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PREFACE

This menual is the first of a series issued by the Research and
Records Section of the Commmity Service Division in Kentuckye. It is
hoped to prepare similar procedural menuals for each statewide program
in the near future. Provision is being made in each case for a flex-
ible numbering system which will allow procedural changes to be incore

porated in each copy of the manual.

Full oredit for the preparation of this menual should be given

to Mr. Leurence P. Jones, Project Technician, Indexing Projects, who
has developed the procedures outlined in actual operation of Kentucky
indexing projects. The manual was also reviewed by lir. Ralph D. Brown,
State Supervisor, Public Records Projects, and Mr. John A. Berger, of

the State Office staff, Criticism by those using the manual is invited.

Donald P. Brown
State Supervisor
Research and Records Program




1. Thile the procedurcs given in ilanual arec not mandatory

in all instances, they are technically practical, and fulfill gl legal

Any departure thorefrom rcquires special justification,

requirements.

the projects

and specific approval by the State Office of

sheots forms, and any work forms not shovm or any

modification of the forms that are shovm, ilalie ilanual, must be sub-

d for Statc Office approval.

quests for work will be considercd, in whi the index

system tec be installed by rcason of it's design is incapablc of being

continued, or for which adequate means of maintenance is not provided.

Bo carcful in sctting a time limit for the completion of any

projoct. Explain to the Sponsor that the work is figurcd in man hours,

or man nontlis, in order to arrive at a cost figurc. The actual timo

required is always dopendent on the amount and quality of labor that

can be brought to bear on the job.




Reovision or
Addition

QUSSR
wCCL1ON

of IEviszion

sheet or sheets constituting a revised procedurc
£

titution for the rcviscd portion should be made immedi-

v part of such revision affccts vwork: alrecady done by the

such worl: must be changed to conform with thc new instructions

as socon as practicable. New proccdurcs, or additions to pro:
cedures are to be placed in their proper position in the manuval
indicated by the Scchion and Page numbers. Uote on this

P a

=~ are reccived, thc Scction and Fage affccted, date

roccipt, and date of inscrtion.
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INDEXING OF PUBLIC RECORDS

Objective. The purpose of WPA indexing projects is to providc an

improved ond modorn systom of indexing govermacntal papers, so that rcfer-

encos to individual rccords can be made with a minimum of efflorbsi Gilme),

and cost, by officials, lawycrs, and tho goneral publice

An efficiont index to these rccords is nccessary for many reasons,

a fow of which aroct

T. To mako an abstract of titlc in casc thc ovmer wishes to
scll or mortgage his propertys

To permit rcady reference to any particular instrument*

in order to cstablish a property linc or an intercst.
5. To locatc an instrument and make a copy in the ovent the
original is lost or is mot availlablcs

To save timc and moncy for both the official in charpge of
the records and the publice
In most countics where sucl jocts have beon cmploycd, the indexcs
in usc werc of an obsolete type, handwritten, and so worn and dcfaced as
to be nearly uscless. The title of all rcal property depends upon the
instruments reocorded in the office provided by law for that purposce T
roliable recans cxists for finding theo papcr or papeors
tle, the rights of the proporty ovmor arc put in jcopardy.
B

cO

occurred many cascs in which the land ovmer has been unable
or obtain a loan on his property becausc a poor index made
i o

and guaruntoc of titlc impossiblo.

as meaning any separatcly




n to the general importance of recc affecting title,
brought into prominence tain other phases
activity in the
>pletion of present sources,
increase in the field of titlc abstracting.

has develoned at the point of title examination, since drilling

ted activities nust await the clarification of th

involved.

rocords of the various courts there are also to be found

pers, crininal histories, arriages and other wvital sta-

tistics records, all of them inmortant in establishing citizemnship, cheeli=

personsl rocords, and manv other related activities in the Defense

ins
Programe.
The indexing of FPublic Records may be comsidered to have two

divisions - planning the project and executing the worl:,

Estimate of the worlz to be domne:

The basis of ¢ u rorlidmpisplion: a. easonably

case of
fifth volume in

and multi=-




number of files to be indexed, and the result will be
approximate total nunber of instruments to be indexed.
1+ is necessary to determine s volume of work to be
done for the following rcaso
1., DNo check of the progress of work

without such an estinatec.

The choice of the type of i % to be used will

depend to some extent upen this factors.

labor and mate | 5 of the proposed work

cannot otherwise be deter 1ined.
Section of the Ty nd Scope of Index

Local conditions.

1. The opinion and desires of the sponsors and of theo

attorncys and abstras . nrs who will use the indexes

4

in their work must be co yrod .

mmds available to the sponsor should determine the

type and scope of inder o be used. For example,
of indexing maybe considered the

wing real estate

X esST

should be emploved in those counties

accurate and up to cate txr identificati
napss In those countics

the use of the (rantor - Crantee n«
would be the only pr

should be so desipned as to provi de for the addi-

tion of individual parcel numbers when they are




ive

made available by the future preparation of property iden-
tification meps. In the estimation of the sponsors' eontri=
butions it might be found that aveilable funds are inadequate
to purchase the supplies and equipment necessary to install
a system of index for all the public records., In this casc,
it is better to confine the work to such important records as
Deeds and Mortgages, than to attempt to include other work
the project and not be able to finish anything in a proper
menner.s

Available Space:

Certein types of indexes require morec office and file space than

others. Where an office is small and crowded, this factor must

be considered.

Number of regular clerical employces in the office:

The use and meintensnce of some methods of indexing are less com-

ylex than others. In offices where the help is normally over-worked
P )

and no funds arc available for additional clerk hirc, it is ad=

|

visable to install the simplest method.

Operation of the Project

In the operation of the project, the following factors must
be considered.
(a) Type of index to be installed:
Two main types of indexes are in general use:
The card-file sysbem, in which the desired informa-

n

tion of the instrumcnt to be indoxed is placod upon




suitable cards. ‘he cards are then filed
alphabetically according to the parties'
or by the number of the tract or lot and block.
In some cases, both metho arc used and maintained
in separate files. For the best type of card index,
more elerical help is nccessary for maintenance.
Therefore, in offices which have a limited staff
it is often desirable to install the ledger systom
to aw: the dang of misfiling or the
index ent
Tho loosc-leaf ledger
entry is written on
the partics to be transaction in alphabetical order,
or by tract or lot and block nurber.
this systen the first step is to transcribe the im-
formation frow the record onto index cards. These
cards arc then sorled sccording to the plan of
indexing used. The
the ledrer sheets. The indoxes used should be onec
of the modern surname

lettors rathor than periods of years.

provide for the sorregation of common and

1cs, whethor individual or corporatc,

indexing of infrecuently occurring narcs by the

£ an alphabetical




Available Personnel:

Unless there is available specially trained super-
vision, and a high typmc of worker, it is not advisable
attempt the more difficult projccts such as the

i

setting up of a tract system of inc

The successful operation of an indox project depends

to a great cxtent on the counctes ok ¢ Project

Supervisor. If the work is nroperly planned and

dirccted, the process of cxecution is a routinc one

which can be followed by persons with averace abilitye.




SECTICN I

EBEDS, MORTGAGES, LEASES, AND

MISCELLANEOUS INSTRUMENTS
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I.
PREPARATION OF CARDS FOR ALPHABETICAL LEDGER INDEXES
TO DEEDS, MORTGAGES, LEASES AND MISCELLANEOUS INSTRU:ENTS.

SPECIFICATION FOR CARD FORMS

The card forms are the means of transferring the desired data from
the original records to the index. It is very important therefore, that
they be properly designed, uniform in size, and printed on stock that
will stand up under repeated handling. For the indexing of deeds and mort-
gages, & 4 x 6 card is generally used. A good quality manila paper is pre-
ferable to card board. Approved forms, both for the single and double
card methods, are illustrated in the following pages.

IT.

EBQCEDURE: COMBINED GRANTOR=GRANTEE FORM

This form permits the indexing of both Grantor and Grantee on a sin-

gle card. That is, when all cards have been written and checked, they

are sorted (first) to Grantor name, typed, and proofread. They then may
be re-sorted to the Grantee name and used in the preparation of that index
series. The following instructions apply to this form only. For conven=
jence in explanation we will consider the form as being composed of the
following three section.
1. The information usually desired is:
Neme( g)of Grantor(s)
Weme(s)of Grantee(s)

Kind of instrument




1,1.2.

Date of instrument

Date of record

Book and Page of record

Description of property conveyed and its location

1.1 The Grentor: TFrom the introductory paragraph of the instrument,

the worker will determine the name of the Grantor, and enter the surname
in the appropriate block. The given name of the Grantor is placed in one
of the three blocks to the right of the surname block, depending on the

initial letter of the first given name. For example, "John W." will be

written in the block headed I=J-K~L-M<N-0. Other given names of Grantors

of the same surname are distributed in like manner. As the eventual class-

ification in the index will depend entirely upon the spelling of the sur-
name, it is essential that this name be correctly transcribed and clearly
written. Tt is recommended that the transcription be in block letters

nan

to avoid any possible confusion between "a® and Holth ittt el gl

etce
Where the original record is handwritten, the utmost care should be used

in interpreting the name. Check the name in the body of the instrument

with the signature, and also as it appears in the acknowledgment.

1.2 The Crentee: The name of the Grantee or buyer is found in the
introductory peragraph. His neme should be written in the section of the
card headed "Grantee". The same rules given for Grantor apply here.

1.5 The third section consists of data on the instrument being in-
dexed. TUnder "Kind of Instrument", enter the type of document under con-
sideration. After the various forms become familiar to him, the worker
should have no trouble with the majority of them. However some forms,

for instance, mineral deeds, mineral leases, oil and gas leases so closely




resemble each other, and are often ao peculiarly worded that close, in-
telligent examination is necessarye As the column headed "Kind of In-
strument" is often used to locate a particular document in the absence
of other information, it is importent that the type of conveyance or en=
cumbrance be properly identified. Approved abbreviations and other in-
formation regarding the classification and indexing of miscellaneous in-
struments are to be found later in the Manual.

1.4 "Date of Instrument" means the date on which the document was
drewn and signed, and will be found either in the first or last paragraph
of the instrument.

1.5 Date of Record is the date on which it was lodged with the offi-
cial having custody of that type of document.

1.6 Under "Book and Page" enter the number of volume in which the

instrument is recorded, and the page upon which the instrument begins.

