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How Differer

pothy L. Kurtz X
partment, Presbyterian Hospital,
| New York
[Note: The lollowing is from the annual report of the hospita
COMPLETE reorganization and unification of t
department was made in 1929 to handle the wo
for Babies, Presbyterian and Sloane Hospitals and Va
derbilt Clinic. In 1930 the most important developme
was the establishment of a method to summarize the ho
pitd” ‘ses in such a wiy as to make them suitable f¢
machwe tabulation. This involved preparing a numeric
code to cover a personal description of the patient, tl
outstanding facts of his stay in the hospital, and fnal
his diagnosis, operations, if any, and the result of his car
Aft” “period of experimenting, actual coding was begu
on . urst of October on all discharges from each of t
three hospitals. These coded abstracts covering the la
quarter of 1930 has been sent to the statistical bureau ¢
the Metropolitan Life Insurance Company, where tt
punch cards are being prepared and the machine tabul:
tions will be done.

Without the Metropolitan’s cooperation in this respec
and also the benefit of their experience in planning th
work, this method of tabulation would have been quit
impossible. It is a new departure in the field of hospit:
statistics and promises to make easily available a larg
number of facts about what the hospital is actually doing
Heretofore this valuable information has been lost be
caus~=~f the enormous labor necessary to secure it

i cegular circulation work of the department ha
gone wuch more smoothly this year than last due to th
enlargement of the night shifts of clerks. The evenin
shift (4:45-12:15) now handles all of the filing, whic
frequently exceeds 3,000 charts, add several hundred re
port™ ™ the charts, and check all new clinic diagnose
The ..ght shift (12:15-8:00 a. m.) pull all of the chart
for the coming day’s clinic appointments, and also thos
requested for study or other purposes. This arrangemen
leaves for the day clerks the handling of clinic non
appointment calls, the work on the name and diagnosi
files, the completion of the discharged charts and th
coding *of the abstracts. During the year 1930 the de
partment handled 2,325 records discharged from Babies
9,007 from Presbyterian; 5,778 from Sloane and 33 991
new Vanderbilt Clinic cases.

It is planned in 1931 ‘to have available for study, re
ports quarterly and for the whole year covering diag
noses by days of care, amount of charges and amouni
paid and deaths, and also similar data on the new Van
derbilt Clinic cases.

Supervisor of Record
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OUTLINE OF COURSES

DeparTMmeENT 0F NURSING

Departmental representative: Miss Dorotny K-tz
will advise students during the registration pet._.s,
5-6 p.m., September 20 to 23, inclusive, and January
31 to February 2, inclusive; also at other hours by
appointment. Office, Record Department, Presby-
terian Hospital, 168th Street and Broadway.

Medical Terminology el—Lectures, assigned read-
ing, and one term paper. Credit X. 2 points Winter
Session. Fee $20. Members of the Department of
Nursing of Columbia University, under the direction
of Professor ErLeanor LEE.

7-8:46 p.m., Tuesday. Amphitheatre A, School of

Medicine, 630 West 168th Street.

Beginning September 28, 1937.

A course for those already proficient in secretarial techniques
who desire to qualify for medical secretarial positions.

The instruction is planned as a basis for intelligent use of the
terminology of the fundamental medical sciences (anatomy, physi-
ology, bacteriology, and chemistry), laboratory tests, representa-
tive diseases and their treatments including operative pro
Particular emphasis will be placed on medical phraseolog
breviations, prefixes and suffixes. Gt

Applicants must secure the approval of the Deparlmental Rep-
resentative before registering.

Medical Terminology e2R—ILectures, assigned read-
ing, and one term paper. Credit X. 2 points 5| g
Session. Fee $20. Members of the Department of

Nursing of Columbia University, under the direction
of Professor Erranor LEE,



7-8:40 p.m., Tuesday. Amphitheatre A, School of
Medicine, 630 West 168th Street.

Beginning February 8, 1938.

Medical Terminology er repeated in the Spring Session.

Applicants must secure the approval of the Departmental Rep-
resentative before registering.

¥} cal Records e4R—A course based upon the

record system of the Columbia-Presbyterian Medical

Center. Credit X. 2 points Spring Session. Fee $2o0.

Miss Dorotay Kurrz.

~=8:40 p.m., Tuesday. Room C-418, School of
dicine, 630 West 168th Street.

peginning February 8, 1938,

This course is offered for those who wish to prepare themselves
for work in hospital record departments, It deals with the contents
and use of the hospital record, the organization of the department,
and the movement for standardization of records. It also aims to
familiarize the student with The Standard Classified Nomenclature
of Direase.

Prerequisite: Medical Terminology ex ot equivalent knowledge
of the subject.

Applicants must secure the approval of the instructor before
registering.

WINTER SESSION

September 23, 1937 to February 1, 1938
Registration—September 17 to September 25

SPRING SESSION

— February 2 to May 21, 1938
: Registration—January 31 to February 5

Registration hours: Daily, g a. m. to g p. m.
Saturdays, g a. m. to 12 m.




