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 blogk
below according to large aiphabet divisions. If name is not found below refer to Mixed Group column to right for page raference.
(COTTCO UNIVERSAL INDEX, No. 6-24-Patented Nov. 28, 1922. THE COTT PRINTING & INDEX CO., Columbus, Ohio _
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COTTCO UNIVERSAL—-THE ADAPTABLE INBEX—INSTRUCTIGNS

Permits of Separstely Grouping Common or Frequeptly Occurring Family Names or Sumames and: Actwe Assocmtlons, Corpora.tmns, Firms,’ Ete. Compr hensi
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Designate the Page on Which AN Other Groups Must Start According to First Letters of Sumame or First Letters of First Principal Word in Corperation or an- \

i. COTTCO UNIVERSAL INBEXES are made up of mrlependent units. A Unit consists of & -

quantity of sheeis, regularly paged from 1 up, and s Sub Index sheet on which is printed an index table
as. a guide o where names falling to that unit will be entered and found, - Blocks are provided on the

Sub-Irdex sheets to write certain names and indicate the page on which they are separate]y grouped. . - .

Each unit is ‘designated by an diphabetical tab.

2. Beparately grouped pames, called “Set Out Names, ' are those most: frequenzly occurrmg Do not

fail to: take full advantage of this feature, Determine #s far as possible at the time this index is started,
all names that shouid; becanse of their frequent entry on the records to which this is an indéx, be “gepa

" arately, grouped.” Bear in mind that the index will continue as a_current set for years to come, Ea.ch
name separately grouped” reduces the size of the “mixed name gx-nups S

8. Write “Set Out Names™ in the correct ruled block according’ to the large alphabet dwxslons on the.

proper Sub-Index sheet. Assign the first “Set Out” name of each unit to the pagé designated on Sub-

Index sheet o that unit, Give to each name an entire sheet (two pages), Establish all other “Set Out -

Names” on succeeding pages or what would be odd numbered tight-hand pages, dtsregar&mg alphabetzcal_
sequence. When all the extra sheets in this book have been used, either for “Set Out Nariés™ or as added:
sheets : for the continusnce of “Set Oui Name” groups, or “Mixed Name™ groups, pm-chase add:honal
sheets and binders and £row or expand the books until each unit has become a separate vqumc.

4. Fill up column 1 of correct ruled block firét with “Set Out Names.” 'Then column 2, and soon |

5. A "Set Oui Name” is one group regardless of ifs given name, But coriimon ‘names- Iike ‘Smith,
Jones, Brown, efc., msy be subdivided by given initizls on the Sub.-Index and ; assigned four dlﬁ'erent
shects, as Smith, A to D, Smith, & to J, Smith, K to O, Srith, P to Z,

6. SPECIAL GROUPS should be made of (1} Schools, School Trustees, Colleges, Boirds of Bduea-
{ion, ete. {2) Churches, Church ‘Boards, (8) Cemeteries, (4) Lodges, Fraternities, Societies, and any cthers
that might be better indexed and found If classified under geheral heads, and ‘grouped together on a

designated page, When so indexed make referénces and. a.ll ¢éross references in the proper block on correct )

Corp. & Firms sub-index sheefs. For example writd ' Schools,’ School Trustées;. ete., on 5. mb-n;dex
sheet, and assign it t6 a page in the S unii, and in proper block onf B sub-index sheet wrxte Boards of
‘Edueation (see Schools, etc) on G sub-index sheet write Colleges - (see Schools, ete.) Index Lodges in

L unif. paging it on L subwindex sheet; and on F- sub-index sheet write lﬁ-atermtles {zee. Lodges, etc)._
7. Begin "M:xed Names”™ on the page designated by Index Table apmrmg on prnper- Sub-Index )

theet. ‘Enter them line after lne on the sheets without further subdivisicn, °
Table for raized Names designates page 1 for Aa Ab, Ae, Ad atc. : and the

{not a set out) is Adler, write it on first line of page 1, Aamns on second line, Aek  on
so on, It will be noted that the figures in {he tables run 1, 3, 5, 7, 9, ete., this causes eack 43
on the right hand or.odd numbered page. The group is continued on the back of sheet, Teft

" numbered page, and when both sides of a numbered sheet are filled up, dinsert an ihumbered: oy extra

sheet: immediately following. the sheet that is filled up and number ity (preferably

eveén ‘number. on.‘bothi sides: of the sheet as ‘appears on the leff hand Dage at the yi

be seen thaf’ any nuimber of sheem ecan be added for the eonhnuation of a_group,

even page’ ‘number tha.t Fyou: put on both sndes of the sheet. we suggest the lettenng of -
A, B, G D, etc. U

8. Should a name deveiop Iarge after it was begun s 2 "Mlxed Name, rewrite: the shi

--and make “Sef Out Name” groups of the names that have developed - large.

9. Ma.n.v names that are spelled d:tﬂ.'erently and ‘pronounced alxke, such 1
L:rwery-Lowm—Loj 1 ;

names. At times the searcher may hﬁve to refer to d:ffez'ent pages when m '
spelled, “Set Out’” names. Similey . in aouud ‘should he mlgned to the same vage and ik

-'mellmg nioted in proper atphabet divisions, .

10. This Tndex 4 ot eomplicated, ‘bhut - theve . one righ way fo ‘stavt,

' Patentecs and Makers, THE COTT PRINTING & INDEX-CO.,

or an.v} other supphea'#re needed order them of the ﬁriu na.med below, gnd ofa R pa

-By so Eomg you ‘wil