1.7 Description and Location: The property affected by the instru-
ment will usually be described as being & tract of so meny acres lying
on some stream, or in some Magisterial District; or as a numbered lot in
o certain subdivision or towm or city. This information should be shovm
as fully as space permits, and, of course, be absolutely accurate. The
purpose of this data is to allow a searcher to eliminate this entry from
nis calculations if the description given does not conform with that of
the property in which he is interested, or include it if it does. The
deed description and grenting clause will also show whether mineral rights
or surface or both are being conveyed, whether there are reservations of
any kind, etc. In writing the description, remember thet the space pro-=

vided for it on the ledger sheet is limited., It is useless to write




1l.1.4.

anything on the card that cannot be tramsferred to the index. Eliminate
words, such as, "land", "of", Yon", etc. In the older records there will

be meny instruments conveying or encumbering slaves, livestock, household

goods, etc., Do not attempt to describe such property in detail. The words

"Porsonal Property" in the Description block are sufficient,

FXPLANATION OF CARD FORMS SHOWN ON SUCCEEDING PAGES

xemple "A", shows the proper indexing of the simplest type of deed -
one having a single Grantor surname, and a single grantee surname, In
this instance, John B. Smith and Sarah, his wife, are conveying property
to David C. Henson. Note that "John B." is underscored to indicate that
he is the main party Grantor, and that "wf" is written in the upper right
hand cormer of the card. This enables the typist to write "David C. Hen~
son from John B. Smith and wife" in the Grantor columm, when the Grantee
indexes are made. The distribution of the rest of the data, has been ex-

plained in preceding paragraphs.
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Exemple

GRANTOR,

EgRE T DY

 suRNAME _ lnscpEFGMi 1 JKL

|

5 Sarah

Henson

10N, LOCATION, ETC. KIND OF INST. 'm‘ DATE OF INST. BOOK
DESCRIPT ION, , Hes 12./1 /1935 36

230 Acres SAT ISFACT 10N | DATE OF RECORD PAGE
Beaver Crk __“,_”,wm‘q"~_»_;~w_412¢2/1955 SR65

o

The procedure when two or more different Grantor surnames are en=
countered is shown in Example "B". This deed conveys property from Smith
and Anderson to Jones. Note that in the second of the two cgrds, the name
Jones is written with the given name first, and surname last, in natural
sequence, and that an "X" has been placed before the name. This allows
the indexing of both Grantors under their respective names, and of Jones
on the Grantee index once and only once. Be sure that the "X" is large

and plain., For example "B" see following page.




LN R PG R STV AW 2
i

i
i
i

|
|
{

William

“TOESCRIPTION, LOCATION, ETC. | KIUD OF INST. Pt BOOK
his card is used in 20
both sortings. SATISFACT IGN DATE OF RECORD PAGE

70
(O,

Example

(GREA T

S CHEFEGH

Andeorson Ceorge i Samucl

ct al

¥'\’:’illi:¢', Jonecs & { l
) , |

e e
DATE OF INST, BOOK

DESCRIPTION, LOCATION, ETC. | KIND OF INST. |

Note: This card is throvm| i ; e —’“'P’Z;’QE"""’
out (not used) when sort-{ SATISFACTION DAIT DF REEDR s

slips to Grantee f B 320




Llelo7

Example "C" shows the solution of the same problem reversed. This
time therc is only one Grantor, and two different Grantee names.

Where more than one surname occurs on both Grantor and Grantee sides
of the transaction the procedurc is as follows: Index the first Grantor
to the first Grantee, the second Grantor to the second Grantee, and so on,
until the fewest names on one side or the other are "used up". Additional
names on cither side are indexed by reverting to the first named party of
the opposite side, and placing an "X" before thc recurring name. As a
check on your procedurc, the number of cards made should equal, but not

exceed the number of different surnames on the largest sides

Example "C" 1,

s GRANTOR, Etos Wt
L e A A.B.j_ﬂ_l: FoHl 1 aKIMNO JPQRSTUVUXYZ

William Harry

1
i
i
[ Alice

GRANTEE, .

|
|
f

"DESCRIPT 10N, LOCATION, ETC. i KIND OF INST. | DATE OF INST, j  BOOK
This card is used in [j__. AR K e R e [ a8 o

SI«TISF/\CTIO\‘ ! DHTE OF RECORD i PAGE

both sortings 410

See Example "C" 2. on next page.




1l.1.8.

Example "C" 2.

S URBRNAL PC_‘R‘ST

iL

as ide (no\ u"w
sortin

to g‘antor Tlane

But it is brought
into usc and sort
REdward Jfary ed to 'Jiwhen
slips arc sorted

Johnson

A1

all

D'E'SFQH:“HUT (OCATION, ETC. KING OF I} T.—-1 DATE QF INST. BOOK

1is card is throwm out i 16
ot usod) whon sorting ' |7 SATISFAGTVON |} DATE OF'RECORD PAGE
L irmntor. 440

A1l names other then those of individuals, should be written straight
across the card as shown in Bxemple "D". This is to aid in more easily
distinguishing the names of corporations, firms, etc., from the individual
names, when the sorting process is reached. Underscoring the name for its

" should

entire length is also helpful. Names such as "The J, B. Smith Co.
be written, "Smith (J. B.) & Co." 1o attempt should be made to place the

initials in any particular given name block. If the word "The" occurs as

the first word of the name, it may be added after the name and enclosed

in brackets, or dropped entirely, as tho sponsor may desire.

Example "D" on following page.
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Example "D"

GiR NN OiTy

AURIEHDEE O i PR ST UKV AR L Y

1]

Kentucky Coal Land G

Hatehor

T DESCRIPTION, LUCATION, ETC.

SATISFACT ION DATE OF RECORD

The above methods apply to the indexing of any instrument.

Special Warranty Conveyances:

The indexing of other than General Warranty deeds, requires some spe-
cial hendling. Except for quit claims, which are executed solely to clear
title, Special Warranty deeds may be identified broadly as conveyances
signed by some person other than the one who is the owmer of record. They
consist roughly, of two types:

In the first category, are conveyances by persons who are acting in an
official capacity, and convey by process of law for one reason or another.
Examples, for instance, are deeds by Sheriffs, Receivers, Commissioners.
These instruments should be indexed in the name of the actual owner, "by
Sheriff", etc., and not in the name of the official. See Examples "E"

and "F" on the following pagee.
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Example "E!

e
GERUVAGN THO R G Cs

AicpiEE GH TR T S

Richard by

Shf.
Johnson
(or by Recv'r.,
ctc.)

Brovm

DESCRIPTION, LOCATION, ETC. KIND OF INST. DATE OF INST.

SATISFACT IOM DATE OF RECORD

Exanmplc "

St RUSIT AUVl

Isabell Willian
Johnson lonry A ary Richard

John

e

P
+ Instecad of
by Comyit
under the
Grantor Namc

SRR g

i £ I
DESCRIPTION, LOCATION, BTG KIND OF INST. - " DATE OF INST. BOOK
Comrs D ¢

SATISFACT ION DATE OF RECORD] PAGE




The seccond type consists of conveyesnces by e fiduciary, or fiducia-

ries., That is, a person or persons, acting for another who, by reason of
infancy, insanity, decease or other incapacity, is unable to act for him-
self. Usually such deeds are signed by a Guardian, Committee, Executor,
Administrator, Trusteec, etc. They should be indexed in the name of the
person signing the deed, and also in the name of the actual ovmer. The
use of the possessive apostrophe (Bromn's Executor ') is recommended. A
deed by en Attorney in Fact, who acts wnder authority delegated through

a Power of Attorney, should be treated similarly. If the surname of the
fiduciary or attorney, and the name of the person for whom they are acting
are the same, they may, of course be placed on the same card.

Tt is of benefit to the searcher, if special groups are made of deeds
to or from institutions such as Churches, Lodges, Schools, etce  This,
because such deeds are usually conveyed to, or by, their several Trustees,
and failing some special knowledge of the matter, the searcher may be com-
pletely et a loss to know as to where to look for the desired instrument
if indexed in the neme of these individuals. In preparing cards for these
special groups, the word "Church", "Lodge", etc., should be placed in the
upper left hand corner of the section of the card they occupy. Sec Ex~

ample "G" and Example "H" on the following page.




Example "G"

GRANTOR, Etoe

8 RN ANE MR RpiEiE o

W

CHURCH

Stone Chapel M E Church

!
H

_GRANTEE, FEtos

i

Chesapeake & Ohio Rwye (oe

LTI i b e R s P T

DESCRIPT 10N, LOCATION, ETC, ; KIND OF INST, DATE OF INST, BOOK
Right of Way i Di i

[ SATISFACTION | DATE OF RECORD P/\GE.

T

Example "H"

IR/ T OR. BEGS We |

SURNAME _ JABCOEFEH | IJKLUNO PORSTUVNNYZ]
l |

|
|
i

i
i
Jones !
i
't

l

. G R AN R R Bbce

LODGE | !
l

Ashland [odge #234 - I.é.o.F

1}
t

DESCRIPT ION, LOCATION, ETC.ﬂ L KIND OF INST. | DATE OF INST, ¢ BOOK
D { i
SAT ISFACTION 1§ DATE OF RECORD PAGE




RIGHTS OF WAY, EASEMENTS, ETC.

Thile deeds to railroads, highway departments, etc., usuelly are
made with General Warrenty, and may be properly classified as such, the
purpose for which they are made, justifies placing them in a separate sec=
tion‘. These deeds convey a strip of land for railway or roadway construc-
tion, and the acreage is generally computed in hundredths of an acre., To
call these instruments deeds, and give an acreage of 1,09 Acres presents
a misleading picture. This may be avoided by writing "Right of Way" in
the description, Dee@s to power_compapies, gas companies, etce., for case~
ments for power lines, pipelines, etc., should be treated in the same

manner, Sec Example "I" below and Example "J" on the following pages

Example "I"

GRIA NIT O R, Ttos

’ ‘ et
SURNAME ABCDEFGH fiikiL NN ol g lR S T UV Yz
1 i

Brown J A Ruby

G RANITEE

State Highivay Commission

DESCRIPTION, LOCATION, ETC.

KIND OF INST. | DATE OF INST, 7 BOOK

D !

