





This book aims to investigate some of the possible solutions to
the problem of the typographical encoding of

copy consisting of four levels of information which have been
indexed according to a decimal classification system.

The book consists of two separate parts,

each dealing with one specific method of composition:

the first part was printed by offset lithography from camera-ready copy
produced on a typewriter of fixed character width and line feed of { inch;
the second part was printed letterpress in

Monotype Univers 8D on 10 pt, Series 686 medium.

In each part of the book the type is arranged in two columns of 20 picas measure,
and a certain number of lines per column has been specified

to maximise the use of the information area.

To avoid the problem of headings falling at the foot of columns

without altering the vertical spacing systems,

it was also specified that content should dictate the form

to the extent that one or more lines of copy, as necessary,

should be transferred to the next column.

A page-by-page tabular guide to the differences between the various solutions
can be found at the end of each part of the book—simply fold out the
red-bordered sheets.



or introduced to differentiate large
numbers of homonyms,.

7 Presentation

7.1 Introductory note

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex-
cluded from the index, and to the system
of alphabetization chosen.

7.2 Column and entry layout

7.2.1 Columns

It is usually more economical of space
to arrange the entries in two or more
columms on the page, but this depends on
the average length of the entries. If
subheadings are run on, the columns
should be wide enough for easy legibil-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im—
practicable.

7.2.3.2 For clarity in very long run-on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 If an entry extends from one
column to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word 'continued' (or its abbreviation)
added in parentheses or in italics.
7.2.4 Punctuation

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4.2 If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-
ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4.3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
_that there are illustrations on those
pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works, The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower-case letters to
begin headings & subheadings

7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower—-case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower—-case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is very short.
The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
cation, should be printed on consecutive
pages free from advertising or other
extraneous matter.

The pagination of an appended index
should continue that of the text in a
single sequence in arabic numerals
unless the index precedes the text, when
independent pagination (and roman numer-
als) may be used.

7.4.3 Identification and bibliographic
details

A separately published index should be
preceded by bibliographic details of the
publication indexed. If the index is in
the form of loose leaves or cards, this
information should be given at the head
or foot of every leaf or card. In parti-
cular, an index to a run of a periodical
should be preceded by a full statement
of any changes in the periodical's title
including details of the issue numbers
and dates, especially if the number of
issues in a year or in a volume has
varied, or if there has been any inter-
ruption of publication, or if there have
been any errors of numbering.
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end of the publication, it may be con-
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is very short.

The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2 PRINTING AND PAGINATION

Any index, whether appended to the work
indexed or issued as a separate publi-
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numbers of homonyms.

7 PRESENTATION

7.1 INTRODUCTORY NOTE

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex-—
cluded from the index, and to the system
of alphabetization chosen.

7.2 COLUMN AND ENTRY LAYOUT

7.2.1 Columns

It is usually more economical of space
to arrange the entries in two or more
columns on the page, but this depends on
the average length of the entries. If
subheadings are run on, the columms
should be wide enough for easy legibil-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im-
practicable.

7.2.3.2 For clarity in very long run-on
indexes, subentries may be grouped in
paragraphs. .

7.2.3.3 If an entry extends from one
column to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word 'continued' (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym-
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4.2 If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-
ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4.3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those
pages.

7.3 TYPOGRAPHY

7.3.1 Variations in the type

Bold type, italics, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower—case letters to
begin headings & subheadings

7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower—case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower—-case letter.

7.4 PRINTING AND PUBLISHING

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is very short.
The number of the page on which the

. index begins should be shown in the

table of contents.

7.4.2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
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cluded from the index, and to the system
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ity.
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paragraphs.
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page or other reference(s), but a comma
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other by semi-colons; if there are no
references directly after the main head-
ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4.3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those
pages.

7.3 TYPOGRAPHY

7.3.1 Variation in the type

Bold type, italics, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower—case letters
to begin headings & subheadings

7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower—case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower—-case letter.

7.4 PRINTING AND PUBLISHING

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is very short.

The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
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or introduced to differentiate large
numbers of homonyms.

7 Presentation

7.1 Introductory note

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex—
cluded from the index, and to the system
of alphabetization chosen.

7.2 Column and entry layout

7.2.1 Columms

It is usually more economical of space
to arrange the entries in two or more
columns on the page, but this depends on
the average length of the entries., If
subheadings are run on, the columms
should be wide enough for easy legibil-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im-
practicable.

7.2.3.2 For clarity in very long run-on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 If an entry extends from one
column to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word 'continued' (or its abbreviation)
added in parentheses or in italies.

7.2.4 Punctuation

7.2.4.1 Punetuation is usually un-
necessary between the last word or sym—
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4,2 If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-
ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4.3 Punctuation marks may alsc be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those
pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower-case letters to
begin headings & subheadings

7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower—case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower-case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
venient for it to precede the text, eg:
in multi—volume reference works and in
periodicals or when it is very short.

The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
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or introduced to differentiate large
numbers of homonyms.

7 Presentation

7.1 Introductory note

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex-
cluded from the index, and to the system
of alphabetization chosen.

7.2 Column and entry layout

7.2.1 Columms

It is usually more economical of space
to arrange the entries in two or more
columns on the page, but this depends on
the average length of the entries. If
subheadings are run on, the columns
should be wide enough for easy legibil-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7:2.3 Entry lavout

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im—
practicable,

7.2.3.2 For clarity in very long run-on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 1If an entry extends from one
column to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word 'continued' (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym—
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-—
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4.2 If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-
ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4.3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those
pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italies, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower-case letters to
begin headings & subheadings

7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower—case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower-case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is very short.

The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
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7 PRESENTATION

7.1 Introductory note

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex—
cluded from the index, and to the system
of alphabetization chosen.

7.2 Column and entry layout

7.2.1 Columns

It is usually more economical of space
to arrange the entries in two or more
columns on the page, but this depends on
the average length of the entries., If
subheadings are run on, the columms
should be wide enough for easy legibil-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im—
practicable.

7.2.3.2 For clarity in very long run-on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 If an entry extends from one
column to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word 'continued' (or its abbreviation)
added in parentheses or in itadlies.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym-—
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4.2 If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-
ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4.3 Punctuation marks may alsoc be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those
pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and
other wvariations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps ‘and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower-case letters to
begin headings & subheadings

7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower—case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower—case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is very short.

The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
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7 PRESENTATION

7.1 Introductory note

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex—
cluded from the index, and to the system
of alphabetization chosen.

7.2 Column and entry layout

7.2.1 Columms

It is usually more economical of space
to arrange the entries in two or more
columns on the page, but this depends on
the average length of the entries, If
subheadings are run on, the columms
should be wide enough for easy legibil-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im—
practicable.

7.2.3.2 For clarity in very long run-on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 If an entry extends from one
colum to the top of the next, the main
heading and, if necessary, any sub-—
heading, should be repeated with the
word 'continued' (or its abbreviation)
added in parentheses or in italies.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym-—
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4.2 If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-
ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4.3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those

pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italies, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object,

7.3.2 Capitals or lower-case letters to
begin headings & subheadings

7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower—case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower—-case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con—
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is very short.

