepared by
the pastor tend to £ill the working file with undue bulk
which makes the use of the sources in the file difficult and

cumbersome. Some prefer to place the sermons in a separate
drawer of the file. The full size sheet fits nicely into the
folders or the half size sheet can be filed in two rows. Seve
eral months' sermons could be placed in one folder depending
on the size of the finished manuscript. The folders could
then be titled with the dates of the sermons in it and thus
be of zid in relocating the sermon. Others like to keep the
sermons on the library bookshelf. Usually these pastors use
a half-size sheet or they fold the full-size sheet in half.
There is the problem of binding them to keep the shelf neat.
Thie can be done by placing them in cardboard magazine car-
tons used by libraries for storage of magazines without bind-
ing them. One author suggests using cereal boxes with the
sides rather than the top cut out. Others tie the sermons
between two stiff sheets of cardboard. Tying, however, makes
them rather inaccessible. The present writer favors use of

the file drawer or the magazine carton.
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As indicated by the serial number discussed in the pre-
vious chapters, the writer feels that sermons should be kept
in chronological order. Attempting to file them by topic,
text, or occasion necessitates the preparation of an entire
filing method to handle sermons alone. The sermons can be
indexed by topic, text, and occasion thus making this unne-
cessary. The serial number on any reference sheet for a top-
ic, text, or occasion will readily locate the sermon for the
pastor. The only exception to this chronological filing of
sermons will be the special occasional sermons for weddings,
funerals, and so forth. These may be kept in the worling
file, if desired, in the 252.2 and 2064 sections set aside for
that purpose. Ordinarily, this section of the working file
should be used for sermon source materials for the days of

the church year, occasions, and so forth.
Indexing Preached Sermons

In introducing this section on the method of filing and
indexing sermons wie indicated a need to relocate sermons prea-
ched on a given topic, text, or occasion. This can be done
by indexing the sermon by its serial number and title on the
subject and textual reference sheets. For example, the ser-
mon used in the illustration above deals with the topic of
Christ's crucifixion so we may index it on a topic sheet head=-
ed 232.963 Crucifixion. It is an exposition of the text Luke
23:35 so we index it also on the sheet for Luke 23. It was
preached on Good Friday so we may index it also according to
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the occasion on the sheet titled "264.9466 Good Friday.®
Similarly we can index any sermon on any subject, text, or
occasion. When studying any topic or text or when checking
to see what was preached in previous years on any occasion,
the pastor will find summarized on the index sheet for that
topic, text, or occasion all sermons he has ever preached on
them, in addition to other study done on the matter. Some
pastors find this indexing somewhat comprehensive and compro=-
mise for simple textual indexing only of sermons. This is a
matter of personal choice znd needs. The comprehensive in-
dexing could well be done by any helper thus making available
more resources when needed.

If sermons are filed chronologically, it is hardly ne-
cessary to keep a chronclogical listing of them. If a sermon
iz repreached, the original sermon would be returned to its
place with the date of the repreaching recorded on it. A
single sheet could be placed in the regular chronological or-
der giving the data usually recorded on the sermon manuscript.
It would not receive a serial number and would direct the
user back to the original sermon. It would list the original
sermon serial number, the present date and occasion, the pre-
sent place of preaching, and any changes in hymns, Scripture
readings, and so forth. The illustration below demonstrates

this type of sheet.

Repeat S1-596 Agr:l.l 10, 1960--Cood Fridey
Trinity--Peoria, Ill. 461l=e298-=321

Illustration 8., Data to be recorded on a sheet indica=-
ting a repreached sermon.
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If a chronological record is desired by the pastor, the

list could include the serial number, the date, the text, the
theme, place preached, and other pertinent information. The

illustration below suggests how such a sheet might be ruled

and used,
s e EF T
Date TITLE or THEME PLACE

O [5=5¢... EXT OTHER DATA OccAsion |
O E’-&'b dhe “W@ al___e-f,i_ 22 Zlm-Tb‘;ﬂJ
SI~956 123125 o Aoed -TM-‘E%

g-1-56 | Yeh |" Cheit o i " ¥
51-987|16:1-2 > Loclio ]

Ny-y-5e |LPL | Deth w&; " o "
si-952 | 1z | Sedcdt Fiivisa

gogoss Yok |" Pod o Doe "] - -

S)- 959 |aot -3 8 A L
,-—J,__.————-r/ e

Illustration 9. Chronological Sermon Record Sheet.