SAT ISFACT ION DATE OF RECORD i PAGE

Right of Way

I
:
l
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Example "J"

DREGL Ry

Taby

KIND OF " INST .
D

SAT I SFACT 10N

INDEXING OF INSTRUMENTS OTHER THAN DEEDS

The deed record series in Kentucky contein many instruments other
than land conveyances, although most of them do affect property titles in
one way or another, These miscellaneous instruments are so numerous and

so varied in form end purpose, that it is practically impossible to list

them all, The following, however, represent the more importent and most

frequently encountered types.




Affidavits of Descent: Kentucky law now requires that if a property owner

dies intestate, there shall be filed with the County Court Clerk, for re-
cordation in the land records in his office, an affidavit listing all the
known living heirs of the deceased, their relationship, age, and the pro-
portionate interest each heir has in the estate. The purpose of this doc~-
ument is to keep intact the chain of title which otherwise might be broken
by the lack of a will. Such affidavits should be indexed with the deceased
as Grantor and all the heirs as Grantees. See Example "K"

Example "K"

Andecrson

Agreements: These instruments are usually dravn and recorded to settle a

dispute between two or more parties, or to clarify some preceding document.
Since any agreement is necessarily a "give and take" proposition, all parties
should be indexed both as Grantees and Grantors. Examples "L" 1, and "L" 2

on the next page, illustrate the procedure.
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Example "L" 1,

GRANT OR, Etce W

ABCDEFGH LJKLMNO ‘iPQ_RWS-_'_l"UV‘.'JXY

SURNAME

&=
|

Harkins Mary

e

L CRANTER

13
Howard i
]
‘

el i L
DESCRIPY ION, LOCATION, ETC, KIND OF INST.| DATE OF INST. | BOOK

Conditional Line s o ! e
SAT ISFACT ION } DATE OF RECORD PAGE

b 411

e

Example "L" 2,

GRANTORY Hbey

-
¢

{WpcpEran T',“l~ JKLMNOQ 1p0R STUVUXYZ

Howard

CRANTEE

Harkins f Moxry

i
i
i

DESCRIPTION, LaCATION, ETC. ! KIND OF INST.: DATE OF INST.' BOOK
Conditional Line Apmte 16

!
i

SAT ISFACT ION ' DATE OF RECORD l PAGE
{ 411




1,1617.

Articles of Incorporation: These instruments are sometimes recorded in a

volume or volumes reserved for that purpose. In many of the smaller coun-
ties however, they are to be found in the deed record series. Example
M shows method of indexing.

Example "M"

DESCRIPT IO,

Powers of Attorney: When, for any reason (usually absence from the point

at which the papers must be signed) they are unable to execute in person,
jndividuals or corporations often delegate by means of a power of attorney,
the authority to sign their name to cortain documents. These instruments
may be general in scope, such as the handling of property in the ovmer'!s
absence, sclling real estate, etc., or they may be specific, and limited
to one act, such as the releasing of a mortgage. No attompt to need be
made by the indexecr to differentiate botween the two typecs. See Example

"N on-the following page.




C

DESCRITT 01,

Notice of Lis Pendens: This instrument is filed with the land records &s

a warning that s suit is being filed against the Defendant. As his title

to property may be affected, the document should be indexed with the De-

fendant as Grantor end the Plaintiff as Grantee, as in Example "O" shown

on the next page.




Example "O"
GHR AN T O Ryse it e
i : - .
S U BV it [skor Mol etin: Jie)iokeits N 0 P RS T XUEYEZ
Jesse
oo (Deft)
E
GoReAT T BIRYG BEce it
Henry
Brovwm iy
(F1f)
DESCRIPTI1Q LOGATI O, ETC, KIND OF . IINST. DATE GF INST BOOK
Sl i Hotice
SATISFACT TON DATE OF RECOR PACE

Leases: The two main types of leases are those executed for the rental

of surface or buildings or both, and those leasing oil and gas or mining
rights. The former is illustrated by Example "P", and the latter by Ex-
ample "Q". In indexing these instruments, particularly those involving
drilling, or mining rights, the indexer should examine the record carefully
for assignments, as they are sometimes tacked onto the end of the lease
before recordation, and might be taken for a notary!'s aclnowledgement.,
Where found, they should be indexed from the Lessee, who now becomes an
Assignor to the purchaser or Assignee. See Example "p" and Example "Q"

on next page.
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Example "P"

GRANTOR, Etces wt
SURNAME A BICDIELEGiEH l JKLMNO PLQUHRESHT iU VWX Yl

Henry

GRANTEBE, Etos

Sears Roebu

DESCRIPT ION, LOCATION, ETC. KIND OF INST. DATE OF INST.
Lot Lease

Louisville SAT ISFACT 10N DATE OF RECORD

Example "Q"

GRANTOR, Etcs W
SURNAME ABUCD IR EEGTH Lo KoLiMN O PO RS Tl XE N

Ada

Warren

QR AN TEE, Ttel

Inland Gas gos

DESCRIPT ION, LOCATION, ETC, KIND OF INST, DATE OF INST.
200 A 0 & GL
Johns Creek SAT ISFACT ION DATE OF RECORD
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Mineral Deeds: These may include outright sales of coal, or oil and gas,
or a combination of any of the three. Review all such deeds carefully to
determine exactly what is being conveyed. See Example "R"

Example "R"

n]"f

PQERIQUT ALY SHIGX Y.

KIND OF INST,
1in D

L

SATISFACT IO DATE OF RECORD

Chattel llortgages etc.: Among the older records, many sales or mortgages

of property other than real estate will be found. They usually convey
household goods or live stock, and their value, if any, is historical only.
Depending on the wishes of the sponsor, they may be left out of the index,
or included. However, if it is decided to exclude them, great care in
identifying each document must be exercised. The paragraph citing the
property being conveyed should be read and re-read to make certain no real

estate is included.




EEEEQE_PEEQE: Deeds for standing timber should be indexed. While they
arec not, strictly speaking, real property conveyances, these deeds usually
carry clauses granting water rights, easements, etc., which remain in ef-
fect until gii timber is removed. It is conceivable therefore, that some

of ‘these rights might extend into the present time, and thus affect to

some extent, present title.

Tn addition to the foregoing, there will be found a miscellany of

items running all the way from someone's method of ear-marking his hogs,
to bonds of apprenticeship. Space will not permit detailed treatment of
these instruments in this manual. TThen the indexer encounters such items,
and is not sure of the way in which they should be handled, note should
be made of the book and page of the record so that advice in the matter
cen be asked of the State or District Supervisor, who uay consult with

the Co-Sponsor.

1G ATTD CORIECTT TRATISFER CARDS

This step is probably the most important one in the indexing process.
Remember that thesc cerds are the foundation of the entire job, and that
upon their accuracy and completeness depends the success of the work.

Tt is usual to supply the proofreader writh a volume, plus the corre=

sponding set of cards, and have this worker check the entire volume alone.

The record should be checked against the cardes iThet ds,l farst examine

the record, see that there is a corresponding card, and then check each
item, Verify the spelling, and distribution of names. See that all Grantor
and Grantee names are accounted for and finally meke certain that book and
pege numbers, and property description are correct. The proofreader should,

before passing the entry as correct, scan the card to make certain that all
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letters and numbers are clearly what they seem to bes Erasures must be

clean, and corrections made neatly to avoid misinterpretation by the typist.

SORTING AND CLASSIFICATION

Cards should be sorted to first letter of Grantor surname (or first

letter of principal word of firm name, if a corporation). If the volume of

cards is large (30,000 or more) it may be advantageous to split the first

run into four sequences thus:
les Grantor names beginning A through D
Grantor names beginning E through K
Grantor names beginning L through R
Grantor names beginning S through Z
Each of. these groups may then be broken dowm to the several letters
of the alphabets As this is being done the supervisor may take the oppor=
tunity to segregate some of the predominant namese This will save unnec-
essary and repeated handling of a large part of the cardse
If the number of cards is less than 30,000, the breakdown to the inm=
itial letter of the surname (or first letter of the principal word of firm
name, if a corporation) may be made on the first sort. The cards should
be laid out as indicated by the following charte, Notice that the heavy

letters are closer and consequently, more easily reached by the sorter.




Ll el

Then all cards have been divided into the letters of the alphabet
sccording to the initial lettor of the Grantor, the next brealzdown will
depend on the type of index to be prepared. If one of the commercially
designed and produced systems is to be used, the sorting will depend upon
the breakdovn provided by the key sheets selected for the job. First,
sort to the largest divisions given on the key sheet. (Note that corpor-
ate and special groups are segregated from the individual nemes). From
this grouping, sort to the Pinal breakdown as indicated by the different
sheets to which the various alphabetic groups are assigned. Next, select
from these final key table groupings, the larger femily names. Control

of the mixed name groups can be obtained in this menner.

As a rule, enough family names cen be selected and "set out" to keep

the mixed groups down to the recommended maximum of 45 to 50 entriese

This is not, however, to be considered as an inflexible rule. There may
be some instances where the largest family names run only eight to twelve
entries. 1In such cases it is far better to exceed the maximum, even if
the miscellaneous group runs to three, four or five pages, rather than to
waste space in the index, and load down the key sheets with a large number
of small or inactive names.

After the various alphabetical and family name groups nave been made
and checked, each group is arranged in chronologicel order by date of hrecs
ord. The oldest entry should be at the top of each pack, the latest at
the bottom. In handling very large name groups, this phase will go mmuch
faster if the cards are sorted first in 10 year groups. These can be

broken into 1 year groups, and finally to month and days




By preparing & facsimile of each key sheet, and listing the segre-
gated family names as they are selected, the preparation and typing of the
subindex sheets will be greatly simplified. Be sure that all variations
in spelling of the various family neme groups are listed in their proper
place on the key or subindex sheets, and that no more names are set out
than can be accomodated in their respective blocks. Names such as "Baer",
"Bear", should always be grouped together if possible. Nemes such as
"Quantrell", "Centrell" should be placed under their respective initial
letters and cross referenced.

If the single card is used, the typing and proofreading of the Gran=

&
tors must be completed, and the cards re~sorted to Grantee name for use in
the preparation of that index.