The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
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or introduced to differentiate large
numbers of homonyms.

7 PRESENTATION

7.1 Introductory note

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made, The note
should draw attention to any matter ex—
cluded from the index, and to the system
of alphabetization chosen.

7.2 Column and entry layout

7.2.1 Columms

It is usually more economical of space
to arrange the entries in two or more
columns on the page, but this depends on
the average length of the entries. If
subheadings are run on, the columms
should be wide enough for easy legibil-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on
a new line for reasoms of clarity,
though in long indexes this may be im-
practicable,

7.2.3.2 For clarity in very long run-on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 If an entry extends from one
column to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word "continued' (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym—
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4.2 If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-
ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4.3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those

pages.

T3 Typography

7.3.1 Variations in the type

Bold type, italies, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain catepories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower-case letters to
begin headings & subheadings

7.3.2,1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower—case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower-case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is wvery short.

The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
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7 PRESENTATION

7.1 INTRODUCTORY NOTE

4n index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex—
cluded from the index, and to the system
of alphabetization chosen.

7.2 COLUMN AND ENTRY LAYOUT

7.2.1 Columms

It is usually more economical of space
to arrange the entries in two or more
columns on the page, but this depends on
the average length of the entries. If
subheadings are run on, the columns
should be wide enough for easy legibil-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im-—
practicable.

7.2.3.2 For clarity in very long run-on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 If an entry extends from one
column to the top of the next, the main
heading and, if necessary, any sub—
heading, should be repeated with the
word 'continued' (or its abbreviation)
added in parentheses or in italics.
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7.2.4.1 Punctuation is usually un-
necessary between the last word or sym-
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4.2 If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-
ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4.3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those

pages.

7.3 TYPOGRAFPHY

7.3.1 Variations in the type

Bold type, italics, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower-case letters to
begin headings & subheadings

7.3.2.1 The initial word of a main head-
ing may begin either with a capital

. letter or (if not a proper name) with a

lower—case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower—-case letter.

7.4 PRINTING AND PUBLISHING

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is very short.

The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
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or introduced to differentiate large
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7 Presentation

7.1 Introductory note

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex—
cluded from the index, and to the system
of alphabetization chosen.

7.2 Column and entry layout

7.2.1 Columns

It is usually more economical of space
to arrange the entries in two or more
columns on the page, but this depends on
the average length of the entries. If
subheadings are run on, the columns
should be wide enough for easy legibil-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im—
practicable.

7.2.3.2 For clarity in very long run-on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 If an entry extends from one
column to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word 'continued' (or its abbreviation)
added in parentheses or in italies.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym—
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4,2 If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-
ing, the main heading should be separ-
ated from the first subheading by a
colon,

7.2.4.3 Punctuation marks may also be
given special meanings: these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those
pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower-case letters to
begin headings & subheadings

7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower-case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower—-case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is very short.

The number of the page on which the
index begins should be shown in the
table of contents,

7.4.2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
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or introduced to differentiate large
numbers of homonyms.

7 PRESENTATION

7.1 Introductory note

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex—
cluded from the index, and to the system
of alphabetization chosen.

7.2 Column and entry layout

7.2.1 Columns

It is usually more economical of space
to arrange the entries in two or more
colums on the page, but this depends on
the average length of the entries. If
subheadings are run on, the columns
should be wide enough for easy legibil-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im-
practicable.

7.2.3.2 For clarity in very long run-on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 If an entry extends from one
column to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word "continued' (or its abbreviatiom)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym-
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4,2 If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-
ing, the main heading should be separ-

ated from the first subheading by a
colon,

7.2.4.3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those

pages.

7.3 Typography
7.3.1 Variations in the type

Bold type, italies, small capitals and
other wvariations are of great value in
helping to direct the reader's attention
to particular references and to distin-—
guish certain catepgories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much wariety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower—case letters to
begin headings & subheadings

7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower—case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower—case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is very short.

The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
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or introduced to differentiate large
numbers of homonyms.

7 PRESENTATION

7.1 Introductory note

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex-
cluded from the index, and to the system
of alphabetization chosen.

7.2 Column and entry layout

7.2.1 Columms

It is usually more economical of space
to arrange the entries in two or more
colums on the page, but this depends on
the average length of the entries. If
subheadings are run on, the columns
should be wide enough for easy legibil-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run—-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im-
practicable.

7.2.3.2 For clarity in very long run-on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 1If an entry extends from one
colum to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word 'continued' (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym—
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4.2 If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-
ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4.3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those
pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italies, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works, The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its owm object.

7.3.2 Capitals or lower—case letters to
begin headings & subheadings

7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower—case letter; whichever practice is
adopted it should be followed consist-—
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower-case letter,

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is wvery short.

The number of the page on whieh the
index begins should be shown in the
table of contents.

7.4.2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
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or introduced to differentiate large
numbers of homonyms.

7.0.0.0 PRESENTATION

7.1.0.0 INTRODUCTORY NOTE

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex-—
cluded from the index, and to the system
of alphabetization chosen.

7.2.0.0 COLUMN AND ENTRY LAYOUT

7.2.1.0 Columns

It is usually more economical of space
to arrange the entries in two or more
columns on the page, but this depends on
the average length of the entries. If
subheadings are run on, the columns
should be wide enough for easy legibil-
ity.

7.2.2.0 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run—-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3.0 Entry layout

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im-
practicable.

7.2.3.2 For clarity in very long run—on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 If an entry extends from one
column to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word 'continued' (or its abbreviation)
added in parentheses or in italics.

7.2.4.0 Punctuation

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym-
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4.2 1If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-
ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4.3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those
pages.

7.3.0.0 TYPOGRAPHY

7.3.1.0 Variations in the type

Bold type, italics, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2.0 Capitals or lower—case letters
to begin headings & subheadings

7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower—case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower—case letter.

7.4.0.0 PRINTING AND PUBLISHING

7.4.1.0 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is very short.

The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2.0 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
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or introduced to differentiate large
numbers of homonyms.

7 PRE SENTATION

7.1 INTRODUCTORY NOTE

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex-—
cluded from the index, and to the system
of alphabetization chosen.

7.2 COLUMN AND ENTRY LAYOUT

7.2.1

Columns

It is usually more economical of space
to arrange the entries in two or more
columns on the page, but this depends on
the average length of the entries. If
subheadings are run on, the columms
should be wide enough for easy legibil-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im-
practicable.

Entry layout

7.2.3.2 For clarity in very long run-on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 If an entry extends from one
colum to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word 'continued' (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym-—
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4.2 1f run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-
ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4,3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those
pages.

7.3 TYPOGRAPHY

7.3.1 Variations in the type

Bold type, italics, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower-case letters
to begin headings & subheadings

7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower—-case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower—case letter.

7.4 PRINTING AND PUBLISHING

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is very short.

