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I. COTTCO UNIVERSAL INDEXES are made up of independent units, A Unit consists of a 7. Begin “Mixed Name: " on the page designated by Index Table appearing on proper Sub-Index
quantity of sheets, regularly paged from 1 up, and Sub-Index sheets on which are printed Index Tables sheet, Enter them line 2%te- line on the shects without further subdivision. TFor example, if the Key
a8 a gnide to where names falling to that unit will be entered and found. Blocks are provided on the Table for mixed Names desi mates page 1 for An, Ab, Ae, Ad, ete, and the first name to be entered
Sub-Index sheets to write certain names and indieate the page on which they are separately grouped, (not a set out) is Adler, wr: e it on first line of page 1, Aarons on second line, Acker on third line, and
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proper Sub-Index sheet, Assign the first “Set Out” name of each unit to the page designated on Sub- Lowery-Lowrey-Lowrie, Plers m-Pearson, Read-Reed-Reid, Deitriek-Dietrick, ete., are grouped together by z
Index sheet to that unit. Give to cach name an entire sheet (two pages), Establish all other “Set Out the Key Tables for Mixed Mai+es. No modern index svill bring together in eo satisfastory manner all such N
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shects and binders and grow or expand the books until each unit hag become o geparate volume. 10. This Index i8 not co nplicated, but there s one right way to start. If in doubt write to the
4. Till up eolumn 1 of eorrect ruled block first with “Set Out Names.” Then eolumn 2 and o on, Patentees and Makers, THE CUTT PRINTING & INDEX GO., COLUMBUS, GHIO.
5. A “Set Out Name" is one group rtegardless of its given name. But common names like Smith, 11. When additional & « and binders are required to expand the set, or when new Su!.hInd‘ex _sheets
Jones, Brown, etc, may be subdivided by given initials on the Sub-Index and assigned four or more or any other supplies arc need:d, order them of the firm named below, and refer to the numbers indicated.
difierent sheets, a3 Smith, A to D, Smith, E to J, Smith, ¥ to 0, Smith, P to 7. By so doing you will be sure o get supplies correct in every respect.

designated page. When so indexed make references and ail eross references in the proper block on correct
Corp. & Tirms sub-index sheets. For example, write Schools, School Trustees, ete., on S sub-index

6. SPECIAL GROUPS should be made of (1) Schools, School Trusiees, Colleges, Boards of Edueca- g
tion, ete, (2} Churches, Church Boards. {3) Cemeleries, (4) Lodges, Fraternities, Societies, and any others éz ﬂ Ay 6" v é a‘
that might be better indexed and found if classified under general heads, and grouped together on a & s W’
sheet, and asaign it to a page in the § unit, and in proper block on B sub-index sheet write Boards of gW

Education {see Schools, ete.): on G sub-index sheet write Colleges (see Schools, ete.) Index Lodges in a‘ﬂ

L unit paging it on L sub-index sheet, and on F sub-index sheet write Fraternities, {see Ladges, ate.). f 70 6‘{ @’

COTTCD UNMIVERSAL INDEXES are planned to stariin 1, 2, 4. 6 or more hooks and grow as nezecs iy demands to sets of 4, 8 and 24 books,
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