REGISTRATION AND PAYMENT OF FEES

Students desiring to take these courses are required
to enroll at the office of the Registrar, Room 315
University Hall, 116th Street, between Broadway and
Amsterdam Avenue.

In addition to the tuition fee, every student - st
pay a single University fee for each Session or any
part thereof: for six points or less, §5; for more than
six points, $10.

For other courses given in the late afterncon and
evening, and for details regarding privileges™
demic calendar and general regulations goveri.ag
students, consult the Adnnouncement of University
Classes which may be obtained upon application to
the Director of University Extension, 561 West 116th
Street, New York, N. Y.
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Date of Birth

Relationship
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COLLEGE OF
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DENT

AL AND




| Name___

“BABIES HOSPITAL
NEUROLOGICAL INSTITUTE
NEW YORK STATE PSYCHIATRIC INSTITUTE

bt Sign-in Date

PRESBYTERIAN HOSPITAL

SLOANE HOSPITAL FOR WOMEN
NEW YORK CITY

e oL IO - —
COLUMBIA UNIVE TY

COLLEGE OF PHYSICIANS AND SURQGEONS
8CHOOL OF DENTAL AND ORAL SURGERY

VANDERBILT CLINIC T . o
Admission and Discharge Sheet

|| Name Yrs, in U.S. in City City No. Unit No.

| Address 3 of Birth Age

igion Race

| "
| Father’s Name p Birthplace Birthplace
; . 5

| Mother’s Maiden Name b Birthplace Marital State-Sege W Wil S b

': Name of Near Relative Occupation
{

Particular kind of work

Address

Ganeral natura of industry
7

Tel. No. Relationship Prev. Record

Adm. Thru-

Babies Neur. Presb. Paych, Sloane V.G
A

Name of Near Relative Vanderbilt Other Service  Other Hospital  Social Age:

Address

Patient's Self  Private Doctor  Birth

Tel. No. Relationship Specifically:-
|| Company Insured in

n
Adm. Date

L me

 nm DischaDate
L]

Policy No. Ordinary or Intermediate Ward or Serv.

Industrial or Group

| Pedigree Taken by

HERE

Adm. Time.

I| Admission Diagnoses To Ward Urgent-vyes No  Medical Interest-exceptional Averags Doubtful

| have examined this patient and find h a proper subject for traatment in the hospi|

NO WRITING

Dr.. £ Doctor r 1ding patien|

e BMBAT = Positive Nogative for =

Throat Examination Dr.

i o L e

Disch. to-

Daglor admittiog patient

17A
Result = improvad Unimproved Died - within 2; hrs.- Yes No- Autopey- Yes No Vandarbilt

Other Service  Other Hospital Social Se

|| Attending in Charge

o}
2
[=]
Z
@
o
o
'S

Pationt's Self  Private Doctor - Report to be sent - Yae No

Clinic Appointment - Clinic

D

Specifically:-

E

Follow-up Date

1A

e
Discharge Diagnoses (by order of importance)

Autopsy Diagnoses (by order of importance)

THIS MARGIN RESERV

1]

n
Operations (by order of importance)

Social Service Diagnoses by order of importance)

29215551

Form 5150-6M-10-30

200- Linsuny Busgau Div., Rewmaron Rano, b
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REPCRT OF THE RECCRD DEPARTUENT {gEjfz; _,

I have the honor to submit the report of the Record Department
for the year, 1931.

The summarizing of data on hospital cases for machine tabulation,
begun in 1930, has been continued in 1931, end in addition, the same method
has been applied to new Vanderbilt Clinic cases. Reports cevering number of
cases, deaths, average days of care, and average amount charged,for the
prineiple diagnoses have been prepared for the first half of the year, and
those for the second half are in course of preparation. @nly the coding has
been done in the department this year, the card punching and tabulating
being handled by the Statistical Bureau of the Metropolitan Life Insurance
Company, Due to their interest and understanding of the problem, the work
has been accomplished with remarkable smoothness, despite its newness and
complicated mature.

During the early part of the year an extra effort was made to
clear up the very large mumber of incomplete records accumulated during the
period of reorganization. Thenks to the cooperation of the staff this under-
taking has been satisfactorily completed.

Due to a change in admitting procedure in the clinic,it became
possible to transfer the typing of new clinic records from the day to the
evening shift. This work was the most trying of any, because of the pressure
during rush hours. Its transfer to the evening, when it may be handled at
a steady pace, has been one of the last steps in eliminating the feeling
of confusion in the departiment.

o s T psibeen
: During 1931 Babies Hospitel sent us 2;189 discharges, Presbyterian
7ec7l, Sloame & 7], and Venderbilt Clinic has added EG;Cﬁ new out-patient
records. While these figures do not differ greatly from those of last year,
the number of charts drawn out for study purposes by staff and students has
grown to a marked extent. It is not uncormmon now for the number of charts
returned te file in a day to exceed.

Respectfully submitted,

—_—

SUPERVISOR OF REGCRD DEPARTUENT



Copy for Dr. Dublin

Janusry 30, 192¢. 0

In_re: Weecord Depcriment Farsonnel and Arraggements

Ia my ocnvarsaticas with Dr, Dublin end with you
oartein changes have besn deooided upen zs immediately neccsssry
in erder to insure & smooth runnling circulstion of oharts.

