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THE SUB INDEX

-1. Write names on the Sub-Index plain and in as

bold a hand as possible. Don’t make n like u. 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 onéo on the Sub-Index i

(except as noted in the next paragraph), no matter
how many times the same name is repeated on the
Main Index. Following the name i8 a column 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 differently
" should be grouped together on the Main Index, and
each variety of spelling noted on the Sub-Index
ungder its proper sub-divisions, Thus: - .

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

4. Names like Schneider and Snyder should ap-
pear in Sub-Index under Se¢ and also Sn; Pearson
and Pierson under Pe and P4, etc. However, no notice
of more than one style of spelling a name need be
taken—and that the way it is spelled on the record—
until it is spelled differently in a subsequent entry.

5. 0dd 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.......... W

6. Sub-Indexes can be renewed and rewritten at
very little expense and it is #o planned that this can
be done in after years if they become defaced and
worn. : .

This Index in looss leaf form {8 continuous and

- when necessary until you have a Binder for each
tinuous Index for a long period of years.

- letter number these

¢ expansive,
capacity, get another Binder and carry one or more letters into the new Binder.
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" 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 completea new line

for each two thus
remaining. o . o .

9, . In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1. On the back of that sheet is page 2, followed by

pages 8, 4, 5, 6, etc. When more sheeta are needed

add them continuing the paging in regular order, -

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

pages thus: 2a, 2b, 2¢, 2d; 4a,
4b, 4c¢, 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’s” and so on.
Austin can go on pg. 1, Armstrong p. 8, 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 matter |

of convenience. After several years, when time has
demonstrated that a name 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 whén beginﬁing 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. .

When the Binder becomes filled to ifts
Continue doing this .
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-name indicate the page where entries are made.

. 1S AN INDEX TO THE GENERAL
INDEX OF WHICH IT IS A PART
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The pages of the General Index devoted to this Initial Letter -

follows immediately after this Sub-Index. Figures opposite the
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. Subdivision and refer to Surname Initials. .

"EXTENSION TABS or the book itself represent the first unl‘t of .
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Read Carefully These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

_.._ 1, Write names on the Sub-Index plain and in as
bold a hand as possible. Don’t make n like u. 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 sub-divisions. Thus:

4

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 Se¢ 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 spelled on the record—
until it is spelled differently in a subsequent entry.

b. 0dd 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.

Thig Index in loose leaf form is continuous and

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
remaining.

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1. 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, 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’s” and so on.
Austin can go on pg. 1, Armstrong p. 3, Abbott p. 5,
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 matter
of convenience. After several years, when time has
demonstrated that a name 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.

exrpansive. 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
tinuous Index for a long period of years.

sub-division or unit., It is thus designed to be a Con-
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IS AN INDEX TO THE GENERAL
INDEX OF WHICH IT IS A PART

The pages of the General Index devoted to this Initial Letter
follows 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. ..
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The General Index can be ruled in any manner required, and is adapted
for the indexing of all kinds of records, and for any number of names from
10,000 up to 1,000,000 or more.
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Read Carefully These Insfructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold a hand as possible. Don’t make n like u. 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 sub-divisions. Thus:

Bair-Bare-Baer Lowery-Lowry
Bear-Baehr Lourie, ete.
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 S¢ and also Sn; Pearson
and Pierson under Pe and Pi, ete. However, no notice
of more than one style of spelling a name need be
taken—and that the way it is spelled 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,

This Index in loose leaf form is continuous and

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
remaining.

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1. On the back of that sheet is page 2, followed by
pages 3, 4, b, 6, etc. When more sheets are needed

o 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, ete, P T T

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’s” and so on.
Austin can go on pg. 1, Armstrong p. 8, Abbott p. 5,
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 & matter
of convenience, After several years, when time has
demonstrated that a name 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.

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
tinuous Index for a long period of years.

sub-division or unit, It is thus designed to be a Con-
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_ follows immediately after this Sub-Index.

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
Figures opposite the
name indicate the page where entries are made.

' EX_TENSION 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 sube

~ divide Names, according to the designations printed thereon.

The General Index can be ruled in any manner required, and is ada};téd ,
for the indexing of all kinds of records, and for any number of names from

10,000 up to 1,000,000 or more. :
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| Read Carefully These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

"~ "THE SUB INDEX

1, Write names on the Sub-Index plain and in as
bold a hand as possible, Don’t make n like u. 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.

