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 a2 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 Sc and also S»n; 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 so planned that this can .

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

Thiz 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, 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. b5,
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.

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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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.
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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.

COTT INDEXING SYSTEMS FOR PUBLIC
RECORDS AND COMMERCIAL USE

Patented by C. M. Cott and Patents Pending

THE COTT INDEX COMPANY

INDEX BOOKS AND INDEX SYSTEMS INSTALLED
FOR STATE, COUNTY AND MUNICIPAL RECORDS

Licose Lieaf Indexes and Lioose Lieaf Records
COLUMBUS, OHIO, U. S. A.

U. S. Copyright No. 103632

IMICROFILMED

DATE



Aa Ab Ac Ad

Abbott
Abelson

Aberéémbie

Ae Af Ag Ah Ai Aj Ak

Agnew

Alken = _Aliton .. ..

Page :. Al

14 . Albea
: Alovrsdn

Albert

Page

83 . Ambler

Am An Ao

Page |

26
27

- M.V_mlﬁ«%,m Alberson. = &lverson.....16 . Ambrose

73 . American

28

'S ‘N "9FY

3OO “1Vd

RoU™L

Jm opesL, BuAmIUOp] Uy
§981 29wg SITSPUY Smo)

oy ‘saquInio)

*Saednzon) Xopuy 1100 9Y4J,

289801 ON
1BI4d0D 'S N

Abernethy .59 . . . Mbrigt L 17 _Amick .. .29 .
hbles 58 | Albriton . 75 Amos T3 g
Abner 66 . Alewine .18 _Anchor . .. 77 E
Abreham 3 Alexander . 19 . Anderson 31 5
Abrams 4 Alexas e 20 L Andino . 78 E‘
Acker 5 Alford 21  pandrea-Anders- 30 . %@
. Ackermen ... . 6 All ... 81 _Andrews 30 i =%
hcme 71 . Allee . 69, Angel Cs2 &R
. .bcree 87 __Allen .. 22 _Annis .wamaﬁw;fgg
Adair 7 . Allisaon 23 Ansel 54 Eé
. Adams i 8 : .. Allsep . _ — 24 _ Anthony 354 %’;
. hdamson 9 o Almans « Wil 57  Antley 68 . g&
. Bddings A0 L . .. Alston - Altom .25 _ Antonskas 65 3§ 8%
sddison 11 | i
. Adickes . . ... _70 . - “,*m__;;gg
Adkins 12 !
‘‘‘‘‘‘ Advocete .13 _ _ N - C 8]
p e
. | 5
| | EE
1
* A h B %E
! - Ee
: i1
ﬁ ?';
; é E
| (B
. e - o L R N —
b i




e e * -+ *.,: o -z g u
! ;
g o , _
] 0 @O O I
P . A “ -~ e e e T s S e i T SUCIFHIAPUVIINE SFN SO SO
>
<
F
< nws M
o o & i
mn O o H !
XN P B i
<L Q| <§ !
® :
N BO A H
g < H 0 0 o~ 0
p C
EL
=
g
A <
<
2 1
< —
~ g
O b B O 5
B ISR I -
R EE R
< | € < ¢ < w
g O ON WM O N W O~
g A Uve S AT S R I Sl e v
P : R
& ! g
&~ i : (o]
& | ‘ 0
[¢] i H U |
£ ; LY
= ]
t .
A ' | ]
L R W
< 6y ol —~ P & o
P 4] DA L ow d O
S EPEEEEES ER
ad 88 3H 3880 8¢ |
w o Nw 0N n o PP {
S R R g i = w
¥ YT A D) O nO
O )Y O Y O WMV O ~F _w
Coe
] :
§
LI
T
5 5
; !
< o M
B g oo md
< o O O o)
I R B £4i ol O &
q o AT PP ~ 2 o
s I T o o o
SR BEEAEH S
AAAAMAWM <G MA
M JW. =
&N u.iosL 3oquqdpme £q 8395Y€ qui 19pIQ WMRITW SYI UG

Bwpawodde 030 ‘sisqunm Sja[dwiod SAPE (8398 UL OIQ) $139YS Pnq SIO0W IO SUO SUIIOPIO USYN  'S198 939]dmoo 1epi0 03 [esjwrouody
eus) S _uﬂmuE-I.U.m op o M.._uﬂ: dn sjem1 03 02 $399Ys qui 97 PUw” 8399YS ynq po|
¢ 3 CH 3 *ON 39§ 9331dwion
FISORE Mmaee mo uuﬁ“ﬂghﬁ”mhnn gﬂﬁlunw.nmovwvuc_w—.umm_ 1 .wz umm Ouw_nﬁoo dn ojewr 03 03 eja9ys qu3 (7 Puv $199Ys Pynq 74
(szequnu 3uppocssd ( £q pejwusisep) @ ‘oN 398 939[dwod dn sxew 03 o8 £PIYS qui (7 PUW €399Us Jnq 9f
NYOM Y0 AIIVIAA AWODTH AFTHL FASN A9 NIHM SLIAHS INVIYOIWI ISTHL MINIAY




REG. U. £. § ﬁocsq_umouaammnno_mmm aroOon:smmwooBuwae. C.ﬁ.ogﬁ.ﬁrﬂ
PAT, OFFICE é An Identifying Trade Mark Columbus, Ohio No. 103632

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