APPENDIX 3

RULES FOR ALPHABETIC FILING

Rules

1. Personal names.

& NAMES of individuals are transposed for filing purposes: Last name (sumame);
first name (given name) or initial: middie name or initial

b. PREFIXES on sumames (Bel, Bon, D', d, de, del, Des, di, du, El, Ger, L', La, Le,
M, Mac, Mc, O, St (Saint), Ten, Ter, Van, Vander, Von, Vonder, and others) are
considered inseparable parts of the sumame and will be filed as though written as one.
M, Mac, and Mc are filed in strict alphabetic sequence.

¢ HYPHENATED sumames of individuals are filed as one complete surname.

d UNDETERMINED sumames. When it is not possible to determine the sumames
individuals, they will be filed as they are written. -

e« MARRIED WOMEN'S names. The legal name will be used and the husband’s
name, if known, will be cross-referenced. (The legal name consists of the first name,
maiden sumame, and the husband's sumame (Josephine Adams Laurens) or her first
name, middie name and the husband’s sumame (Josephine Mary Laurens).

Cross-reference.

f ABBREVIATED first names are filed as though they were spelled in full

¢ NICKNAMES followed by recognizable sumames are filed under the sumame and
the nickname used as the first name. Nidnames with no recognizable sumames are filed
as they are written.

h TITLES or degrees of individuals, whether preceding or following the sumames, are
placad in parentheses following the name and disregarded in filing {Courtesy tities, Mr.,
Madam; military titles, Col., Major; professional title, Dr., Prof; official tites, govemor,
mayor, titles of respect, Rev., Hon.; foreign titles, Lord: degrees, LLD., Ph.D). Titles
followed by one or more names not recognizable as sumames are filed in order as
written.

L ABBREVIATED DESIGNATIONS, such as Sr., Jr, 2d, 3d, appearing as part of
& name are disregarded in filing but are shown in parentheses following the name.

2. Firma, corporations, companies, associations, institutions, govemments, and geo-
graphic names. .

a COINED names of firms, inchuding trade names composed of separate lettens or a
single word, are filed as written, except when they embody the full names of individuals.

b. SURNAMES are used for filing when the full name of an individual is embodied in
aﬂmwomdnﬂonmamﬁmu&rﬂnﬁwmmww
Mﬁh%dhmu%ﬂ%fumﬂmw&

¢. PREFIXES on firm and geographic names, such as Co-, D", &', de, des, DL EL L, la,
hbgM&MqO‘.SuuTnTa,Vmemwmmnbhmdh
name and will be filed as though written as one word.

& HYPHENATED firm names are filed as one complets name.

¢ COMPOUND names of firms that may be spelled either as one or two words are
Bed a3 one word. This rule must be restricted to a few frequently occurring words, such
as inter State; Mid West, South Eastern; South Side; North East

£ COMPOUND GEOGRAPHIC firm narnes are filed as written. Abbreviations are
filed as though spelied in full

Arthur B. Anglin—filed Angitn Asthur B.
David de Valers—filed de Viero David.

Blanche Duff-Gordon—filed  Duff-Gordon

C. Abert Brown, Jr—filed Brown C Abert
Jn).

A A A Chemical Co.—filed A A A Chemical

Company.
Aunt Jemima's Pancake Flour—
filed Aunt Jemima's Pancake Flour.
Charles Brown & Company—filed Broun
Charies (&) Company.

De la Veme Co.—flled De ko Uerne Company.
Los Angeles, Calif —filed Los Angeles, Caii-
fomia.

Alr-E-Ator Ventilating Co.—filed Air-£-Ator
Ventilating Company.

inter State Warehousing Co.—filed /nser Stase
Warshousing Company.

Ft Wayne Paper Co.—filed Fort Wayne Pape

Compary.
NJ. Coal & Coke Co.—filed New Jersey Coal
{&) Coke Company.
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& ABBREVIATIONS representing names or parts of names of firms, of Govemment
sgencies, frateral and similar organizations are filed as though spelied in full.

A APOSTROPHE S ('s) is not considered in filing, but s apostrophe (") is considered
In filing.

lmG)NJUNCﬂON.ORPREPOSTHON.wd\uMM&.d.h.mW.
Mnhmdahwbwhmﬁdﬂmﬂhm%
“Ye” 15 used, It Is filed as written. Foreign language articles are not translated and are
filed as written. '

4 STATE, COUNTY, CITY, TOWN, or a similar word when appearing as the first word
mumd.mmmmmmmwam
establishment, is filed as written.

kNUMERALSofmormdglsMnukcupnmord\ebqlmhgdam
are read in units and tens and are filed as though spelied out. A name with three or four
@sBMhMWWhWWhWWW
inclusive numbers. Captions beginning with numbers spelled in full or abbreviated are
filed as though speiled in full Numbers of two or more words are filed as one word.

