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FREQUENTLY OCCURRING CORPCRATIONS, FIRMS. ETC. ? MIXED GROUP PAGES OF

IF NAME {S NOT FOUND BELOW: Refer to Mixed Group column to right for page reference. | EBHPUHA'”[]N AND FIRM NAMES
Active corporations and firms, indexed by first letzer or first two letters of first principal werd, (ienore the prefix Theld, Charches, Lodges. Cemeteries, ete,
indexer]l under their weneral heads, are eniered encorrect sub-index sheet and separately grovpcd on pere designated, TO WHICH REFER IF NAME IS NOT
COTTCO UNIVERSAL INDEX No. 1.4 (U5, Pat. Ko, 1437165—17 .8, Copyright Na, $22550— 10850 The Cott Index Company, Columbus, Ohio FOUND IN RULED SPACES TO LEFT
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'E-I:II]HI:]'IH 2 F.ﬂﬁF F.nter ﬂﬂﬂll‘!ﬂ Firsl: il:l Cuhlmn 1 PAGE LETTERSY OF FRIST PRIMIIIFaL WORD

e e T Ol - TR - — T - - - = —"" " - - - = T Ll -3 S T Al o o e e e e e e o e PR i Seis - T e el T eIy T T TR e T T T -t

Page 99

Page 101

Page 103

Page 107

Page 109

COTTCO UNIVERSAI—THE ADAPTABLE INDEX-—INSTRUCTIONS

. Cott UNIVERSAL Indexes are comprehensive; they are safe, because blocks of ample cepacity
which give page reference to both "Segregated” groups and “Mixed Name™ groups are designated by large
hold first letter or first two letter alphabet divisions arranged in a verbical column, always on the front of
one or the other of two subindex or key sheets, one as page reference to individuals or surname, the other
to Corporations, Firms, and special groups. These sheets follow surname initialed tabbed sheeats.

Note: The Corporation & Firm subindex sheets are not put in Indexes to Marriages, Births, Deaths,
Estates, and the like.

2. There 1s a varistion of “Frequently Occurring” names in different localibes. To set up Coft
{NIYERSAL Indexes so they will be best adapted to your use, predetermine and segregate at least 20,
preferably 50 or 60 of your most frequently occurring pames in each volume. You have a knowledge of
many such names, but to take full advantage of this feature consult your present Indexes.

3. Qur policy when paging shects required for "Mixed Name” groups is to provide paged leaves for
five to ten "Segregated Name™ groups under each unit. There are always some "Extra Sheets” tn each
valume back of a tah so letiered. These extra sheets are for three purposes: First, to draw on, page and
assigo [requently occurring aames beyond those we have paged for same; second, for the continuation
af those groups which require mors than the original sheet (two pages); third, to controf "Mixed Name™
grouns (see instruction No. 7j. When all the extra sheets are used Cott UNIVERSAL Indexes can be
expanded until each unil becomes a separate volume. (See instruction No. 9.)

4. Preferably typewrite your frequently occurring names, both individuals and Corporations & Firms
i the correct ruled block of the proper subindex or key sheet ns desmignated by tab sheel, Assign the
firs! one to page as shown at bottom of Surname or Individual Name subindex sheet. Each segregated
group is given one sheel, two pages. Establish other segregated groups in like manner on succeeding pages.
Frequently occurring names may be arranged in blocks either alphabetically or in order as to their
frequeecy. Start names in Column | edjacent to Key Table and work to left. The large blocks generally
permit wriling names on every other line. When same pame is differently spelled write the different
speliings in correct bleck and refer to same page number.

5. Special groups should be made of (1) Schools, School Trustees, Colleges, Board of Education;
(2) Churches, Church Boards; (3) Cemeteries; (4) Leodges, and other classifications. When so indexed
make cross references in the proper block on correct Corperation & Firm subindex sheets. For example,
write Schools, School Trustees, on S subindex sheet and assign to page in 5 unit; and in proper block
on B sheet write Board of Education—see Schools. On C subindex sheet write College—aee Schools.

Ll — o - enlim

6. “Key Tables” in the large blocks designated by first letter or first two letters give mixed
group page numbers. Enter them line after line, starting them on the right hand puge number
ndicated. The group is continued on back of sheet. When both sides of & numbered sheet are filled,
insert an unnumbered or exira sheet immediately following and number it {preferably in red) the same
number on both sides of the sheet as appears on the left hand page at the point inserted. Any number
of sheets can be added for continuation of a group, and in addition to the aumber that you put on both
sides of the extra sheet inserted, we suggest the lettering of each added sheet A, B, C, D.

/. When any name or names included in a “"Mixed Name Group™ develop a large number of entries,
segregale them and thus control mized pame groups. The mixed nanies remaining must be written on »
new sheel and properiy paged.

8. Cott UNIVERSAL 1s the coly modern Index that will cause many names differently spelled
and of like pronunciation such as Schaffer-Shafer-Shaefer, Lowery-Lowrey-Lowrie, Pierson-Pearson, Read-
Reed-Reid, Deitrick-Dietrick, ete., to be found on the same “"Mixed Group™ page. We do not claim the
kev tables will bring together in the "same’” mixed group all names of like pronunciation and differently
spelled, but tabies being so planned as to automatically do s0 on many of the more common names coming
under this class, 18 a convenience to searchers. At times they may have to refer to different “Mixed
Group'” pages when not certain as o the spelling of name.

Q. Coit UNIVERSAL Indexes permit of expansion until each volume conlaina but one unit, designated
by a tabbed sheet. When “suppiies to expand”™ are required, it is only necessary to tell us which volume or
volumes must be expanded or split. Our complete fles will enable us to furnish correct supplies. When a
certain volume must be expanded, it is economy to expaand others conlaining two or more unils, in which
there may remain only a few “extra sheets.”

10. This Index is not complicated but there is one nght way to start it. If in doubt, write to the
Patentees and makers, The Cott Index Company, Columbus, Ohio. When necessary to expand insist on
genuine Cott supplies. Preferably order them through the hrm stated below, who made the ornginal
insiallation.
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