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:

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, Debreski
and Deator being odd, and likely to be infrequent and
all-belonging tothe 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 eolumn 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. 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 cne 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

capacily, 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
usvally the Second Leiter 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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INDEX BOOXS AND INDEX SYSTEMS INSTALLED
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Baa Bab Bac Bad Page  Bae Baf Bag Bah Bai Baj Bak Page Bal Bam Page Ban Bao Bap Baq Page 3

Babb 1 Bagwell 2 Baldwin 7 Bane 1l
‘B & F Roofing Co. 19%  pahan % .. Balentine-Ballentine - 8 Bank (See Bank Book) ; ,.

B, D. W. Corp 130 Baliles 4, Ballard 9 Banks ( Family Name) 15
B & G, Contract Co, 133 Balley 5 . Ballenger-Balllnger 10 Bannlster 16
B-T-M 139 BRaker 6 Ballew -Balliew 11 Bannon - Bannen- 17
 B&H Investment Ce. Ine. 142  Rajrg 68 Baltz 12 Baptist 118

BP 0il Corp. 144 Bamvakas 13 Bankers Trust Co. 122 3z
_ Babylon 148 , _ Balian 75 Bankers Life Coe 1Rz ;E
sadenoch 157 Ball 78 Banner 135 A
B.C.3. 158 . o

Babar 150 Bale 9k MICROFILMED

BVA Credit Corp 172 ( { ,

Balcome -Rglecomhe 111 W
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4 Bar Page Bar—Continued Page Bas Bat Page Bau to Baz—Bb Bc Bd  Page

Barbare-Barber-Barbour 18 Baskin-Baskins 28 Baum . 22
Barker 19 _ .. Bass . 29  Baumgardner . 33
g3 Barmore 20 Bates 30 DBauskett 3L
. 4 9 Barnes o 21, : .. Batscn . 21 . Bayne (See Bane) . :
5 F Barnett 22 ‘ Baswell 7% Baynard 83
¥ Barnwell 23 Ba tcheller 143 Bauer 93
E . Barr 2l Baty 154 Bauknight 100
5 2 8 Barrett 25.. S . ..Baughman 126
XEER 9 Bashor :
8588 Barringer 26  Bashoz 163 o
3 5 VICROFILMEL |
§§—§§ § Barton 27 .o Tattle 170 ROFLMES o
‘ PRI Bartless 82 ——
g"hm E . DATE
§=, "%  Barbrey-Barbre A8
%’9‘3; i Tapkadaie o
4282 = Barkley 125
§iiaiz Berrield o1
E43:7  Bartlett 129
§&a=¥7  Barron 10l
Sty d
;gé.‘ggg—: Barce, Inc. 112
éé;gméﬁ Berrentine 116
Bifiass Bargfrede 120
pEeEse”
"?39?% 'g; Bare 1h5
. 228 i Bartelt 149,
o Bartels ' 165
Barnhouse 169

RENEW THESE MEORTANT

46 buff shssts and 20 tab sheets zo
Zconomical to order complcte zets.

32 buff shects and 20 tzb shests
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Bea Beb Bec Bed

Beacham
Beam
Beaman
Beattie-Beatty-Beaty
Beck
Beddingfleld
Beddingfile
Beard
T P ord
Hearden
Beaver Bldrs.
Beauty-Guard
Beasley
Beautyguard
HBeason
Reckwalith
Becker

Bech ‘tler

Bean

Page

- 35

36
37

39

Lo .

Lo
68.

a4

97
107

108
109

108

116
117

121

141
150

Bee Bef Beg Beh Bei Bej Bek  Page
Beeks L1
Beeler 86
' Beerstein 899
Beier 98
Belers 98,
Begmer LT
Beer 171

Bel Bem

Belcher
Belk-Simpson Company

Bell

~ Bellew~Belue

(See Ballew)

~ Bellwood

Eeltepr
Delk!s

Bellotte
Rellune

RPelrug

Belk

wellnap

Belmont

Rella

Bellmire
Beleco

Page

Ben Beo Bep Beq

Benet -Benett-Bennett
Beneyfleld-Bennefleld
Benson
Bentley
Banton

Renaficial

Bentz

Page

L6
L7
L8
L3
g5
132

140
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Page Bew Bex Bey Bez—Bf Bg Bh Page

Page Bes Bet Page Beu Bev

Ber

Berry-Berrey
. Berry's Inc.