By these various means the pastor can keep a complete
control over his sermonic material and preached sermons. He
can avoid repetion and find new materials to keep his sermons

fresh and vital.



CHAPTER VIII

LIBRARY ORGANIZATION
General Criteria for Simple Grouping

A consideration of filing and indexing would hardly be
complete without some words about the arrangement of books
and materials on the library shelf. As in filing and index-
ing, classification is important also in arranging books and
other materials onm the bookshelf. The present writer con-
Ccurs with Elliott when he points out that a private library
of less than two or three thousand volumes needs no more clas-
sification than some logical sequence.l Nor is the marking
of the book back necessary in such a small library. If some
logical grouping is used, the pastor can readily locate his
books without the laborious task of specific classification
and marking.

One such logical grouping readily suggests itself in the
Dewey-Decimal Classification. The numerical tables suggest
the sequence that should be followed. Let us summarize the
major groups suggested by major classes. ;

000 General Works would include dictionaries, encyclo=-
pedias, yearbooks, atlases, genaral bibliography, and just
about anything that cannot be grouped elsewhere.

lleslie Robinson Elliott, The Efficiency Filing System
(Nashville, Tenn.: Broadman Press, 1951), P. 7.
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100 Philosophy includes also works on psychology and
ethics.

200 Religion includes general works on religion.

210 Natural religion includes works on heathen and pag-
an religions in general. Specific religions should be checke
ed against the tables for 290 Non-Christian religions.

220 Bible includes introductory works, sets of commen-
taries, concordan:es, dictionaries, and so forth, on the en-
tire Bible. 4lso grouped here is Bible stuly, versions,
archeology, history, geography and characters. After general
works on whole Bible arrange commentaries on single books in
Biblical order.

230 Doctrinal Theology includes works on doctrines not
specifically covered elsewhere, for example, general dogma-
tics books. The tables will help very much here.

240 Practical Theology includes first general works;
then hymn books and works dealing with music; and works on
prayer and family devotions.

250 Pastoral Theology includes also general works on
homiletics, then books of sermons, then church administration.
260 Ecclesiastical Theology includes works on the
church; church government; worship and the sacraments; mis-

sions and evangelism; parish education.

270 Church History includes history definitely of the
Christian Church.

280 Christian Churches includes first general works on

all bodies, then works on individual bodies.
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290 Non-Christian Religions includes works on specific
heathen and éagan religions,

300 BSocial Sciences includes works on sociology.

400 Philology includes grammars and dictionaries of all
languages.,

500 Fure Science includes mathematics, physics, and
chemistry.

600 Applied Science includes medicine, agriculture,
and business.

700 Arts end Recreation include also photography and
music in general.

800 Literature includes general works on all types.
Fiction may be alphabetized by author's name.

900 History includes secular history, geography, and
biography. Eiography may be alphabetized by the name of the
subject of the oook, for example, Calvin, Luther, Washington,
and so forth.

These general categories are suggestive., If in doubt
about a specific book, the pastor may check the table of con-
tents to discover the general content and topic of the book.
By looking up the topic in the relative index in chapter
four he will be directed to the proper class.

The secret of the practical efficiency"of so simple a

system is that the human mind possesses the quality of

seozraphic memory. The private user soon learns that
his books on a certain subject are on a certain shelf

and he instinctively turns to that shelf for thgt sub=
Jject. This is all the classification he needs.

2Ibid., pe 8.
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Reference for Comprehensive Library Organiszation

There are those men, however, who feel that the library
too should be carefully classified and marked. Among these

are Kells and lMoyer. No doubt the carefil marking and clase
sifying do have advantages especially if the library is large
and several people spend quite a bit of time using it. In |
such cases there is usually adequate help available to do the
classifying. It is conceivable also that a student might

like to begin classifying and marking his bocks while his
library is still small. If this were done, the initial work
would not be so great. As new books are acquired they could
be marked thus spreading the work over a period of time. If

a pastor or student wishes to classify his library completely,
the present writer wishes to direct the reader to Dr. loyer's
book, The Pastor and His Library. This excellent volume lives
up to its title and gives a brief yet very clear set of in-
structions for classifying and marking the pastort's library
according to the Dewey-Decimal Classification. It is an in-
dispensable tool for the pastor who wishes to classify com-

