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FREQUENTLY OCCURRING CORPORATIONS, FIRMS. ETC.

SEARCHER: Certain Corporations, Firms, Etc., and the page on which they are separately grouped will be found in proper ruled block
below acoording to large alphabet divisions. If name is not found below refer to Mixed Group column to right for page reference, |
COTTC{_? UN]VERS.AL INDEX, _NQ. 6-24—«_1’3@11%9(1 Nov. 28, 192”2. THECOTT PR!N?ING & INDEX .CO... Columb_ns, Chio

| Marshall Building Corporgtion

Coluon 2 PAGE Fntor Names First in Coluron 1  PAGE |

? SEARCH THESE NAMES FIRST & § 3§

163 lacRae & Company Inc - Hugh - 109!

Mainlanﬂ Beach Company 5 107
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Manhattan Company | 109 i%
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Massachusetts Mutual Life Insurance Co 119,?

MacMillan & Cemeron Compeny 121

‘Marsh Realty Company

CORPORATION wo FIRM HAMES

TO WHICH REFER IF NAME IS NOT
FOUND IN RULED SPACES TC LEFT

CLASSIFIED BY FIRST LETIER OR FIRST TWo

MIXED GROUP PAGES OF

LETTERS OF FIRST PRINCIPAL WORD
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Permits of”'Separately Grouping Cemmon or Frequently Occurring Family Names oy Surnames and Active Associations, Corporations, Firms, Ete. Comp_réb:
Designate the Page on Which All Other Groups Must Start According to. First Letiers of Surname or First Letters of First Principal Word in Corporation or ‘Fir

1. COTTCO UNIVERSBAL INDEXES are made np of independent units, A Unit eonsists ‘of a (not a set out) is Adler, write it on first line of page 1, Aarons

. COTTCO UNIVERSAL—THE ADAPTABLE INDEX —INSTRUCTIONS

quantity of sheets, regularly paged from 1 up, and a Sub Index sheet on which is printed an index table 50 on. It will be noted that the figures in the tables run 1, 8,8,

Sub-Index sheets to write certain names and indicate the page on which they aré separately gromped. - uumbered page, and when both sides of a numbered shact are fil
sheet jmmediately following the sheet that is filled up and numb
‘even number on both sides of the sheet as appears on the left hand page at the point ; ]
be seen that any number of sheets can be added for the continuation of a group, and in-zddi
even page number that you put on both sides of the sheet, we sguggest the Tetteting of each

arately grouped.” Bear in mind that the index will continue a3 a eurrent- set for years o come. Kach
name “separately grouped” reduces the gize of the “mixed name groups.” :

3. Write “Set Out Names™ in the eorrect ruled block according to the large alphabet divisions on fhe

proper Sub-Index sheet. Assign the firsk “Set Out” name of each unit to the page designated om Sub- 9. Many names that are spelled differently and pronounced alike, such as Schaffer-Shafer
Index sheet to'that unit. Give fo each name an entire sheet (two pages}, Establish all other “Set Out Lowery-Lowrey-Lowrie, Plerson-Pearson, Read-Reed-Reid, Deitrick, Dieirick, ete., are é:l"ouped_ togeth
Nazmes” on stcceeding pages or what would be odd numbered right-hand pages, disregarding alphabetical the Key Tables for Mixed Names. No modern index will bring together in so satisfactory’ maridier &
sequence. When all the extra sheets in this book have been used, either for “Set Out Names” or as added Rames. At times the searcher may have to refer to different pages when mot certajm as to how:
sheets for the continuance of “Set Out Name” groups, or “Mixed Name™ groups, purchase addiiionsl spelled. *“Set Out” names similar in sound should be assigned to the same page and the'di'ﬁ‘ep_ent
sheets and binders and grow or expand the books until ezch unit has become a separate volume, spelling noted in proper alphabet divisions. e

4. Fill up column 1 of eorrect ruled block first with *Set Out Names.” Then column 2 and so on.

5. A “Set Out Name” js one group remardless of its given nam - . i - -
dones, Brown, etc., may be subdivided by given initials on the Sub-Tndex and assigned four different 31. When additional sheets and binders are required to oxpand the set, i
or any other supplies are needed, order them ‘of the firtn named below, and refer. to ihe humbeys

sheets, a3 Smith, A to D, Smith, E to J, Smith, K to 0, Smith, P fo Z,
By so doing you will be sure to get supplies correct in every respect.

6. BPECIAL GROUPS should be made of (1) Schools, School Trustees, Collemes, Boards of Bduen-
tion, ete. (2) Churches, Church Boards, {(3) Cemeterics, (4) Lodges, Fraternities, Societies, and any others
that might be better indexed and found if classified under general heads, and grouped together on a
designated page. When so indexed make references and ali crosy references in the proper block on correct
-index sheeis. For example wriie. Schools, School Trustees, ete., on 8 sub-index
sheet, and assign it o a page in the 8 unit, and in rroper block en B sub-index sheet write Boards of
Education (see Schools, ete.}; on C sub-index sheet write Colleges (see Schools, ete.) Index Lodges in
L unit paging # on L sub-index sheet, and on ¥ sub-index sheet write Fraternities, (see Lodges, eto).

7. Begin “Mixed Names™ on the page designatéd by Index Tsable appearing on. proper Sub.-Index
sheet. = Enter them line after line on the shests withous further subdivision. For example, if the Key
Table for mixed Names designates page 1 for Az, Ab, Ase, Ad, ete., and the first name to be entered

Corp, & Firms sub

A, B, ¢, D, ete.

e. But common names like Smith,

8. Bhould a name develop large after it wos begun as o “Mixzed Name” rewrite the sheet
and make “Set Out Name” groups of the names that have developed large. o

. 10. This Index is not complicated, but there iz ome right way to start.  J¢ in duubtwr
Patentees and Makers, THE COTT PRINTING & INDEX cO.,

on second line, Acker

7, 9, efe., this causes each
as a guide fo where names falling fo that anit will be entered snd found. Blocks are provided on the on the right hand or odd numbered page. The group is continued on the back of ;shée*t,_&
led up, msert an unw
or it, (preferably in re
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'COTTCO UNIVERSAL INDEXES are planned to startin 1, 2, 6 or more books and grow as necessity Kdemands io sets of 4; 8 a;hd 24boaks Corporations &

Firms i
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