IYPING: In the typing of the Grantor index shects, the surneme and
given name are written in their appropriate colurms as they appear on the
card. The Grantee should be typed in the Grantee Colurm with the given
name first, middle initial next, and surname last. The balance of the
information is distributed according to the column headings. o puncuta~
tion marks, periods after initials, commas, etc., are to be used, with

Je

the exception of the possessive apostrophe. It must be kept in mind that

this is a permanent public record, and that the ledger sheets cost from

twelve (12) to twenty (20) cents each. Therefore only the best available

typist, capable of fast, neat, accurate work should be used. Slipshod
typing can easily spoil the effect of the most efficiently operated pro-
ject, because the typing is the only part of the work the general public

ever sees.
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Eﬁgggﬁgégzgg: This constitutes the final check of the work, end is
therefore the last opportunity to catch any errors that might have escaped
the other checks, in addition to those committed by the typist. Where the
proofreader f£inds an error, he erases that letter or figure, indicates its
position by & EEEEE check placed above where the correction is to go, and
on the edge of the binding margin of that page, and on the line upon which

the mistake is found, he writes the correction to be made. Sheets are

then turned over to the typist who makes the indiceted corrections and re-

turns them. The proofreader then goes over the sheets to see that all

corrections have been made, and erases any check marks. All of the above
applies also to the typing of the Grantee Indexes, reversing the terms,
"Grantor" and "Grentee'.

Finally remember that on work affecting title to property there are
no minor and unimportant details. It is, of course, desirable that a
reasonable amount of work be performed, and the Supervisor will be expected
to see that production is held up to that level. Some workers, however,
have been found, who in order to make a good showing, have sacrificed
accuracy to thet end. The work of each person on the project should be
spot checked at least twice a month, and preferably oftener, in order
that any individual who making 2 high percentage of errors may be cor=
rected or shifted to a simpler task.

FINAL VERIFICATION: After the Grantor index has been completed, &

final "all over" check should be made. This should consist of:

1. Searching every mixed name group for names that do not

belong there. Also verify that each group is typed
upon the page assipgned to ite
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Every set-out group must be checked for nemes that do
not belong in that group.

Search carcfully all appropriate mixed name groups for
every different spelling of all set=out names.

Verify all references to sot-out groups on subindex by
checlking with page number called for.

Check every set=—out neme with subindex to make sure of
entry of every name.

Check all large groups to see that pages are in proper
soquonce.

Check carefully, all mixed name groups, make cross ref-
orences to eny names which are similar or closely re-
lated, which may have been separated by the key table
brealdovm by rcason of peculiarities of spelling.

PROCEDURE FOR SEPARATE GRANTOR AITD GRANTEE CARDS

The cssentisl difference in the usc of separatec cards for Grantce and

Grantor, and use of the single, or combination card, is that the latter
must be used in the compilation of both index series. Consequently, it
must be drevm up in a manner that will prevent the multiple indexing of
any name by reason of the use of oxtra cerds to take care of two or more
differcnt nemes of the opposite side.

Using the "double" card method, a card is prepared for cach Grantor to
the first named Grahtee (if more than one), and for cach Grantee from the
first Grantor. Aside from this, the procedure is the same in cither case.
See Exemple "T" end compare with Hxample HANA

For safety and convenience in handling, the Grantor and Grantec cards

should be of different colored stock, or printed in different colored inks.
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Example "T" 1.
GRANTEE CARD (Printed in Red)

RANTEES GIVEN NAMES GIVEN NAMES GIVEN NAMES

FAILILY NAKES ALBECHDSER R Gk Il JKLMNDO PR RESERU RV XS

Henson David C.

YEAR KIND OF
INSTRULIENT
Deed 36 ¢ Beaver Crk

BOOK PAGE o DESCR IPT 10N
230 A

John B Smith & Wf

Example "T" 2.

GRANTOR CARD (Printed in Black)

GRAIITOR GIVEN NAMES GIVEN NAMES GIVEN NAMES
FAIILY NAWES AFBECHD RGN 10 K AL NGO QRIS AT UV W oX Iz

Smith John B

KIND OF 7 BOOK PAGE DESCRIPT ION
INSTRUMENT
230 A
Deed 36 326 Beaver Crk

David C. Henson
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THE REVERSE INDEX

Upon completion of the typing of Grantor entries, the cards are sorted
to the Grentee, typed and proofread, procedure being the same as with the

Grantor entries.

MORTGAGES

.

The procedure here is the same as with Deeds, and much simpler.. These
records do ﬁot, as a rule, contain anything but mortgages and releases. A
column on the index sheet to show if the mortgage hes been released, and
book and page of such release adds to the value of the index. This can be
done where the making of a marginal notation on the mortgage record has

been the practice. In meking the card, the notation is watched for and

entered in the block headed "Satisfaction". See Example Hgtie

Releases, where separately recorded, are indexed from the mortgagee,

or present holder of the notes secured by the mortgage, to the mortgagor,

B

or present owner of the property in question. Under "Kind of Instrument",

write "Release". Under "Description, ete", write "M;rtgage", and the

book end page number of the record where the mortgage is to be found.
With a few exceptions, the counties of this State record their mort-

gages and deeds in separate series. In the older records, however, both

o

types of instruments will be rum in together. If separate index series
are planned, the cards representing mortgages recorded with the deeds
should be laid aside, bo be put into the mortgage indexes when those

volumes are compiled. These cards should be so marked as to indicate that

they are to be found in the deed records, and not with the other mortgages.
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Example "S" shows a typical mortgage index card.

Example "S8"

GRANTOR, Etc. Wf

S URNAME iABCDEFGH §1 JKI MNGO PORSIUVHXY?Z

Smith

Sarah

GRANTEGE,

David C.

Henson

DESCRIPT ION, LOCATION, ETC, KIND OF INST. DATE OF INST.
Lot 6 Blk 2 Mtge 12/30/33

SAT ISFACT ION DATE OF RECORD

B T20ENI23 12/30/33
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LABOR AND MATERIAL COSTS

Labor (per 100 Instruments)

Work Step No. Man Hours
Transcription of index cards
Checking transcription
Sorting to Grantor names
Typing Grantors
Proofreading Grantors
Sorting to Grantee names
Typing Grentees
Proofreading Grantees and
checking final assembly
Total man hours per 100 Instruments

MATERIAL COSTS

Figure on the basis of 2 indexes, one each Grantor and Gréntee, to every

25 wolumes. Figurec on the basis of 450 cards to each volume. Based on

100 volumes, material costs would be:

Index Volumes © §$60,00 $480,.00
Ii Index Cards @ 2,00 90.00
Rental of Typewriters (one=half
the total figured time of project)

4 @ 5,00 per month 100,00
Miscellaneous Supplies 5.00

$685.00




LIST OF ABBREVIATIONS

e

Administrator (s) Adnmr (s) Guardian (s) CGdn (s)

Administratrix Admx Justice of Peacc JiofiiP

Attorncy-in-Fact Atty ilaster Cormissioner Comr

Clerk
Commissioner
Committee
Executor (s)

Executrix

Acres
Affidavit
Agreement
Appointed
Appointment
Assignment

Bankrupt

Clk
Comr
Comm
Exr (s)

Exrx

Miscellancous
ot N T A

Receiver
Sheriff
Superintentent

Trustec

Block

Building & Loan
Coal Lease
Croek

Deceascd

Deed

Defendant

Recvr
Shf
Supt

Tr

Coal L

Crk




District

Tascment

Highway

Hours

Leas

Lis Pendeciis
liineral Leasc
I'ineral Dced

liortgage

LIST OF ABBREVIATIONS

Miscellaneous (conﬁlﬁ)

Dist Tumber

Tasmt 0il & Gas Lease
Partial
Plaintiff
Power of Attorney
Precinct

Reclease

Right of Way .

River

Road

Street




SECTION IT

INDEXING SETTLEMENTS AND BONDS OF

GUARDIANS, ADMINISTRATORS, EXECUTORS AND OTHER FIDUCIARIES
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Indexing Settlements and Bonds of

cuardians, Administrators, Executors and other Fiduciaries

Déta on these records are found in three different sets of records; Bond
Books, Settlement Books and County Order Books. The Bond Books are the

primary source. From them is taken the name of the estate or heirs, name

of Administrator or Guardian and date of appointment, name of Bondsmen,

date and emount of bond, and the book and page of record, In the Settle-
ment Books are the recorded and approved settlements and accountings.
County Court Orders are checked for fiduciaries serving without bond,

and to verify doubtful names, etc.

1. Trom the Bond Books make & card for each estate, entering all
the information listed above. If desired by the sponsor, and
the informetion is available, the addréss of each party may also
be placed on the card under each neme. Names of heirs of an
estate may all be placed on one card provided they have the same
surname. If different surnames occur in the same case, separate
cards must be made for each different surname. This procedure
contemplates the indexing of the estate of deceased persons or
the heirs of such estates only. Therefore, if two or more
co=executors are appointed, they may be placed on the same card.
After all cards are written they are compared with the record
for accuracy.

To secure full coverage it will be necessary to check the
County Court Order Books for fiduciaries serving without bond.

Vhere no bond is required, the order will always note the fact,
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end is easily identified. A page by page search for a period
of twenty-five years should be sufficient. lake &a card for
each of such appointive orders, noting book and page of order
in space reserved for bondsmen.

The cards are next sorted alphabetically by surname and given
name and filed in a temporary file.

From the Settlement Books, & plain 3" x 4" card is made for
each settlement. The name of estate or heir, name of fiduciary,

date, and book and page of records should be taken. If the

order states that it represents a final settlement, this infor=

mation should be added. After the cards are written:.and proof-
read, they should be sorted by name of estate so as t% bring
a1l scttlements of that estate together. Cards of each estate
are arranged so that the earliest settlement is on the top, and
the latest on the bottom of the group, and clipped together.
For each set of settlements cards, the corresponding estate
card is selected from the temporary file, and the date and book
and page numbers of the settlement books are transferred there=
to., Where a final settlement is noted, the word "Final" should
follow that reference. The cards made from the settlement books
may now be discordede.

Cards are made from the Will Records. These are sorted to
correspond with the order of the estate cards, the book and
page of record are transferred to the estate cards.

The estate cards which show that a final settlement has been

made are separated from the others, alphabetized, and set up
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in a closed case file. Cards for estates on which a final
settlement has not been made are set up in a live file. In
future mamintonance, whon a case is closed, it will be shifted
from the live to the closed file, thus offsetting the addition
of new cases and preventing the current file from becoming too
cumbersome for easy use. A check through the current files
will show at any time the estate from which a settlemtnt is

In the cvemb the Sponsor desires a ledger type index, it can easily be

prepared from the estate cards. For the sorting, typing, and proofread-

ing, necessary to the compilation of such an index, follow the procedures

given for decds, ctc. The master card is designed 8" x 8" and will not

fit in these pages. Card form samples will be supplied on recquest.




