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lead Carefully These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEZXES

THE SUB INDEX

Write namea on the Sub-Index plnin and in ns
hand as nossible., Don't make n like u. Don't
gsubdivide names on Sub-Index further than is
ed by the scheme here laid out. That is, if
{s the first name for the column, Bae to Bak
taker on the first dark ruled
f it should happen to be the second name o

up, on the second dark ruled line, and so on

¥

name Is written bot once on the Sub-Index
as noted in the next paragraph}, no matter
ny times the same name {s repeatod on the
dex, Following the name i a column in
written the page of the Main Index, where
es of this nnme are to be placed.

nes similar in sound but spelled differently
grouped together on the Main Index, and
ety of spelling noted on the Sub-lndex,
proper sub-divisions. Thus:

Lowery-Lowry
lLaourle, ol
Snyder-Snider
Qehneider-Sehnider
Keyser-Keiser-]

Piar=on-Pierson

Bare-Boer

Baehr
r-Schafer
r-Shaefer
R Reed-Redd

E'; H]: in
L M like Schineider an ] ?"i‘l.!n".fl r -h-"l-r--:. aAp-
Pl h-Index under S¢ and alio Su,; Pearron
and inder Pe and P, ete. However, no notice
af maor 1 one style of spelling a name need |
toloer that the way It is spelled on the record
untll i f"”“'J diffy rr-|_"._'.' in m subseguent entry.

o

h. O imes [nlling to the same Sub-Index col
umn me grouped logether an the Main Index.
For exan:is, the numes Debler, Dedman, Debroski
and Deat eing odd, and likely to he infrequent and
il belongse to the same Sub-Index column, could
be given & same page on the Main Index, and write
in the ¢ i In red ink, “For names not listed
hore, se® page "

8. Sub-lndexes ean be renewed and rewritien at
vory little nse and it is so planned that this can
be done i er years if they become defaced and
wWarn

Thix Indis

when neces

tinuous Index for a long period of years

THE COTT INDEX CO.

line followed by

in loose {eaf form @ conirwous and expansive,
eapacity, gt another Binder and earry one or more litters into the mew Binder.
v until vou have a Binder for cach sub-division or unit. It Is thus designed to be a Con.

inies Spwcis Sace 188 COLUMBUS,  OHIO

THE MAIN INDEX

on the Main

the page o

ly Nnmes nppear together
s Eule-Index being a gulde Lo

suchi Family Names will be found.

re are three or more columns on the page

Main Index for piven names, write the given

ame or names in the eolumn in which the initial

etter of first given name appears at head of column.

By eareful writing two given names can occupy the

me line, one nbove the other, so that gix given

names if Lwo properly fmll to emch column can be

1 one line. Wheén more than two {all to o

column make n eomplete new line for cach two thus
remeining.

g. In paging the Main Index, each sub-division or
t indicated by the extension tab begins with page
{Un the back of that sheet is page 2, followed by

pages 3, 4, 5, 6, ete. When more sheels are needed
{ them eontinuing the paging in regular order.

10. Add n sheet immediately following a group
equiring additional space, giving it the same page

the Preferably with red ink
leiter number these pages thus: 2a, Ib, 2e, 2d; 4a,
i, de, ete.

11. 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'" and so on
Anstin ean go on pg. 1, Armstrong p. 3, Abbott p. 5,
Allen p or on any right hand oddly numbered
age. If any order is attempted it should be to put

largest groops in front, but this is only & matter
mvenience, After several years, when time has
trated that a name §s not likely to fill both
iged of m sheet, the left hand or evenly numbered
poges may be used for a Name Group. After a
gtill longer period and a name has only one or two
entries on A page a new noame may be given on the
half of the same paga.

I{ any point is nol elear to you when beglnning the
Ind r continuing its use, always feel free to write
the manufacturer, who will cheerfully reply to any
guestions regarding the proper working of the system.

When the Binder becomes filled to its
Continue doing this

WTHIS SUB-INDEX
i IS AN INDEX TO THE GENERAL
INDEX OF WHICH IT IS A PART

e pages of the General Index devoted to this Initial Leter
waliows (inmediately afier this

.

-'lll" !lIle X i:l|_'_'lZ|'."L Hi"[l‘--?'i‘ul...' the
name indicate the page where entries are made.

EXTENSION TABS or the book iiself represent the first wnil =i
subdivision and refer to Surname [nitials,
MARGINAL CUTS represent the second unit of subdivision, and are
uswaliy the Second Letter of Surname, or Guide Letters.
THE BLOCKS or COLUMNS on the Sub-lndex, still further sub
divide Names, according to the designations printed thereon.

The General Index can be ruled in any manner reguired, and s adapted
for the indexing of all kinds of records, and Tor any mumber of names from
TV ONMD mp o 1NN ODD or more

COTT INDEXING SYSTEMS FOR PUBLIC
RECORDS AND COMMERCIAL USE

Patemted hy C. M. Coatl and Patermts Pending

The Cott Printing & Index Co.

INDEX BOOHKS AND INDEX SYSTEMS INETALLED
FOR STATE, COUNTY AND MUNICIPAL RECORDS

Lioose Lieaf Indexes and Loose Leaf Records
COLUMBUS, OHIO, U. 8. A.
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