8. 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 sub-divisions, 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 F%, etc. However, no notice
of more than one style of spelling a name need be
taken—and that the way it is spelled on the record—
until it is spelled differently in a subsequent entry.

6. 0dd names fslling 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.

This Index in loose leaf form is continuous and

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 completa new line for each two thus

remaining,

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1. On the back of that sheet is page 2, followed by
pages 3, 4, b, 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, 4e, 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’s” and so on.
Austin can go on pg. 1, Armstrong p. 8, Abbott p. 5,
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 matter
of convenience. After several years, when time has
demonstrated that a name 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 & page a new name may be 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 feel free to write
the manufacturer, who will cheerfully reply to any
questions regarding the proper working of the system.

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
tinuous Index for a long period of years.

sub-division or unit, It is thus designed to be & Con-
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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
follows 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 General Index can be ruled in any manner reguired, and is adapted
for the indexing of all kinds of records, and for any number of names from
10,000 up to 1,000,000 or more, -
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Read Carefully These Instructions and Suggestions to Clerks and Oihers Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold a hand as possible. Don’t make n like u. 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 ba 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 sgglled differently
should be grouped together on the Main Index, and
each variety of spelling noted on the Sub-Index,
under its proper sub-divisions. Thus:

Bair-Bare-Baer Lowery-Lowry
Bear-Baehr Lourle, ete.
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 Se and also Sn; Pearson
and Pierson under Pe and P4, ete. However, no notice
of more than one style of spelling a name need be
taken—and that the way it is spelled on the record—
until it is spelled differently in a subsequent; entry.

5. 0dd 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 i3 so planned that this can
be done in after years if they become defaced and
worn,

This Index in loose leaf form {8 continuous and

capacity, get another Binder and carry one or more letters into the new Binder.

when necessary until you have a Binder for each
tinuous Index for a long period of years.

THE MAIN INDEX

7. Family Names appear %gether on the Main
Index, the Sub-Index being a guide to the page on
which such Family Nameg will by Jound.

8. If there are three offmbte 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 gpreful writing two given names can occupy the
s@e—line, one gbove the other, so that six given
names, if tw® propgsly fall to cach column can be
entered on one line. When more than two fall to a
column make a complete new line for each two thus
remaining.

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1. 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 & group
requiring additional space, giving it the same page
as the page continued. Preferably with red ink
letter number these pages thus: 2a, 2b, 2c, 2d; 4a,
4b, 4, 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’s” and so on.
Austin can go on pg. 1, Armstrong p. 3, Abbott p. 5,
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 matter
of convenience. After several years, when time has
demonstrated that a name 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.

1f 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,

expansive. When the Binder becomes filled to its
T8 | . Continue doing this
sub-division or unit. It is thus designed to be & Con-
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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’

follows immediately after this Sub-Index. Figures opposite™she °
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 arg.
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 General Index can be ruled in any manner required, and is adapted
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Read Carefully These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold a hand as possible. Don’t make n like u. Don’t
try to subdivide names on Sub-Index further than is
arranged by the scheme here laid out. That is, if
Baker isg 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 sub-divisions. Thus:

Bair-Bare-Baer Lowery-Lowry
Bear-Baechr 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 S¢ and also Sn; Pearson
and Pierzon under Pe and P4, etc. However, no notice
of more than one style of spelling a name need be
taken—and that the way it is spelled on the record—
until it is spelled differently in a subsequent entry.

6. 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. T

This Index in loose leaf form is continuous and

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 coniplete new line for each two thus
remaining.

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1. On the back of that sheet is page 2, followed by
pages 3, 4, b, 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, 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’s” and 8o on.
Austin can go on pg. 1, Armstrong p. 3, Abbott p. 5,
Allen p. 7, or on any right hand oddly numbered
page. 1f any order is attempted it should be to put
the largest groups in front, but this is only & matter
of convenience, After several years, when time has
demonstrated that a name 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.

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
tinuous Index for a long period of years.

sub-division or unit, It is thus designed to be a Con-
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Read Carefu“y These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold a hand as possible. Don’t make n like u. 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 sub-divisions. Thus:

Bair-Bare-Baer Lowery-Lowry
Bear-Baehr Lourie, ete.
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 S¢ and also Sn; Pearson
and Pierson under Pe and Pi, ete. However, no notice
of more than one style of spelling a name need be
taken—and that the way it is spelled 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.

