THE SUB-INDEX

1. Write names on the 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 gr onp, on the second ‘dark ruled line, and so b

2. A name is ertten but once on the Sub-Index
(except as noted in. the next paragraph), no matter
how many times the same name-is repeated on the
Main Index.. Following the ‘name is a column; in
which. is.written the,page of the, Main Index, Where
all entries of this name are to be placed.

3. Nanjes ‘similar” m “sound but spelled dlfferently
should. be. grouped. together: on the. Main Index,, 4nd
each variety of spelling” noted on the Sub- Index,
under-its proper subdivisions. Thus: i 48

Balr-Bare-Baer Lowery-Lowry
Béar-Biehr Lourie, etc.” .
Shafer-Schafer Snyder-Snider .
Sheffer-Shaefer Schneider-Schnider
Read:Reed-Reid Keyser-Keiser-Kizer %7+
Kline-Klein Pearson-Flerson. v

4.:Names~ like Schneider and Snyder should ap-
peat’in Sub Index under Sc and also Smn; Pearson
and Pierson’ ﬁnder Pe and P, etc. However, no fiotice
of more than ope style of spelhng a name need be
taken—and that “the way it is spelled on the record—
untit it x&spelled differently in a subsequent enh:y

-5 Odd names: falling to the same Sub- Inde}: col-
umn may be grouped together on the Main Ind

For exam,ple, ‘the’ names Debler, Dedman, Debrosk1
and Déator being odd, and likely fo be infrequent and
all belopging. to the same Sub-Index column, could
be giveﬂ the same page on the Main Index, and write

in theé: mlum& in red ink, “For names not listed here, :

see page.

6. Sub-Indexes can be renewed and rewmtten at
very httle_ expense and it is so planned that this éan.

be done in .after-years if they become defaced and

worn, - Pricessfor new Sub-Indexes on extra heavy
parchment ‘paper furnished on request. Pr1ces also

quoted- on -rewriting names on Sub Index in large

typewnter type

’I.‘hss Index in loose leaf form is continuous and

capacify, ‘get anothér Binder and carry one or more lefters into -the "new Bérder. '
when .necessary until you have a Binder for each eubdi’v:slon or umt

ntmbus “Iadex for a long petiod of years.

«

FAMILY NAME INDEXES

THE MAIN INDEX

7. Family Names appear together on the Mam

Index, the Sub-Index being a guide to the page ofi.
which such Famlly Names w:ll be fotnd.

8. If there are three or more columhs on the’ page B
Vﬁn £

of the Main Index.for givéh. names, gvrxte\t];e
name or names in the column in whlch the nitial’

letter of first given name appears at head of’tbl’uﬁn :

By careful writing two given njmes fan occupxythe
same line, one above the other so that six giten
names, if two properly fall to each column, can
entered ot one line. When more than two fall to'a

column migke a complete newThe each two-thiis
remammg :

. g
9. In paging the Mam Index, each SudeYISIOH or
“unit ‘indicated by the éxtenslon tab begins’ V\ﬁ?h

1. On the back of that sheet is page 2, followed. by,.*

pages’ 3,4, 5, 6, etc. When more sheets are needed
add them continuing. the pagifigin regular.order;.

10. Add .a sheet nnmedlately followmg a group
requiring .additional space, giving it ‘the same page
‘ag the page continued: Preférably with - red - ink
letter number these pages thus 2a, 2b, 2c, 2d;" 4a,
4b, 4c, ete, . 5

11, Don't try . to atrange Famxly Name Gi‘oups
‘any part:cular order on the ‘Main Index, except
have “A” names separated  from the “B’s” and so’ ol

Aystin can go on p..1, Armstrong p..3, Abbott: g5,

Aljén p. 7, or on any rigﬁt hand oddly numberetl

page;” IT‘any order is- attemﬁted it should be to put
the’ largest grougs in fronf but this is only a mattér

of conFnience. ~ After’ severé'r‘%rears, when time has

demonstrited that a name.is not, hleely to fill both
pages of a‘’sheet, the left hand or evenly numbered

pages may ‘be usegl€for a+Mltime Graup, Aftér a

still longer periodiand a damée has only one or two

entries on'a page a new name may be given on thei

lower half of the same page.

If any gpint lS not Clear to, y g -‘when beginning the

Index or continuing’ 1ts us¢; al®ays féel free to write
the munufacturer, who - wzH c!gerfully reply to any
questions regardmg the proper orkmg of the system.

expansive, When the Bmder"becomés filled to its

It is thus de31gned to be a Con-

£
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Cont;nue doing - this.

lSUB INDEX

IS AN IN‘DEX TO THE GENERAL
INDEX dF WH!CH IT ‘IS A PART

PR Y )

The pg._ges of the General Ind devoted 4;0 thxs Initial Letter fol-

L Iows meedxately after this" Sub-Index

We name mdmate the page where entries are made.

vemngt W S

o il e RN H B . -

EXT’ENSION TABS or the book 1tse1f represent the first unit of
A i subchvzston “anttéfer to Surame Tritials.

-ate ‘ustally the Second Letler of Surnarne, or Guide Letters. -

d"fviﬂe Names, accordmg to the des;gnatmns prmted thereon.

THER. ] L. BRYAN COMPANY

o ) &mrt House Outf:tters 4 o
% COLUMBIA, SOUTH CAROLINA. .

Frgures opposite

“I@I‘&RGII?AL CUTS represent “the second ‘iinit of subdivision, and

TﬁE BIOCKS or COLUMNS on the Sub-Index, still fusthier sub-
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