STEOTTOMETE

COULTY COURT ORDERS




Theso rocords arc an inportant and often neglccted purt of the
county's rcocord systom. In then arc found suits for rights of W
orders anpointing, and approvin: the bonds of fiduciarics; road and
bridgc orcers: appointments and removals of officials; orders rc-dis=
tricting the county and changing voting precincts; any many other items
of vital interest to the citizens of thc county.

Duc to the very wide range of subjcct matter which must bc pro-
perly and uniformly identificd, and the consequent difficulty in pro-

fis

paring specif \structions, thesc rccords require carcful and intclli-
gont handling . i 2 nd tha ‘t loast two days study of the
rocords be allowed bofore starting transcrintion. TFractice in identify-

ing the vorious instruients types with the itcas on the subjcet list

will result in the saving of much time and troublec lator on.

convenience in rofercnce, all orders othoer than thosec pertain-

sits arc stylod "oxceutive" ordoers.

first sbep is the transeription of tho dosired information to
the indox cardss In cxccutive orders, tho name of the porson affocted,
description of tho order, bool: and parc of rccord and date arec copicde

the order affccts the cs 6 of o minor, incompectent or

person, the usc of the namc of the cstave rathor than that of tho Guard-
ian or Administrator acting or being appointed in o fiduciary capacity,
is profcrablo. For cxample: An order appointin: Tenry Smith as guard-

jan for John Johnson, should be indexed "John Johnson (:7inor) - Appoint-

ment of Cuardian f rather thantIonry S»ith - Appointed Cuardian".




Suits arc indexed in the nare of the Plaintiff and Defendont, show=-

ing also the date, book and pagc of rccord.,

After all transcription cards arc vritton and proofread, they arc

sorted alphabctically to surname and given namc of porson affcoted and
naturc of order, in casc of cxceutive orders, or namc of plaintiff and
dofondant if o suit., This will bring togothor all order cards pertain-
particular subject or suit. The cord representing the first
sclocted and designated the "master card". To this card, the
bornc by other cards of the same namo and sub=-
transferred, so that they appear in yrder of their rccord-
cach boolz and papc nunber is transferred fror: the sccondary
to tho master card, the sccondary maybe discarded. When ell cards
bocn thus treated, they aybe sorted to surname groups according
to the plen of indexing uscd, arranged in chromological order anc typed
on the inde:x
A suggested outline for indexing County Orders is herc with att

Copy should be nade for cach workor ond uscd in writing tho transcription

ards. They earc divided into subject groups flor casior
g J b i el
o list cannot be made all-inclusive, duc to differcnces in conditions ar

administration. If the indexcr finds an order not listed, it should bo

added (under its proper grouping) to the cnd of cach 1list in usce




Sample Card for County Orders

Johnson

John (minor)

Apts of Guardian for




OPD

TR S
LA

Porson's Hame (Docoased)

(ilinor)

Hoirs
Heirs
"

(2iinor)

t.(Dec'd)

Hiliene aleilaels)
(Wsrﬂco)
(Duc'd)
(Estate)

for (Dischargc of Adwmr.

Will Probated

Admrs. Scttlement

Appt. of Guardian (or Trustecc, Committec,
Etc., for)

Guardians Sottlement

fusrdian (or Trustcc, Committec, ctce,
reroved )

Potition of Cuardian to scll property,ctc.
Potition for Division of Estate

Dower Interest Determinod

Order to Guardian, (or Trustce, Cormittee)
Guordian's Report

Ro-Cuardian's Scttlerent

Dower Interest Relinguishod

Appointient of Attorney

Administrator's Teport

Txccutor's I

Article of Apprenticeship, Annuled,
lcascd

Affidavit of Do

Pctition of Sheriff t© 11 property
Regarding Inventory praisment
Ronuncia%ion of Will

Appointment of Curator




of

VE OLD

-

L

(Tax and Fiscal llatters)

(Co.Clerk)
(Sheriff)

County Court

Eroncrated (Duplicatc Tax List and Trrors)
Txoneratoed frow Foll Tax (70 Years)
Sheriffs Sottloment (Clerk's Scttlerent)
with F.C. & State

Rovenue Scttlemont (Sctt. made by Treasu
Tax List for (Ycar)
Claims Allowed for
Sheriffs Leport

Tex Bills

Auditor's Renort
Invontory of Iroperty
Delinguent Tax List Certificd
Tax Levy for (Yoar) Sct
Closc of Levy
Continuance of Lovy
Scttlement of Levy
Levy Roport
Tax Books Cortificd
List of Taxes Keccivablc
Anmount of Taxes Certified
Tex Paycrs
Tax Regulations
Hold Over of Sheriffs Delinquent List
Division of I Districts
Tax Commissioncrs Roport
Tax Ratcs Lowercd (or Raiscd)
List of Corporation Taxcs and Asscssmonts
Total Asscssments (Duplicate Asscssnonts)
Appointment of Equalization Board (Appointed
by Jud;o)
Tax Books
Amount of
to Sta t;;)
cived (Amount of Taxcs Received

by Sh £1) 2
List of -able Property

ount of Taxcs 1938
County Levy Laid
Tax CLXfUI'SV
Credit for Lovy
Delinguent Tax List C
Shoriff to &
lax List
County Lovy
Tax Levy Laid
Tax Hegulations

icd (Tax Boolks Complcte)
Gortificd (Fror Clerl:

srtificd (List from
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nx Collectors Indulsrcd to N %zt Court
vision of Taix Distes

ax Report (noport fron Sheriff to i)
Commissioncrs Ioport (Reported to State
by Tax Assossor)

Statement of Taxes

Apptnte of Tazr Corrs.e

Apptmte of pervisors

T
T

famc of County Uourt Shoriff's Dolinguent Tax Hold Over
M
Di
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REJIOVALS, BOID, el

Appointed Deputy Glerl: (Constablo, Sheriff,
Collcctor, Rceeeivor, ctc.)
Dosicnation as Deputy Clerk, (Copstablo,;to.)
v Temoval as Deputy Clerk, (Constablo, ctoa)
(6o. Clerk) Clerk-Elcct Certified
Relcasc as Surety
Rclease as Surctics for
Apptd. Lload Ovorscor
Removal as Road Overscer
Apptd. County Judge Frot
Oath as Deputy Constable, Sheriff, ctec.
Dxccution of Bond
Apptd. County Troasurc
lovenue
Crippled Childron's Commissioncr
DL Bozrd of Equalization
road Vicwers Apptd. (fame of Road)
Apptat. of Justicc of Peace District
Losipnation of Comr., Atti., Tasx Assc

Gdne,liCGC s

Apptiat. of Aprraiscrs,Exr ., ©
Appting,0f Coroncr
Apptmt, o Pogm

tmt. of Survevor or Removal
; s N
toad’)

o P
UOTrsS »

noy
Blection of Towm iarshall
Tloction of Police Judge
Appimt. of Nota: Public
Apptrt. of Jailor
Apptints of Physician




TXECUTIVE ORDERS, (ROaDS, BRIDCES, ETC.)

Nome of County Court Attachment of Road Hands to { Manc
Change in Tame of Road
Yame o Road Lstablished
Load Reviewers Indulged to next
Road Viewers Appointed (Tame of
(reme of Road) Order Set Aside
(Name of Road) Certified
(Name of Road) Review ot Neceived
Ordor Bids on (Mame of Road)
Order Bids on Bridre (lame of Road)
Road View Set Aside
Toad Hands Released
Order for Load worl Pcte Al
Suspensions of Road Tiork
—o0ad Precinct 2 Set Aside, Inlarced
Noad Precinct 2 Abolished, Tstablished
or Divided
Road Preecinct - Discontinued
I'otion for (I

Order Dxoncrating
dre (Tane
3 ibion Hor h
es Assessed (i
Survey or Load
Precinct 2 Attached to
Apptmt. of Jomrs, R of Name road)
Toad Bool: Corrceted and E
Pct. /1 and |2 Discontinu

Location and Iame of Bridie

Rt. of fiey for (iome £ Road)
Apptit. of Stree eer

Road Tiepairs (Mo hoad

Surves of Toac

Road Viewers Report

Road Order Continued or Discontinued
Altoration . of Toad (Iane of Road)
Road Dist. Changed




EXTCUTIVE

LA

1

of County Court Constable Pct. Boundary Established
i ! T

Apptmt. of Tlection Officers (Pet.
Election Officers Paid
Newr Consteble Ict. Ordered
Name Pct. Tstablished

ame Pot. Divided and Mumbers
Narme Pct. Dxtended and Iumber
Division of Constable Pcts.
iTew Pct. Dstablished
Pcts. Combined (Give Tunbers)
Change in Nome of Pet. of Number
Dist. --1 added to Dist. sl
Boundery Dist. L Set
New District liade
Tirit of Election
Voting Tcte "2 Dstablished
Tlection Ordered
Apptmt. of DLlection Judges
Votinr Place Changed Pet. 316
Potition for Blection ;7 (Pet.)
Petition of Voters Pet. 12
Tlections for County Judge
Flections 1aristerial Dist. 2
Tlection Day Set
Tlection Returns Fote 2

County Supt. Office Vacant
Boundary Establishing Nome of Voting
Vote on Liquor
Voters Attached Dist. .6 to Pot. 72
Tote on Stock Law Fot. 54
ilew Voting Dooth for Fct. e

Consus of Voters
Vote on Bond Issue
lame ond Mumber Pet. sct Aside
Establishnent of Fatrol Dist.
TBlection of Jailer
Election of Iapistrate

Tovm District Extended (Discontinued)
Apptmt. of Blection Comittee
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UCUATVE OL.DI: ( | 12379, TEOUS)