This Index in loose leaf form ts continuous and

capacity, get another Binder and carry one or more letters into the new Binder.

when necessary until you have a Binder for each
tinuous Index for a long period of years.

THE MAIN INDEX

7. Family Names appear fogether 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
remaining,

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1. On the back of that sheet is page 2, followed by
pages 8, 4, b, 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, 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’s” and so on.
Austin can go on pg. 1, Armstrong p. 3, Abbott p. b,
Allen p. 7, or on eny 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 matter
of convenience., After several years, when time has
demonstrated that a name 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,

erpansive. When the Binder becomes filled to its
TS Continue doing this
sub-division or unit. It is thus designed to be a Con-
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Read Carefully These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold a hand as possible. Don’t make n like u. 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 eolumn, 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.

8. 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 sub-divisions. 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 S¢ and also Sn; Pearson
and Pierson under Pe and Pi, ete. However, no notice
of more than one style of spelling 2 name need be
taken—and that the way it is spelled 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 renéwed 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.

This Index in loose leaf form is continwous and

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
remaining,

9, In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1. 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 & 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, 4e, 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’s” and so on.
Austin can go on pg. 1, Armstrong p. 3, Abbott p. 5,
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 matter
of convenience. After several years, when time has
demonstrated that a name is not likely to £ill 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 afou 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.

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 sub-division or unit. It is thus designed to be a Con-

tinuous Index for a long period of years.
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Read Carefully These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold a hand as possible. Don't make n like u. 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 it 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.

8. 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 sub-divisions. 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 Se¢ and also Sn; Pearson
and Pierson under Pe and P%, etc. However, no notice
of more than one style of spelling a name need be
taken—and that the way it is spelled on the record—
until it is spelled differently in a subsequent entry.

6. 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.-

This Index in loose leaf form is continuous and

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
remaining.

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1. On the back of that sheet is page 2, followed by
pages 3, 4, §, 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, 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’s” and so on.
Austin can go on pg. 1, Armstrong p. 8, Abbott p. 5,
Allen p. 7, or on any right hand oddly numbered
page. 1f any order is attempted it should be to put
the largest groups in front, but this is only a matter
of convenience. After several years, when time has
demonstrated that & name 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.

erpansive. 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
“tinuous Index for a long period of years.

sub-division or unit. It is thus designed to be a Con-
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‘Read Carefully Thése Instructions and Suggestions fo Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold a hand as possible. Don’t make n like u. 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, Bas 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.

8. 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 sub-divisions. Thus: .

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

4. Names like Schneider and Snyder should ap-
pear in Sub-Index under Se¢ and also Sn; Pearson
and Pierson under Pe and P4, ete. However, no notice
of more than one style of spelling a name need be
taken—and that the way it is spelled on the record—
until it is spelled diferently in a subsequent entry.

5. Odd names falling to the same Sub-Index eol-
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 rénewed 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.

This Index in loose leaf form is coniinuous and

- 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 f)age
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
remaining.

9. In paging the Main Index, each sub-division or

unit indicated by the extension tab begins with page
1. On the back of that sheet is page 2, followed by
pages 3, 4, b, 6, etc. When more sheets are needed
add them continuing the paging in regular order.

10, Add a sheet immediately following e 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, 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's” and so on.
Austin can go on pg. 1, Armstrong p. 3, Abbott p. 5,
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 matter
of convenience, After several years, when time has
demonstrated that a name 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. ~ °
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 sub-division or unit.

- tinuous Index for a long period of years.
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It is thus designed to be a Con-
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usually the Second Letter of Surname, or Guide Letters. .

THE BLOCKS or COLUMNS on the Sub-Index, still further subs
divide Names, according to the designations printed thereon.s :
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Read Carefully These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold a hand as possible. Don’t make n like u. 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 ba 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.

8. 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 sub-divisions. Thus:

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

4. Names like Schneider and Snyder should ap-
pear in Sub-Index under Se¢ 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 spelled 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 80 planned that this can
be done in after years if they become defaced and
worn.

This Index in loose lsaf form is continuous and

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 &
column make a complete new line for each two thus
remaining. '

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1. 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, 2c, 2d; 4a,
4b, 4c, etc.