The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2

Any index, whether appended to the work
indexed or issued as a separate publi-

Printing and pagination
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or introduced to differentiate large
numbers of homonyms.

7 PRESENTATION

7.1 Introductory note

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex—
cluded from the index, and to the system
of alphabetization chosen.

7.2 Column and entry layout

7.2.1 Columns

It is usually more economical of space
to arrange the entries in two or more
columns on the page, but this depends on
the average length of the entries. If
subheadings are run on, the columns
should be wide enough for easy legibil-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im-
practicable.

Entry layout

7.2.3.2 For clarity in very long run—on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 If an entry extends from one
column to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word 'continued' (or its abbreviation)
added in parentheses or in italics.

7.2.4

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym—
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

Punctuation

7.2.4.2 If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-
ing, the main heading should be separ-
ated from the first subheading by a
colon,

7.2.4.3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those
pages.

7.3 Typography
7.3.1 Variations in the type

Bold type, italics, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower-case letters
to begin headings & subheadings

7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower—case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower—case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is very short.

The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2

Any index, whether appended to the work
indexed or issued as a separate publi-

Printing and pagination
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or introduced to differentiate large
numbers of homonyms.
7 PRESENTATION

7.1 Introductory note

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex—
cluded from the index, and to the system
of alphabetization chosen.

7.2

7.2.1 Columns

It is usually more economical of space
to arrange the entries in two or more
columns on the page, but this depends on
the average length of the entries. If
subheadings are run on, the columms
should be wide enough for easy legibil-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im—
practicable.

7.2.3.2 For clarity in very long run-on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 If an entry extends from one
column to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word 'continued' (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym-
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4.2 1If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-
ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4.3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory

Column and entry layout

note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those

pages.

7.3 Typography
7.3.1 Variations in the type

Bold type, italics, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower—case letters
to begin headings & subheadings
7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower—case letter; whichever practice is
adopted it should be followed consist-—
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower-case letter.

7.4

7.4.1 Position of the index
Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is very short.
The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
cation, should be printed on consecutive
pages free from advertising or other
extraneous matter.

The pagination of an appended index
should continue that of the text in a
single sequence in arabic numerals
unless the index precedes the text, when
independent pagination (and roman numer-—
als) may be used.

7.4.3

Printing and publishing

Identification and bibliographic
details

A separately published index should be
preceded by bibliographic details of the
publication indexed. If the index is in
the form of loose leaves or cards, this
information should be given at the head
or foot of every leaf or card. In parti-
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or introduced to differentiate large
numbers of homonyms.

7 PRESENTATION

7.1 Introductory note

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex-
cluded from the index, and to the system
of alphabetization chosen.

7.2 Column and entry layout

7.2.1 Columns

It is usually more economical of space
to arrange the entries in two or more
columns on the page, but this depends on
the average length of the entries. If
subheadings are run on, the columms
should be wide enough for easy legibil=-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im—
practicable.

7.2.3.2 For clarity in very long run-on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 If an entry extends from one
column to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word 'continued' (or its abbreviation)
added in parentheses or in italics.

7.2.4  Punctuation

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym—
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4.2 If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-

ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4.3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those
pages.

7.3 Typography
7.3.1 Variations in the type

Bold type, italics, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower-case letters
to begin headings & subheadings
7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower-case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower—case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-—
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is very short.

The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
cation, should be printed on consecutive
pages free from advertising or other
extraneous matter.

The pagination of an appended index
should continue that of the text in a
single sequence in arabic numerals
unless the index precedes the text, when
independent pagination (and roman numer-
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or introduced to differentiate large
numbers of homonyms.

7 Presentation

7.1 Introductory note

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex-
cluded from the index, and to the system
of alphabetization chosen.

7.2 Column and entry layout

7.2.1 Columns

It is usually more economical of space
to arrange the entries in two or more
columns on the page, but this depends on
the average length of the entries. If
subheadings are run on, the columns
should be wide enough for easy legibil-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

.2,3 Entry layout
2

7
7.2.3.1 Each subheading should begin on

a new line for reasons of clarity,
though in long indexes this may be im-
practicable.

7.2.3.2 For clarity in very long run-on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 If an entry extends from one
column to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word 'continued' (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym—
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4.2 If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-

ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4.3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those
pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-

- dexed, such as proper names, maps and

illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower-case letters
to begin headings & subheadings
7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower—case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower—-case letter.

7.4 Printing and publishing

7.4.1

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-

Position of the index

venient for it to precede the text, eg:

in multi-volume reference works and in
periodicals or when it is very short.

The number of the page on which the
index begins should be shown in the
table of contents.

7.4,2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
cation, should be printed on consecutive
pages free from advertising or other
extraneous matter.

The pagination of an appended index
should continue that of the text in a
single sequence in arabic numerals
unless the index precedes the text, when
independent pagination (and roman numer-—
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or introduced to differentiate large
numbers of homonyms.

Fi Presentation

7.1 Introductory note

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex—
cluded from the index, and to the system
of alphabetization chosen.

7.2 Column and entry layout

7.2.1 Columns

It is usually more economical of space
to arrange the entries in two or more
columns on the page, but this depends on
the average length of the entries. If
subheadings are run on, the columns
should be wide enough for easy legibil-
1ty.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im—
practicable.

7.2.3.2 For clarity in wvery long run-on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 If an entry extends from one
column to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word "continued' (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym—
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used if confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4.2 If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-

ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4.3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those
pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower—case letters
to begin headings & subheadings
7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower—case letter; whichever practice is
adopted it should be followed consist-—
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower-case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
wvenient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is wery short.

The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
cation, should be printed on consecutive
pages free from advertising or other
extraneous matter.

The pagination of an appended index
should continue that of the text in a
single sequence in arabic numerals
unless the index precedes the text, when
independent pagination (and roman numer-—
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or introduced to differentiate large
numbers of homonyms.

7 Presentation

7.1 Introductory note

An index should be preceded by an intro-
ductory note, explaining the indexing
decisions which have been made. The note
should draw attention to any matter ex-—
cluded from the index, and to the system
of alphabetization chosen.

7.2 Colum and entry layout

7.2.1 Columms

It 1s usually more economical of space
to arrange the entries in two or more
columns on the page, but this depends on
the average length of the entries., If
subheadings are run on, the columns
should be wide enough for easy legibil-
ity.

7.2.2 Indention

Headings, subheadings and subsubheadings
should be progressively indented. Run-on
continuations should be indented suf-
ficiently to avoid confusion with sub-
headings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on
a new line for reasons of clarity,
though in long indexes this may be im-
practicable,

7.2.3.2 For clarity in very long run—on
indexes, subentries may be grouped in
paragraphs.

7.2.3.3 If an entry extends from one
column to the top of the next, the main
heading and, if necessary, any sub-
heading, should be repeated with the
word 'continued' (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually un-
necessary between the last word or sym
bol of a heading or subheading and the
page or other reference(s), but a comma
may be used 1f confusion is likely with-
out it, eg: Vitamin B2, 76 rather than
Vitamin B2 76.