These matters cre grouped under the following hesds:

A3 you know, es sccn 28 the room s running smoothly,
I shall be sipeoted to give more of my sttantion to the stotistia
esl and study sspsct of these records. It 1a important then
that thers be someone in the Record Rcom rosponsible for keep-
ing the work up, answaring quastiones and gensrally coversesing
the other olerke. ¥iss.Hormsn sppoors compelent to do iLhise for
the D.P.D. ssction. ¥les Scobie ssems ithe nutursl choloe rér
the hespltal resord sectlon, end 1t ie propossd that &he be
Ziven te uadar$tﬁﬁ§-tk@tlahe‘1s on trial f@rlaueh work ond % 4
she mekes good can ezpeot & reise from her prassnt £100 to 4120
4 month. Thiec inoresse, of oeurse, would not go inle affset un-
il sfter wra. Foreyth lsaves. :

It $& 8leo negeesary thet thars be one clerk who i
An zuthority on the dispnosis work. of the four whe do this
spoeinl work, Wiss Burnerd, by reseson of her phy&ie@l Lrai~ing

aducation end her intersst ssome tha bost fitted., She is now




geiting 385 & month end, If she mekes the most of her opportun-
ity es 1t 1s sxplained to her, she will befors leng be worth
BOre.

- In order thatl Mlse fcoble be oven put on trisl for
her new place, scmeons must take over the groatar part of her
work, Miss Farrell)swhe doss o 1ittle of 1t mow, could bost
do 1&. Half of ¥lre Ferrell's present work will be taksn out
ai’ _-‘&h%iﬁﬁ%.l’ﬁ hoom sniirely whon the Wollow-up Clinic filae
sre transfervad o the raspective elinics. Tt is importanmt,
thersfors, thst this tranefsar be made o8 soon ss possible in
order Lo permit this rearrengsment of persconel. Ths othar
part of Hlse Farrell's work, the Interval Besult fils, ocan be
Liken over by Nies Mstozlf, = typist, now filing frem 4:00 te
12100 for the C.P.D. ssolion, Her relesza for this work dopands
ugen two olher chenges now Lo be deslt with.

Y& nead, as I 5&?@ told you, s zirl o tekeohirge
of the dusbwaltsr, clinic window and telephons. 4 pirl just
cut of sohoul provided she is slert and pleossant would do for
this pluce, and could be sterted for §50 or & 11%£1&~m@r@, ir
noosgsary to amﬂaré tha right cae. he filiiég of thir position
will rolesse Miss Peton, who Lo too valusble Lo ba kopt 21 thie
work, for she #1111 rolssse ¥liss Metoslf.

ince ﬁiaé Bstoell 12 now an‘é&&y =% nlght, she cannot
teka over dsy time work untll the men sre sooursd for the nizht




ehifts, st lsast for the 4:00 tc 12100 one. We had considered
studente fur Lhis.w@rk,_as you know . DIr. Auchineclozs hae
suggested thet, 1f thsy could be ssoursd, elderly mem might
prove more relieble, more intercsisd im the work, cnd would
glve less turpover. 1 think the suggestion deserves congldsration.
¥hstever we do in this reapect, we will need three msn, ome from
4:00 to 12:00 one from 12:00 to 8:00 and one to £il) in on their
off nighte snd whem thay sre 111. Thers iz 1ittle need of hay-
ipg mere then ome here st once,; that I esn see, Lf & part time
man oan be sseured fur the third place,

| | I aleo spoke to you of the need of 8 girl to 111 in
furing the dey where sver snyome is out or cverwerked. I consider
this'v@ry nscessary, &8 at pressat ssch girl hes full time Qnrk
and 1f she 1s out the work scoumulstes very repidly, upsetting
the whole routine. This girl would have to be = typist and
aiaéﬁ I have no one to teke dlotation for memorsnda, T should
suggest that she be = stenvgrepher ss well. T bslieve the
startlng salary ie from $85 teo $100 » month. (Mlss Sohlaeingor,
new stiached te cur pay rell a» e stenogrspher, glives her tims
aatiraiy t¢ the Follew-up Clinie, and no doubt will be transferred
to them sz eoon as our files are turned over te them.)

1 spoke to you slso of Miss Crsubard, whoss sttendancs

r&ﬂa:d'haa been very bad and whe shows no interest in her work
when she L: hers. HNrs. Foresyith and I both think it desirsble

to replace her vsry scon. B8he receives 365 & month.




To summarize, then- two peopls are expeeted to lseve
within = vary.sher% tima, Mr=. Forsyth sand ﬁis@ Behlesinger,
whi reselve respectively $178 end $125 = month. T sm suggesting
ralses, provided thay m&&a good not toe fer in ths futurs, for
thres pecple-liss Scoble($100 to $120), Miss Barnsrd($85 te $100)
end Miss Peton(850 to $60). I am asking for twe pow pecple, s
dumbweitor operator at frem $50 to 2860 , cnd & stenogragher and
gensrsl substitute at from $85 to $100. "o ksep the Record Soom
spen twenty-four hours & day I em suggaating three men, two full
time and oma part tims for night work. Finelly, I am supggesting
the reglecement of Mies Craubard who is unsstisfactory, by some-

ene for Lhe same sslury.