11. Don't try to arrange Family Name Groups in
any particular order on the Main Index, except to
have “A” names geparated from the “B's” and so on.
Austin can go on pg. 1, Armstrong p. 3, Abbott p. 5,
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 matter
of convenience. After several years, when time has
demonstrated that a name 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 & 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.

erpansive. 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
tinuous Index for a long period of years.

sub-division or unit, It is thus designed to be & Con-

THE COTT INDEX CO.

Index Specialists Since 1888 COLUMBUS, OHIO

An Identifying
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Registered U. S. Patent Office J—

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
follows 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 General Index can be ruled in any manner required, and is adapted
for the indexing of all kinds of records, and for any number of names from
10,000 ap to 1,000,000 or more.

COTT INDEXING SYSTEMS FOR PUBLIC
RECORDS AND COMMERCIAL USE

Patented by C. M. Cott and P.tont-\p?ndlng

The Cott Printing & Index Co.

INDEX BOOKS AND INDEX 8YSTEMS INSTALLED
FOR 8TATE, COUNTY AND MUNICIPAL RECORDS

Loose Leaf Indexes and Loose Leaf Records
COLUMBUS, OHIO, U. S. A.

U. S. Copyright No. 103632




HINTS TO CLERKS

Write names on the Sub-Index
plain and in as bold a hand as pos-
sible.. Don’t make n like u. 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 "col-
umn, write Baker on the first line, fol-
lowed by Babb if it should happen to
be the second name of that group,
and so on.’

This_Index System in loose leaf

form is expansive and continuous .

When more sheets are needed add
them. When the binder in which
they are originally placed becomes
filled to its capacity, get another
binder and carry one or more letters
into the new binder and continuc
doing this until you havc a book to
each letter.

This Sub-Index can be renewed
and re-written at very little expense
and it is so planned that this can be
done in after years if it becomes de-
faced and worn, Prices for new Sub-
Indexes on either parchment paper
or all linen furnished on request.
Prices also quoted on re-writing
names on Sub-Index on large type-
writer type.

If any point is not clear to you

when beginning the index or continu-

ing its use, always feel free to write
the maker, or patentee, who will
cheerfully reply to any questions re-
garding the proper. workmg of the
system. .

CHAS M. COTT,
_ Patentee and Indexer, .

430 N. ngh St., Columbus, O.

NOTE: . The table of figures on

each Sub-Index is for keeping track

of used or partially used pages.

Pages " Pages Pages Pages
1 to 100 101 to 200 ] 201 to 300 § 301 to 400
1 2] 101 l 102 || 201 | 202 || 301 | 302
3 4 3 ’ 4 3 4 3 4
S 6 S 6 5 6( .8 6
7 8 7 8 7 8 7 8
9 10 9 10 9 10 9 10
1t 12 11,712 11 12 11 12
13 14 13 14 13 14 13 14
15 16 15 16 13 16 15 16
17 18 17 18 171 -18 17 18
19 20 119 1 120 | 219 | 220 | 319 | 320
21 22 21 22 21 22 2} 22
23 24 23 24 23 24 23 24
28 26 25 26 25 26 25 26
27 28 27 28 27 28 27 28
29 30 29 30 29 30 29 30
31 32 3t 32 31 32 31 32
33 34 33 34 33 34 33 34
35 36 35 36 k1] 36 x5 36
37 38 37 38 37 38 37 38
39 40 130 | 140 f| 239 | 240 || 339 | 340
[} 42 41 42 41 1 42 4! 42
43 44 43 44 43 44 43 44
45 46 45 46 45 46 45 46
47 48 47 43 47 43 47 43
- 49 50 49 50 49 50 49 50
S1 52 51 52 51 52 5t 52
53 54 33 54 53 54 53 54
55| $6 55 56 55 |- 56 5$ 56
© 57 58 57 58 57 58 57 58
59 60 159 | 160 || 259 | 260 || 359 | 360
61 62 61 62 61 62 61 62
63 64 63 64| 63 64 63 | 64
63 66 65 66 65 66 65 66
~67 68 67 68 67 68 67 68
69 70 69 70 69 70 69 70 -
71 72 71 72794 nNn 72 71 72
73, 74 73 74 73 74 73 14
51 76 751.76 51 76 75 76
- 77 78 17 78 77 78 77 78
70| 80 179 | 180 | 279 | 280 | 379 | 380
81| 82 81§ 82| 81 82 81 82
83 84 83 84 83 84 83 84
83 86 85 ! 86 8s 86 85| 86
87 88 87 838 87 | 88 87, 88
89 90 89 90 89 90 89 90
91 92 91 92 i 92 91 92
93 94 93 94 93 94 93| .9
95 96 95 96 93 96 93 96
97 98 97 98 97 | -98 97| 98
.99 | 100 199 ] 200 | 299 | 300 | 399 | 400

