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| COTT FAMILY NAME INDEXES = et Offce
'? - THE SUB INDEX THE MAIN INDEX
E 1. Write names on the Sub-Index plain and in as 7. Family Names appear together on the Main
bold a hand as possible. Don’t make n like u. Don’t  Index, the Sub-Index being a guide to the page on
try to subdivide names on Sub-Index further than is  which sych Family Names will be found, "=
%rrlfnged by the schemef herﬁ laicll out. BThat isB, ;Cf S It th th . th
aker is the first name for the co umn, Bae to Bak, . If there are three or more columns on e page
grite lga‘kerhon lfih% first darkbméid line fgllowed b¥ of the Main Index for given names, write the giveri IS AN INDEX TO THE GENERAL
aer if it shou appen to be the second name o hame or names in the column in which the initia
that group, on the second dark ruled line, and so on. letter of first given name appears at head of column, , INDEX OF WHICH IT IS A PART
2. A name is written but once on the Sub-Index By caxl'gfu] Writinf tWOt Hgive;xhnames z;“toc‘;’ul’gix‘:‘ i
(except as noted in the next paragraph), no matter same line, one above the o er, so that six ; . .. ,
how many times the same name is repeated on the names, if two properly fall to each column can be The pages of .the General .Index devoted to this Initial .Letter 1
‘ M}im}l Index. Foll}?wing thg r}llaml\«’aI is ? dcolumr}ll In  entered on one line. When more than two fall to a follows immediately after this Sub-Index. Figures opposite the
which is written the page of the Main In €X, Whereé  column make a complete new line for each two thus indi i
all entries of this name ate to be plased remaining, p name indicate the page where entries are made,
3. Names similar in sound but spelled differently 9. In paging the Main Index, each sub-division or ‘
Sh(’}‘:ld bei %’mul}ed tgﬁghe;&rz dthgtha};: Is'l’l‘{)eﬁ;e’;d unit indicated by the extension tab begins with page EXTENSION TABS or the book itself represent the first uni¢ of
under its “Droper sub-divisione. Thus: ’ Il)-a g(g: ghi b;w% °§tctha$vi}§fftmi:rfﬁi e2t’s f:g:z:‘:dzg subdivision and refer to Surname Initials,
Bair-Bare-Baer Lowery-Lowry add them éon'tin’uing the paging in regular order. MARGINAL, CUTS represent the second unit of subdivision, and are
lgﬁa;-Baée};lr " go%iee, §$'d o 10. Add a sheet immediately following a group usually the Second Letter of Surname, or Guide Letters.
azter-sehafer nycer-snider requiring additional space, giving it the same page ,
ﬁhe‘gf’ﬁ;iﬁaﬁffﬁ Iséhggffgissg_né?zegr as the page continued. Preferably with red. jon THE BLOCKS or COLUMNS on the -Sub-Index, still further sub-
Kfi; e—Kleir; i Pleson-Pierson i %ttir mémber these pages thus: 2a, 2b, 2¢, 2d; 4a, divide Names, according to the designations printed thereon.
, 4c, ete,
4. Names like Schneider and Swnyder should ap- 11. Don't try to arrange Family Name Groups in The G ! Ind b , . ,
pear in Sub-Index under Se¢ and also Sn; Pearson any particular order on the Main Index, except to e eneral Index can be ruled in any manner required, and is adapted
a?d Pwrst%n under F;e Iandsz, eflc'. However, no ngﬁge have “A” names separated from the “B’s” and so on. for the indexing of all kinds of records, and for any number of names from
oI more than one style of spelling a name need be . 10,000 up to 1,000,000 or more.
. taken—and that the way it is spelled lc)m the recortd—— ﬁﬁzt:npca;x g;)orognpi;z;’ ﬁg}?:t;:?ﬁ p(; d:fi’lsélle:::tbgresé ? P e
'; until it is spelled differently in a su sequent entry. page. If any order is attempted it should be to put ;
i 6. Odd tlx)ames falling to Ehe samehSul\l}-Indefc dcol- the largest groups in front, but this is (;lnly a matilter coTT INDEXING SYSTEMS FOR PUBLIC
umn may be grouped together on the Main In €X. of convenience. After several years, when time has
. For example, the names Debler, Dedman, Debroski demonstrated that a name is not likely to fill both RECORD S AND COMMERCIAL USE
L : and Deator being odd, and likely to be infrequent and pages of a sheet, the left hand or evenly numbered Patented by C. M. Cott and Patents Pending
; . all belonging to the same Sub-Index column, could bages may be used for a Name Group. After a [
il be gihven t}:e same paeg(;a on kthe‘a‘FMain Index, ax}cd lwrt;tg still longer period and a name has %rély one or ttvl:o ‘
in the column in red in , or names not lisg entries on a page a new name may given on the
here, see page........... ” lower half of the same page. : THE COTT INDEX COMPANY
6. Sub-Indexes 'can be .renewed and rewrittpn at If any pOint is_not'clearto o0 when bezmm'ng' t_he INDEX BOOKS AND INTEYX SYSTEMS INSTALLED
very little expense and it is so planned that this can  Index or cotitinuing its use, atways feel fres to write FOR STATE, COUNTY AND MUNICIPAL RECORDS .
be done in after years if they become defaced and the manufacturer, who will cheerfully reply to any .
worn. questions regarding the proper working of the system. Lcose Leaf Indexes and Loose Leaf Records “
This Index in loose leaf form is continuous and expansive. When the Binder becomes filled to its : B
capacity, get another Binder and ¢arry one or more letters into the new Binder. Continue doing this COLUMBUS, OHIO, U. S. A.
~ 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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THESE IMPORTANT SHEETS WHEN BY USE THEY BECOME DEFACED OR WORN