On# of ths diffie.lties of the eliniec oiro lation hes
been with notifyinmg the Rocord Room of transfers from ome elinic
to another. It le now suggestsd thst instesd of sending o pink
glip tc the Record Room fur svary transfsr, the side who sends
& chart to another clinic should teke & filler etemped with the
Rems end debte of hor olinmic and write on it the number of the
chert snd the clinle te which she semt 1%, One filler would

probably serve for all the transfers from that eiinic in one

dsy, but ons for esch tramsfeor could be used 1f it should. ba ftﬂ@ék\

found bastier.
Ancther problem L8 ¢ huv9 ohsrls labellsd from which
eiinic they come when they are returned tc Lhs Regord Room, and

it
the §§§g and Q.P.D. charts zepsvsted. This is more imporisnt




F

thaeti numsricel order, -ince they come back & few at a time

rather than sll at once as they lesve the Record Room. It is

1

suggerted that the same fillsr: with no writing but stamped lith{
“

esch cliniet« name and date be fastened with & rubber bend to u,
returning charte, : ygj*ls
A third problem i- thst requec-ts from ths Reecord Rpom £

for return of aharﬁs are frequertly overlooked in the elinics be-

H2T
2

., ‘eause writtin on plein peper. It 1s cuggested that a special

Record Room requisition be printed on red paper. When the side
recelver one of thece she rhould return the chart immedistely

with the -lip attached -o that it be quickly recognized inm the

ement: in the Record Room
Misr Herman hes gpugg=cted that the clinic window be

provided with & elip for holding rsqui-itionm «lipc and & hanging
box factened out-ide the window for outgolng chart- for fleor B.
The girls d-ing typing do not hsve rooem for tﬁ&%ehartﬁ they ere

working on and often the charps they ere using are put on the

flocr, which i<, of cour=es, the worect place possible. £ table T
for unbound charts, and boxes for bound oner zo thet other girls &
may look at the numberes without dicsrranging them are ruggested,

Instead of the basketc in ucre in the 0.P.D, cection, two boxes

in one of which cherts gan be rtood up end rubdivided be olinies
and in the other by number: ffr“filigg, sre cuggested. A simiiar
arrangement in the Hor-plitsl ohart s&é@ian i: needod excspt that
tables incstead of bo¥os will be riequired.




4 lergs factor in n%awing up the work in the Horpitsl
chart section i, the e@ﬂﬁitien”@f the rhelves, Dr. Dublin har
puggéwtéd-th$t oaoh raction of the gpre-ent :shelver be divided into
three compertment- by psrtitions resching c¢lore to the -helf sbove,
Yhen tﬁi?.if dons, the eatire back row of chearte, which are gom-
parativaely little ured, chovld be tran-ferred to the storage room
where the old Floan ohsrt: slresdy sre., The rpeoe thu: left and
-uoh of that in the front -helves s+ i needed, chould be utilized
te sliminate the top shelves and in lcorening up the cherts in sach
comperiment =0 that they msy handle eacily and be kept mat with
esra, '

The man from the Art Metsl Company hue been here Lo pre-
pare his edtimste. It 1- not in yet but it ir certain that it
will be sn expen-ive job and will probsbly teke considerszble time.

Nor will it ever bs as reti-feotory ar chelvas ¢f the Plght type
becav ¢ of the gggif on the floer of the rshelves, It oocur: to

mz thatl 1l there 1- likely to be any ure for thess pre-ent chelve:
elrewhere in ths Horpital within & yesr or ro perhapr # storage
rpaos for recordrs of the other Hoepltal units yet to come, or im the
library, it might possibly pay to ucre these shelver and put in

new ense here -+ulted to cur requirements. The-e pre-eéent shelves

&YQIQQitﬁ-ﬁ&tiﬁf&ﬁﬁﬂfy t¢ hold books.

Record Department.
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THE PRESBYTERIAN HOSPITAL IN THE CITY OF NEW YORK
THE INSTITUTE OF OPHTHALMOLOGY ~
THE SLOANE HOSPITAL FOR WOMEN
BROADWAY AND 185TH TO 168TH STREETS
NEW YORK, N. Y.

October 5, 1937

Dr. Louis I. Dublin

Third Vice Presldent and Statistician
Metropolitan Life Insurance Company

1 Madison Avenue

New York, N. Y.

Dear Dr. Dublin:

Thank you so: much for your very heartening letter.
You may also be interested to know that Dr. Dunn of the
Census Bureau called an informal meeting yesterday to
discuss the problem of a Morbidity List for statistical
purposes. The people there did not represent organizations
but were rather those who were actually struggling with
this problem. Among them were several men, from the U. S.
Public Health Service, Dr. Berkson from Mayo, and a repre-
sentative of Dr. MacLean of the American Hospital Associa-

_tion.