Name of County Court vs. Warrants Issued
i vs. lorern Rates Regulated
vs. Land Certified
. Election of Bridge
. Bids for Jail Repairs
Tovm Platt Recorded
Report of Jail Repairs, Proceeds
Purchase of Law Boolks
Cormittee Apptd. to Leccive Courthouse
Order to View Jail
Jail Order Received
Settlements with Admrs., Gdns., & Lxrs.
Apptd. of Lond Cormissioners
Building Inspectors Report
Establishment of Jail
Fine ioney Certified
Order to Settle Public Ground
Conirs. Ordered to Settle with Cdn., adnr.,
Wier's ,iShEieidi ‘ocl
Buildin: Committ At
Courthouse Plan Received
Comrs. Books to be certified
Order Courthousc enlarged
Cormissioners Clain Allowed
Commissioners Paid
Jail Received
Ferrv Rotes Degulated
Apptint. of Poorhouse Committee
Redistricting County
Report on Dividing Line Between Countiecs
(0fficial Nome Book Leports)
Jailer's Accounts
Statutc Books Replaced
County Clerk's fccounts Certified
Je of P. Court Dav Sct
Trensfer of Prisoners
County School Supt. Office Vacant, Vacancy
imiiJ e ofuP . iDistie Noe
County Building Repaired
Summons to Jurors
Jury Secttlement
Order to Transfer Suit
Order for Record
General Statutes Frocured
Order for Gdns. Bond Book
Auditors Rleport
Inventory of Property
Apptnt. of Cormissioners
Commissioners Report
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Apptmt. of Patrolma
Claims Allowed
Inventory and Appraisement
ay liastors Settlement
Bids for Courthousec Repairs
Fines Levied
(Irit of Reward) (rit Issucd)
(vfrit for Demcres)(/rit Issued)
Sale of Public Office Building or Property
Writ Recalled
Sunmons
Inmates of County Poor Farm
Order Contined (Order Discontined)
Bounty for Wolf Scalp
Order for Rccord Books
Frohibiting the Hiring of Slaves
Order for Prescrving Books, Papers, ctc.
{ecpcr of Pound
Ercction of Pound
Stra Pound Received
Prisonecr Released
Settlement of Suitl
Jail Supplics
Placc Apptd. Holding Court
Erection of County Building
Tovm Platt Established
Punishment in Stocks
Fine lioncy Collected
County Courthouse Supplics and Repairs
Jail Bid Received
Removal of Public Office (Rental)
Apptnt. of Justice of Feaco District No,
Apptmt. of Trustee
Pillory Stocks Bids Reccived
Anptmt. of Courthouse Cormittec
Order Concerning Suit
Apptd. Keeper of Poor Farm
Purchase of Property for County
Vote on Stock Law
Transportation Rates Regulated
Order Certified
Jail Contract
Apptmt. of Common School Cormissioner
Quarters for Lodge Meetings
Quarters for Worship
School Cormissioner Scttlement
Order Filed
County Clerk prepering Blanl: Doeds, cte.
Order Concerning Will
Report of Public Books
Approval of Jail
Order to Sheriff
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. Name of County Court 5. Play Activities on Squarc
b 4 s. Establishnent of Fire Company
Excused of Tovm Trustee
Tlection of Town Trustee
Keeper of Standard Weirhts and lieasures
Lpptmt. of Surveyor
Jailers Orders and Rules
llad Dor Investigation
Defendant in Land Condemnation Proceedings
Character Certified (From on Official to Anothor)
Adnission to Dar
Land ‘larrant
Tixecution of Bond
Land Survey
Application for Pensions
Donation of Right of Way
Indenture Lecorded
Indenture Read and Approved
Recommendation
(and title) s. Order to let Contract
Adjudged sane (or insanec)
License Granted
Renewal of Bond
Signature Certified
Ear lark Certified
Apptmt. of Tobacco Inspectors
imancipetion of Slaves
Death of Pensioner
Tlrit of Reward
License Applied For
Legal Authority Invested
Permit
Order of Delivery
To Exanining Trial
Armended Declaration
Cormiittee for
Apptd. to Sell Lots
Petition for Right of Way
Suit Appealed
Petition
Suit Filed
Trial (Person Tried)
Oath as Citizen
Declaration of Fauper (revol-ed)
Refund
Land Entry Relinquishcd
Identification of Pension Check
Poor House Ileport
Sale of Slave
Acquittal
. Jailor's Report
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LABOR AND IATERIAL COSTS - COUNTY COURT ORDERS

Labor (Per 100 Instruments)

Torlk Step Iian Hrs. Reguired

Transcription of work cards 6.0
Checl:ing transcription 3.0
Sortin: and combining cards 2.0
Sorting to index

Tl i i T Lgidl
Typing inde:

Proofreading
erifying en

Total hrs. per 100 Instruments

Materials and Supplies

Index cards € 11450 per L
Tndex Volunes 1 to every 10 order boolks @ 60400
iscellaneous supplies

Typewriter rental - one-half the figursd time for the
project at ;5.00 per month




CIRCUIT AND QUARTERLY COURT

SUITS




PROCEDURE FOR INDEXING CIVIL SUITS
IN CIRCUIT AND QUARTERLY COURTS

The records of Suits in these courts are kept by two different methods,
which however are interdependent; 1 The files i

papers are kept and 2. The order books in which all orders entered in
the suit are recorded. It is however, entirely practicable to combine
the two in one index series, and such an index saves much time on the
part of € searcheri

Civil Suits are of two types; Equity, and Ordinary. Somne clerks make a

practice of 1g them into different file series, while others run

torether. In some instance it maybe desirable to prepare sepa-

sets of indexes for the two kinds of records, particularly in popu-

i

lous counties. In any cas the project should be planned to fit the

method of record filing encountered, and the desires of the onsor in

tter.
e Torkins force can be divided into two crews. Crew "A" should

3
|

orming any necessary sorting and re-fil-

check the suits in the files, perf
2’

I
ing if a comsecutive numbering systen of identifying, and filing cases
is already in use This check should consist of opening each folder and

examining all papers to locate items that may hawve been placed there

LR
that

by error. chat cases are in proper numerical sequence, and

each file is lubelled correctly. f files are in very bad condition, and
of filing has been by file box: or bundle number instead of

individual case number, a fairly extensive program of sorting, filing,

and numbering may be required as a prelininary to any indexing of the

files. All papers should be sorted first by plaintiff name, then by
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defendant. This will bring all papers pertaining to any particular suit

together. Suits should be fastened together, and if necessary, re-jacket-

ed. Then this operation has been completed the sults should be sorted in
chronological order, and, beginning with number 1 for the oldest suit,

mumbered consescutively dovm to the present date. Suits should then

filed so that each file box is reasonably well filled, leaving space

release pressure plate so papers maybe removed without tearing. itlie
should be marked to showi the s ] 3 * cases contained therein, and the
dates;

"Wov. 19, 1938 to Novi . 30, 1938" )
( Cases 2469 to 2488
fhile the above operation is progressing, Crew "B maybe preparing

the transfer cards from the order books. n some instances it maybe possi-

ble to use the individual order bool indexes in preparing the cards. The

cards mav then be checked apainst the recorde Name of plaintiff and de-

fendant, bool: and page of record, and date should be taken. If a case
number, or any other identifying information is available it should be
noted on the card. Card should also bLe marked "B!' or "O!, indicating
whether it is on the BEquity of Ordinary docket,

When the checking and numbering of the files (Operation

prepared fron the petition

nber,
data to be taken.

¢ cards are proofread and corrccted, and any

necessary made o
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Order cards are sorted alphabetically by plaintiff surname and
and those groups are further broken dovm by name of defendant.

This bring rother all cards representing orders in a particular unit.

Fach set of should be arranged in chronological order and clipped

topother, the card for the original order being on top of the pack. File

cards are sorted in exactly the same manner.

6 oy ench file card, the corresponding set of ordor cards is selected.
poge numbers on the order cards arc transferred to the file

has been checked for accuracy, the order

cards mavbe discarded.

cards now contein all informati pertaining to the case

they represe: They maybe sorted to the plaintiff surnane for typin: .

(See procedurcs for Deed

indexes arc typed and proofroad. (Sec Typing - Pro-

cedurs for Deods, ctcs)

O Cards arc re-sorted, this tine ofendant surnane, typed, and

proofread.




Master Card -~ Complete

PLAINT IFFS

Surname

AERO DT GO

I JKLMNO

PQRS T UV WXYZ

Miner

DEFENDANTS

Albert
Frank

DATE FILED

MO, DAY YEAR

3/6/1940

Order Books

 TOP LINE—BoOK NuMBER
L BOTTOM LINE—PAGE NUMBER

FILE NUMBER

19610
Equity
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LABOR ATD I'ATERIAL COST - CIVIL SUIT INDEXING

Labor (per 100 Instruments)

Work Step llan Hours
Sort, refile, number cases
Transcription (from files)

k)

ile cards

n

Checking transcription of I
Transcription for order books
Checking transcription from order books
Sort file cards; for master cards
Sort order cards and combine
to Plaintiff for typing
Plaintiff index
Proofread Plaintiff index
Re~-sort to Defendant
Type Defendant ind

Proofread Defendant index~verify
cntire assembly

Total man hrs. per 100 Instrumcnts

laterial and Supplies (per 1000 Instruments)

l'aster file cards e o ole)
Order Bool: cards Al@ el 00

Plaintiff Index Volumes 1/10 ©.60.00

Defendant Index Volumes 1/5 ¢ $60.00

Jackets @i 500
1s Supplies

Typewriter rental =~ one total
+00 per nonth




SECTION V

MARRIAGE RECORDS




INDEXING OF ITARRIAGE RECORDS

Duc to the comparative simplicity of the information necessary to
compile an index to these records, the inder ing process should be an easy
one. However, the chaotic condition of the older records, and the lack
of any uniform system of recording, add considerably, both to labor costs
and to technical difficulties.

The present combination bond, certificate, and rogister has been in
use o comparatively short time. Before that, bound volumes and registers

were used, the certificates consisting of separatec shects, The very old

records micht consist of any scrap of paper which was handy.

and returncd to the clerk's office by the person performing

tho ceremony. The clerk then was supposecd to enter it in a register, and

filc the certificate., Actually, this process wa arried out in haphazard
llany ministers failed to make the return of all certificates, and

wasr
WALy o 1y

away

in the event that they did return them, the clerk

somewherc without troubling to record them. Since the fact that a certifi-
no guarantece thet the parties thorcto were cver married,

these papers into consideration.
In counties where the registers are complcte, or appear to be com=

plete, the certificates may not nced | i xe A check

made however, to = 3 surc of this. st, makc a thorou

all filed papers in the office, and collect all marriage certificates.

