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COTTCO UNIVERSAL——THE ADAPTABLE INDEX-~INSTRUCTIONS
Permits of Separately Grouping Commoen or Frequently Occnrrmg Fanuly Names or Surnames and Active Assoclatmns, Corporatmns, Flrms, Ete. Compreh :

1. COTTCO UNIVERSAL INDEXES are made up of independent umits, A Unit consisls of a
quantity of sheets, regularly paged from 1 up, and Sub-Index sheets on which are printed Index Tables
as a puide to where names falling to that unit will be entered and found, Blocks are provided on the
Sub-Index sheets to write eertain names and indicate the page on whmh they are aeparately grouped
Each unit i designated by an slphabetical tab.

2. Separately grouped names, called “Set Out Names,” are those most frequently oceurring. Do not
fail fo take full advant_age of this feature. Determine as far as possible at the time thiz index is started,
© all names that should, because of their frequent entry on the xecords to which this is an index, be “sep-
arately grouped.” Bear in mind that the index will continue as a current set for years to come. Each
name “separately group™ veduces the size of the “mixed name groups.” Cotteo MNo. 6-24 starts in not
fess than 6 volumes. When all the sheets in any one volume sre used, the set is expanded by the purchase
of new binders and sheets to 24 volumes. Each volume containg 500 pages (250 sheets}). For “Mixed Name”
groups 470 sheets are paged. For convenience in establishing *“Set Out” name groups, we page 10 addi-
tional sheets in each unit. This provides for 240 “Set Qut” names, We desigmaie the page to which the
figet *Set Qut” name of each unit is assigned at bottom of surname sub-index sheet, Additional sheets
can be paged by the Indexer if needed for ““SBet Out’” names. It is possible to separately group 500 to 700
names in ¢ volumes, and from 1,200 to 1,500 names if started in 8 volumes. There will still he plenty of

extra unpaged sheets to be used as added pages for groups that require more than the original sheet.

3. Write “Set Out Names™” in the eorrect ruled block according to the large alphabet divizions on the
proper Sub-Index sheet. Assign the first “Set Qut' name of each unit to the page degignated on Sub-
Index sheet to that unit. Give to eack name an entire sheet (two pages). Establish all other “Set Out
Names™ omn succeeding pages or what would be odd numbered right-hand pages, disregarding alphabetical
sequence. When all the extra sheets in this book have been used, either for “Set Out Names” or as added
sheets for the continuance of *“Set Out Name" groups, or “Mixed Name” groups, purchase additional
sheets and binders and grow or expand the books vntil each unit has become a separate volume.

4. Fill up column 1 of corrvest ruled block fivst with “Sef Out Names.” Then eolumn 2 and so on.

5. A “Set Out Name"” is ene group regardless of its given mame. But common names like Smith,
Jones, Brown, etc., may be subdivided by given initials on the Sub-Index and assigned four or more
different sheets, asSmlth A to D, Smith, E to J, Smitk, K io O, Smith, P io %.

6. SPECIAL GROUPS should be made of (1) Schools, School Trustees, Collegres, Boards of Educa~
tion, eté. (2) Churches, Chureh Boards, (8) Cemeteries, (4) Lodges, Fraternities, Societies, and any others
that might be befter indexed and found if classified under general heads, and grouped together on a
designated page. When so indexed make references and ali cross references in the proper block on correct
Corp, & Firms subeindex sheets. For example, write Schools, Schosl Trustees, ete.,, on § sub-index
sheet, and assign it to a page in the 8 unit, and in proper biock on B sub-index . sheet write Boards of
Edaeation (zee Schools, etc.); on € sub-index sheet write Colleges (see Schools, ete.) Index Yodges in

L unit pa.gﬁng it on I sub-index sheet, and on F sub-index sheet write Fraternities, (see Lodges, etc.):s

FRFQQEN*‘LY @Q QUHF%&NC% @QF@F@%A“E’ E@N&, FIRMS, ETC.
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7. . Begin *“Mixed Names” on the page designaied by Index Table appearing on’
gheet, Enter them line after line on the sheets without further pubdivision.
Table for mized Names designates page 1 for Aa, Ab, Ac, Ad, eic., and the first name to
(not a set out) is Adler, write it on first line of page 1, Aarons on gecend line, Acker . on 1
80 on, It will be noted that the figures in the tables run 1, 3, &, 7, 9, etc., this causes each grovp”
on the right hand or edd numbered page. The group is continued on the back of. sheet, leﬂ:

even number on both sides of the sheet as appears on the left hand page at the point inserbe
be seen that any number of sheets can be added for the continustion of a group, and in addition

even page number that you put on both sides of the sheet, we ‘guggest the lettering of each ded *aliect
A, B, C, D, ete.

8. Should s name develop large after it was begun as 2 “Mixed Name,” rewrite the sheet or &h
and make “Set Out Name' groups of the names that have developed large. -

9. Many names that are spelled differently snd pronounced alike, such as Sehaﬁ‘er-Slm:!er-Shae >
Lowery-Lowrey-Lowrie,  Pierson-Pearson, Read-Reed-Reid, Deitrick-Dietrick, ete,, are grouped together bY- L
the Eey Tables for Mixed Names. No modern index will bring together in so satisfactory manner all: sueh
names. At times the searcher may have to refer to different pages when not certdin as to how hame s
spelled. “Set Out” names similar in sound should be assigned io the same page and the duﬁerent wa.ys of o
spelling noted in wroper alphabet divisions. '

10. This Index is not complicated, bub there iz one right way: to-start,  If m doubt w.!:lbe tu‘ the,_
Patentees and Makers, THE COTT PRINTING & INDEX CO., COLUMBUS OHIQ. o

11. When additional sheets and binders are required to expand the set, o when new Sub-Index sheet.a .
or any other supplies are needed, order them of the firm named below, and refer to the mnnbers m&mated
By so doing you will be sure to get supplies correct in every respect, .

COTTEO UNIVERSAL INBEXES are planned to startin 1,2, 4, 6 or more hooks and grow as necessity dem_an\dsft};?.séis'_ot 4, G and 24 books.