It was agreed that the basis should be The International
Cause of Death List. It was further decided that the U. S.
Public Health Service should be asked to work out a tentative
list using as reference the Morbidity Lists which we all
submitted. After they had developed one they were to ask
a few representative institutions to try it out.

I feel, while this move was unofficial, it was really
lmportant. The matter is particularly urgent now because
of the rapid developement of hospital insurance plans
throughout the country.

Sincerely,
R ol A s
Supervis ‘Record Department

DLK/NV
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I &= delighted to have your short note of the 28th
telling me of the course in Hedical Records at the University. I
one mors fadiceilom of what & great seccess you have sade of the

wmw at the ?m%m, mézhuruza' mmmmm,

Third Vice President

" end Statistician
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THE PRESBYTERIAN HOSPITAL IN THE CITY OF NEW YORK
THE INSTITUTE OF OPHTHALMOLOGY
THE SLOANE HOSPITAL FOR WOMEN
BROADWAY AND 165TH To 168TH STREETS
NEW YORK, N. Y.

September 28, 1937

G

.

Dr. Louls I. Dublin

Third Vice President and Statistician
Metropolitan Life Insurance Company

1 Madison Avenue

New York, N. Y.

My Dear Dr. Dublin:

I am enclosing the pamphlets to prove that we are
actually underway with the courses in Medical Terminology
and Medical Records.

I thought 1t possible also that there might be some
in your departments who might be interested in the course

in Medical Terminology.

Sincerely,
supervisor ecord Dgparpment

DLK/NV




April 22, 1986

Dry ®alter W. Paluer

College of Physicians and Surgeons
B8R0 West 168th Btrset

New York, H: Y,

By dear Dr, Palmer
Thank you very much for your letter of April
xwwmmmwm better than I could possibly what
the opportunities are for the teaching of medicel librarians.

Bingerely yours

Third Vice Proaident
-2 and Statistician




Golumbia Universiy
College of hpsicians and Surgeons

620 WesT |I687TH StReEeT
NEW YORK

] April 21, 1936

DERPARTMENT OF
PRACTICE OF MEDICINE

-

Dr. Louis I. Dublin

Metropolitan Life Insurance Uompany
1 Madison Avenue

New York City

Dear Dr. Dublin:

Miss Rurtz has been investigating the subject
of courses for medicel librarians and has come to the
conclusion that the demand for the type of course which
she would be interested in giving, and could give admir-
ably, is so amall that it is probably not worth while
trying to get Columbia to organize such a course.

Apparently the demend is largely for individuals
who are going into small hospitals and the record room
problem is more or less incéidental to their real position.
Such a course is given at the Woman's Infirmary here in
New York, WMiss Kurtz is in a position to help out any
one with an adequate background in case they look forward
to taking a reel job in a large general hospital associat-
ed with a teaching institution. Yo both Miss Kurtz and
myself it seems wise not to press the matter further at
the moment.

Yours sincerely

&

P/P
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Cohmnbia Tnivrersity
Presbyterian Hospital

620 WesT |I68TH STREET
MNEW YORK

March 6, 1936
=
DEPARTMENT OF
PRACTICE OF MEDICINE

Dr. Louis I. Dublin
Metropolitan Life Insurance Company
New York City

Dear Dr. Dublin:

Perhaps you have become entirely discouraged
about the possibility of establishing & course in hos-
pital record keeping.

I have at least seen Dr. Williamson of the
library staff at Columbia. Dr., Howson, the chief
librarian, does not consider such & course within the
Jurisdiction of the regular library courses they give
at Columbia. However they have made a suggestion that
we might establish such a course either in the surmer
session or as an extension course. With this in view
Miss Kurtz is getting material together and I think
sooner or later we will be able to organize something
which may be useful to hospital librarians. Probably
Miss Kurtz will speak on the subjeet when she has an
opportunity.

Yours sincerely

P/P
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THE PRESBYTERIAN HOSPITAL
IN THE CITY OF NEW YORK
168TH STREET ano BROADWAY

Uctober 19th, 1932

Dr. Louis I. Dublin, Third Vice President,
Statistician,

Metropolitan Life Imnsurance Uompany,

#1 Madison Avenue,

New York, New York.

My dear Dr., Dublin:=-

1 am enclosing the forms which we use in tabulating
our hospital cases. 1 think a little explanation will help to
understand their use.

The pedigree card is identical with the admission and
discharge sheet down to the red line and it is usually a carbon copy.
These are started when the patient is admitted to the hospital. When
the patient is discharged, we receive both this card and the sheet,
which is a part of the chart. The card is checked to see that its

information is complete and on the back is typed the diagnoses and
operations which of course, were not known when the card was first made
out. ‘Then the card is torn in two down the perforated line and the
larger part thrown away leaving a three by five card with all the
necessary information for tabulating. wur Coders write and check the
code numbers in pencil on this card., Formerly we filled out from
these cards a large tabulating sheet similar to those used in the
Statistical Bureau. It was from these sheets that the cards were
punched. wnow that we have our own punch machines, however, we find
it much quicker and just as satisfactory to punch directly from the
little three by five card eliminating the large sheet entirely.