7.2.4.2 If run-on typography is used,
subentries should be separated from each
other by semi-colons; if there are no
references directly after the main head-

ing, the main heading should be separ-
ated from the first subheading by a
colon.

7.2.4.3 Punctuation marks may also be
given special meanings; these should be
clearly explained in an introductory
note, eg: page references may be en-
closed in square brackets to indicate
that there are illustrations on those
pages.

7.3 Typography

7.3.1 Variations in the type _
Bold type, italics, small capitals and
other variations are of great value in
helping to direct the reader's attention
to particular references and to distin-
guish certain categories of items in-
dexed, such as proper names, maps and
illustrations, and titles or first lines
of works. The use of the variant forms
should be explained. Too much variety,
however, may confuse the reader and
defeat its own object.

7.3.2 Capitals or lower-case letters
to begin headings & subheadings
7.3.2.1 The initial word of a main head-
ing may begin either with a capital
letter or (if not a proper name) with a
lower-case letter; whichever practice is
adopted it should be followed consist-
ently throughout the index.

7.3.2.2 In subheadings, the initial word
(if not a proper name) should begin with
a lower-case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work
indexed is conveniently placed at the
end of the publication, it may be con-
venient for it to precede the text, eg:
in multi-volume reference works and in
periodicals or when it is very short.

The number of the page on which the
index begins should be shown in the
table of contents.

7.4.2 Printing and pagination

Any index, whether appended to the work
indexed or issued as a separate publi-
cation, should be printed on consecutive
pages free from advertising or other
extraneous matter.

The pagination of an appended index
should continue that of the text in a
single sequence in arabie numerals
unless the index precedes the text, when
independent pagination (and roman numer-
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6.1.2 Additional (implicit) information indexed

Indexes may supply information implicit (but not given) in the
text, such as full names, identifying dates, and names of
chemicals, provided that such additions serve only for clarification
and fall strictly within the scope and intent of the work indexed.
6.1.3 Design and construction

Indexes should be constructed according to a logical, balanced
and consistent pattern, easily recognizable by prospective users
in the field concerned. A note explaining the pattern and calling
attention to any necessary deviations should be supplied at the
beginning of the index and/or at major (subject) headings.
6.1.4 Single and multiple indexes

A single index containing proper names and common nouns in
one sequence is generally preferable in books on the humanities,
but books on science and technology often have separate
indexes of subjects and of authors cited. Periodicals frequently
have separate indexes of authors of articles, subjects, titles of
books reviewed, and advertisers.

Separate indexes may be useful in providing for specific aspects
of the material indexed to be analysed and brought together, for
example geographical and other proper names referred to,
foreign terms, chemicals and other commodities, numerical and
chronological data. There should not be more than one index for
any one aspect. The title of each index should clearly indicate its
contents and if necessary the function(s) should be explained in
notes at the beginning of each index; the first index should be
preceded by a note explaining the scheme as a whole. However,
too many separate indexes may confuse the reader.

6.1.5 Cross-references

Indexes should include appropriate cross-references from
synonymous, inverted or related terms (see 5.4).

7 Presentation

7.1 Introductory note

An index should be preceded by an introductory note,
explaining the indexing decisions which have been made. The
note should draw attention to any matter excluded from the
index, and to the system of alphabetization chosen. Abbreviations,
symbols, variant typography, etc., should also be explained (see
5.1.1.1, 61.3, 6.1.4, 5.3, 6.1, 6.21.2, 6.2.3.1, 7.24.3, 7.3.1).
7.2 Column and entry layout

7.2.1 Columns

It is usually more economical of space to arrange the entries in
two or more columns on the page, but this depends on the
average length of the entries. If subheadings are run on, the
columns should be wide enough for easy legibility.

7.2.2 Indention

Headings, subheadings and subsubheadings should be
progressively indented. Run-on continuations should be
indented sufficiently to avoid confusion with subheadings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on a new line for reasons
of clarity, though in long indexes this may be impracticable.
7.2.3.2 For clarity in very long, run-on indexes, subentries may
be grouped in paragraphs.

7.2.3.3 If an entry extends from one column to the top of the
next, the main heading and, if necessary, any subheading, should
be repeated with the word ‘continued’ (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually unnecessary between the last
word or symbol of a heading or subheading and the page or
other reference(s), but a comma may be used if confusion is
likely without it, eg: Vitamin B2, 76 (rather than Vitamin B2 76).
7.2.4.2 If run-on typography is used, subentries should be
separated from each other by semi-colons; if there are no
references directly after the main heading, the main heading
should be separated from the first subheading by a colon.
7.2.4.3 Punctuation marks may also be given special meanings;
these should be clearly explained in an introductory note; for
example, page references may be enclosed in square brackets to
indicate that there are illustrations on those pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and other variations are of great

value in helping to direct the reader’s attention to particular
references and to distinguish certain categories of items endexed
such as proper names, illustrations and maps, and titles or first
lines of works. The use of the variant forms should be explained.
Too much variety, however, may confuse the reader and defeat
its own object.

7.3.2 Capitals or lower-case letters to begin headings and
subheadings.

7.3.2.1 The initial word of a main heading may begin either with
a capital letter or (if not a proper name) with a lower-case letter;
whichever practice is adopted, it should be followed consistently
throughout the index.

7.3.2.2 In subheadings, the initial word (if not a proper name),
should begin with a lower-case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work indexed is conveniently
placed at the end of the publication, it may be convenient for it
to precede the text, for example in multivolume reference works
and in periodicals, or when it is very short. The number of the
page on which the index begins should be shown in the table of
contents.

7.4.2 Printing and pagination

Any index, whether appended to the work indexed or issued as a
separate publication, should be printed on consecutive pages
free from advertising or other extraneous matter.

The pagination of an appended index should continue that of the
text in a single sequence of arabic numerals, unless the index
precedes the text, when independent pagination (and roman
numerals) may be used.

7.4.3 Identification and bibliographic details

A separately published index should be preceded by bibliographic
details of the publication indexed. If the index is inthe form of
loose leaves or cards, this information should be given at the
head or foot of every leaf or card. In particular, an index to a run
of a periodical should be preceded by a full statement of any
changes in the periodical’s title, including details of the issue
numbers and dates, especially if the number of issues in a year or
in a volume has varied, or if there has been any interruption of
publication, or if there have been any errors of numbering.



6.1.2 Additional (implicit) information indexed

Indexes may supply information implicit (but not given) in the
text, such as full names, identifying dates, and names of
chemicals, provided that such additions serve only for clarification
and fall strictly within the scope and intent of the work indexed.

6.1.3 Design and construction

Indexes should be constructed according to a logical, balanced
and consistent pattern, easily recognizable by prospective users
in the field concerned. A note explaining the pattern and calling
attention to any necessary deviations should be supplied at the
beginning of the index and/or at major (subject) headings.

