MMMM‘“M Suggestions to Clerks and Others Using
FAMILY NAME INDEXES

THE SUB-INDEX

1. Write names on the Sub-Index phooand in as
bold a hand as possible. Don't make n ko Don’t
try to subdivide names on Sub-Index fu-ter than is
arranged by the scheme here laid out. That is, if
Baker is the first name for the columna ke to Bak,
write Baker on the first dark Toied line ollowed by
Baer if it should happen to be the set o rame of
that group, on the second dark ruled lir- and so on.

2. A name is written but once on t: Sub-Index
(except as noted in the next paragrapl _ oc matter
how many times the same name i« reputed on the
Main Index. Following the name is . colama in
which is written the page of the Main /wex, where
all entries of this name are to be place!

3. Names similar in sound but pel’ -« differently
should be grouped together om the Ma I ex, and
each variety of spelling noted on th Sub-Index,
under its proper subdivisions. Thus:

Bair-Bare-Baer Lowery-1,

Bear-Baehr rie, et:

Shafer-Schafer Sayder-Sn -

Sheffer-Shaefer Schreider- - nider

Read-Reed-Reid Keyser-Ke er-Kizer

Kline-Klein Pearson-P rson

4. Names like Schneider and
pear in Sub-Index

taken—and that the way it is spelled on the record—
until it is spelled differently in a subsex ient entry.

5. Odd names falling to the same $b-Iggex col-
umn may be grouped together on the Lll Index.
For example, the names Debler, Dediru i
and Deator being odd, and likely to be rirequent and
all belonging to the same Sub-Index Clumn, could

be given the same page on the Main In. x, and write

in the column in red ink, “For names n t listed here,
see page.........."

6. Sub-Indexes can be renewed and rewriften at
very little expense and it is so planned that this can
be done in after years if they becom: defaced and
worn. Prices for new Sub-Indexes ot extra heavy
parchment paper furnished on request Prices also

quoted on rewriting names on Seb-Telex i large
typewriter type.

Thia_lndexhloooehdl.-hcmh--d expansive. Wh
Capacity, get another Binder and €arr’ ofle of more letters into t

when necessary until you have a Biner
tinuous Index for a long period of years,

THE MAIN INDEX

7. Family Names appear together on the Main
Index, the Sub-Index being a guide to the page on
which such Family Names will be found.

8. If there are three or more columns on the page
of the Main Index for given names, write the given
name or names in the column in which the initial
letter of first given name appears at head of column.
By careful writing two given names can occupy the
same line, one above the other, so that six given
names, if two properly fall to each column can be
entered on one line. When more than two fall to a

column make a complete new line for each two thus
rcm.nmng.

Y. In paging the Main Index, each subdivision or
umit indicated by the extension tab begins with page
L. On the back of that sheet is page £, followed by
pages 3, 4, 5, 6, etc. When more sneets are needed
add them continuing the Paging in reguiar order.

10. Add a sheet immediately following a group
fequiring additional space, giving 1t the same page
43 lhe page conunued. relerably with red nk

icller nuinver these Pages thus: Za, 2b, Zc, Zq; 4a,
S0, 4, elc.

1i. Don't try to arrange Family Name Groups in
any parucular order on the Mamn index, except to
have "A” names separated trom the ~i's” and so on.
Ausun can go on p. 1, Armstrong p. 3, Abbott P 3,
Alien p. 7, or on any nght hana oddly numbered
Page. i1 any order 1s altempted it shousd be to put
ihe largest groups in front, but thus is only a matter
Ol convemience. After several years, when tume has
demonsirated that a name is not hikely to fil both
pages of a sheet, the lett hand or evenly numbered
Pages may be used for a Name Gr After a
stul longer period and a pame has only one or two
COLrcs on a page a new name may be given on the
lower half of the same page.

If any point is not clear to you when beginning the
Index or continuing its use, always feel free to write
the manufacturer, who will cheerfully reply to any
questions regarding the proper working of the system.

en the Binder becomes filled to its
he new Binder. Continue doing this

each subdivision or unit. It is thus designed to be a Con-

THIS SUB-INDEX

IS AN INDEX TO THE GENERAL
INDEX OF WHICH IT IS A PART

The pages of the General Index devoted to this Initial Letter fol-
lows immediately after this Sub-Index. Figures opposite
the name indicate the page where entries are made.