1l am sorry that this large sheet is out of stock so
that I cannot send you a sample, but its heading conforms exactly
to those on the punch card. It is possible that Mr. Goldstein has
a sample.

Very truly yours,

/ \ ool ;;T
L - - / (2P
A ETTL A ) e

——
Supervisor of Record Department




December 23, 1930

ly dear Hiss Kurtz

Iam very glad to know that you are planning to begin
the tabulation and all the necessary preliminaries thereto of the elinic
material. I hope you can 8¢ arrange matters that this work might be
begun as of the first of the year 1931.

' My suggeetion would be to so arrange the work of your
of fice that you can, without addition to the staff, ocurrently keep tab on
the new clinic cases as they are reported from the beginning of the year
onward. It should be your aim to post on the transoript sheets, very much
as we do our claim papers, the pedigree and the few remaining ftems of
interest on these new clinic cases as socon as possible after they are
admitted. This will mske it possible for you at the end of eash quarier
and cumulatively at the end of the year to present a statement covering
the essential facts with regard to the new c¢linic patients. You will not
be sble without much labor to give the number of visits which these new
patients have made to the clinies, end I would advise thet no sffort be
made by your division in that regard.

The heepital should supplement your statement for new
clinic patients with another statement for all clinic patients divided iate
new and old and, for these, they should provide a few figures as follows:

1. Total number of patients, new and old.
2. Number of clinic visits divided by new and old.

If they have not already made provision for such a
statement, it would be a very siumple piece of bookkeeping on their part
to make that possible. If the machinery does not exist for such distinction
of new and old clinic patients, it will be a very simple thing to do by
putting some signal on the new cases, either clipping off the cormer or
using a distinetive color each year or some signaling device which would at
once distinguish the cases by year of beginmning. This will not give them
or you any difficulty. :

You would then be able to combine the few figures
supplied by the General Office and your own data with regard %o the new
cases and publish each year such a statement which would deseribe the




essentials of the clinie work.

I am delighted to know that you have got the
hospital work so well launched. Would you be good enough to show
this letier to Dr. Palmer and get his reaction to the above outline
with regard to the procedure on clinic cases.

Sincerely yours

P CR s

4 -///,;‘-T&»-f'r’---
Mife Dorothy Kurtz ) :
Record Room

Presbyterian Hospital
168th Btreet and Broadway
Wew York, N. Y.

|




April 31 1929

Mr. John F, Bush
Executive Vice President
The Presbyterian Hospital
168th Street and Broadway
New Tork, M. Y.

By dear Mr. Bush

I have talked with Mr. Stufflebeam and
he has shown me the several grades of papers and the
proofss I approve of your using the 20.pound 60{ new
rag stock. He assures me that this will last 35 to 40
years at least. I would also use this stock uniformly.

The saving on the l6.pound stock is too small to Justify
having two sets of paper.

I have not read the proofs but Miss Kurts
should do that to meke sure that everything is 0, K,

Sincerely yours

Congulting Statistician
Rew York Medical Center




Reminglon REMINGTON-NOISELESS IX2ANI) SAFE-CABINET EKARDEX
KALamazg

Rzl Dabton reau POWERS BAKER-VAWTER

NEW YORK DISTRICT OFFICE
451 BROADWAY
NEW YORK CITY

- J&Sn—&‘h.‘. Fxec. V.P.-.,
Golumbia«Presbriterisn Hospital,
Imhg%t, & Braa&n.y,

Hew Y&'k, Ke¥a

Dear Birse
Confirming telephone conversation of Ssturdey morning with
o Dr. Dublin, we sre plessed to present for your econsideration snd
’ scoeptance, the following eguipment and service eovering the proposed
change in binding, housing and hendling of patients' histories.
. Ve will furnish

Exhibit (1)

80 # 8070.83 Green finish steel FIVE DRAWER
vertical filing cebinets.

Exhibit 522
40,000 # S50BORF ¥enila extra weight scored
folders; equipped with LB fasteners,end

consecutively numbered upper right hand
corner inside back reinforced flap.

Exhibit s 3)

1,000 + S005RF [Expension folders for thiek
histories, with 1B fasteners.

Exhibit (4 Z
500 6047 Salmen Cherge Out Cards,tabbed.
Fxhibit (5)

800 ¢ 6080 Pressboard tsbbed Guides, nurbered
by 50's.

Exhibit (8)

SERVICE: Detaching histories from present binders;
trimming st left and bottom to 8 3/8" X
11 5*; punching for 1B fastener; inserting
in new type folder;filing in cabinets with
guldes for esch fifty histories.
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Your attention is respectfully directed to pege 18, Age of Steel
catalogue, whereon is desoribed the FIVE DRAWER file. We have recemtly im-
proved this file by equipping each drewer handle with the automstic eatch
or finger latch, a device not only assisting the file clerk in opening the
drawer, but affording a positive methed of sutomatically retaining the
drawer in & closed position. This feature, as well as the ball-bearing
operated suspension slide, may be found deseribed on pege 13.