6.1.4 Single and multiple indexes

A single index containing proper names and common nouns in
one sequence is generally preferable in books on the humanities,
but books on science and technology often have separate
indexes of subjects and of authors cited. Periodicals frequently
have separate indexes of authors of articles, subjects, titles of
books reviewed, and advertisers.

Separate indexes may be useful in providing for specific aspects
of the material indexed to be analysed and brought together, for
example geographical and other proper names referred to,
foreign terms, chemicals and other commodities, numerical and
chronological data. There should not be more than one index for
any one aspect. The title of each index should clearly indicate its
contents and if necessary the function(s) should be explained in
notes at the beginning of each index; the first index should be
preceded by a note explaining the scheme as a whole. However,
too many separate indexes may confuse the reader.

6.1.5 Cross-references

Indexes should include appropriate cross-references from
synonymous, inverted or related terms (see 5.4).

7 Presentation

7.1 Introductory note

An index should be preceded by an introductory note,

explaining the indexing decisions which have been made. The
note should draw attention to any matter excluded from the
index, and to the system of alphabetization chosen. Abbreviations,
symbols, variant typography, etc., should also be explained (see
5.1.1.1, 51.3, 6.1.4, 5.3, 6.1, 6.2.1.2, 6.2.3.1, 7.24.3, 7.3.1).

7.2 Column and entry layout

7.2.1 Columns

It is usually more economical of space to arrange the entries in
two or more columns on the page, but this depends on the
average length of the entries. If subheadings are run on, the
columns should be wide enough for easy legibility.

7.2.2 Indention

Headings, subheadings and subsubheadings should be
progressively indented. Run-on continuations should be
indented sufficiently to avoid confusion with subheadings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on a new line for reasons
of clarity, though in long indexes this may be impracticable.

7.2.3.2 For clarity in very long, run-on indexes, subentries may
be grouped in paragraphs.

7.2.3.3 If an entry extends from one column to the top of the
next, the main heading and, if necessary, any subheading, should
be repeated with the word ‘continued’ (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually unnecessary between the last
word or symbol of a heading or subheading and the page or
other reference(s), but a comma may be used if confusion is
likely without it, eg: Vitamin B2, 76 (rather than Vitamin B2 76).

7.2.4.2 If run-on typography is used, subentries should be
separated from each other by semi-colons; if there are no
references directly after the main heading, the main heading
should be separated from the first subheading by a colon.

7.2.4.3 Punctuation marks may also be given special meanings;
these should be clearly explained in an introductory note; for
example, page references may be enclosed in square brackets to
indicate that there are illustrations on those pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and other variations are of great
value in helping to direct the reader’s attention to particular
references and to distinguish certain categories of items endexed
such as proper names, illustrations and maps, and titles or first
lines of works. The use of the variant forms should be explained.
Too much variety, however, may confuse the reader and defeat
its own object.

7.3.2 Capitals or lower-case letters to begin headings and
subheadings.

7.3.2.1 The initial word of a main heading may begin either with
a capital letter or (if not a proper name) with a lower-case letter;
whichever practice is adopted, it should be followed consistently
throughout the index.

7.3.2.2 In subheadings, the initial word (if not a proper name),
should begin with a lower-case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work indexed is conveniently
placed at the end of the publication, it may be convenient for it
to precede the text, for example in multivolume reference works
and in periodicals, or when it is very short. The number of the
page on which the index begins should be shown in the table of
contents.

7.4.2 Printing and pagination

Any index, whether appended to the work indexed or issued as a
separate publication, should be printed on consecutive pages
free from advertising or other extraneous matter.

The pagination of an appended index should continue that of the
text in a single sequence of arabic numerals, unless the index
precedes the text, when independent pagination (and roman
numerals) may be used.

7.4.3 Identification and bibliographic details

A separately published index should be preceded by bibliographic
details of the publication indexed. If the index is in the form of
loose leaves or cards, this information should be given at the

head or foot of every leaf or card. In particular, an index to a run
of a periodical should be preceded by a full statement of any
changes in the periodical’s title, including details of the issue
numbers and dates, especially if the number of issues in a year or
in a volume has varied, or if there has been any interruption of
publication, or if there have been any errors of numbering.



6.1.2 Additional (implicit) information indexed

Indexes may supply information implicit (but not given) in the
text, such as full names, identifying dates, and names of
chemicals, provided that such additions serve only for clarification
and fall strictly within the scope and intent of the work indexed.

6.1.3 Design and construction

Indexes should be constructed according to a logical, balanced
and consistent pattern, easily recognizable by prospective users
in the field concerned. A note explaining the pattern and calling
attention to any necessary deviations should be supplied at the
beginning of the index and/or at major (subject) headings.

6.1.4 Single and multiple indexes

A single index containing proper names and common nouns in
one sequence is generally preferable in books on the humanities,
but books on science and technology often have separate
indexes of subjects and of authors cited. Periodicals frequently
have separate indexes of authors of articles, subjects, titles of
books reviewed, and advertisers.

Separate indexes may be useful in providing for specific aspects
of the material indexed to be analysed and brought together, for
example geographical and other proper names referred to,
foreign terms, chemicals and other commodities, numerical and
chronological data. There should not be more than one index for
any one aspect. The title of each index should clearly indicate its
contents and if necessary the function(s) should be explained in
notes at the beginning of each index; the first index should be
preceded by a note explaining the scheme as a whole. However,
too many separate indexes may confuse the reader.

6.1.5 Cross-references

Indexes should include appropriate cross-references from
synonymous, inverted or related terms (see 5.4).

7 Presentation

7.1 Introductory note

An index should be preceded by an introductory note,

explaining the indexing decisions which have been made. The
note should draw attention to any matter excluded from the
index, and to the system of alphabetization chosen. Abbreviations,
symbols, variant typography, etc., should also be explained (see
5.1.11, 5.1.3, 5.1.4, 5.3, 6.1, 6.21.2, 6.2.3.1, 7.24.3, 7.3.1).

7.2 Column and entry layout

7.2.1 Columns

It is usually more economical of space to arrange the entries in
two or more columns on the page, but this depends on the
average length of the entries. If subheadings are run on, the
columns should be wide enough for easy legibility.

7.2.2 Indention

Headings, subheadings and subsubheadings should be
progressively indented. Run-on continuations should be
indented sufficiently to avoid confusion with subheadings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on a new line for reasons
of clarity, though in long indexes this may be impracticable.

7.2.3.2 For clarity in very long, run-on indexes, subentries may
be grouped in paragraphs.

7.2.3.3 If an entry extends from one column to the top of the
next, the main heading and, if necessary, any subheading, should
be repeated with the word ‘continued’ (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually unnecessary between the last
word or symbol of a heading or subheading and the page or
other reference(s), but a comma may be used if confusion is
likely without it, eg: Vitamin B2, 76 (rather than Vitamin B2 76).

7.2.4.2 If run-on typography is used, subentries should be
separated from each other by semi-colons; if there are no
references directly after the main heading, the main heading
should be separated from the first subheading by a colon.