EXTENSION TABS or the book itself represent the first unit of
subdivision and refer to Surname Initials.

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

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

THE R. L. BRYAN COMPANY#4

Court House Outfitters
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THE R. L. BRYAN COMPANY, COLUMBIA, 8. C.

Names of similar speiling and similar sound should be grouped together and
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New SUB-INDEX Sheets may be ordersd at sny lime. When ordering, give number of shest as shown
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THE R. L. BRYAN COMPANY, COLUMBIA, 8. C.

Namas of similar spelling and similar sound should be grouped logether and given the same page number. Indicals on Sub-Index the different ways the name s
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Corporations and Firms

__Santee Heading Corporation

SHELL HOMES, INC. OR ORANGEBURG

S8avannah RIVER LUMBER CORPORATION
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et e ——

SANDERS SUPPLY COMPANY
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S & M INVESTMENT CORPORATION

_SECURITY MORTGAGE INVESTORS

_§§VANH&§7§&§E“& TRUST COMPANY

SHRINERS HOSPITALS FOR CRIPPLED CHILDREN
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Read Carefully These Instructions and Suggestions to Clerks and Others Using

FAMILY NAME INDEXES

THE SUB-INDEX

1. Write namcs on the Sub-Index plain and in as
bold a hand as possible. Don't make n like n. Don't
try to subdivide names on Sub-Index further than is
arranged by the scheme here laid out. That is, if
Baker is the first name for the column, Bae to Bak,
write Baker on the first dark ruled line followed by
Baer if it should happen to be the second name of
that group, on the second dark ruled line, and so on.

2. A name is written but once on the Sub-Index
(except as noted in the next paragraph), no matter
how many times the same name is repeated on the
Main Index. Following the name is a column in
which is written the page of the Main Index, where
all entries of this name are to be placed.

3. Names similar in sound but spelled differently
should be grouped together on the Main Index, and
each variety of spelling noted on the Sub-Index,
under its proper subdivisions. Thus:

Bair-Bare-Baer Lowery-Lowry
Bear-Baehr Lourie, etc,
Shafer-Schafer Snyder-Snider
Sheffer-Shaefer Schneider-Schnider
Read-Reed-Reid Keyser-Keiser-Kizer
Kline-Klein Pearson-Pierson

4. Names like Schneider and Snyder should ap-
pear in Sub-Index under Sc¢ and also Sn; Pearson
and Pierson under Pe and Pi, etc. However, no notice
of more than one style of spelling a name need be
taken—and that the way it is spelied on the record—
until it is spelled differently in a subsequent entry.

5. Odd names falling to the same Sub-Index col-
umn may be grouped together on the Main Index.
For example, the names Debler, Dedman, Debroski
and Deator being odd, and likely to be infrequent and
all belonging to the same Sub-Index column, could
be given the same page on the Main Index, and write
in the column in red ink, “For names not listed here,
see page....... _..."

6. Sub-Indexes can be renewed and rewritten at
very little expense and it is so planned that this can
be done in after years if they become defaced and
worn. Prices for new Sub-Indexes on extra heavy
parchment paper furnished on request. Prices also
quoted on rewriting names on Sub-Index in large
typewriter type.

THE MAIN INDEX

7. Family Names appear together on the Main
Index, the Sub-Index being a guide to the page on
which such Family Names will be found.

8. If there are three or more columns on the page
of the Main Index for given names, write the given
name or names in the column in which the initial
letter of first given name appears at head of column.
By careful writing two given names can occupy the
same line, one above the other, so that six given
names, if two properly fall to each column can be
entered on one line. When more than two fall to a
column make a complete new line for cach two thus
remaining.

9. In paging the Main Index, each subdivision or
unit indicated by the extension tab begins with page
l. On the back of that sheet is page 2, followed by
pages 3, 4, 5, 6, etc. When more sheets are needed
add them continuing the paging in regular order.

10. Add a sheet immediately following a group
requiring additional space, giving it the same page
as the page continued. Preferably with red ink

letter number these pages thus: 2a, 2b, 2¢, 2d; 4a,
4b, 4c, etc.