THBSUBWWEX

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

The pages of the General Index devoted to this Imual Letter
follows immediately after this Sub-Index. Figures oppouw the
name indicate the page where entries are made. -

EXTENSION TABS or the book itself represenu 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 desxgnatwns printed thereon.

The General Index can be ruled in any manner required, and is adapted
for the indexing of all kinds of records, and for any number of namel from

10, 000 up to 1,000,000 or more.

- COTT INDEXING SYSTEMS FOR PUBLIC
L RECORDS AND COMMERCIAL USE-
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Bee Bef Beg

under letters B-C-H-M and 8)

on this margin. Order tab sheets by alphabet lettering.

RENEW THESE IMPORTANT SHEETS WHEN BY USE THEY BECOME DEFACED OR WORN

104 buff sheets and 26 tab sheets go to make up complete Set No. 1 Split (designated by 8 following numbers on certain shests
92 buff sheets and 20 tab sheets go to make up complete Set No. 1 Regular (designated by regular numbers)

Economical to order complete sets. When ordering one or more buff shests (broken sets) give complete numbers, stc., appsaring

’ 48 buff sheets and 20 tab sheets go to make up complote set No. O (designated by O preceding numbers)

Bea Beb Bec Bed Page Beh Bei Bej Bek Bel Bem Page Ben Beo Bep Beq Page
‘Beach B L5 | Beecher || Belch 62 Bennett 68
Bearkam 45 Belcher Lz
“Beal o lue | Pk Belk _ __ 63 | Benson . 69
Beall L7 | Beteler  _ _ . Bell 64 | Benton ] 70_
Beard _ L8 o Bellamy 65 | Benfield 38
Beardon _ L9 — Bellinger i} 66_ Benjam/n /114

_/ ‘
Beasley } 50 ‘Belton 67 | Bewze/ o //7_“
Beason Ll Bell, 0. Roddey, w2 [entz _pro
Probate Judge . :
Beatty 51 Beleos e L | MHepegrz S /5
Paxttie 51/ . .
Beaty 52 Belue Lo _§ :
Bellune 4#0 o
Beauchang 53 Bellios 39 e X
Beauford ET Belrev 37 -
Beampo_nt 55 . —_
Beaver 56
| Beayers 73 R R S N Y B |
Bechtler 57 PR
Beck 58 - L ol
_Beckham _ 59 N P L
Beam 45
Beckwith 60 L '\L__.__
| ] 3
Bedford « 61 ) "_Q'a", 3 f
Bed wel/ /10 e 1\ I




Read Carefully These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold a hand as possible. Don’t make n like u. 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 sccond 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 i3 a column 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 differently
should be grouped together on the Main Index, and
each variety of spelling noted on the Sub-Index,
under its proper sub-divisions. 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 Sec and_also Sn; Pearson
and Pierson under Pe and P, ete. However, no notice
of more than one style of spelling a name need be
taken—and that the way it is spelled 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........... .Y

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.

This Index in loose leaf form is continuous and

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
remaining.

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1. On the back of that sheet is page 2, followed by
pages 3, 4, b, 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, 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’s” and so on.
Austin can go on pg. 1, Armstrong p. 3, Abbott p. 5,
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 matter
of convenience. After several years, when time has
demonstrated that a name 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.

I 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.

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
tinuous Index for a long period of years.

sub-division or unit. It is thus designed to be a Con-

THE COTT INDEX CO.

Index Specialists Since 1888 COLUMBUS, OHIO

- Trade Mark

Registered U. S, Patent Office

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
follows 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 sab-
divide Names, according to the designations printed thereon.

The General Index can be ruled in any manner required, and is adapted
for the indexing of all kinds of records, and for any number of names from
10,000 up to 1,000,000 or more. . :

COTT INDEXING SYSTEMS FOR PUBLIC
RECORDS AND COMMERCIAL USE .

