Read Carefully These Instructions and Suggestions to Clerks and Others Using

COTT FAMILY NAME INDEXES

THE SUB INDEX

1. Write nam

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 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.

This Index in loose leaf form is continuous and

THE MAIN INDEX

her on the Main

An Identifying
- Trade Mark
Registered U, S. Patent Office [ —

iName appear.
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, 4de, 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. 8, 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.

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 represeat the first unii 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.

COTT INDEXING SYSTEMS FOR PUBLIC
RECORDS AND COMMERCIAL USE

Patented by C. M. Cott and Patenta Pending e

.

THE COTT INDEX COMPANY

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

Lecose Lieaf Indexes and Lioose Leaf Records

COLUMBUS, OHIO, U. S. A.

U. S. Copyright No. 103632

e




, Kea Keb Kec Ked ' Kee Kef Keg Keh Kei Kej Kekx Kel Kem
Ka Kb Ke kd Page | Kia Kib Kic Kid Page | " Kie Kif Kig Kih Kii Kij Kik  72%° | Kil Kim Page | 43
Karelitz 47 Kearney . 57 Kee =~ Keese 18 | Kelch - 39
Karesh 66 Keating 2 | Keeler S i Kell 63
Kernes 71 | Keck .54 | Keels - Keil 38 | Kellam. . 69 .
Karolyi 37 ._Keenan 4 1 Kellar-Keller=Kellers 3 |
. Kerpf 58 | | Keener 67 i Kellett L7y
' _Kerr ( See Carr) . Keever 40 | Kelley - Kelly 8 | &3y,
. Karst 51| . Keftner 5 Kemp O 4 i
Katz 44 | |_Keith . _Kilbourne 19 | Bs
! Kay 1y . Kiester 50 ; Kilby 46 4 i
___Kaylor 65 | s i Kilgo - Xilgore 20 | #g |
! : Killian 21 gg
* . _Kilpatrick 52 | B 2§
1 , Kilpin . 62 | wf gi
5 ~’ —Kimbrel = Kimbrell 22 | %E’
| ; | oo B
- 4 gs iF
; T i £z
! E : ) 4 EL
f il
i ; 5 - 4 B9 8¢
i ' ! | °g 8¢
f : . ; . B2 g3
1 i ; By oF
i ; ; - + ﬁ; Ef
5 - ) ¢ a
. ' + B8
| | T R
; . . 4 By =
; ! §§’ gg
| ‘ N &
_______ . - ? i
: .+ g
.
. | ‘
' | ;
z; F %
i b -




A\
\
K 3R
i t ! i ,,.me
5o~ |
D.m S .” m ! m !
531; G s ; m - - " ” W
| g
ﬂ |
v it
| M
mww_uw
Wwvu.m“.,m
27 ' §
Koy
>~
G [
i : :
i mw56 0ol o W w
oSO A0
Mw R e .
.
-
r g,
w - o
! ;. D ® .me
e BT 4 m
Ll odosd »
RS e
: ,
m560,w77818
AN A QY0
| : «
| :
m
m
| ,
gy 8
MM B v
TE | F A
o R N
m » mmmaw.o
W e dm 3o U ERE
I I G fe M &
S99 dEgddd
m.mOlZ_ 0 F Yy O O i
o A 4o Qo O ,
w ?;.W B2 L 4 * ' 2 .
.
L 'm|E
i vm.vm. 3898
H8E :
p.p d o o :
MM g o
00 '
8,
g8 9 g q ! .
AM Ao 8 g og g d |
CEEERE R EN
o W.m.m_m.mM.m
= hilli“lll”i“liﬁi“ﬂu — — UHEHE&““EE

*Bup2e391 9qUUALE Aq 8390Ys qw) 19pi() ‘WBivw sjqy UO
Supvedde | 339 ‘siequmu 9jejdwioo A8 (83198 Uel0Iq) €193Yys gnq elow 30 SUO Supiapio UIYN °s198 9jo[dwod 15pIO O} [WOjWOUODTY
(S Pu® W-H-D-g s19339{ tepun
s100ys UIMI0D UO ‘szequmu Bupmoljo § Aq pewuBisap) 3idS | ON 19§ 9391dwoo dn oyuw 03 oF s30eqE Ul 97 PUN 99U ynq (|
(siequnu senBax £q pajwuBisep) 1enBay | "oN I9g 919[dwod dn Iyew 03 08 8SYS qwl (7 pue 8PS Ynq 24
(s10q Buyp d 0 4&q psiwulisap) ¢ oN 198 93a|dwod dn ajew o3 08 s3e9qys Q) (7 Puw $39Ys ynq 9¢
NYOA YO aaIDVAId IW0Iag AZHL FSN A4 NIHM S1IFHS LNVIYOIWI ASTHL MINTY

5

J.Q. - o =




|
REG| U, 8. County Indexes Since 1888 The Cott Index Com; e U.S. ight
PAT, OFFICE g An Identifying Frade Mark Columbus, Ohio pany N oA.uMMWaﬂwnw

Names of similar spelling and similar sound should be grouped together and given the same page 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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Names of similar spelling and similar sound should be grouped together and given the same page 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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