FIRST SEARCH FREQUENTLY OCCURRING NAMES BELOW
Pecepen ot Sk rent ol comen 4 sthe aci e o Ly st s 885 7,k he KEY TABLE ron MIXED NAMES
Il name for which you are searching is not found in proper ruled block below, refer to Key Table for page reference. TO WHICH REFER IF NAME IS NOT
COTTOO UNIVERSAL INDEX Ne. |-4—Patented Nov. 28, 1022. THE COTT PRINTING & INDEX CO.. Columbus, Ohio FOUND IN RULED SPACES TO LEFT
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TO THE INDEXER: Assign the first “‘set oul” name ol this unit to page Read detailed instructions belore you begin fo enter names in this Index. e




FREQUENTLY OCCURING CORPORATIONS, FIRMS, ETC. MIXED GROUP PAGES OF
IF NAME IS NOT FOUND BELOW: Refer to Mixed Group column to right lor page reference. [:ﬂHPI]H["[]H N0 FIRM HM‘ES

i nd , Imc first luttor of Aret princlpal word, (lgnore the prefix The), Churches, Cometorlan oto. Indaxed
RS AAPIp N tg‘;',“;,u“,‘,.f" are snterod 60 correst sub-dndas shot And scparately prouped on Haws delznated. TO WHICH REFER IF NAME IS NOT

COTTCO UNIVERSAL INDEX Me. 1-4 —Paiaoted Nov, 28, 1922, THE COTT PRINTING & INDEX CO., Columbus, Ohis FOUND IN RULED GPACES TO LEFT
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COTTCO UNIVERSAL—THE ADAPTABLE INDEX—INSTRUCTIONS

Permits of Separately Grouping Common or Frequently Occurring Famil y Names or Surnames and Active Associations, Corporations, Firms, Ete. Comprehensive Tables to
Designate the PPage on Which All Other Groups Must Start According to First Letters of Surname or First Letters of First Principal Word in Corporation or Firm Name,

1. COTTCO UNIVERSAL INDEXES are made up of independent unita. A Unlt conslsts of a (not & set out) ls Adler, write it on firet line of page 1, Aarons on seeond line, Asker on third line, and
quantity of shests, regularly paged from | up, and Sub Index shewts on which are printed Index Tables #c on. It will be noted that the figures in the tables run 1, 8, &, 7, 8, te., this cnuses sach group to be started
as 8 guide to where names falling to that unit will be entered and found. Blocks are provided on the on the hrhl hand or odd numbered page. The p s eontimued on the back of shest, left hand or even
Bub-Index sheets 1o write certaln names and indiests the page on which they are separaisly grouped. num! page, and when both sides of & numbered sheet mre filled up, insert an unnumbered or extrs
Each unit Is designated by an alphabetical tab, sheei Immediataly following the shest that is filled up and wumber (& ipreferably In red bik), Che same

- - ovan number on both sides of the sheet ms appears on the left hand pape st the noint inserted. i can

fail ﬁ' Ei‘.'i:h"h!:‘:i'.’.‘f :;"1;:!: ;-:I::dr-. L'r!;' :[:ru; |T{:H:."'f rl: :::mlzum:: fhr:lrn::hm:ﬁ:inuﬁ ::rud.-“ be seen that any aumber of sheets “nhb'mlid-ﬂ for the continuation of & group, and in sddition to the
g Ly i a i lale th » et the | 3 ;

all numes that shoold, beeause of their frequent eniry on the records to which this s an index, be “sep- ;‘:"hpaf'n’_’":b”" that you put on bo of the sheet, we suggesi the lettering of emch ndded sheed

arately grouped.” Dear in mind that the index will eontinue a8 & current set for years to come. KEach " i g ™ i
name “separutely grouped” reduces the size of the “mized name groups.” and 8. lﬂh’:si.{}l::“;; dw"‘ﬁ-u;;:“ot-m 1::.;: Ibm.'lllT:l:: 5.1-.“141-;:]! ;:::I‘__"" rewrite the sheet or shests,