Patented by C. M. Cott and Patents Pending

The Cott Printing & Index Co.

INDEX BOOKS AND INDEX S8YSTEMS INSTALLED
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| Read Carefulliy‘Tbesé lnstructi_ohs an‘d Suggestions to Clerks and Others U.",ing

‘COTT FAMILY NAME INDEXES

THE SUB INDEX

1. -Write names on the Sub-Index plain and in as

- bold a hand as possible. Don’t make n like u. 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 ba 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. “

8. 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 sub-divisions. 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 Se 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 spelled on the record—
until it is spelled differently in a subsequent; entry.

5. 0dd 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.......... W N

6. Sub-Indexes can be renewed and r'ewﬂtten at
very little expense and it is o planned that this can

- be done in after years if they begome defaced and

. This Index in loose leaf form is continuous and

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 paée
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 &
column make a complete new line for each two thus
remaining.

9. In paging the Main Index, each sub-division or

unit indicated by the extension tab begins with page .
1. On the back of that sheet is page 2, followed by -
pages 8, 4, 5, 6, etc. When more sheets are needed -

add them continuing the paging in regular order.

10. Add’a sheet immediately following & 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, 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’s” and so on.
Austin can go on pg. 1, Armstrong p. 3, Abbott p. 5,

. 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 matter

of convenience. After several years, when time has ..
- demonstrated that a name is not likely to fill both
pages of a sheet, the left hand or evenly numbered -

pages may be used for & Name Group. After a

still longer period and a name has only one or two . -
entries on & page & new name may be given on the ' -
. lower half of the same page, - v .

If any point is not clear to you when begmmng the « * -

Index or continuing its u;tiehalways feel free to write

capacity, get another Binder and carry one or more letters into the mew Binder. - Continue doing this

when necessary until you have a Binder for each
tinuous Index for a long period of years.

" THE COTT INDEX CO. index Spociulists Sines 1688 C'OLU.MBUS,V OHIO

" An Identifying
.Trade Mark

-

Registered U. S. Patent Office

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 Leétter
follows immediately after this Sub-Index. Figures opposite the
name indicate the page where entries are made., :

, =T BEPE B

EXTENSION TABS or the book itself represent.the first unit bf |[%
. subdivision and refer to Surname Initials. . H

MARGINAL CUTS represent the second unit of ;ubdlvlslpn, and are

" wusually 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 General Index can be ruled in any manner required, and is adapted ~
for the indexing of all kinds of records, and for any number of names from
10,000 up to 1,000,000 or more. o £ S r;s

R
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“Réad Carefully Thes:e lnstru.cti(’)ns and Suggestions to'Clerks and Others Using ,

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold a hand as possible. Don’t make n like u. 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.

8. 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 sub-divisions. Thus:

Bair-Bare-Baer Lowery-Lowry
"Bear-Baehr Lourie, ete.
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 spelled on the record—
until it is spelled differently in a subsequent entry.

6. 0dd 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 ba 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 r%i ink, “For names not listed

6. Sub-Indexes can be renewed and rewritten at

very little expense and it is o planned that this can-

be done in after years if they become defaced and
worn. .

This Index in loose leaf form is continuous and

capacity, get another Binder and carry one or more letters into the mew Binder.

when necessary until you have a Binder for each
tinuous Index ;tqr 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 thu:
remaining, ’

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1. 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, ete. : :

11. Don't try to arrange Fainily 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 pg. 1, Armstrong p. 3, Abbott p. 5,
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 matter
of convenience, After several years, when time has
demonstrated that a name 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. s

If any point is not clear to airou when beginning the
Index or continuing its use, always feel free to write

the manufacturer, who will cheerfully reply to any . 3
questions regarding the proper working of the system., -~

expansive. When the Binder becomes filled to 1ts
Ty . Continue doing this
sub-division or unit. It is thus designed to be a Con-
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Read Carefully These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold & hand as possible. Don’t make n like u. 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 sub-divisions. 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 S¢ and also Sn; Pearson
and Pierson under Pe and Pi, ete, However, no notice
of more than one style of spelling a name need be
taken—and that the way it is spelled on the record—
until it is spelled differently in a subsequent entry.