1. Don't try to arrange Family Name Groups in
any particular order on the Main Index, except to
have “A" names separated from the “B's” and so on.
Austin can go on p. 1, Armstrong p. 3, Abbott p. 5,
Allen p. 7, or on any right hand oddly numbered
page. If any order is attempted it shousd be to put
the largest groups in front, but this is only a matter
of convenience. After several years, when time has
demonstrated that a pame is not likely to fill both
pages of a sheet, the left hand or evenly numbered
pages may be used for a Name Group. After a
still longer period and a name has only one or two
entries on a page a new name may be given on the
lower half of the same page.

If any point is not clear to you when beginning the
Index or continuing its use, always feel free to write
the manufacturer, who will cheerfully reply to any
questions regarding the proper working of the system.

This Index in loose leaf form is continuous and expansive. When the Binder becomes filled to its
capacity, get another Binder and carry one or more letters into the new Binder. Continue doing this
when necessary until you have a Binder for each subdivision or unit. It is thus designed to be a Con-

tinuous Index for a long period of years.

THIS SUB-INDEX

IS AN INDEX TO THE GENERAL
INDEX OF WHICH IT IS A PART

The pages of the General Index devoted to this Initial Letter fol-
lows immediately after this Sub-Index. Figures opposite
the name indicate the page where entries are made.

EXTENSION TABS or the book itezlf represent the first unit of
subdivision and refer to Surname Initials.
MARGINAL CUTS represent the second unit of subdivision, and
are usually the Second Letter of Surname, or Guide Letters.
THE BLOCKS or COLUMNS on the Sub-Index, still further sub-
divide Names, according to the designations printed thereon.

THE R. L. BRYAN COMPANY

Court House Outfitters
COLUMBIA, SOUTH CAROLINA
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New SUB-INDEX Shests may be ordersd at any time. When ordering, give number of shest as shown
Names of similar spelling and similar sound should be grouped together and given the same page number. Indicate on Sub-Index the different ways the name s
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Corporations and Firms

Savannah River Lbr Co 7

Corporations and Firms

Standard Accident Ins Co

'South Bound Land & Improvement Co 10

Southern States Phos & Fertz Co

Southern Cotton Q}l Cco 17

Is?mal?__??mb_'"‘__g‘? el e E R Y

]SOU th Eastern Union Conference Ass'n of Seventh Day (33}
Adventist
| <l i

Indicate on Sub-index the different ways the name Js

necesaary.

| S.C.Nat'l Bank of Charleston

4 Soverigh Camp W.0.W

| Southern Fertz & Chem Co

State Rural Electrification authority

State Planters Bank & Trust Co

page number,

In more than one column when

Secretary of State

Swift & Co Fe:pz Works

Standad 0il “o of N.J.

S.C.Power Co

e —

S.C.Packing Corp

wpelled. dupiicating the name

Seaboard Air Line Ry

S5.C. Security Co

) | SOUTHERN RESTAURANT CO., INC,

Southern Jell Telephone & Telepraph Co.

Santee
SOUTH CAROLINA ELECTRIC & GAS CO.

Southern Paperboard Corporation (formerly Gair

Corp.)

_|Southeastern Ligquid Fertilizer Company

{ SALXEHATCHIE FERTILIZER & GRAIN CO,

| SOUTH CAROLINA NATURAL GAS COMPANY

SOUTH CAROLINA PUBLIC SERWICE AUTHORITY

S.C. Security Corp Co

SOU'H{LAND TIMBER CORP.

Southern Land Sales Corp

SOUTH CAROLINA REGIONAL HOUSING AUTHORITY NO. 3

S.C.State Bank Rec of Bamberg Banking CO

STYLECRAFT

.C.Nat'l Bank

STRUCTURAL SPECIALTIES, INC,, ETC.
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J., P, STEVENS & CO., INC, 120

| SYLVANIA SPINNING CORP, 113

i

| SUN OIL COMPANY OF PENNSYLVANIA 12l

- AR SO

SOUTHERN DISCOUNT COMPANY 33
SOUTHERN NATIONAL BANK OF NORTH CAROLINA LA
STUYVESANT INSURANCE CO., A CORPORATION L5

{ SOUTH CAROLINA DEPARTMENT OF MENTAL HEALTH 01 i

. —

SOUTHEASTERN CHRMICAL AND INSECTICIDE COMPANY, INC. 29

!
!
[

| SOUTHEASTERN CHEMICAL CORPORATION OF BISHOPVILLE, INC, 29

|
| STONE MOUNTAIN ACCEPTANCE CORPORATION 34
Slaciintes .

4+

SULTAN ENTERPRISES, INC. 59A
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