Read Carefully These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

. Write names on the Gub-Index plain and in ns
bold & hand os possible. Dan't make n like u. Don't
try to subdivide names on Sub-Tndex further than is
arranged by the scheme here laid out. That ig, if
Baker is the first name for the ecolumn, Bae to Huak,
write Boker on the first dark ruled line followed by
Baer if it hould happen to be the socc nd name of
that group, on the gecond dork ruled line, and s0 on

g A name is written but once on the Sul-Tndex
{exeopt as noted in the next paragraph), no matter
how many times the same Tame is repeated on the
Main Index. Following the name is a colomn in
which is written the page of the Main Index, where
all entries of this name are to be placed

8 Names similar in sound but spelled difft rently
should be grouped together on the Main Index, and
gnch variety of spelling poted on the Sub-Index,
under its proper gub-divigions. Thus:

Low I.'I‘}"-[-l. wTY
Lourie, eto.
Snyder-Snider
Cohneider-Schnider
Keyser-Keiser-] -
Penrson-Pierson

Bair-Bare-Baer
Bear-Bashr
Shafer-Schafer
Sheffer-Shaefer
Read-Reed-Reid
Kline-Klein

4. MNames like Schueider and Snyder should ap-
poar in gyb-Index under Se and alsa Sn; Pearron
and Pieraon under Pe and P, ete However, no notet
of more than one style of spelling a name need be
taken—and that the way it is spelled on th rocord—
until it is spelled Jiferently in & subsequent entry.

to the same Sub-Index col
gmn may be grouped togr ther on the Main Index.
For example, the name Debler, Dedman, Debreski
and Deator being odd, and likely to be infrequent and
all belonging to the samo Sub-Index column, could
be given the same page on the Main Index, and wri
in the eolumn in rod Ink. “For names nol
here, see pRE® T

5. Odd nomes falling

§. Sub-Indexes cun be re newed and rewritten at
very little expense and it is so planned that this ean
be dope in after yeors il they become defaced and

wWormn.

Thizs Index in loowd leaf form ig comimuous and expansgi

enpacity, gel another Binder and carry cne or more

when necessary until you have a Binder for ench
tinpous Index for a long period of years.

THE COTT INDEX CO.

THE MAIN INDEX

7. Family Names appear together on the Munin
Index, the Sub-lndex being a guide to the page of

vhich such Family Names will be found,

& If there are three or more eolumns on Lthe page
7 the Main Index for given names, write the given
came oF names in the column in which the initial
lotter of first given name appears al head of column.
By careful writing two given names can Qccupy the
ame line, one above the other, 0 that six given
names. if iwo properly fall to each column can be
ntered on one line. When more than two fall Lo a
column make a complete new ling for each two thus
remaining.

9. In paging the Main Index, each sub-division or
unit indieated by the extension tab begina with page
1. On the back of that sheet is page 2 followad Ly
pages 3, 4, §, 6, ete. When more sheets are needed
wld them continuing the paging in regular orier.

10, Add a sheet imm dintely following a group
requiring additional space, giving It the same page
gz the page continued. Preferably with red ink
jotter number these pages thus: o4, 2bh, e, 2d; 4n,
il, de, ete.

11, Don't try to arrange Family Name Groups in
any particular orider on the Main Index, except to
have *A” names separated from the “B's" and so on
Austin can go on pg. 1, Armstrong p. 3, Abbott p. B,
Allen p. 7, or on any right hand oddly numbered
page. If any order is attempted it should be to put
the largest groups in front, but this is only a matier
f convenience. After several years, when time ho
demonstrated that o name is not likely to fill both
poges of a sheet, the lé ft hand or evenly numbered
peges may be used for a Name Group. After a
still longer period and a nume has only one or two
enitrics on o page & New nDome may he given on the
jower half of the same page.

If any point is not clear to you when beginning the
index or continuing its use, always fee]l free to write
the manufacturer, who will cheerfully reply to any
jucstions regarding the proper working of the system.

When the Rinder becomes filled to its

lotters into the new Binder. Continue doing this

sub-divigion or unit. It is thus designed to Le a Con-
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| THIS SUB-INDEX

' 1S AN INDEX TO THE GENERAL
INDEX OF WHICH IT IS A PART

L —

thiz Initial Letter
wite the

[ie pages of the General Index devoted 1o

fallows immediately afier this Sub-Index. Figures opp

name indicate the page where entries ar

EXTENSION TABS or the book itsell represent Tig first unit <i
subdivision and refer to Surname [nitials.

MARGINAL CUTS represent the second unit of subdivision, and are
usually the Second Letter af Surname, or Guide Letters.

THE BLOCKS or COLUMNS on the Syb-Index, still further sub-
divide Names, according to the designations printed thereon.

The General Index can be ritled in any manner required, and {s adapted
for the indexing of all kinds of records, and for any ramber 0F Rames from
10,000 ap to 1,000,000 or more,
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tiames ol similar apalling and similar souvnd sbould b ﬂu tagether and given the same page sumber. Indicate on Sub-index tha
diif crent ways the name iz spelled, L_..ﬂﬂ.._.-., g ths mames i more than one column when necessary.

N

m )

=l D D .“..,....“_D..l ,ﬂv
e

TES

J

Youngblood

’B
135
/G

=1
S
2
ﬁ
8

LY
-

Ya Yb Ye Yd




Firms
Aana
Corpo-
rations
OVER

]
N
3
<
3
L)
N

T
3

1
.
e
c Ve
\ .
.
‘Bupsage| aquRdie dq wp@aage qEy JERIQ updiwme SjyE ue

fupweddn “238 “ssqung nepdwe> sS4l (sise UEgosq) WiSeyw png edom o sno Nupesple SRR jridmes Japin o} [EIPEOUD XY
(g pum W-H-J-H wM#] sspun
asgs WELEe e Raqmne fmmoqe] § dq pawaljsep) ds 1 ey lag mupdmed dn symm o} of ey qui 5T pUR EEFEYE BnY wol
(waaqumne mmias Ly pegwuljsap) Jemiey | CoN 3ag aymphinns dn syww o3 of Wsege gw OX pUT wisags gnq Ze
(emsquna Fopedesd o dg puwvaljssp) 0 “op WY sjapdimo> dn wqwm o3 ol mpesyy qwl OF puw nasys png o
NHOM H0 gEDVA3O0 FIWOIIE ATHI FEO AE NIHM SLATHE INVIHOJ4WI FFAHL MINTH




d County Indeses Sunce |BB8 The Cott lndex Company L. 5. Lopyng
U8 (R IR R iantilying Teade Marh Calumbus, Ohls No. 10363

rvames of similar spelling and wimilar sound should bs H.ﬂs.tel_n together and given the same page number. Indicate on Sub-index the
w

different ways ths neme is spelled, duplicating the mame in more than ome columa when necessary.
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