6. 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. .

This Index in loose leaf form ts comtinuous and

expansive,

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
remaining. . 3

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1. On the back of that sheet is page 2, followed by
pages 3, 4, b, 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,
4h, 4c, ete.

11. Don’t try to arrange Familj 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 pg. 1, Armstrong p. 3, Abbott p. b,
Allen p. 7, or on any right hand oddly nun hered
page. If any order is attempted it should 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 name 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 he 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.

Continue doing this

when necessary until you have a Binder for each sub-division or unit. It is thus designed to be a Con-

tinuous Index for a long period of years.

THE COTT INDEX (0. waSwsimsoeis COLUMBUS, OHIO
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Read Carefully These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold a hand as possible. Don’t make n like u. 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.

8. 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 sub-divisions, Thus: -

Bair—Bai-e-Baer

Lowery-Lowry
Bear-Baehr Lourie, ete.
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 Sec and also Sn; Pearson
and Pierson under Pe and Pi, ete. However, no notice
of more than one style of spelling a name need be
taken—and that the way it is spelled on the record—
until it is spelled differently in a subsequent entry.

6. O0dd 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. ‘ -

This Index in loose leaf form is continuous and

capacity, get another Binder and carry one or more letters into the new Binder.

when necessary until you have a Binder for each
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 ére 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
remaining. :

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1. 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, 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’s” and so on.
Austin can go on pg. 1, Armstrong p. 3, Abbott p. 5,
Allen p. 7, or on any right hand oddly nun hered
page. If any order is attempted it should 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 name 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.

When the Binder becomes filled to its
Continue doing this
sub-division or unit. It is thus designed to be a Con-

expansive,
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Read Carefully These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold a hand as possible. Don’t make n like u. 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, Bas to Bak,
write Baker on the first dark ruled line followed by
Baer it 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 recpeated 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 sub-divisions, Thus:

Bair-Bare-Baer Lowery-Lowry
Bear-Baehr Lourie, ete.
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 Se and also Sn; Pearson
and Pierson under Pe and P4, etc. However, no notice
of more than one style of spelling a name need be
taken—and that the way it is spelled 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 eolumn, 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.

This Index in loose leaf form <8 continwous and

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
remaining,

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1. On the back of that sheet is page 2, followed by
pages 3, 4, b, 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, de, ete. P T

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.
Austin can go on pg. 1, Armstrong p. 3, Abbott p. 5,
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 matter
of convenience, After several years, when time has
demonstrated that a name 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 & 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.

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 sub-division or unit. It is thus designed to be a Con-

tinuous Index for a long period of years.

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

The General Index can be ruled in any manner required, and is adapted
for the indexing of all kinds of records, and for any number of names from
10,000 up to 1,000,000 or more.
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Read Carefully Tbese lnstructlons and Suggestlons to Clerks and Others Usmg

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold a hand as possible. Don’t make n like u. 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 it 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 Inzlzx Following the name is a column in
which is written the page of the Main Index, where
all entnes of this name are to be placed.

8. Nnmes similar in sound but spelled dxﬂ’erently
should be grouped together on the Main Index, and
each variety of spelling noted on the Snb—Index,
under its proper aub-dmeiona Thus-

Bair-Bare-Baer . Lowery-Lowry
Bear-Baehr .~ Lourie, etc.
_Shafer-Schafer _ Snyder-Snider * .
Sheffer-Shaefer . Schneider-Schmder
Read-Reed-Reid Keyser-Kelser-Kizer
Kline-Klein " Pearson-Pierson

' 4. blamea m’:& Schneider and Snyder should ap- ‘

pear in Sub-Index under Se 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 spelled on the record—
until it is spelled differently in a subsequent entry.

5. 0dd 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 lmted
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 1f they become defaced and

worn.
This Index in loose leaf form is oontmumw and

capacity, get another Binder and carry one or more letters into the nmew Binder."

. lower ha.lf of the same page.

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 lme for each two tlhus

remmning

9. In paging the Mnln Index, eneh sub-dxvisxon or
unit indicated by the extension tab begins with page
1. On the back of that sheet is page 2, followed by
pages 8, 4, b5, 6, etc. When more sheets are needed
add them continuing the paging in regular order.