Semples of BOBORF fastener folder, with reinforced top (Exhibit
(2) ), 2lso sanples of Exhibits (3) and (4) sre enclosed, In order to get
this proposal to you by tomorrow morning, we are forced to send folder
samples used to experimemt with. The punch sctuslly used in the finished
product is the slit hole type showm on sample designeted (A). The top
edge of the SO0BRF expension folder will be reinforced,

From time to time, as the file grows, you mey find it expedient
to sdd te the original 80 cabinets, The layout submitted shows the smount
of space required by the first 80 esbinets. It is possible to inerease the
number of cabinets to 136 without materially ineressing the amount of fhoor
space now ogcupied by the storage shelving. It is possible, to take care of
151 eabinets by extending the 4th. end Sth,, battery rows westward, sey the
distance of six more eabinets.

The only ehange necessary with respeet to history sheets, will be
to have them mede to 8 3/8" X 11 2" in the future, punched at top. This
punching may be the round hole type, so that same maf be made use of while
in the werds,eto. We strongly urge & eareful considerstion of the grade of
paper used for history sheets.

¥e will furnish the equipment amd service covered by Exhibite
(1) to (&) inclusive, for the sum of $7,500p-~ the service emb acing the
changing, filing end gulding of 40,000 histories.

sdditionsl cabinets, in lets of twenty or We, will ecost $49.40
each. In less quantities, §52,00 each. :

sdditionn] S050RF fastener folders, in lots of 10,000 or more,
will cost £33.90 per thousand,

Thenking you for the opportunity to present our suggestions, and
ewaiting your further word with interest, we are,

Gteo. To Stufflebean/t enecl. Terrifory Fendg




March 11, 1929

lir, John F. Bugh :
Executive Vice President

Hedical Center
Broadway & 168th Street
New York, N. Y, .

In re:

The present installation, consisting of shelving for housing
the hospital records, is very umsatisfactory. It was badly designed in the
firet place and experience has proved that it is badly ted to the needs
of the Record Room. The shelves are too shallow, resulting the records stick-
ing out into the sisle. There are no backs. The shelves are too wide with
the result that records sag and break. There is presented a shabby appearance
which is made worse by the accumulation of dust since the records are open to
the room, For these reasons, you are agreed that steps should be taken to
find a better way to house the valuasble records of the hospital.

Consultations have been had with the Remington Rand Company both
by yourself and by me, and I am able to present to you a proposition which
appears to me to be very satisfactory., I am attaching herewith a letter from
the company which states the project. The advantages are obvious. The records
will now be enclosed in cabinets and, therefore, free from dust, The Record
Room will be much improved in appearance. MNuch space will be saved because it
will be possible to file the records in thinner folders than in the present
cumbersome and stiff cardboard covers. There will also result a considerable
economy im the future. The stiff cardboard covers are expensive., They must
also be glued to the record. The plan thet is recommended does away with all
of thiss A staple in the binder holds all of the records together and will
release any sheet quickly and will allow for the insertion of any new material
in the record. The eighty cabinets provided for in the contract will house all
of the records in current use and will provide a considerable margin for
additional records. There is also the advantage that they will provide the
clerical force to make the transfer from the old system to the new without
interfering with the work of the Record Room. I believe the price to be very

reasonable, in fact, much below what I had anticipated for the cabinets and the
service.

1, therefore, recommend your approval for this proposition, and
I hope that it will be possible for you to have the work of the replacement of
the shelves begin at an early date. I would suggest that a plan be worked out

between Mises Kurtz and the Remington people for the gradual replacement of the
old by the new system.




You should know that we are also contemplating the combination
of the two index files now in the Record Room, one covering the out-patient
cases, the other, the hospital cases. There is no reason why those two
should not go together, There will be a saving of momey and material all
along the line. It may be necessary to instal an inexpensive system of index
cards by which the records can be more easily located. I am not prepared et
this time to recommend any particular system but will take this matter up
with you after more study in the near future.

Very truly yours

Consulting Statistician
ledical Center




Dr; Dublin Jemuary 30,1929

-

In re, Our conversation of Saturday, January 26th.

UNIT HISTORY SHELVES

It was decided that each section of the shelves should be
divided into three compartments by partitions reaching clear to the shelf
ebove. When this is done the whole back row of old charts should be trans=
ferred to the storage room on the floor below. This spameand that now empty
at the front of the files, should be used to eliminate the top shelves and
to loosen up the charts in each compartment sufficiently §o permit them to
be hendled and kept neat easily. 1This matter has been sent to kr.¥aynard in s
8 memorandum, dated January 30th, a copy of which will go to Mr. Bushf R £
the time could be arranged,pwould like to discuss the matter with ilr J}Rynard m-legm
and both of us, this coming Saturday. 3 hik oom Bl o0t 1D &

COMPLETION OF CHARTS BY DOCTORS

You suggested that I see Dr.Palmer, and ask him if it would
help to keep the doctors up to date in completing their charts, if a list of
doctors and the number of incomplete charts against each, were sent to him
occasionally. He tells me that he does receive this list from e , Maynard,
and does what he can, but, that it is not very effective, iie said, that a
more careful check-up was considered necessary for surgical than for medical
chartss & talked to Dr, Auchincloss, Hbad of the second surgical divisionm,
end Chairmen of the Record Room Committee, about the same thing, He said,
that he mede changes in a good many charts when he 0.K.'d them, This whole
problem of getting charts completed by the doctors seems to require a very
thorough investigation emd digussion with the doctors concerned,

