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COTTCO UNIVERSAL—THE ADAPTABLE INDEX—INSTRUCTIONS

I 1._.'|_-I'. l_,lN]'\rER.;"ﬂ iﬂu:]-'-'-q hife .:|:|||.|."||.r:|||i"¢':. thev are I'IFJ.', beacauss blocks of
n:..plr capacity which give page reference to both "Set Out” groups and “"Mixed Name"
Eroups ars dr-mé,;:u_\l-ftl !:5' lnr“c bold Rrst letter or hrat two letier JI]['il-r]Jﬂ divisions "Tfﬂ'“n-""d
in a vertical I-'f.r{"lll-'nn. nlwﬂ_‘rl on the front of ane or the other of twa l'1h1"l'!"'|i =] ;-'ﬁ' sheets,
one A8 A page ;rf-rfn.l e ta .:r:l,hri:fun:l nF SUrnamea, the other to Cnrpurnl:nnp. I_iru.:l and
special groups Thess sheets follow surname initinled tabbed sheets

2. There is & varation of “Frequently Occurring” names in different localities. To
et up Cott UNIVERSAL Indexes so they will be best adapted to your own use, predetermine
and set out at least 20, preferably 50 or 60 of your most frequently eccurning names in
each volume. You have a knowledge of many such names, but to take full advantage ol
this feature consult your present Indexos

1. Preferably typewrits your frequently occurring names, both individuals and Cor-
porations & Firms in the correct ruled block of ths proper subindex or key sheet as
designated by tab sheet. Assign the first one to page as shown at bottom of Surname or
Individunl Mame subindex sheet. Each set out group is given ons sheet: two pages. Estahlish
other set out groups in like manner on suceeeding pages. Frequently occurring names may
be a:rqn“rd in blocks either l]p]’lrli’mtll'.ﬂ.”]." or in order as to their frequency. The |-1rh':¢.-
blocks generally permit writing names on every other line. When same name is differently
spelled write the different spellings in correct block and refer to same page number,

4. Special groups should be made of (1) Scheols, School Trustees, Collages, Board
of Educahoni (2) Churches, Church Boards: (3) Cemsteries; (4) Lodges, and other
classifications. When »o indexed make cross references in the proper block on correct
i\"-_-:'pr_l;nhnn & Firm subindex aheets. For r_xm‘np!g, write Schools, School Trustees, an 5
subindex sheet and assign to page in 5 unit; and in proper block on B sheet write Board
of Education — see Schools. On C subindex sheet write Callege — see Schoaols.

5. “Key Tahles" in the Inrge blocks designated by first letler or first two letters give
mixed group page numbers. Enter them line alter line, starting them on the right hand
page number indicated. The group is continved on back of sheet. When both sides of a
numbered sheet are flled, insert an unnumbered or extra sheet 1.‘||-||-3l”l.'“||‘15" following and
number it (preferably in red) the same number on both sides of the sheet as appeara on
the laft hand page at the point inserted. Any number of sheets can be added for continuation
of a group, and in addition to the number that you put on both sides of the extra sheet
inee rted, we sugpest the II'.H""IIH,.{ of each added sheat A, B, Cq D.

6. Cott UNIVERSAL in the only modern Index that will cause many names differently
spelled and of like pronuncintion such as Schaffer-Shaler-Shaefer: Lowery-Lowrey-Lowrie;
Pierson-Pearson; Read-Reed-Reid; Deitrick-Dietrick, ete., to be found on the same “"Mixed
Group” page. We do not elaim the key tables will bring together in the “same” mixed group
all names of like pronunciation and differently spelled, but tables baing so planned as to
automatically do so on many of the more common names coming under this class, is
convenienca to searchers

7. When any name or names included in 5 “Mixed Name” group develop a large
number of entries, create a “set out” name and thus control the length of "Mixed Name"'
groups, The Mized Names remaining should be written on a new sheet and properly paged.

A, Cott UNIVERSAL Indezes permit expansion until sach volume containa but one
unit, desipnated by a tabbed sheet. When ““supplies to expand™ are required. it is only
necessary to tell us which volume or volumes must be expanded or split. Our complete files
will enahle us to furnish correct supplies

9, Municipaliti=s or quasi municipality Names are located by the distinctive Munici-
pality Name (City of Columbus — Columbus, City of; Township of Franklin — Franklin,
Township of). Firm Names beginning with Name of Individual are located according to
the SURNAME of the Individual (C. A. Smith, Ine. — Smith, C. A.. lnc.; Lex Mayers
Chevrolet, Ine. — Mayers, Lex, Chevrolet, Inc.)

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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