51 Bevis

52..

106 Beyer (See Byers)

50 Bests!'- Best

.50 .

Bethea

N =N~ D
N = oo
— i
e
49
©
mw‘
o}
=
C
~
T
T
&0
B
b IR
5 o £
2 s b
2P H P oW
2] 190 o O
m £ o om
O . :
v R o
e~ ~ D
] = -
.
(3]
o)
=
.
w
o
£
m
el
d |
¢ |
" o |
o e ol
P
o M ¥
o @
m -
~Fuliena| Jequydie 4Aq siseys qwy JopIQ CuidrEm s} o
Suueodde 933 - ‘s1aq 3opd sAIF (5398 uanouq) $3ePYS Png oW IO U0 FULNPIS GIYHE 5398 23|dmicd JIPI0 03 [¥INROUOIY

A (s pue W-H-J-g Si3139] 3epun
S1004s TIWIIIP UO sIIqWnU Bummorioj § £q parywuSsep) UG 1 ‘ON 9§ o)9ydwod dn aywwm 03 ©F SINYS vl 9Z puw $IMAYe gnq yOi
(s3aqunu senBa: Aq pIjeuldisap) ien2ay [ "oN 393G MNejdwos du Iyem € oF £3a9qs qwl OZ pue siveys ynq 6
(ssoqmnu wpasoedd 0 Aq pareudisdp) ¢ ‘ON 98 a3ejdwmod dn ojemi 03 02 S3RYe qel OZ puw %@eqs gngq 9P
NMOM dO IO>vLIAd IN0DAE AFIHL ISN A9 NIHM SLIFHS INVLIOIWI ASTHL MINTH



Page

Bin Bio Bip Biq

Bie Bif Big Bih Bii Bij Bik  Page Bil Bim Page

Page

Bia Bib Bic Bid

Bidwell

54 Billingsley

7 b | Blgby

nmm.:,m, ‘.no_pwa‘_ammﬂmwu:ﬁmﬁmum H&QQOSHBQNMOOEE U. 8. Copyrigh:
enrorsiece ChmdMlotl S Identifying Trade Mark Columbus, Ohio No. 103637

Names of similar spelling and similar sound should be grouped togettier and given the same page number. Indicate on Sub-index the
different ways the name is spelled, dunlicating the name in more than one colume when necessary.

~
i
-
©
b
3
33
i
sed
m
.,.2
55B 919%
+
=
£
2 8
o x Iy
i O Wni
o 0~ Bmw
W Wo 3 g ¢
88g,1i!\.g
ot m & m 3
M| oMam " m
.F\UQ/" .
wn
g
G~ ©
G
0o
e
-l O
ot
BD.




EgtanEe ™y

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

46 buff sheets and 20 tab sheets go to make up complete set No. 0 (designated by 0 preceding mumbers)
104 buff sheets and 26 tab sheets go to make up complete Set No. 1 Split (designated by S following numbers on certain sheets

92 huff sheets and 20 tab sheets go 1o make up complete Set No. 1 Regular (designated by regular numbers)

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

Economical to order complete sets. When ordering one or more buff sheets

5, stc., app

N

Tk,

{broken sets) give

er tab sheets by alphabet lettering.

en this margin. Ord

MICROFILMED

DATE

Bir Page Bis Bit Biu to Biz—Bj Bk  Page Bl Bm Bn Page Bl Bm Bo—Continued  Page B
Bird (see Byrd) Blshop o 57 Black 58
Birnbaum 11% Bivens - Bivins . 71 . Blackman-Blackmon . 959,
Birmingham 123 Blackwelder 60
Birkhead 152 _ Blackwell 61
- Bi-Rite Supply Co. 166 Bla ine 62
Birchfield 173 Blake 63
Blekeley-Blakely 6l
‘Blanchett 65.
_ Blue 66
. Blythe . 67,
Blum -Blume 1lv
_ Blackstone - 69
tlassingame 73
~ Blair 79 Bi
Blumer~ Bloomer 80 Bj-Bk
. Blsckstock 124 ..
Blalock 96 ]31
Blankenshin 1
Blackerby 127
~Blocker 128
Blom - Zlcom 134
..Blacksten . 69
Bloodworth 137
~ Blanton pe
Blazer Financial 167
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