Sort certificates chronologically, and comparc with the registers. There

should be a register entry for every certificate. If only a very fow
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entries arc missing, the Clerk, may, if he so desires, remedy the matter
by cntering the certificate, and certifying it as a true copy. If any
considerable discrepancy is apparcnt, the certificates and registers
must be indexed in the following manner:

1. After all certificates arc in chronological order, they should
be numbercd consccutively, beginning with 1 for the oldest paper, and
ending with the largest number for the latest. Certificates should then
be filed in nmwicrical order. File boxcs should show the numbers of the
first and last papers containcd thercin, and the dates coverecd. Leave

about 107 of sach file box open, to permit easicr handling by the

scarcher, and to prevent damage to the documents in removing and replacing

them in the box,
2. TFrom the certificate, preparc a card showing namcs of bride and
groom, date, and file number.
Checlc Step 2 for accuracy and completencsse
From the ropisters, preparc a card showing names of bride and
groom, datec, and and page of entry.
5. Check Step 4 for accuracy and completeness.
Sort cards prepared from files to surnamc and given name of
groom, If several cntrics of the same name are found, a further sort
by date or by namec of bride maybe nccessary.
Sort cards made from registers in the same manner (as in 6).
cards and register cards arc brought together, and
nunber tronsferred to its corrosponding registor card. Cards are clipped
together.

Checl: accuracy of transfer, and also make sure that the
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on both cards. arc the same, by comparing nemes, and dates. For instance,
if onc card bore the date 1898, and the other 1916, they obviously do not

belong together, although the names maybe identical. It is also possible

that corresponding cntries maybe entercd differently. It often happens

that the register entry may read "Elizabeth Hall", and the certificate
show "Bessic IIall", the dates and the namc of the groom being the samc.
In such casecs, a little research will usually scttle the matter one way
or the other, It is almost certain that some cards of both kinds will
be left overs That is, filc cards will show up, for which there is no
register entry, and vice versa. After cstablishing beyond reasonable
doubt that this condition is not duc to mis-sorting or some error such

as mistaking al capitalifSiifor LI etceitheso icards ‘are nincluded iwith

as

those to be indoxed Pile cards from which the file number has been trans-
»

ferrcd naybe discarded.

10, The cards arec now ready for sorting to the groom name, This
procedurc is the samc as that given for Grantors in the deed procedurcs.
11. Groom nanes are typed, proofrecad and corrected, following

regular procedurc; cards are then re~sorted to bride's name, typed,

xd and corrected in the same manners

MAKEUFP OF TEE INDEX VOLULE

sheots must be ruled to accomodatec the information on the
ortificates are indexed alongz with the registers, a column
must be provided for that purpose. As the entrics in a marriage index
arc comparatively few and short, it has been found practical, and desir-
able from a space and moncy saving standpoint, to index both bride and

groom in thc same volumc. The best way of accomplishing this is to have

<
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the index sheets rulcd so that the left side of the shects read "GROOL:

to BRIDE", and the right side, "BRIDE to GROOI". This plan is better

than splitting the book by a tab sheet, as tho latter requircs an cxtra
set of key shocts, tab sheets, etc., which take up nceded room in tho

volunc,
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LABOR AND IIATERIAL COSTS = IMARKRIAGES

Labor (per 100 Instruments)

Vorlz Step Man Hours

Transeription of Cards 4.5
Checking Transcription

Sorting

Typing

Proofreading and Final Assembly

Total lian Hours per 100 Instruments

llatorial Costs (per 1000 Instruments)

Index Cards @il 00

Index Volumes 1/10 © 60,00

liiscellancous Supplics
Typewriter rontal - one half figured total

time of projcct @ $5.00 per month




SECTION VI

FISCAL COURT ORDER

COUNTY COLIISSIONERS' 1IINUTES
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FISCAL COURT ORDERS AND
COUNTY COMMISSIONERS!
The Fiscal Court Order books contain the records of the financial
wctions of thot body. In some countics, business other than strictly
1 matters maybe found in thesc books, cspecially in counties hav-

issioner form of government. Generally spcaking however, thesc

jame implics, are largely confined to the approval and

allowance of ecxpenditurcs of thc County's funds and similar matters. All

money paid out, the pcrson or persons to whom it was paid, and the pur-

posce of the expenditure, will be shown by the data in cach order.

TYPE AND SCOPE OF THE INDEX

An index o these records maybe made by subject matter, name of
affected party, or both. Bxperiencc has proved that a properly prepared
subjecct index is superior in reliability, convenience, and case of search,
to the commonly used name index. Some officials may desire a complete
cross index by name also. This can be donc, although the additional
expensc scarcly scems to warrant it ho preparation of a name index
follows so closcly the procedurcs outlined for County Orders, that only
the instructions ncccssary for the preparation of the subject type will
be given here.

work on the proj the Sponsor should be consult-
iination from the index of claims prior to a set
7 yoarse. This will disposc of thousands of itoms

which have little or no precsent value, without detracting appreciably

from the uscful the
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PREPARATION OF TENTATIVE SUBJECT LIST

a

The accompanying list of subject headings is intended for usc as
guide to aid in the uniform classification of index subjects. Such a
1ist cannot be made all inclusive; nor is it supposcd that all the items

will bo found in any onc county. At tho initiation of the projcct,
should bo carcfully studied by somcone familiar with local pro-
codurcs, to determine as accurately as possiblc which subjects apply, and
which do note. Amplify the list wherc nccessary, using the blank lines
wnder cach letter for writing in additional subjectse At the samc time,
strike out subjects not to be uscd, cither becausc they do not fit the
rocords in quostion, or will probably occur too infrequently to warrant
a scparatc subject heading. Whon the list ; been rcviscd to conform
as nearly as possiblc to the conditions cncountered, the transcription

of 1 me. ti ¢ index cards can bc started.

TRANSCRIPTION
workcr is given a record book, a supply of index cards, and
of subjcct hecadings. Fach order is oxomined to find
the basic subjcct which it will be indexed. This subjoct is then identi-
ficd with oz f thosc on the list, and cntercd on the card in the block
1

morked "Indoxing Subject". Under "Naturc of Order", deseribe bricfly

what the ler is, or does. This description should be clear,

concisc as possible, as the spoce provided for it on the index sheot is

somcwhat linitcd. Book and parc numbers, and the date should bo cntered
their respective places. Finally, the transcriber should cnter his
initials in the indicated block in the upper right hand cornmer of the

card.
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In those instances where the order is not identifiable by subject,
the name of the person affected is to be written in under "Indexing
Subject™s Write the surnamec first, followod by & commaj the given

¢ middle initial should follow in that ordcr.
Orders whose subject matter is plain, but not listed, should be

"aldscellancous', "B-lliscellancous", ctc., depending on the
¢ A 3 2 £ o

iise
initial lotter of the first descriptive word. The subject should appear

underncath and in the same block. BEntry of the balance of the data in

4

both instances, is covercd by the proceding gencral instructions.

1 | s=r Y
o

attention should be paid to cross-inde: For example,

o. resolution requesting bids on the construction of a bridge, could be

k1

concerncd with, and ade-

under, "Bridges". Another might loolz for thc order under

411 such orders must be indexcd both wayse. Closely related
subjcets should be indexed under one subdivision when possiblce Thus,

on order changing voting precinct boundarics, and onc authorizing the

purchase of new ballot boxes would be indoxed under the subjoot "Elcc~-

tions

TRANSCLLIPTION CAEDS

At least scﬁcnty five percent of the transcription should bo com-
otecd before tho checking is/beg is is important, as a very large
rt of the checker's problem with these records is to assurc tho correct

£ the subject matter, and the editing of the description
content and purposc of the orders The ability to do this properly
acquired through considerablc cricnce vith the transcrip-

tion phasc Only the best qualified workers should be intrusted with

ASC e




this part of the works As cach card is checked, thc checker writes his

initials in the block marked "Checked by'.

The preliminary sorting is much the same as with other types of
indexing The cards are brolken down to the first letter of the index
subjoct, or first letter of surname, if name is used in placc of a sub-
jects Bither of thec two methods described in the manual may be used,
depending on the volume of the work,

Then all cards have been separated into the various letters of the
alphabot, the final breokdown is begun. TFor cach letter, sort the cards

to tho subjoct titles on the liste.

FOR THE FINAL

t will now becorc apparcnt that the originclly planncd list will
need revising, Cortain groups selected at the outsct will show too few
ontrics, while others will be too large. Tho ideal index separates the
entries into nearly equal groups. Yhile in practice it is almost im=

jo this even approximately, the indexer should avoid wher-
ever possible, tho setting up of subjoct groups which are cither too
large or too smoll, The first is cumbersome and difficult to search,
and the latter wastes valuable spaccs Provided the subject is capable
of being subdivided satisfactorily, groups should not cxcccd two hundred
entrics. On the other hand, no subject subdivision should ordinarily
be sct up, which contains less than forty to fifty entrics.
Threce major stops will detcrmine the final index listing:
A count o

Qe “Acheck ©
3. '‘An identi

the number of cards in cach group.
cach "lIiscellancous" groupe

ication check.

i
n
P

bi




If any group is found to be as much as five to ten entries
under the minimum, it should be placed in the "7iscellancous"
scction of that letter.

If a group is found to excced the maximum of two hundred items,
it should be divided into two or morc sub=-classifications. For
cxzample, the subject "Supplies" might be broken down as follows:
‘Supplics=Court House", "Supplics-Road Department", ctc.

Examine the "Misccllaneous" groups under cach letter, to deter-
minc if any subject heading assigned to that group has been
underestimated in its! frequency of occurrence. Any subject
having the minimum number of entrics should be cstablished as
onc of the indexing divisions for the completed index.

Finally, oxamine cvery card to see that the order has been
sortcd to its! corrcct division and classification,

i

o Lhia
! by this

The sct up of the key, or subindex shoct is cstablished

final

TYRING

The only departure from the usual proccdurc is tha the ban

punctuation (sec CGeneral Procedurc, Scction I) must nccessarily be lifted

s far as tho descripbion of the naturc of the order is concerned, The

@S S

typist should also watch for grommetical mistakes and crrors in spelling

t have cscaped the checker.

PROOFREADING

Follow standard procedurc as to notation of crrors and corrcctions.

