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Read Carefully These Instructions and Suggestions to Clerks and Others UsmpFF 19

COTT FAMILY NAME INDEXES

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 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
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. Names similar in sound but spelled differently
should be grouped together on the Main Index, and
each variety of spelling noted on the Sub-Index,
under its proper sub-divisions. Thus:

Lowery-Lowry
Lourie, ete.
Snyder-Snider
Schneider-Schnider
Keyser-Keiser-Kizer
Pearson-Pierson

Bair-Bare-Baer
Bear-Baehr
Shafer-Schafer
Sheffer-Shaefer
Read-Reed-Reid
Kline-Klein

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

5. 0dd names falling to the same Sub-Index col-
umn may be grouped together on the Main Index.
For example, the names Debler, Dedman, Debroski
and Deator being odd, and likely to be infrequent and
all belonging to the same Sub-Index column, could
be given the same page on the Main Index, and write
in the column in red ink, “For names not listed
here, see page............

6. Sub-Indexes can be renewed and rewritten -at
very little expense and it is so planned that this can
be done in after years if they become defaced and
worn.

This Index in loose leaf form is comtinuous and

capacity, get another Binder and carry one or more letters into the new Binder. Continue doing this =~
when necessary until you have a Binder for each sub-division or unit. It is thus demg'ned to be a Con-

tinuous Index for a long period of years.

THE MAIN INDEX

7. Family Names appear together on the Main
Index, the Sub-Index 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 the initial
letter of first given name appears at head of column.
By careful writing two given names can occupy the
same line, one above the other, so that six given
names. if two properly fall to each column can be
entered on one line. When more than two fall to a
column make a complete new line for each two thus
remaining.

9. In paging the Main Index, each sub-division or
unit indicated by the extension tab begins with page
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 paging in regular order.

10. Add a sheet immediately following a group
requiring additional space, giving it the same page
as the page continued. Preferably with red ink
letter number these pages thus: 2a, 2b, 2¢, 2d; 4a,
4b, 4e, etc.

11. Don’t try to arrange Family Name Groups in
any particular order on the Main Index, except to
have “A” names separated from the “B’s” and so on.
Austin can go on pg. 1, Armstrong p. 3, Abbott 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 time has
demonstrated that a name is not likely to fill both
pages of a sheetl,.the left hand or evenly numbered
pages may be used for a Name Group. After a
still longer peviod and & game has only one or
entries on a tm‘w‘Memaybegwenon e
lower half-of the same’ page.

If any point is not clear to you when beginning the
Index or continuing its use, always feel free to write
the manufacturer, who will cheerfully reply to any
questions regardmg the proper working of the system.

expansive. When the Binder becomes filled to its
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THIS SUB-INDEX

IS AN INDEX TO THE GENERAL
INDEX OF WHICH IT IS A PART

The pages of the General Index devoted to this Initial Letter
follows immediately after this Sub-Index. Figures opposite the
name indicate the page where entries are made.

EXTENSION TABS or the book itself represent thi‘ﬁrst mﬁt of |
subdivision and refer to Surname Initfals. o

MARGINAL CUTS represent the second unit of subdivision; miii‘%re
usually the Second Letter of Surname, or Guide Letters.

THE BLOCKS or COLUMNS on the Sub-Index, still furtﬁeg‘ Sub=
divide Names, according to the designationszprinted thEkon. ;

The General Index can be ruled in any manner requtred and
for the indexing of all kinds of records, and for any nambep "of names
10,000 up to 1,000,000 or more.
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Ea Eb Ec Ed Page Ee Ef Eg Eh Ei Ej Ek Page El | Page EmEnEo  Page

. Eanes v 1 Efstration - 20 Elam 24 Emery-Emory-Emry - 38
Earle . 2. Eichholz . 21 Elder~ Elders . 25 England . 39
_ Earnest (See Ernest) % Einsteiln 22 Eledge-Ellédge 26  English . 40
Earp - 3 Eisenman 23 Elgin . 27 Enloe-Enlow .41
Eckard . Echerd 4 Ehling | 116 Elison-Ellison . 28 Ensley 42 £
§ Easley — 5 Eison 61 Elks 29 Ensor 43
Eassy - 6 Eklund - Ecklund - 62 Ellenberg-Ellenburg 30 Eoute 186 ;. [
. Easterby 7. Eldson . 73 . Elles-Ellis . 3l Engelpngle (See Ingle). OB & it :
. Easterlin-Easterling g Ehrlich 100 Elletson - 32 Enevold 65 gE
Eaton , . o . 9_ Eichelberger 1104 gEllington . 33.. Emerson .7 ;:g
. Ebener i - 10 Effler 117  Elliott 34  Emplire 80 &8
1 ‘Eberhardt-Eberhart . 11 _ Egan - ' 128 Ellis 31 Engebretson -85 . §§ o
" Echols (See also Eccles) 12 Ekern 120 Ellisor 35 Ennis 91 §§ ,Eig ; ‘
_Eckford . 13 _Egnot . 156 Elmore | . 36_.Embiscuse . . . 131 igér ‘
A Eddlemm-;_,dleman - 14 Eilsermann 125 Elrod 37 Embry 112 :;g‘ ﬁ% i ‘
: Egglgﬁadig. - Baddy - 15 Efrerson 157 Elsberry .60 Fmmone o150 g f 3 e \

