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COTTCO UNIVERSAL—THE ADAPTABLE INDEX—INSTRUCTIONS

I. Cott UNIVERSAL Indexes are comprehensive; they are safs, bacause blocks of 5. "Key Tables" in the large blocks designated by first letter or
ample capacity which give page reference to both "Set Out” groups and ""Mixed Name™ mixed group p numbers. Enter them line after line, starting
ups are desi by large first letter or first two letter alphabet divisions arranged page number indicated. The group is continued on back of sheet. When both
a vertical umn, always on the front of one or the other of two subindex or key sheets, numbered sheet are lled, insert an unnumbered or extra I_hlll
one as & page reference to individuals or surname, the other to Corporations, Firms, and referably in red) the same number on both
special groupe. Thess sheets follow surname initialed tabbed shesta.

2. There is a variation of “Frequently Occurring”™ names in different localities. To
set up Cott UNIVERSAL Indexes so they be best adapted to your own use, predetermine
and sot out at least 20, preferably 50 or 60 of your most frequently occurring names in
esach volums. You have & knowledge of many such names, but to take Full antage of
this features consult your prasent zes.

3. Preferably typewrite your frequently occurring names, both individuals and Cor-
porations & Firms in the correct ruled block of the proper subindex or key sheet as
Hwh&hrhblhmﬂ-linth-iutm-hpru at bottom of Sumame or
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blocks generally permit wri names on every other line. ﬂlnmmhﬂcmﬂ! 8. C'WEEPH' I"i"‘::w
spelled write the different g® in correct and refler to same page number. :‘h' “..rrhuﬂu lml i '"hi be o or

4 should be made of (1) Schools, School Trustees, Colleges, Board will enable us to furnish correct supp
of Educa I&L]am Church Bur&u]: 3) Cemeteries; (4) Lodges, and other 9. Hﬂlidcrliﬂ-wq'nd municipality Names are
classifications. #0 indexed make cross relerences in the r block on correct ?l‘l‘,!"lﬂll{ ty of Columbus — Columbua, of; T
Corporation & Firm subindex sheets. For -ﬂuhhol:'nanm“a of). Firm Names beginning with Name of
subindex sheet and assign to page in 5 unit; in r block on B sheet write Board the the Individual (C. A. Smith, Inc. — Smith,
of Education — sse Schools, On C subindas shest wiite College — sse Schosls. Chevrolet, ine, — Mayars, Lax, Cheviclet, lne.)

COTT UNIVERSAL Indexes are made in Nos. 14, 2-8, 8-24, etc. First figure indicates minimum volumes each oan be started, Last figure maximum expansion.
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