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COTTCO UNIVERSAL—THE ADAPTABLE INDEX—INSTRUCTIONS

Permits of Separately Grouping Common or Frequently Occurring Family Names or Surnames and Active Associations, Corporations, Firms, Ete.
Designate the Page on Which All Other Groups Must Start According to First Letters of Surname or First Letters of First Principal Word in Corporation or '-_F-_irm Name.' '

1. COTTCO UNIVERSAL INPEXES sre made up of independent mnits. A Tnit consists of a
guantity of sheets, regularly paged from 1 up, and @ub-Index sheets on which are printed Index Tables
g8 & mulde to where names falling to that unit will be entered and found. Blooks are provided om the
Qub.Index sheets to write certain names and indlcate the page on which they are pephrately grouped.
Each uait is desigvated by an alphabeticsl tab.

2. Separately grouped names, called “Set Out Names,” are those most frequently oceurring. Do not
fail to take full advantage of this feature. Determine as far as possible at the time this index Is started,
all names that should, because of their frequent entry on the records to which this is an index, be *‘sep=
arately grouped.” Bear in mind that the index will continue 25 a current set for years to come, Each
name '‘separately grouped” reduces the size of the “mixed name groups”. Cotico No. 1-4 starts in
1 volume, concludes it 4 volumes. Each velume contains 600 pages (800 sheets.) 196 sheets are paged
for “Mixed Name groups”. We provide pages for at least 40 set oul names by peging 10 sheets of
each unit beyond those required for mixed names, but to take full advantage of this feature, the
indexer should page more sheets and separately group 60 te 7§ names in each A to Z volume.

8. Write “Set Out Names” in the correct ruled block according to the large alphabet divisiona on the
proper Sub-Index pheet. Assign the first “Set Out” name of each unit to the page designated on Sub-
Index eheet to that unit. Give to each name an entire sheet (two pages). Kstablish all other “Set Qut
Names™ on succeeding pages or what would be odd numbered right-hand pages, disregarding alphsabetical
gequence. When sll 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, oT “Mixed Name” groups, purchase additional
sheets and binders and grow or expand the books until each unit hag become a peparate volume.

4. ¥ill up column 1 of correct ruled block first with “Set Out Names.”

B. A "Set Out Name'" is one gronp regardless of ite given name. ‘But commeon names like Smith,
Jones, Brown, etc., may be subdivided by given initials on the Sub-Index and assigned four or more
different sheets, as Smith, A to D, Smith, B to J, Smith, K t0 0, Smith, P o0 E,

8. SPECIAL GROUPS should be made of (1) Schools, School Trustees, Colleges, Boards of Eduea-
tion, ete. (2) Churches, Church Boards, (3) Cemeteries, (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 psge. When ao indexed make references and all erose references in the proper block om correct
Corp. & Firms sub-index sheets, For example, write Schools, School Trustees, ete., on 8 sub-index
sheet, and assign it to a page in the 8 unit, and in proper block on B pub-index sheet write Boards of
Educsation (see Schoola, ete.}; on C sub-index sheet write Colleges {gee Schools, ete.) Index Lodmes in
L unit psging it on L sub-index sheet, and on F sub-index sheet write Fraternities, (see Lodges, ebe.),

Then column 2 and so on.

7. Begin “Mixed Names” on the page designated by Index Table appearing on proper Sub-Index
gheet. Enter them line after lina on the sheets withont further subdiviaion. For example, if “the Key
Table for mixed Names designates page 1 for Aa, Ab, Ae, Ad, ete, and the first name to be entered
{not a set out) is Adles, write it on first line of page 1, Aarona on second line, Acker on third ifne, énd
80 on. It will be noted that the figures in the tables run 1, 3, 5, 7, 9, ete., this cauaes each group to be started
on the right hand or odd numbered page. The group is continued on the back of sheet, laft hand or even
numbered page, and when both sides of a numbered sheet are filled up, insert an unnumbered or extra
phoet immediately followipg the sheet that is filled wp and number it, (preferably in red ink), the same
even number on both sides of the sheet ss appesrs on the left hand page at the point inserted. - It ean
be seen that any number of sheets can be added for the continuation of & group, and in addition to the
even page number that you put on both sides of the sheet, we suggest the lettering of each added sheet
A, B, C, D, ete.

8. Should a name develop large after it was begun ss & “Mixed Name,” rewrite the sheet or sheets,
and make “Set Out Name’ groups of the names that have developed large. -

9. . Many names that are spelled differently and pronounced slike, suech as Schaffer-Shafer-Shaefer,
Lowery-Lowrey-Lowrie, Plerson-Peargon, Read-Reed-Reld, Deltrick.-Dietrick, etc., are grouped together by
the Key Tablea for Mixed Names. No modern index will bring together in so satisfactory manner al]l such
names. At times the searcher may have to refer to different pages when not certain as to how neme I8
spelled, *“Set Out” namea similar in sound should be assigned to the seme page and the different ways of
spelling noted in proper alphabet divisions. :

10. This Index is not somplicated, but there is one right way to start. If In doubt write io 'I;he

Patentees snd Makers, THE COTT PRINTING & INDEX COQ., COLUMBUS, OHIO.
11. When additional sheets and binders are required to expand the set, or when new Sub-Index sheets

or any other supplies are needed, order them of the firm named below, and refer to the numbers indieated.

By so doing you will be sure to get suppliea correct in every respect.
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COTTCO UNIVERSAL INDEXES are planned to startin1,2, 4, 6 or more hooks and grow as néc

Comprehensive Tables 1‘.9;' .
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