Edens - Eden ‘ 16 Eiland 163 Eilias 166 Emich

"»d_s-Edmunds-Edmond 17 Eichslman 164 g1eazer : 63 Eminhizer o uml;
18 FpR6 LE ~ /S8 Ellett | 72 . Englimann 13
_b . 19 [Foery | . Y8 Elkins - Elkin - 8 Embler
k ) 16 sho Valley Park 102’ t.lvey 88 Enfj_eld
. 63 \Earwood .161 Elsinger , .90 , Bmus
.67 “,Edsall 150 =llen 9% . Enoree , SR
69 Trawe 108 Fldeidge 103 mmerson |1
: N ( Earley—Early 111 Elsea 118 Emb-Tex
o . 75 | Eagleson 11 Elwood | 122
:i;}‘/ | 76 | Eastland 126 -Eller ‘123@
S AN .79 | Eason - 127 ;_;El"*inga - . e
/ T 789 I Eekman - 129 ~ Ellithorpe .1)47‘; f i
| 2 | Eccles ‘ . 132 [Blsey . A72. . &V L

B — . Ebelein . _m.-},j ,9«.,.,,, e e i i U S O S ,,_“,_,3
SR VR 6 QQEdgaw or,t;h ' ! |

e g ] Eagan j 128 . Electric ,}75 f ‘ - : £
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RENEW THESE IMPORTANT SHEETS WHEN BY USE THEY BECOME DEFACED OR WORN

46 buff sheets and 20 tab sheets go to make up complete set No. 0 (designated b

92 buff sheets and 20 tab sheets go to make up complete Set No. 1 Re

y O preceding numbers) i
y S foilowing numbers on certain sheets

gular (designated by regular numbers)

plit (designated b

104 buff sheets and 26 tab sheets go to make up complete Set No. 1 S

under letters B-C-H-M and S)
g one or more buff sheets

on this margin. Order tab

23

(broken sets) give complete numbers, etc., appearing

sheets by alphabet lottering.

When orderin

Economical to order complete sets.

Ew Ex Ey Ez

ﬁ Ep Eq Er Page Es Et Page Eu Ev Page Page
Epp-Eppes-Epps 44}| Esco-Escoe 50| Eubanks | 54| Ewbank-Ewbanks 54m
|_Epting 45]| Eskew 51| Evans-Eving .55, Ezell 59
Equitable 46|| Estes ; 52| Evatt-Evette -Evitt . 564 EW911 74u
Erfft 47]] Etheredge-Etheridge 53|| Everett- Everette T 57‘; Eysenbach . l10
f Ernest 48|l Bthridge 53| Evington 58| Ewing 11};
_Ervin-Ervine-Erwin 49| Estepp - Estep 64) Budy 8y i} ‘
| (See also Irvin)  |lEstridge 78 || Everhart ey
| Erexson 7o i Etrls 83 || Evett 56!
‘ Eppley 86 Eshleman 87 | Eus tace 12l
Epperson 101jiEsherton 9§ ||[Everist 1B
! Erdman 10MEspleg 99 || Eveland 13l
Epperly 86 ' Esser — 109 Ever-Need . _ .. . .. 1\160
| Erskine 133} Esposito | 119 Evirs 1171
|Erb - 137||Esdale Jha
; Erickson 1lyiEstabr ook 152| ;
| Erkes 11,6 Eschborn 167
| Epton “ g Eskridge |168]
1cQl Esmond 170 | ‘ —
’ cpOFILMEY
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Names of similar spelling and similar sound should be grouped together and given the same page number. Indicate on Sub-index the
different ways the name is spelled, duplicating the name in more than one col when V.
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