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

- " letter number these pages thus: 2a, 2b, 2e, 2d da, -

4b, 4e¢, e .
11. Don’t try to arra.nge Famlly Name Groups in

have “A” names separated from the “B’s” and so on.
Austin can go on pg. 1, Armstrong p. 3, Abbott p. 5,
- 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 & matter - . -

of convenience, After several years, when time has °

. demonstrated that a name is not likely to fill both

pages of a sheet, the left hand or evenly numbered
pages may be used for & Name Group. After a -
still longer period and a name has only one or two

- any particular order on the Main Index, except to . - -

entries on a page a new name may be gnven on the _ -

It nny pomt is not clear to Jou when beginnmg t.he B

. Index or continuing its use,

ways feel free to write
" the manufacturer, who will

cheerfully reply to any *

questnons regardmg the proper workmg of the eystem. S

expansive. . When the Binder becomes filled to’ it.l

Continue doing this

when necessary until you have a Binder for each sub«hvislon or unit. It is t.hus deslgned to be a Con-

tinuous Index for a long period of years..
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Read Carefully These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold a hand as possible. Don’t make n like u. 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 suled line followed by
Baer it it should happen to ba 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 sub-divisions. Thus:

Bair-Bare-Baer Lowery-Lowry
Bear-Baehr Lourie, ete.
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 Se¢ and also Sn; Pearson
and Pierson under Pe and Pi, ete. However, no notice
of more than one style of spelling a name need be
taken—and that the way it is spelled 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 8o planned that this can
be done in after years if they become defaced and
worn.

This Index in loose leaf form is continuous and

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
nrame 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
remaining.

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1, 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¢c, 2d; 4a,
4b, 4c, 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’s” and so on.
Austin can go on pg. 1, Armstrong p. 8, Abbott p. 5,
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 & matter
of convenience. After several years, when time has
demonstrated that a name is not likely to fill both
pages of a sheet, the left hand or evenly numbered
pages may be used for & Name Group. After a
still longer period and a name has only one or two
entries on & page & 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.

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 sub-division or unit. It is thus designed to be a Con-

tinuous Index for a long period of years.
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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
follows 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 General Index can be ruled in any manner required, and is adapted
for the indexing of all kinds of records, and for any number of names from
10,000 up to 1,000,000 or more. .
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Read Carefully These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold a hand as possible. Don’t make n like u. 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 gsecond 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 sub-divisions., 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 S¢ and also Sn; Pearson
and Pierson under Pe and Pi, ete. However, no notice
of more than one style of spelling a name need be
taken—and that the way it is spelled 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,

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
remaining.

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1. 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,

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’s” and so on.
Austin can go on pg. 1, Armstrong p. 3, Abbott p. 5,
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 matter
of convenience. After several years, when time has
demonstrated that a name 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 & 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 erxpansive. 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 sub-division or unit. It is thus designed to be a Con-

tinuous Index for a long period of years.
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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.
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10,000 up to 1,000,000 or more.
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Read Carefully These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write names on the Sub-Index plain and in as
bold a hand as possible. Don’t make n like u, 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 4s written the page of the Main Index, where
all entries of this name are to be placed.

8. 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 sub-divisions. Thus:

Bair-Bare-Baer Lowery-Lowry
Bear-Baehr Lourie, ete.
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 Se¢ and also Sn; Pearson
and Pierson under Pe and F%, ete. However, no notice
of more than one style of spelling a name need be
taken—and that the way it is spelled 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......... i

8. Sub-Indexes can be renewed and rewritten at
very little expense and it is go planned that this can
be done in after years if they become defaced and
worn.

This Index in loose leaf form is continuous and

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
remaining.

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
1, On the back of that sheet is page 2, followed by
pages 8, 4, b5, 6, etc. When more sheets are needed
add them continuing the paging in regular order.

10. Add a sheet immediately following & 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, ete. P

11. Don’t try to arrange Family Name Groups in
any particular order on the Main Index, except to
have “A” names separated from thae “B’s” and so on.
Austin can go on pg. 1, Armstrong p. 8, 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 matter
of convenience. After several years, when time has
demonstrated that a name 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 a8 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.

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
tinuous Index for a long period of years.

sub-division or unit. It is thus designed to be a Con-
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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
follows 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 General Index can be ruled in any manner required, and is adapted
for the indexing of all kinds of records, and for any number of names from .
10,000 up to 1,000,000 or more. -
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