THE SUB-INDEX

1. Write names on the Sub-Index plain and.in as
Dbold a hand as possible. Don't make n'like u. Deon’t
try to subdivide names on Sub-Index further thas: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 raled 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
Majn Index. Following the name is a ‘column in
which is written the-page of the Main Index, where
atl entries of this narmeare to be placed.

3. Names. sitnilar in “soppd but spelled differently
should. be ‘grouped togethee on the Main Index; and
,Xa;tiety of spelli d on the. Sub-Index,
its proper sibdivi Thus: )
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THIS SUB-INDEX

IS AN INDEX TO THE GENERAL
“INDEX OF WHICH IT IS A PART

o -

The pages of the General Index devoted to this Initial Letter fol-
... Jow_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 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.