0 tab sheets go to make up complete set No. 0 (desi

20 tab sheets go to make up complete Set No.

104 buff sheets and 26 tab sheets go to make up
Economical to order complete sets. When orderin

NEW

46 buff sheets and 2
92 buff sheets and

on certain sheets
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gular numbers)
owing numbers,
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ding
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‘complete Set No,
under letters B

{(RE

etc., appearing

~-C-H-M and S)

one or more buff sheets

g

(broken sets) give complete numbers,

on this margin. Order tab sheets by alphabet lettering.

. Mau to Maz - Mb Md '
Mar Page Mar—Continued Page Mas Mat Page E!ggept McA to McZ Page
March: 41 Mashburn 63 Maugnas 98 .
chant 42 . Mason - Masons A4 Mauldin 79 i
Marchbanks-Marshbanks | 43 Masonic 65 | Mauney | 80 |
,,,,, _Nngg_gg 44 _Massey -~ Massie 66_ || Maurer 81 |
Mardis 45 Massingal = Massingald 67 | Meurice 82 l
_Mardre 46 Massion 68 || Meaw 80
Maree 47 Master (See Master Bk)| -  Maxfield 8%
Jerrett-Marette 48 | Masters 70 || Maxwell 84 il -5
Merigney 49 Metheny 71 | May-Mayes-Mays-Mayse | 85 =
\ 50 Mather 12 ch
Marion - Maryon 51 .Mathews - Matthews 73 || Mayberry
52 Mothewson 74 | Maybin -
53 Mathis - Mathas - 75 Maybry .
= Merx 54 Matta 76 || Maydell
Marler-Marler-Marlow 55 Mattero 68 || Mayer
—Marmaduke 06 | Mattison 77 Jaylle.id
Marnit 48 Mat tox 78 || Maynerd
Maroney b7 o | _Mayo
‘Mar sh 58 Mayson. .
Marsh 11 59 Ma :
Marsmen, Ince 60
Me ; \ =__Marton 6l.
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Names of similar spelling and similar sound should be grouped together and given the same psge number. Indicate on Sub-index the
different ways the name is spelled, duplicating the name in more than one column when necessary.
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