ﬂead Carefully Tﬁese Tustructions and Suggestions fo Clerks and Others Using
* FAMILY NAME INDEXES'

THE SUB-INDEX

1. Write names on thé Sub-Index plain and in as
bold a hand as possible. .Don’t make n like u. Don’t
try to subdivide names on Sub-Index further than is
arranged by the scheme here laid out. - That is, if
Baker is the first name for the column, Bae to Bak,

. write Baker on the first dark ruled line followed by
Baer if it should happen to be the second name of
‘that group, on the second dark ruled line, and so on.

2. A name is written but once on the Sub-Index
(except as noted in the next paragraph), no matter
haow_ many times the same name is repeated on the
- Main Index. Following the name is a column; in
sy WHith is written the page of the Main Index, w&gefe
41l entries of this name are to be placed.

,u’

3. Names similar in sound but spelled d1ﬁ°qrent1y
should be grouped together on the Main Index, and
each variety of spelling notfed on the Subilndex,
undér ‘its proper subdivisions. - Thus: A

Bair-Bare-Baer
“Bear-Baehr’

Shafer-Schafer

Sheffer-Shaefer

Lowery-Lowry 'ﬁ
Lolrie, etc. Y%
Snyder-Snider
Schneider-Schnider k\‘
Read-Reed-Reid Keyser-Keiser-Kizer wis
Kline-Klein Pearson-Pierson

4. Names like Schneider and Snyder should ap-
pear in Sub-Index under Sciand also Sn; Pearson
"'agd Pierson under Pe and Pi, etc. However, no notice
of more than one style of spellmg a name need be
" taken—and that the way it is spelled on the record—
until it is spelled differently i a subsequent entry,

5. Odd names falling to thg same Sub-Index col-
©amn may be~grouped together on the Main Index.
~ For example, the es Debler, Dedman, Debroski
and Deator being odd, and Jikely to be infrequent and
all belongmg to the.sa Sub-Index column, could
be given the same page 9 the Main Index, and write
in'the column in red inkgl'For names not listed here,
see page ‘

6 Sub Indexés can Je renewed and rewritten at
‘ very tittle expense and'it i8 50 planned that this can
be done in after years if they become defaced and
worn;, Prices for new Sub-Tadexes on extra heavy
parchinent paper furnished on request. Prices also
quoted on rewriting names on Sub-Index in large
typewrlter type

This- Index in loose leaf form is continuous and

capac:ty, get -another Binder and carry one or more letters into the
3 Hen necessary until you. have a Binder for each subdivision ot uni
n ‘

uots Index for a lowd period of years.

THE MAIN INDEX

7. Family Names appear together on the Main
Index, the Sub-Indéx being a guide to the page on
which such Family Names will be found. °

8. If there are three or more columns on the page
of the Main Index for given names, write the given
name or names in the column in which tl; initial
letter of first given name appeéars at head of’column.
By careful writing two given'names can ocaupy the
same line, one above the, other, so that six given
names, if two properly fall toseach column can be
entered on’ one line. When more than two fall to a
column make a complete new line for each iﬁvo thus
remaining, . o

9. In paging the Main Inggx, each’ subdluslon or
‘unit indicated by the extensigh tab begins Wifh page
1. 'On the back of that et is page 2, followed by
pages 3, 4, 5, .6, etc.. "'Whe™more sheets are needed
. add them continpuing the paging in reZular order,

10. Add a sheet 1mmedxately following-a group
requiring additional spacé, giving it ‘the same page
as the page continued.: Preferably with "red “ink
letter number  these pages thus: 2a, 2b, 2¢; 2d; 4a,
4b, 4c, etc.

11. Don’t try to arrange Family Name (}%u’ps n
any particular order on the Main Index, ﬁzcept to
have “A” names separated from the “B’s” aﬂ‘d 50 on.
Austin can go on p. 1, Armstrong p.'3, Abbett p. 5
Allen p. 7, or on any right hand oddly numbered
page. If any order is attempted it should be to put
the largest groups in front, but this is only 'a matter
of convenience, After several years, when ume has

demonstrated that a. name is not likely to?fill both

pages of a sheet, the. left hand or evenly’ numbered

pages may be used for a Name Grotip. Affer

still longer period and a name has only mﬁ ot} t

entries on a page a nmew name may be ngen on” the‘: »

lower half of the same page.

If any pomt is not ci@a.r to you wh%n begxmu&g thcg
Index or continuing xtsguse, always

the manufacturer, whoiwill -cheesfully reply to any’

questions regarding the ﬂtoper wor“kmg of the syafem,sm,‘\

expansive,” When

Binder.

1 free to write

THIS SUB-INDI

IS AN IND X TO THE GENERAL
INDEX OF WHICH IT lS A PART

The pages of the General§ndex devoted to this Imtlal Letter fol-
' lows 1mmed1at%
" the name indica

s

© MARGINAL CUTS reprise

are usually the Secm*l{

Houn Outfizttcm

Binder beconies ﬁlled to. its
Contintie: dbing this - .
thus designed to be a Cob-




‘Wab Wac Wad Pge | Wae Waf Wag Wah Wai Wak | pye | s Wal Page Wam Wan Wao Wap Page
Waddell ' 1 | waggoner / 5 Walden 8 | Wannamaker 18
Wade o | Wait - 6 | Waldrop o I YWanl /52

 Waddill 1 § Waites 6 | Walker 10
Wadkins AL Wakefield ' 7 | Waldrep °]
Wadsworth g 4 I Wall 11

j-liallace 12
I Waller 13 -
i VWalling 14
S |
Walters 15
16
17
144
. «;{k—ﬁf@*g?;n‘, . r i
5 M
4
! :
‘ H
i
}

87

New SUB-INDEX Sheets may be ordered at any ilme. When ordering, give number of sheet as shown

on this-margin.

Indicate on Sub-indix the different ways the name f5.

in morg than one ‘volumn 'when necessary. -

¢ ‘and: ghven the same.pige number.
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New GUB-INDEXTSheets may be ordered at any time. When ordering, give number of sheet as shown

on th?s margin.

THE R. LI BRYAN  COMPANY, COLUMBIA, 5. C.

Names of siniitar speiting and similar seund should be grouped &

Indicate on Sub-index the diiferent ways the name Is
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