7.2.4.3 Punctuation marks may also be given special meanings;
these should be clearly explained in an introductory note; for
example, page references may be enclosed in square brackets to
indicate that there are illustrations on those pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and other variations are of great
value in helping to direct the reader’s attention to particular
references and to distinguish certain categories of items endexed
such as propef names, illustrations and maps, and titles or first
lines of works. The use of the variant forms should be explained.
Too much variety, however, may confuse the reader and defeat
its own object.

7.3.2 Capitals or lower-case letters to begin headings and
subheadings.

7.3.2.1 The initial word of a main heading may begin either with
a capital letter or (if not a proper name) with a lower-case letter;
whichever practice is adopted, it should be followed consistently
throughout the index. :

7.3.2.2 In subheadings, the initial word (if not a proper name),
should begin with a lower-case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work indexed is conveniently
placed at the end of the publication, it may be convenient for it
to precede the text, for example in multivolume reference works
and in periodicals, or when it is very short, The number of the
page on which the index begins should be shown in the table of
contents.

7.4.2 Printing and pagination

Any index, whether appended to the work indexed or issued as a
separate publication, should be printed on consecutive pages
free from advertising or other extraneous matter.

The pagination of an appended index should continue that of the
text in a single sequence of arabic numerals, unless the index
precedes the text, when independent pagination (and roman
numerals) may be used.

7.4.3 Identification and bibliographic details

A separately published index should be preceded by bibliographic
details of the publication indexed. If the index is in the form of
loose leaves or cards, this information should be given at the

head or foot of every leaf or card. In particular, an index to a run
of a periodical should be preceded by a full statement of any
changes in the periodical's title, including details of the issue
numbers and dates, especially if the number of issues in a year or



6.1.2 Additional (implicit) information indexed

Indexes may supply information implicit (but not given) in the
text, such as full names, identifying dates, and names of
chemicals, provided that such additions serve only for clarification
and fall strictly within the scope and intent of the work indexed.

6.1.3 Design and construction

Indexes should be constructed according to a logical, balanced
and consistent pattern, easily recognizable by prospective users
in the field concerned. A note explaining the pattern and calling
attention to any necessary deviations should be supplied at the
beginning of the index and/or at major (subject) headings.

6.1.4 Single and multiple indexes

A single index containing proper names and common nouns in
one sequence is generally preferable in books on the humanities,
but books on science and technology often have separate
indexes of subjects and of authors cited. Periodicals frequently
have separate indexes of authors of articles, subjects, titles of
books reviewed, and advertisers.

Separate indexes may be useful in providing for specific aspects
of the material indexed to be analysed and brought together, for
example geographical and other proper names referred to,
foreign terms, chemicals and other commaodities, numerical and
chronological data. There should not be more than one index for
any one aspect. The title of each index should clearly indicate its
contents and if necessary the function(s) should be explained in
notes at the beginning of each index; the first index should be
preceded by a note explaining the scheme as a whole. However,
too many separate indexes may confuse the reader.

6.1.5 Cross-references

Indexes should include appropriate cross-references from
synonymous, inverted or related terms (see 5.4).

7 Presentation

7.1 Introductory note

An index should be preceded by an introductory note,

explaining the indexing decisions which have been made. The
note should draw attention to any matter excluded from the
index, and to the system of alphabetization chosen. Abbreviations,
symbols, variant typography, etc., should also be explained (see
5.1.1.1, 5.1.3, 5.1.4, 5.3, 6.1, 6.2.1.2, 6.2.3.1, 7.24.3, 7.3.1).

7.2 Column and entry layout

7.21 Columns

It is usually more economical of space to arrange the entries in

two or more columns on the page, but this depends on the
average length of the entries. If subheadings are run on, the
columns should be wide enough for easy legibility.

7.2.2 Indention

Headings, subheadings and subsubheadings should be
progressively indented. Run-on continuations should be
indented sufficiently to avoid confusion with subheadings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on a new line for reasons
of clarity, though in long indexes this may be impracticable.

7.2.3.2 For clarity in very long, run-on indexes, subentries may
be grouped in paragraphs.

7.2.3.3 If an entry extends from one column to the top of the
next, the main heading and, if necessary, any subheading, should
be repeated with the word ‘continued’ (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually unnecessary between the last
word or symbol of a heading or subheading and the page or
other reference(s), but a comma may be used if confusion is
likely without it, eg: Vitamin B2, 76 (rather than Vitamin B2 76).

7.2.4.2 If run-on typography is used, subentries should be
separated from each other by semi-colons; if there are no
references directly after the main heading, the main heading
should be separated from the first subheading by a colon.

7.2.4.3 Punctuation marks may also be given special meanings;
these should be clearly explained in an introductory note; for
example, page references may be enclosed in square brackets to
indicate that there are illustrations on those pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and other variations are of great
value in helping to direct the reader’s attention to particular
references and to distinguish certain categories of items endexed
such as proper names, illustrations and maps, and titles or first
lines of works. The use of the variant forms should be explained.
Too much variety, however, may confuse the reader and defeat
its own object.

7.3.2 Capitals or lower-case letters to begin headings and
subheadings.

7.3.2.1 The initial word of a main heading may begin either with
a capital letter or (if not a proper name) with a lower-case letter;
whichever practice is adopted, it should be followed consistently
throughout the index.

7.3.2.2 In subheadings, the initial word (if not a proper name),
should begin with a lower-case letter.



6.1.2 Additional (implicit) information indexed

Indexes may supply information implicit (but not given) in the
text, such as full names, identifying dates, and names of
chemicals, provided that such additions serve only for clarification
and fall strictly within the scope and intent of the work indexed.

6.1.3 Design and construction

Indexes should be constructed according to a logical, balanced
and consistent pattern, easily recognizable by prospective users
in the field concerned. A note explaining the pattern and calling
attention to any necessary deviations should be supplied at the
beginning of the index and/or at major (subject) headings.

6.1.4 Single and multiple indexes

A single index containing proper names and common nouns in
one sequence is generally preferable in books on the humanities,
but books on science and technology often have separate
indexes of subjects and of authors cited. Periodicals frequently
have separate indexes of authors of articles, subjects, titles of
books reviewed, and advertisers.

Separate indexes may be useful in providing for specific aspects
of the material indexed to be analysed and brought together, for
example geographical and other proper names referred to,
foreign terms, chemicals and other commodities, numerical and
chronological data. There should not be more than one index for
any one aspect. The title of each index should clearly indicate its
contents and if necessary the function(s) should be explained in
notes at the beginning of each index; the first index should be
preceded by a note explaining the scheme as a whole. However,
too many separate indexes may confuse the reader.

6.1.5 Cross-references

Indexes should include appropriate cross-references from
synonymous, inverted or related terms (see 5.4).

7 Presentation

7.1 Introductory note

An index should be preceded by an introductory note,

explaining the indexing decisions which have been made. The
note should draw attention to any matter excluded from the
index, and to the system of alphabetization chosen. Abbreviations,
symbols, variant typography, etc., should also be explained (see
5.1.1.1, 5.1.3, 5.1.4, 5.3, 6.1, 6.2.1.2, 6.2.3.1, 7.24.3, 7.3.1).