OTHER ARRANGEMENTS IN RECORD ROOM & CIRCULATION

OF CHARTS

You mentioned the need of a convenient place for the typists
to put the charts while they are working on them. his matter snd that of
filing bins are ineluded in the memorandum to lir JMeynard, a copy of which you
are receiving.

le also discussed the use of fillers in the climies to keep
track of transferred charts. I talked this matter over with Dr. MacCurdy and
ifiss Wagner end they thought it might work very wells A more complete des~
eription of the plen is given in the same memorandum. You will see there, too,
that the stamped fillers are proposed as labels for charts returning from
clinics to the record Rooms This idea occurred to me sinee our talk and it seems
en easier and a cheaper method of labelling them than the use of the canves bags,
since the charts come back a few at a time during the whole time the clinics are
in session,

1 have said nothing yet about the use of fillers in the 0,P.D.
section of the Record Room, Their work is running quite smoothly now and I
hesitate to rearrange it wntil these more pressing metters are taken care of,



( Lr Dublin -2 Jenuary 30,1929

Our proposal of anm additional clerk o fill in where needed
is included in the general discussion of rearrangemeni of persomnel in the
memorandum,

Dersily & Tiily™

Record Department




GEORGE DRAPER, M. D.
33 EAST SIXTY-EIGHTH STREET
NEW YORK

January 9th, 1929.

Dr. Louis I. Dublin,
Metropolitan Life Insurance Co.,
1 Madison Avenue,

New York, N.Y.

Dear Doctor Dublinz-

You can't imagine how pleased I was
to get your letter yesterday. As a matter of fact Palmer
had told me a couple of weeksago but asked me.not to discuss
the matter or indicate that I knew anything sbout it so that
I did not write you then. I cannot help being a little
amused at the length of time which elapsed between our dinner
party and the consumation of this plen. It is all very exciting
and T am really beginning to get a little confidence that we can
put the humen individual on the mep of medicine in & position of
equal importence to that now held by meningcocel and cucumbers.
I can think of no one better fitted to further this work than
yourself and it will be the greatest pleasure from every stand-
point to be in harness with you.

With kindest regards, believe me

Sincerely yours,




January T, 1929

Dre George Draper
Presbyterien Hogpital
620 West 168th Sireet
New York, N. Y,

My dear Dr., Draper

I know that you will be glad to learn
that they have appointed me Consulting Statistician to
the Presbyterian Hospital and that the Company has
permitted me to accept this appointment, I am very happy
that this has been consummated and I want to express at
once my sense of obligation to you who were the first to
realize the possibllity of my service at the institution
and were so active in furthering the project.

At the moment, there are many things to
be arranged which will be of a general character. Before
very long, however; I should be able to get very close to
your ‘own probleme and I know that we will have many good
and proritahln times together. My purpose, however, at
this’ u@nnnt is to thank you for your vision and your
thousand courtesies.

Sincerely yours

-3 ' Statistician




January 7, 1929

Er. Dean 3age
49 Wall Street
New 'fc-rk, N, Y.

Ky dear lir., Sage

lany thanks for your kind note of the
fourth in which you inform me of the action of your
Board of Managers authorizing you to retain me us your
Consulting Statisticisn. I am very glad indeed to be
able to serve you and, in fact, look forward with
pleasure to the opportunities that are thus opened up
for public service. I em afraid that Dr. Palmer has
unintentionally misled you on the item of compensation.
The Company is not reimbursing me for the additional
service, What I meant to comvey to Dr, Falmer was that
under the arrangement with the Company, it will not be
necessary for the hospitel to compensate me as originally
planned, I am getting in touch with Dr. Palmer and hope
soon to arrange with him the details necessary for
beginning work., 2

Sincerely yours

-2 $§atiatioian




DeAN Sace
49 WALL STREET
NEW YORK

January 4, 1929.
Dr., Louis I. Dublin,
c¢/o Metropolitan Life Ims., Co.,

25 Madison Avenue,

New York City. ﬁé)
My dear Dr., Dublins

It gives me the greatest pleasure to advise
you that the Board of HManagers of the Presbyterian
Hospital has authorized me to retain you as Consult-
ing Statistician to the Presbyterian Hospital, on such
terms as may be mutually ar?anged.

I am told by Dr. Palmer that the Metropolitan
proposes to assume responsibility for reimbursing you
for additional personal services thereby entailed. This,
of course, would prove a great and much appreciated
help to the Hospital, but I wish you to know that we
stand ready to take over the obligation as discussed at
our last meeting, should it at any time be deemed advis-
able.

We are all delighted at the proposed associa-
tion, and I beg to assure you of my own personal pleasure
and whole-hearted cooperation.

I suggest that as scon as convenient you get in
touch with Dr. Palmer, who has arranged to start the ball

rolling. 3Believe me,

Sincerely yoursy,=
| ",ff

DSsl:P