L FIRM names beginning with such phrases as Board of, Bureau of, Commission for,
which do not refer to any government establishment or function, are filed as written.

m. STANDARD TERMS, such as Bros,, Co., Corp., 1.4d. Inc, names of states and
duqoﬁmm‘d,nﬂedhlﬂmgm%mm&nymﬂdn
though spelled in full. In foreign firm names abbreviations of company, brothers, etc.,
mwmbdmadwﬁnmmﬂbdamMmmt
translated.

n. CHANGE of firm name due to successorship should be filed under the current firm

name and a permanent cross-reference made under the former name.

Cross-reference:

0. MULTIPLE names. Firms doing business under two tities are filed under the more
active or important name and a permanent cross-relerence is made under the other
name. This includes firms “doing business as” written “d/d" or “d/b/a”

. Cross-reference:

p. PAR'NERSHIPANDHRMmmmateonmnﬁ\eqummcsoltwoormm-
dividuals are filed by the name of the first individual mentioned.

q. VARIOUS LOCATIONS. The same firm name appearing at various locations is

ﬂledbymnnoffkmmdﬂ\mbydty.Cau&daﬂ\cSmeMmd\mbadupﬁaﬁonof
city names.

r. SUBSIDIARIES OR DIVISIONS. Firms having subsidiaries or divisions. may be
ﬁledddnrbynumofd\cpumtocgamuﬁmorbymmoldw«u%id\ms
wamutowmm.mmmmuummmm
either method.

& BANKS, BOARDS OF TRADE, NEWSPAPERS, etc. Since the names of many
bmkbouﬂs*fun&.dumbasdmmwmwsmdiuhdtykﬁw
idmﬂfyingwotd.‘!‘?wym&mdonﬁledbylocation:dtyﬁm,ﬂnntcinm
followed by the name of the bank, board of trade, etc.

t FEDERAL DEPARTMENT NAMES. Federal Government departments and subdi-
vﬂomt‘hcno(ueﬁkdbymmlnﬂudphabcﬁcmmeﬂhd&cgudlngthcmm
organization .

2

Exomples

Amer. Society for COivic Education—filed
American Society (for) Civic Education.
E. 55th St Garage—filed East Fifty Ninth
Strest Garage.

N&MMM%M

Anglins’ Automobile Co.—filed Angilins’ Auto-
mobile Company.
The Cnlbo Cat—tiled Calico Cat (The).

BWWIIW halo.

City Letter Co.—filed Qtty Letter Company.

County of Wall Surveying Co.—filed Counsy
{of) Wall Surveying Company.

86 Madison Ave. Realty Co.—filed Eighgsix
Madison Avenue Realty Company.

1198 Park Ave. Corp.—filed Eleven Hundred
Ninety-eight Park Avenue Corporation.

92-96 W. 18th St. Corp ~filed Ninesavo
(96) West Eighteen Street Corporation.

Commitiee for Economic Development—filed
Commitsee (for) Economic Development.

Brown Bros.—filed Broun Brothers. Cle Gen-
enale Transatiantique—filed Cie Generale
Transatlantique.

Chairo Company formerly Van Ess Products
Co —filed Clairo Company (Formerly Van
Ess Products Co.).

Von Ess Products Company—~filed Clairo
Company.

Max Jensen doing business as Ace Van
Lines—filed Ace Van Lines. :

Jensen Max d/b/a filed Ace Van Lines.

Charles Brown & Henry Jones—filed Broun
. Charles (& Henry Jones).

Allied Van Lines, Denver, Colo.—filed Allied
Van Lines Denver Colorado.

Allied Van Lines, Portland, Me —filed Allied
Van Lines Portiond Maine.

Truscon Steel Co. Division of Republic Steei
Corp.—filed Repubkic Steel Corporation
Truscon Steel Co. Division.

Board of Trade Chicago, ll.—Ohicogo (111}
Board of Trade.
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US. Cosst Guard:

Office of Management and Budget
Great Lakes Naval Training Station:
Executive Office of the President

3. FRATERNAL or similar organization name, which is part of a larger organized
group. is filed under its name, and the name of the parent organization may be cross-
referenced.

4. INSTITUTION names. hospitals, schools, colieges, churches, hotels, cales, librarias,
«tc. are filed under the first distinctive word or name in the title. If the tite is composed
of the name of an individual, rules for personal names apply.

5. SUBDIVISIONS of state, county, municipal or foreign governments. such as
departments, boards, burssus, commissions, etc., are entered after the name of the state,
city, county, or country, and filed as the second or third unit.

Exomples

Filed Coast Guerd (U S.).
Filed Monagement and Budget Office (of).
Filed Greot Lakes Naval Training Station.
Filed President Exacutive Office (of The).
Veterars of Foreign Wars. Portsmouth Post,
N.H.—filed Porsmouth (NH.} Post, Veter.
ans (of) Foreign Wars. -
drew Library. University of Washington—
filed Washington University (of).
Water Dept. Fairfax County, Va.—filed Fairfex
County (Va.) Water (Dept).

SOGEEE: Files Operations, dated 1981. Handbook issued by National Archives

and Records Administration.
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