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 possidie. 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 Bek,
write Beker on the first dark ruled line f by
Baer if it should happen to be the second name of

THE MAIN INDEX
7. Family Names appear tegether on the Main
Index, the Sub-Index being a guide to the page on
which such Family Names will be found.

8. 1If 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
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THIS SUB-INDEX

IS AN INDEX TO THE GENERAL

i that group, on the second dark ruled line, and 30 ON.  1441or of first given name appears at head of colvamm. INDEX OF WHICH IT IS A PART

2. A name is written but once on the Sub-Index By careful writing two given names csn occupy the
| (ompt u moted in the next paragraph), ne same line, one above the other, so that six gives
¢ times the sazse name is repeatod on the names. if two properly fall to each column san be
)hin In x. Pollowing the name is a column in  entered on one line. When more than two fall to &
1 4 - which is written the page of the Main Index, where column make a complets new line for esch two thus
: all entries of this name are to be placed. remaining.

3. Names similar in sound but spelled differently 9. In paging the Main Index, eanch sub-divisisa or
should be grouped together on the Main Index, and  ;j; indicated by the extension tab begins with page
ench variety of spalling noted on the Sub-Index, ; "op the buck of that sheet is page 2, followsd by
under its proper sub-divisions. us: pages 3, 4, 5, 6, ste. When more sheets are nesded

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

EXTENSION TABS or the book liself represemt the first mmit of
subdivision and refer to Surname Initials.

?: Bair-Bare-Baer Lowery-Lowry add them continuing the paging in regular order. MARGINAL CUTS represent the second unit of subdivision, and are
- g::;:uhr o ﬁy“::'r md" 10. Add a sheet immediataly following s group usually the Second Letter of Surname, or Quide Letters.
-Schafl . T . requiring additional space, giving it the same page
SM.nr—ﬂfgf.r ahy:;;d%rice!;-ic};:r as the page continued. i’r eferably with red ink THE B.LOCKS or COLUMNS on the Sub-ladex, still further sub-
m""ind._m Pearson-Pierson i'“ii u;‘mber these pages thus: 2a, 2b, 3¢, 2d; da, divide Names, according to the designations printed thereon.
, .
P 4. Names like Schneider and Suyder should ap- 11. ¥ Fami Growps in
Don't try to arrange ly Name The General Index can be ruled in any manner required, and is adapted

! pear_in Sub-Index under Sz n\d alse Sw; Pearsew gny particular order on the Main Index, exeept to
and Piersex under Pe snd Pi, etc. However, no netice h‘y" “A” namaes separated from the “B's” and oo en. for the indexing of all kinds of records, axd for &ny number of names from

. of more thar ome style of spelling 2 name need be . 20 on pe. 1, Armstrong p. 3 10,000 up to 1,000,000 or mers.
taken-—eand that t.hc way it is spelled on the record— ‘Allen 7 o % hand A oved
until it is spelled differently in a subsequemt entry. Pp. 7, or on eny righ "‘a’l am

W
5. Odd mames falling to the same Sub-Index col- the largest groups ia fremt, but this is only a matter

; ame Sub-Ind ! COTT INDEXING SYSTEMS FOR PUBLIC
j For soamos, Femmer Debler, Dedman. Dobroski  Semonvirated Lhat o= momwe 1 ot My o A1 both RECORDS AND COMMERCIAL USE

!_ snd Deater being edd, and likely te be infrequent and m:-td..:‘h}:'ﬁwn nwmbered p—.uwcxo.n—dr-m-r-h.
i
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6. Bub-Indexes can be renewed and rewritben at any point is not cloar 4o mwh
! very little and it is oo planned that this oo  Index or sontinuing s myl“ o write
' h‘-'- yoars if they become defneed and thndm.'ha

mmum form ie esntinucus and cuwponcive. Whﬂ&. L )
gt ancthey and earry one or mere letters into the mm
nh«.mm“m nk. It in thus designed % bo a Con-
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tinmews Inden for a long peried of years.
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