In addition, chock description for clarity, corrcctness of English, cte.

e

PREPARATION OF KEY SHEETS AID

en 2ll typing, proofroading and corrccting is completed, tho
into cqual lots of approximately 250 shoots.

will finally become a book in the now index sorioss




16,6

Do not in any casc carry over any part of a letter from one bool to

another. - The shcets may then be numbored, beginning with 1, in cach books.

(I'otoc: If onc of the commercially produced systems is uscd, it will be

ecessary to follow the publisher's instructions on paging). ‘After all

ol

numbered, the key shcets maybe preparcd in the usual way. See

particularly, diroctions for final verification, Section I, page 26.

Bolow is illustrated o sample form to be uscd in the transcription
fron the records, Iotc that it provides for a file number in casc it is

desired to link in the filed papers with y index.
& L

Trans bv:

INDEX ING

Ckde by:




LABOR AND IIATERIAL COSTS - FISCAL COURT ORDERS

Labor (per 100 Instruments)

Work Step Han Iours

Transcription of Cards
Checking Transcription

Sorting

Preparing Ipdex Subject List

Typing
Proofreading and Final Assembly

Total 1lan Hours per 100 Instruments

Matcrial Cost (per 1000 Instruments)

Index Cards 12 M @i hi2 .00

Index Volumes 1/10 @ {60400
Miscellancous Supplios

Typewriter réntal - onc half total figured
time of projoct, € $5.00 per month cachs




Indexing Subject
A

Abatcrmient of Asscssments sssessse
Abatement of IMuisances = Sec Nuisances
ADATLOITS “aole'ssiniovinusinnesssisivesessnsessee
Accounts Allowod s seiessssisios ces
Advertising, Logal sesessesss )
Agrecments = Seo Contracts
Appointmnents ssceesassse
Appropriations seecsesos

Asscssments sessesscsens

ASSCSSOTrS eessssesssscsasssesnsse
Attorney - Sec Legal Department
AUditor esessveccssnssosescsssne

A - NameCs eeesessosssssase

A = 1isccllancous seessses

2

Beer Licenses = Sec Licenses

Bids and Froposals ssesecscsss

Blue Prints = Sco liaps

Board of BEducation = Sec School Boards.
Board of Equalization=Sce Tax Valuation
Bonds = County eesssecescessessccscccsnsns
Bonds - Indermifying and llaintenance
Bonds = Officicl sseesseceeseessssans
Bountics ssseesesessecseccansos

Bridgces and Culverts eesessssse
Budgots eseveesenscons sisie e
Buildings = Sce County Buildings
B = NQMCS esesssesnsonscasssassns
n

Bii=rliiiscollancoS i sisis ¢ se e lals s s sieis

$ 9890008 90000030000Ce0s00 9000 o0

CemeteriCs eessossccecsonnssosesa
Cigarctte Licenscs = Sec Licenses
Citics = Secc llunicipal Corporations
Circuit Court sescssccscsssccsscrscssns
ClailS eeesvessscsocccacsescsenoscacas
CommisSsSioNerS eecsesscssscnsssssecscnse
Cormonwealth Attorney = Sec Legal Dept
Communicati
Complaints esescscescascs svessesiels

W0 o080 w00 se0s v

Constablcs esecevsecssesos cessssnce
s

Contracts and Agrccments cevesceoe

Indexing Subject

(&)

C - Continucd

Corn Borer=Sco Eradication of Pests
County Agent sesves

County Buildings ..

County Clerk eevsoo

County Court seoses .
County Employecs eessoccsscss
County Farm - Sce Poor Farm
Court HOUSC sscecocosvcssnsss
Culverts = Sce Bridges

C = oGS seeevscsecassscssnso
C = Iliscellancous esesscoecece

9900909009000 90C000d0sBsESIIRDRS
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COMMONWEALTH CASES

These records deal with violations of the criminal statubes 67 the
State. They may be found in either the Quarterly or Circuit Courts, de-
pending upon the seriousness of the offense, In either case, the index~
ing procedure is the same. Since all criminal cases are prosecuted in the

name of the State, only the defendant need be indexed.

TRANSCRIPTION
From the entries in the individual indexes to each order book, pre-

pare a card for each case. Each entry will show the name of the Defendant,
and the page nuimbers of the orders in that book. Occasionally, two or more
defendants of different surnames may be found in one entry. In this case,
a separate slip must be made for each different surname. After all cards
have been transcribed, sort them alphabetically by surname and given namee
within each letter, and keep them in that order. This will facilitate

necessary future reference.,

The order book, with it's index cards, is turned over to a team of
two. One worker handles the cards, the other, the book itself. Beginning
with the first "A" card, that worker calls the first page number, and the
checker turns to that page, verifies the page number and neme, and in turn,
calls the nature of the offense and the date. These items are entered on
the card and read back to the checker. Checker then places & light check
mark by the order. The next pége number is called and the process is re-

peated until all the listed page numbers of the card have been accounted

fory Tf the page number on the card is not in the place indicated, check
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back to the index., If nuimber is correct there draw ring around number.
The entire set of cards is gone through in this manner. After completion
of the check, and beginning with page one, each order is examined as it
occurs in the book, Thenever an order is found not chec@ié, reference is
made to the cards, which have been kept in their alphabetical order for
this purpose. If no card is found for that name, one is prepared. If

a card of the same name is found, but not having the page reference in
question, a careful examination is necessary to determine if the newly
discovered order is a part of that suit or an entirely new one. If the
former, the number is added to the card. In the latter case & new card
is preparcd., The transcription and checking of the entire order book

series is carried through in this manner.

INDICTIENTS

In some localities, it may be desired to link in the filed indict=

ments with this index, rather than to index them separately, If this is

to be done, these papers are all located and sorted to chronological order.
They are then mumbered consecutively, begimming with 1 for the earliest
case. The indictments are then divided as nearly as possible into chron-
ological groups corresponding with the period covered by each order book.
Again using teams of two workers, one calls the name on the indictment,
while the other locates the corresponding catd. Then the card is located
and identified with the indictment, the number is placed on the card, and

a check placed at the right of the number on the indictment. On completion
of this operation, some cards will have no case number. This may be because
the paper is lost, or may be due to misfiling. A note, giving name of de=

fendant, and book and page of recording should be made of all such cases,
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On the other hand some indictments may be found for which there is no card.
Note should be made of these instances also, On completion of the entire
process, most of these cases can be cleared up by comparing the two lists.,
Due to careless handling through the years, and irregularities of court

rocedure, it is almost impossible to secure 100% coverage on these records,
El ¢4 o

CONSOLIDATION
By sorting all cards to surname and given name of defendant, cards
bearing the same name are brought together. This is to effect the consol-
idation of suits that may have "run over" into another book. Verify by
case number or indictment nmumber, and transfer book and page numbers to

card bearing the earliest dates Check transcriptions

SORTING, TYPIIC, PROOFREADING

Cards are sorted by defendant name, typed, and proofread, following
general proceduress

SAMPLE WORK CARD = COMI:ONWEALTH

COMMONWEALTH OF KENTUCKY (VERsus)

GIVEN NAME GIVEN NAME GIVEN NAME
ABROI DR EGHIH Il JKLMNO JPQRST U VXYZ

NATURE OF OUFFENSE

INDICTMENT NO, MONTH i CkD. BY

ORDER BOOK TopP LINE—BOOK NO, BOTTOM LINE=—PAGE NO,

|

BOOK

PAGE

BOOK

PAGE




LABOR AND IMATERIAL COSTS - COIIOIVEALTH CASES

Labor (per 100 Instruments)

Work Step
Transcription of Work Cards
Checking Transcription
Sorting and Combining Cards
Sorting to Index
Typing Index Sheets
Proofreading and final verification
Total hours per 100 Instruments

* Add 4 hours per hundred if Indictments are to be included.

lMaterials and Supplies (per 1000 Instruments

Index Cards 1500 @ $2450 per 11
Index Volumes 1/10 @ {60400
Miseéllaneous

Typewriter rental -~ one half total
figured time of Project @ $5.00 per month

Man Hours
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MAINTENANCE

The problen of maintenance by the sponsor of the new system of index-

ing is a ‘broublesome one. .It is, of course, impractical to take apart the

Grantor index, put the page in a typewriter, type the entry, re-assemble
the book, and then repeat the process for the Crantec, cvery time a deed
is lodged. Scveral methods have been evolved and are being used at pre-
sent, but not all of them are entirely satisfactory. Briefly, these
methods operatec as follows:

1. The indexcr simply makes all new cntries vith pen and inlz, follow-
ing the last typed line in each group. This is the easiest solution of
all, but produces an unsightly effect, and is hard to read to a degrec,
depending on the handwriting.

is indexing in the small individual book indexes
until the volumc is full. Index cards arc then mode from the record, sort-
ed by the key table, and typed into the new index. The principal objection
to this method is that the index is always from 3 months to a year behind
tinc.

worl, the sponsor purchases a small set of

indores of the same design as the project will install, and begi
current entrics. The project then prepares a closed index up to this
date. This niothod precludes the possibility of the project workers' do-
ing any current worl:, and assurcs the continuation of the new system. For
these reasons, it is probably the most desirable plan of the three. The
only serious objection is, that for the next 25 to 30 years, any search

must include two sets of indexes.




The only method which has proved satisfactory both to the custodian

and the scarcher is the auxiliary shect plan. This involveos the use of

light=weight buff sheets, ruled and punched exactly like the index sheets
they are to supplement, They are not headed, but cut so that the top of
the sheoet extends up to the headings on the regular shects. This allows
thern to be used for either Grantor or Grantec. The auxiliary sheets are
placed betwoen each grouping of names, SO that one side maybe used for
the preceding group, and the other for the following. The method of
indexing is bto write in on the buff shect, the new entries of the group
to which that page is assigned. then the auxiliary sheet is
1¢ reogular index sheet are reroved from the boolk and entries arc
verificd on index ‘sheebs I tter and a new auxiliary
their places
plan over the others mentioned herecin arc manye
onablod to make a complcte check of all trans-
ions vithout referring to another index.
The gereral index is alweys up to date, whether the typed
tronscription has been made or not,
Transfors from the auxiliary shects cen be made at convenioent
times, or during slacl: poriods in the regular office routine.
This iter alone will more than compensatce for the slight addi-
tional cost of the sheets.

Since criencc has
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