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COTTCO UNIVERSAL—THE ADAPTABLE INDEX—INSTRUCTIONS

I. Cott UNIVERSAL Indexes are comprehensive; they are safe, because blocks of 5, “Key Tables” in the large blocks designated by first lstter or first two letters give
ample capacity which give page reference to both "Set Out” groups and “"Mixed Name" mixed group page numbers. Enter them line after line, starting them on the right hand
groups are designated by Il.rp.;old first letter or first two letter alphaber divisions arranged page number indicated. The group is continued on back of sheet. When both sides of »
in a vertical column, always on the front of one or the other of two subindex or key sheets, numbered sheet are filled, insert an unnumbered or extra sheet immediately following and
one ns a page reference to individuals or surnams, the other to Corporations, Firms. and number it {prefersbly in red) the same number on both sides of the sheet as appears on
special groupa. These sheets follow surname initinled tabbed aheeta. the left hand page st the point inserted. Any number of sheets can bv.nl:lnl for continuation

of a group, and in sddition to the number that you put on both sides of the extra sheet

2. There ia a variation of “Frequently Oceurring” names in differant localities. Te insarted, we suggest the lettering of each added sheeat A, B, C, D.
set up Cott UNIVERSAL Indexes so they will be best adapted to your own use, predetermine 6. Cott UNIVERSAL is the only modern Index that will cause many names differently
and set out zt least 20, preferably 50 or 60 of your most frequently occurring names in spelied and of like pronuncistion such as Schaffer-Shafer-Shaefer; Lowery-Lowrey-Lowris;
each volume. You have a knowl of many such names, but to take full advantage of Fierson-Pearsor ; Read-Reed-Reid; Deitrick-Dietrick, stc., to bs found on the same ""Mixed
this feature consult your present Indexes. Group” page. We do not claim the key tables will bring together in the “same™ mixed group

e all names of like pronuncistion mnd differently spelled, but tables hﬁ:j so planned ms to

3. Preferably typewrite your frequently occurring names, both individuals and Car- automatically do so on many of the more common names coming er this class, is a

Pn“mt:d&hynu?-hh the uructi'hit]-d block of the pr.%p-u I»\Ihi-;"l-uﬂll or ik;-i sheet ns il T R -

i eet. Assign rat one to page as shown at bottom o mame or . o
Individual Name subindex sheet. Each set out group is given one shest; two pages. Establish numbt'r m::ﬁ.;r,:::: :'“::“::"w“t: ;mﬂﬂmlﬂf:h'ifm:ﬂ .Hhm-hu:
other set out groups in like manner on succeeding pages. Frequently oceurring names may groups. The Mized Names remaining should be written on a new sheet and properly

be arranged in blocks either alphabeticall i to their frequency. The ln i
Hm;:li:‘ generally permit writing g-lmﬂ_ on :uoé:gl;-r Ii:t:.w?hm.::m :u.:m in di!:rnnl ¥ anib, hc::hdu’ Ihl ; E.mubh?&::uw 1,““‘""“‘: m_'m"m' ‘:‘d"“" but one
spelled write the different spellings in correct k and refer to same page number. e oy magar s o et Bscaibed s 1 v o i

4. Special should be made of (1) Schools, School Trustees, Colleges, Board will enable us to furnish correct supplies.

of Education; anrén. Church Boards: (3) Cemeteries; (4) Lodges, and other 9. Municipalities or quasi municipality Names are_located
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i egge 2 aniig. s e e T ahost Wit oe thm n;mlhl.;:z'ﬂdlll [C..'k Smith, lne. — Smith,
Chevrolet, Ine. — Mayers, Lex, Chevrolet, Inc.)

subindex sheet and assign to page in 5 unit; and in proper block on B shest write Board
6: C subindex write Eﬂhn—m ls.

of Education — see Schools. sheat

COTT UNIVERSAL Indexes are made in Nos. 1-4, 2-8, 8-24, etc. First figure indicates minimum volumes each can be started, Last figure maximum expansion.
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