FIRST SEARCH FREQUENTLY OCCURRING NAMES BELOW
KEY TABLE ron MIXED NAMES

Becmuse of thelr frequent entry, all comman snd oiher sciive surnames or [emily snemes and Lhe page an which they
are separsivly grouped shoukd be emtersd in proper ruled block below, according o large alphabet diviskons.

It name for which you are searching is not found in proper ruled block below. refer to Key Table for page reference.
THE COTT FRINTING & INDEX C0,, Columbus, Ohio

TO WHICH REFER IF NAME |8 NOT
COTTCO UNIVEMSBAL INDEX No. l-i-—Patenied Nov, I8, 1821, FOUND INRULED SPACES TO LEFT

PAGE Column 2 PAGE Enter Names Firat in Cobuma 1 Alphabel Div. First Leltors of Surnams  PAGE

Caluran 4 PAGE Column 3

117 My

SN s LA

17 Avnlabpr
y ; = a
i}

120
24 Mans -
158 Austin

Mnderson

Barry -

Hurden

My mer F s A
- LAk W L Sk

|.IC1"‘] ™

g &

M
.

umnoae= L1 D1t

Dermnis

lentzler

TO THE INDEXER: Assign the first “'set out” name of this unit to page
&




FREQUENTLY OCCURING CORPORATIONS, FIRMS, ETC. B i S AR O
IF NAME IS NOT FOUND BELOW: Refer to Mixed Group column to right for page reference. GBHF['H“I“H AND HHH "AMES

Active surporstions snd firms, indexed by first better of fret prineljal word, (ignors the prefix The), Churehes, Lod Cormeterien ste. Indexed
under thalr goneral e enterad on carrect sub-index shwet and sepurstaly grouped on page designated. TO WHICH REFER IF NAME IS NOT

COTTCO UNIVERSAL INDEX Ms. 14 —Puisnied Mav. 28, 1928 THE COTT PRINTING & INDEX CO. Columbas, Ohie FOUND IN RULED SPACES TOLEFT

Cobumn 2 PAGE Bt Namas First b Colomo 1 T s, ™
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COTTCO UNIVERSAL—THE ADAPTABLE INDEX—INSTRUCTIONS

Permits of Separately Grouping Common or Frequently Occurring Family Namea or Surnames and Active Associations, Corporations, Firms, Ete. Comprehensive Tables to
Designate the Page on Which All Other Groups Must Start According to First Letters of Surname or First Letters of First Principal Word in Corporation er Firm Name,

1. COTTCO UNIVERBAL INDEXES are made up of independent units. A TUnit comaists of u {not & aet out) ls Adier, write It on first line of page 1, Aarons on second line, Acker on thind line, and
quantity of sheets, regularly paged from | up, and Sub Index sheets on which are printed Index Tahles g0 on. It will be noted that the figures in the tables run 1, 8, &, T, 9, ote,, this causes ench group to be started
as & gilde to whers names falling to that unit will be entered and found. Blocks are provided on the on the right hand or odd numbered page. The group fs eontinued on the back of sheet, left hand or even
Bub-Index sheets to wrile certain names and indiests the page on which they are separately grouped. ﬂﬂmbm-g page, and when both sides of m numbered aheet are filed up, insert an unnumbered or extrs
Esch unit is deslgnated by sn alphabetical tab, shest immedintely following the sheet that is fllied up and momber it, (preferably in red ink), the smme
B e ot e o Moo e gy R g by B e i e e e Sov s 25 it ad i o & e
all to . vanlage o eatare. Determine na far a8 possible st the time this index =i k
a1l Dl lhntdnhnuld. ety thtlrmtrwuunl wntey: b l‘h" rhtcivde S -kl I:.rhll fa an indax, be m ‘mn "C‘,-Dnn:cb.“ that you put on both sldes of the sheet, we suggest the lettering of ench added sheet
arntely grouped.” Denr in mind that the index will eontinue ma a current set for years to eome. ! l'. .Id T -

e - 5 " Should a name develop lnrge after it was begun as & “Mized Name” rewrite the sheet or sheets,
name “separately grouped” reduces the alze of the “mixed names groups. and makes “Bet Out Mams" groups of the names that have developed large.