pletely also his library.
Storing and Binding lMagazines

There are, of course, materials on the library shelf be-
sides bound books. There may be sermons if this is preferred
to storage in the file drawer. There will also be the prob-
lem of storing magazines which are kept intact. Like sermons
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these may be kept in cardboard cartons prepared for that pur-
pose. The back of the carton may be labeled with the name of
the magazine and the issues contained either by date or by
volume number. The book register tiﬁle abbreviation may also
be noted for convenience. Other ways of binding them are pos-
sible, but few of them are better or less expensive than the
one suggested.3 The cartons are obtainable from any large
stationer or through a local library which probably buys them
in quantity for its own use. HMagazines might be grouped with
the general works either under 000 or 200, In the private
library of the pastor any loglcal and convenient grouping is
satisfactory. Because of Dr. loyer'!s extensive treatment of
this area of classifying and marking books and magazines the
present writer will not presume to expand on the subject. Re-
gardless of how far the pastor decides to go in this direc=-
tion, the first suggestion of a general grouping without
marking should be the minimum effort for satisfactory and ef=-

ficient use of the library.

3Dr. Hoyer on page 102 of his book, The Pastor and His
%%Qﬁ%gz (Chigagoz ﬁgogy Press, 1953), describes a method of
nding magazines with hard covers. The method is quite
time-consuming and perhaps somewhat more expensive than this
writer's recoamendation. The end result, however, is a very
attractive and convenient binding.




CHAPTER IX
ADDENDA AND CONCLUSION
Personal File

What has been described thus far may be termed the pas-
tor's professional file. It is the file which he uses in
his work. There is also a need, however, for a personal file
in which the pastor may keep personal records and items.

Some of these could perhaps be kept in parts of the profes-
slonal file, but their personal nature makes it desirable to
keep them apart from the regular working materials,

They should be kept in a secure place since they do con-
tain important personal records. The present writer suggests
that the pastor select the most secure and safe place he has
for such a file, preferably under lock and key. It may be
conveniently alphabetized according to the suggestions in the
list below. The reader will note that the list contains al-
ternate suggestions for adaptation to personal needs. If
three-cut folders are used, the mejor headings, like automo=-
bile, correspondence, and so forth, could be set up as divi-
ders to help find specific items like titles or deeds. Here
follow the personal file subject headings:

Automobile

Expense records
Insurance papers
License records

Owvner's manual
Title
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Correspondence

Important letters alphabetized by name of corres-

pondents.

List of addresses for Christmas cards, and so

fort'hn

Family records
Marriage license
Family health insurance policies

Each member should have a folder for his personal

biography and records such as:
Birth certificate
Baptismal certificate
Confirmation record
Educational records
Diplomas and degrees
llealth records
X-ray records
Blcod type
Dental record
Life and health insurance policies
Employment records and contracts

Financial records
Danking records and statements
Checking and savings account records
Budget
Receipts not kept elsewhere

Home
Insurance
Deeds and titles

Household records
Personal property insurance
Record of appliances and warranties
List of 21l items

Insurance--If all insurance is grouped
Autonobile
Heelth
Life
Personal Property
Title

Taxes ]
State income tax, filed by year
Federal income tax, filed by year
Fersonal property, filed by year
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Conclusion

The specific aim of this thesis, as set up in our first
chapter, was to describe a single unified method of filing
and indexing. We also set out to provide tools for use with
the method which we described by adapting the numerical
tables and relative index of the Dewey-Decimal Classification
for use by the pastor and student. This aim has been ful-
filled to the extent of the present writer's experience and
researchn. Io doubt further experience and study will modify
or amplify the suggestions made in the preceding pages. It
is our hope that the present suggestions will assist pastors
énd students in preparing an adequate method of filing and
indexing. The general principles set down will certainly save
the pastor and student much trial and error, but they should
be adapted to personal needs and requirements.

lMore time and study could perhaps be given to considera-
tion of the tables and relative index to make them more mean=-
ingful to the user. We would offer a caution in further work
on the Dewey tables. The present writer originally set out
to "revise™ the tables for the pastor's needs. Extensive
study has led us to concede that the classification experts

have done their job well. As may be noted from the tables,
the present writer has not revised as much as he has explain-

ed the terminology used by the tables. lore fruitful work

could probably be done in other areas of the pastoral minis-
try.
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