k. Write “Bet Out Names" in the correct ruled bloek meeonding o the large slphatet divislons on tha %
proper Bub-Index sheet. Assign the first "Sat ““.,r;.m:‘:;nparh unil to the page designated on Sob- :ﬂ':‘ m’i;-ll::ﬂ:“ are mﬁ!ﬂm[rnglﬂnadmn;ﬁ;wh |h=.:l:ri:i=h l:s &J-Hl"_T-thft-rr-G-‘hh.lfﬂ.
Ny leet 1o that unit  Give to each name an entive shoet (two pages). Establish ail other “Set Out the Key Tabim for Miied N No modern index will bring together s 5o satlsfactors manner al) aoch
Names" on l:;:rcrrdilhal pRipes m-hwha.t -aﬂt{‘dhhe;ul.:i m:lr:]-:rmdu'r’irhtt:un-; pw&l:i Eijureﬁl.nlin’: ﬂnhlbt.lj:ljrﬂ ﬂ:m_:‘" At he h’ll;-. b:" ey M“hﬂ_““"_ “:n:‘: ;L:ﬂ' m':: - i.n l'.l:-" ":"1'::;1' :andIr
Lol . W al tra shesta i s n ither for ut Names™ or an n s times it Lo J
hasts for. the tomilonanis o TRat Out Name™ Fronme. St HIE Nam® Brecie. Surebsas MMM :'DI'J':!I:‘ nrm ?nt" umu.ll.in{hr 3& mhn: ahould be asigned o the same page and the different ways of
sheota and binders and grow or expand the books unti]l ssch unit has become a separate volumae, P 16, This I" T'W:'f“ﬂtmmlm“hﬂ iy b AL e N | : e '
4. Fill up eolumna 1 of sorreot rulsd bloedk firet with “Set Out Names.® Then column 2 and so on. Pabiwies and thu.lh“m, T™HE FHTN'[‘INGMQ IMDEX TJEI.'T c‘ul.nunni:'nmu n write ta

f. A “Bet Out Name" ls one group regardless of s given name. Bul common names like Bmith, 11. When additional sheets and hinders are required to expand the set, or when new SuhTndex shesin
dones, Brown, ete., may be subdivided by given Imitials an the SBub-Index and asslgned four or mars or any other supplies are nesded, order them of the fArm named below, and refer to the numkbers Indieated.
different sheets, as Smith, A to D, Smith, E to J, Emith, K to 0, Bmith, P to Z. iy a0 doing you will be sure to get suppliss correet (o everr respech |

0. BPECIAL GROUPS should be made of {1} SBchools, Behool Trustess, Colleges, Boards of Edues-
tion, ete. (2} Churches, Church Boards, (3} Cemeteries, (4} Lodges, FPraternities, SBocieties, and any others
that might be better indezed and found if classified under genernl hemds, snd grouped together on a
dewignated pagpe  When so indexed make references and sl] cross references in the proper block an sorreet
Corp. & Firms sub-indes shesti. For example wrile Schools, School Trustees, ete., on 8 sub-index
aheet. and asslgn it to & poge in the 8 onit, and in proper block on B sub-Index sheet write Rosrds of
Education (see Bchools, ete.); on © sub-index sheet write Colleges (see Bthools, ste.) Index Lodges in
L unit paging it on L sob-index sheet, and on F sub-index shest write Fraternities, (ste Lodges, eto).

7. Begin “Mixzed Namm" on the page designated by Index Table appearing on proper Bub-Index
sheet, Enter them line after line on the sheels without further subdivision. For ssampls, If the Ker
Table for mixed Namm designates page | for A, Ab, Ao, Ad, stc., and the Arsl pame to be sntered

COTTCO UNIVERSAL INDEXES are planned to startin 1, 2, 6 or more books and grow as necessity demands to sets of 4, 8 and 24 books. Corporations & Firms in separate volumes when desired A
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