8. Write “8et Out Names™ in the correet ruled block according to the large alphabet divisions on the

s T Anirnl \he fivst “Eet Out” name of each unit Lo the pfn- Aesignated on Sih- 9. Many m:ﬂthﬂ are ln;l]ad diﬂeﬂmﬂ: and 1.-::rnl'luuuuzm_.'-!lllL I{ITE, such ms Schafler-Bhafer-Shasler,
nox aheet 1o that onil. = Give to sach name an entire sheet (two E“:“L Establish all other "Set Out lmﬁml'?mfl:} ".dl’wm"' earson, Resd-Reed-Reid, Deitrich, Dietrick, ete., are grouped together by
Mames'' on soecoeding pages or what would be odd nombered right-hand pages, disregurding alphabeticsl the Ker A.M‘u:n wlclh mmes, l::'u modern index will bring together In so satisfactory manner all sueb
sequence.  When all the extrs sheets in this book have been twed, efther for "Set Out Names™ or as ndded nnrm.:l. ..' &: th li.mﬁ:.r’ M I.:rdrﬂm- to different pages when not certain a= o how name b
sheets for the continumnce of “Set l]ul.ul:-mz” groups, ml.: “‘Ili*ixgd an;:ne“ Eroups, purfh?u wdditional :‘PH::IIini' mﬁ‘:i Iutmn;:-m-l dl.n m;:* should be mnsigried to the asme page snd the diferant ways of

and binders w expand books until each on ns ome & separate volume phabet divisio
iz RS I 10. This Index & not compliented, but thars §s one right way to stark I in doubt write to the

4. Fill up eolumn 1 of correet ruled block frst with "Sel Out Names," Then column £ and so on. Patentoes and Makers, THE COTT PRINTING & INDEX CO., COLUMBUS, OHIO.

B. A "Hct Out Mame™ i one groop regardless of ita glven name. But common names like Bmith, 11. When additional sheets and binders are required to expand the set, or when new Bub-lndex shestn
Jnnes, Brown, ete., may ba subdivided by given initials on the Sub-Index and assigned four or more or any other supplies are needed, order them of the firm named below, and refer to the nombers indicated.
different sheets, as Bmith, A to D, Smith, E to J, 8mith, K to &, Bmith, P to L. By »o doing yoo will be sure to get supplies correct (o every respech

g BPECIAL GHOUPS should be made of (1) Schools, School Trostees, Colleges, Boards of Edues-
tion, ete. (2) Churches, Church Boards, (3) Cemeteries, (4] Lodges, Fraternities, Socivties, and any others
that might better Indexed mnd found if clasified under general hesds, and grouped together on a
designated page. When so indexod make references and all cross references In the proper block on eorrest
Corp. & Firma sab-index sheets, For pxample write Behools, Behonl Trustess, ste., on B sub-index
sheet, and nssign it to a page in the 8 unit, and in proper block on B sub-index sheet write Boards of
Education (see Behnols, ete.) : on O sub-Index shest write Colloges (see 8chnaln, ste.) Index Lodges In
L unit paging it on L sub-index sheet, and on F sub-index sheet write Fraternities, (see Lodwes, ste).

7. DBegin “"Mixed Names"™ on the ‘Em designated by Index Table appearing on proper Suo’-Index
shest.  Enter them lins nfter line on the sheets withoul further sabdivision. For exampla, if the Key
Tahle for mixed MNames deslgnates page 1 for An, Ab, As, Ad, wte, and the Ot name to be entersd

COTTCO UNIVERSAL INDEXES are planned to startin 1,2, 6 or more books and grow as necessity demands to sets of 4, Band 24 books. Corporations & Firms in ceparate volumes when desired
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