7.2 Column and entry layout

7.2.1 Columns

It is usually more economical of space to arrange the entries in

two or more columns on the page, but this depends on the
average length of the entries. If subheadings are run on, the
columns should be wide enough for easy legibility.

7.2.2 Indention

Headings, subheadings and subsubheadings should be
progressively indented. Run-on continuations should be
indented sufficiently to avoid confusion with subheadings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on a new line for reasons
of clarity, though in long indexes this may be impracticable.

7.2.3.2 For clarity in very long, run-on indexes, subentries may
be grouped in paragraphs.

7.2.3.3 If an entry extends from one column to the top of the
next, the main heading and, if necessary, any subheading, should
be repeated with the word ‘continued’ (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually unnecessary between the last
word or symbol of a heading or subheading and the page or
other reference(s), but a comma may be used if confusion is
likely without it, eg: Vitamin B2, 76 (rather than Vitamin B2 76).

7.2.4.2 If run-on typography is used, subentries should be
separated from each other by semi-colons; if there are no
references directly after the main heading, the main heading
should be separated from the first subheading by a colon.

7.2.4.3 Punctuation marks may also be given special meanings;
these should be clearly explained in an introductory note; for
example, page references may be enclosed in square brackets to
indicate that there are illustrations on those pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and other variations are of great
value in helping to direct the reader’s attention to particular
references and to distinguish certain categories of items endexed
such as proper names, illustrations and maps, and titles or first
lines of works. The use of the variant forms should be explained.
Too much variety, however, may confuse the reader and defeat
its own object.

7.3.2 Capitals or lower-case letters to begin headings and
subheadings.

7.3.2.1 The initial word of a main heading may begin either with
a capital letter or (if not a proper name) with a lower-case letter;
whichever practice is adopted, it should be followed consistently
throughout the index.

7.3.2.2 In subheadings, the initial word (if not a proper name),
should begin with a lower-case letter.



6.1.2 Additional (implicit) information indexed

Indexes may supply information implicit (but not given) in the
text, such as full names, identifying dates, and names of
chemicals, provided that such additions serve only for clarification
and fall strictly within the scope and intent of the work indexed.

6.1.3 Design and construction

Indexes should be constructed according to a logical, balanced
and consistent pattern, easily recognizable by prospective users
in the field concerned. A note explaining the pattern and calling
attention to any necessary deviations should be supplied at the
beginning of the index and/or at major (subject) headings.

6.1.4 Single and multiple indexes

A single index containing proper names and common nouns in
one sequence is generally preferable in books on the humanities,
but books on science and technology often have separate
indexes of subjects and of authors cited. Periodicals frequently
have separate indexes of authors of articles, subjects, titles of
books reviewed, and advertisers.

Separate indexes may be useful in providing for specific aspects
of the material indexed to be analysed and brought together, for
example geographical and other proper names referred to,
foreign terms, chemicals and other commodities, numerical and
chronological data. There should not be more than one index for
any one aspect. The title of each index should clearly indicate its
contents and if necessary the function(s) should be explained in
notes at the beginning of each index; the first index should be
preceded by a note explaining the scheme as a whole. However,
too many separate indexes may confuse the reader.

6.1.5 Cross-references

Indexes should include appropriate cross-references from
synonymous, inverted or related terms (see 5.4).

7 Presentation

7.1 Introductory note

An index should be preceded by an introductory note,

explaining the indexing decisions which have been made. The
note should draw attention to any matter excluded from the
index, and to the system of alphabetization chosen. Abbreviations,
symbols, variant typography, etc., should also be explained (see
5.1.1.1, 5.1.3, 5.1.4, 5.3, 6.1, 6.2.1.2, 6.2.3.1, 7.24.3, 7.3.1).

7.2 Column and entry layout

7.2.1 Columns

It is usually more economical of space to arrange the entries in
two or more columns on the page, but this depends on the
average length of the entries. If subheadings are run on, the

columns should be wide enough for easy legibility.

7.2.2 Indention

Headings, subheadings and subsubheadings should be
progressively indented. Run-on continuations should be
indented sufficiently to avoid confusion with subheadings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on a new line for reasons
of clarity, though in long indexes this may be impracticable.

7.2.3.2 For clarity in very long, run-on indexes, subentries may
be grouped in paragraphs.

7.2.3.3 If an entry extends from one column to the top of the
next, the main heading and, if necessary, any subheading, should
be repeated with the word ‘continued’ (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually unnecessary between the last
word or symbol of a heading or subheading and the page or
other reference(s), but a comma may be used if confusion is
likely without it, eg: Vitamin B2, 76 (rather than Vitamin B2 76).

7.2.4.2 If run-on typography is used, subentries should be
separated from each other by semi-colons; if there are no
references directly after the main heading, the main heading
should be separated from the first subheading by a colon.

7.2.4.3 Punctuation marks may also be given special meanings;
these should be clearly explained in an introductory note; for
example, page references may be enclosed in square brackets to
indicate that there are illustrations on those pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and other variations are of great
value in helping to direct the reader’s attention to particular
references and to distinguish certain categories of items endexed
such as proper names, illustrations and maps, and titles or first
lines of works. The use of the variant forms should be explained.
Too much variety, however, may confuse the reader and defeat
its own object.

7.3.2 Capitals or lower-case letters to begin headings and
subheadings.

7.3.2.1 The initial word of a main heading may begin either with
a capital letter or (if not a proper name) with a lower-case letter;
whichever practice is adopted, it should be followed consistently
throughout the index.

7.3.2.2 In subheadings, the initial word (if not a proper name),
should begin with a lower-case letter.



6.1.2 Additional (implicit) information indexed

Indexes may supply information implicit (but not given) in the
text, such as full names, identifying dates, and names of
chemicals, provided that such additions serve only for clarification
and fall strictly within the scope and intent of the work indexed.

6.1.3 Design and construction

Indexes should be constructed according to a logical, balanced
and consistent pattern, easily recognizable by prospective users
in the field concerned. A note explaining the pattern and calling
attention to any necessary deviations should be supplied at the
beginning of the index and/or at major (subject) headings.

6.1.4 Single and multiple indexes

A single index containing proper names and common nouns in
one sequence is generally preferable in books on the humanities,
but books on science and technology often have separate
indexes of subjects and of authors cited. Periodicals frequently
have separate indexes of authors of articles, subjects, titles of
books reviewed, and advertisers.

Separate indexes may be useful in providing for specific aspects
of the material indexed to be analysed and brought together, for
example geographical and other proper names referred to,
foreign terms, chemicals and other commodities, numerical and
chronological data. There should not be more than one index for
any one aspect. The title of each index should clearly indicate its
contents and if necessary the function(s) should be explained in
notes at the beginning of each index; the first index should be
preceded by a note explaining the scheme as a whole. However,
too many separate indexes may confuse the reader.

6.1.5 Cross-references

Indexes should include appropriate cross-references from
synonymous, inverted or related terms (see 5.4).

