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FREQUENTLY OCCURRING CORPORATIONS, FIRMS, ETC.

TO THE SEARCHER: - Certain Corporations, Firms, Efc., and the page on which they are separately grouped will be found in proper ruled block

belaw acecording fo large aiphabet divisions.

If name is not found below refer to Mixed Group eolumn to right for page reference.
COTTCO UNIVERML INDEX, No. 6-24—Patented Nov. 28, 1922, TEE COTT PRINTING & INDEX CO., Columbus, Ohio

MIXED GROUP PAGES OF

GORPORATION xwo FIRM NAMES

TO WHICH REFER iF NAME 1S NOT
FOUND IN-RULED SPACES TO LEFT

? ?

SEARCH THESE NAMES FIRST
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LETTERS OF FIRST PRINCIPAL WORD

Coluron 2

Enter Names First in Colema 1

CLASSIFIED BY FIRST LETTER OR FIRST TWO
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American Suburban Corporation

Armour Fert iiilzer Works

Auto Finance Corporation
A—tlapt;ic_: Coast Line R.R. GGmPa-m
At_la.n‘p};ie_' Ref 1’_;:1-;;3 Company

Aa

to ' Page R

COTTCO UNIVERSAL—-THE ADAPTABLE INDEX—-INSTRUCTIONS

) Permlts of Separately Grouping ‘Common or Frequently Occurring. Family Names or Surnamee and Active Associations, Corporations, Fn'ms, Etc. Comprehe
Des:gnate the Page on 'Whlch All Other Groups Must Start Accordmg to Flrst Letters of Snmame or First Letters of: First Principal Word in, Corporatlon 0

1. COTTCO UNIVERSAL INDEXES are made up of independent units. A Unit eons:ste af a_" :
quantity of sheets, reguiarly vaged from 1 uwp, and a Sub Index sheet on which i printed an_index tabla -

as a-guide to where nhames. falling to t.hal; unit wilt be entered ‘and found, Blocks ate provided ov the

Sub-Index sheets to write certain names and indicate the page on which they are. eeparately grouped.' .

Escli unit ix designated by an alphabetical tab.

2. Separately grouped names, called “Set Dut Names, ” are those most frequently. oeeurring Do not -
fail to take foll advantage of this feature. - Determine as for as: possible at the time this index is started, .

all names that should, besause ‘of their freqiient entry on: the régords to which this is an ‘index, be “sep-

arately grouped,” Bear’ . mmd that the index will contmue 88 @ current set :Eor years to come. Each -

name “separately gronped" i-educee the size of the “mixed nameé groups.” - : ;

8. Write “Set Qut Names" in the correct ruled block aecordmg to the large _aIphaJoet d.wfsm g
proper Sub-Index sheef, ~Assign the ﬁrst “Set -Out” name of each Unit: to . the page, designated-
Index sheet to that unit. - Give to each name an entire sheet (two -pages).. Establish all other “S
Names” on succeeding” pages or what wonld be odd numbered right-hand pages, disregarding’ aip
sequence.. When all the exirs shests in this* bosk ‘have bheen used, either for- “Set Out Names? or as ‘ddded

sheets for the continmance of “Set Out -Name” groups, or “Mixed Name* -groups, purchase addxtmnal-.

sheets and binders and grow or expanr.] the books until each umnit has becume a sexzarate volume._
4. Fill up column loicorreetruledb]ockﬁrstwith“SetOntNames" Thenenlunglndaoon )

sheets, as Smith, AtoD Smlth EtoJ.Smlth,KtoO,Sm!l;h,PtuZ.

6. SPECIAL GROUPS shuuld be ‘made of (1) “Schools, School 'l‘rusteee Colleges, Boa.rﬂs of Educapi-.

tion, eto. {2} Churches, Church Bnards, (2) Gemetmea. (4) Lodges, Fraternities, Societies, anid any others

that might be better indexed and found if eclassified utider general heads, and grouped together on a ©

designaied page. When so indexed make references and all eross references in the proper block on.correct
Corp, & Firms sub-index sheets. For example -write Schools, School Trustees, eté., on § sub-index
sheet, and assign it to a page in the 8 unit, and proper. bleck on. B sub-index sheet writa Boards of

Education ' (sce Schools, ete.): on O sub-index sheet write Colleges (see Schools, ete.) Index. Lodges 4n

L unit paging it on L subsindex sheet. &nd on ¥ sub-index’ sheet write Frafernitiee. (eee I.edgves. etc).

7. Begin “Mixed Names” on the page deniznated by Index: Tabls’ appearing on proper - Sub-Index
sheet, Enter them line after e on’ the aheets ~without: fn‘rther _anbdivismn. 3

. (not & set out) is. Adler, write it on first line of page 1, Aarons on eecond !me, Ack

‘80 oni ‘1§ will be noted that the fipures in the tables run'1, 3, 5, 7, 9, ete., this causes:

on the vight hand or odd numbered page. The group is -continned on the back of a' y
numbered page, and when both sides of a numbered sheet are filled up, insert an
sheet fmmediately following the sheet that is filled up and number it (prefembl& in red in]

‘even number -on both sides of the sheet as -appeats on the left hand page at the

- be.s¢en: that any number of sheets can be added for the cozitinuation of & group, 'au
. even-page ‘mumber that you put on. hoth mdee of the sheet, we suggest the: lethermg

. and make *Set Out Name” Eroups; m’. th

_A,B C, D, ete.

"8, Bhould & nape deveiop hrge a.f it was begun as a “Mixed Name,” rew:rite :
] nams that have developed large. :
Many hames'that are ‘spelled dlEerenﬂy and -pronounced alike, euch a8 Behaffe
I.mvery—l owrey-Lowiie; - Pierson:Pearson, . Read-Eeed-Reid, . Deitrick, Dietrick,
“-'I‘ables for Mixed Names. No modern index will bring together in

T By so_dem_z _yqu ml,l be sure to get supplies’s
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