7 Presentation

7.1 Introductory note

An index should be preceded by an introductory note,

explaining the indexing decisions which have been made. The
note should draw attention to any matter excluded from the
index, and to the system of alphabetization chosen. Abbreviations,
symbols, variant typography, etc., should also be explained (see
5.1.1.1, 5.1.3, 5.1.4, 53, 6.1, 6.2.1.2, 6.2.31, 7.24.3, 7.3.1).

7.2 Column and entry layout

7.2.1 Columns

It is usually more economical of space to arrange the entries in
two or more columns on the page, but this depends on the
average length of the entries. If subheadings are run on, the

columns should be wide enough for easy legibility.

7.2.2 Indention

Headings, subheadings and subsubheadings should be
progressively indented. Run-on continuations should be
indented sufficiently to avoid confusion with subheadings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on a new line for reasons
of clarity, though in long indexes this may be impracticable.

7.2.3.2 For clarity in very long, run-on indexes, subentries may
be grouped in paragraphs.

7.2.3.3 If an entry extends from one column to the top of the
next, the main heading and, if necessary, any subheading, should
be repeated with the word ‘continued’ (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually unnecessary between the last
word or symbol of a heading or subheading and the page or
other reference(s), but a comma may be used if confusion is
likely without it, eg: Vitamin B2, 76 (rather than Vitamin B2 76).

7.2.4.2 If run-on typography is used, subentries should be
separated from each other by semi-colons; if there are no
references directly after the main heading, the main heading
should be separated from the first subheading by a colon.

7.2.4.3 Punctuation marks may also be given special meanings;
these should be clearly explained in an introductory note; for
example, page references may be enclosed in square brackets to
indicate that there are illustrations on those pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and other variations are of great
value in helping to direct the reader’s attention to particular
references and to distinguish certain categories of items endexed
such as proper names, illustrations and maps, and titles or first
lines of works. The use of the variant forms should be explained.
Too much variety, however, may confuse the reader and defeat
its own object.

7.3.2 Capitals or lower-case letters to begin headings and
subheadings.

7.3.2.1 The initial word of a main heading may begin either with
a capital letter or (if not a proper name) with a lower-case letter;
whichever practice is adopted, it should be followed consistently
throughout the index.

7.3.2.2 In subheadings, the initial word (if not a proper name),
should begin with a lower-case letter.



6.1.2 Additional (implicit) information indexed

Indexes may supply information implicit (but not given) in the
text, such as full names, identifying dates, and names of
chemicals, provided that such additions serve only for clarification
and fall strictly within the scope and intent of the work indexed.

6.1.3 Design and construction

Indexes should be constructed according to a logical, balanced
and consistent pattern, easily recognizable by prospective users
in the field concerned. A note explaining the pattern and calling
attention to any necessary deviations should be supplied at the
beginning of the index and/or at major (subject) headings.

6.1.4 Single and multiple indexes

A single index containing proper names and common nouns in
one sequence is generally preferable in books on the humanities,
but books on science and technology often have separate
indexes of subjects and of authors cited. Periodicals frequently
have separate indexes of authors of articles, subjects, titles of
books reviewed, and advertisers.

Separate indexes may be useful in providing for specific aspects
of the material indexed to be analysed and brought together, for
example geographical and other proper names referred to,
foreign terms, chemicals and other commodities, numerical and
chronological data. There should not be more than one index for
any one aspect. The title of each index should clearly indicate its
contents and if necessary the function(s) should be explained in
notes at the beginning of each index; the first index should be
preceded by a note explaining the scheme as a whole. However,
too many separate indexes may confuse the reader.

6.1.5 Cross-references

Indexes should include appropriate cross-references from
synonymous, inverted or related terms (see 5.4).

7 Presentation

7.1 Introductory note

An index should be preceded by an introductory note,

explaining the indexing decisions which have been made. The
note should draw attention to any matter excluded from the
index, and to the system of alphabetization chosen. Abbreviations,
symbols, variant typography, etc., should also be explained (see
5.1.1.1, 5.1.3, 5.1.4, 5.3, 6.1, 6.2.1.2, 6.2.3.1, 7.24.3, 7.3.1).

7.2 Column and entry layout

7.21 Columns

It is usually more economical of space to arrange the entries in
two or more columns on the page, but this depends on the
average length of the entries. If subheadings are run on, the
columns should be wide enough for easy legibility.

7.2.2 Indention

Headings, subheadings and subsubheadings should be
progressively indented. Run-on continuations should be
indented sufficiently to avoid confusion with subheadings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on a new line for reasons
of clarity, though in long indexes this may be impracticable.

7.2.3.2 For clarity in very long, run-en indexes, subentries may
be grouped in paragraphs.

7.2.3.3 If an entry extends from one column to the top of the
next, the main heading and, if necessary, any subheading, should
be repeated with the word ‘continued’ (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually unnecessary between the last
word or symbol of a heading or subheading and the page or
other reference(s), but a comma may be used if confusion is
likely without it, eg: Vitamin B2, 76 (rather than Vitamin B2 76).

7.2.4.2 If run-on typography is used, subentries should be
separated from each other by semi-colons; if there are no
references directly after the main heading, the main heading
should be separated from the first subheading by a colon.

7.2.4.3 Punctuation marks may also be given special meanings;
these should be clearly explained in an introductory note; for
example, page references may be enclosed in square brackets to
indicate that there are illustrations on those pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and other variations are of great
value in helping to direct the reader’s attention to particular
references and to distinguish certain categories of items endexed
such as proper names, illustrations and maps, and titles or first
lines of works. The use of the variant forms should be explained.
Too much variety, however, may confuse the reader and defeat
its own object.

7.3.2 Capitals or lower-case letters to begin headings and
subheadings.

7.3.2.1 The initial word of a main heading may begin either with
a capital letter or (if not a proper name) with a lower-case letter;
whichever practice is adopted, it should be followed consistently
throughout the index.

7.3.2.2 In subheadings, the initial word (if not a proper name),
should begin with a lower-case letter.



6.1.2 Additional (implicit) information indexed

Indexes may supply information implicit (but not given) in the
text, such as full names, identifying dates, and names of
chemicals, provided that such additions serve only for clarification
and fall strictly within the scope and intent of the work indexed.

6.1.3 Design and construction

Indexes should be constructed according to a logical, balanced
and consistent pattern, easily recognizable by prospective users
in the field concerned. A note explaining the pattern and calling
attention to any necessary deviations should be supplied at the
beginning of the index and/or at major (subject) headings.

6.1.4 Single and multiple indexes

A single index containing proper names and common nouns in
one sequence is generally preferable in books on the humanities,
but books on science and technology often have separate
indexes of subjects and of authors cited. Periodicals frequently
have separate indexes of authors of articles, subjects, titles of
books reviewed, and advertisers.

Separate indexes may be useful in providing for specific aspects
of the material indexed to be analysed and brought together, for
example geographical and other proper names referred to,
foreign terms, chemicals and other commodities, numerical and
chronological data. There should not be more than one index for
any one aspect. The title of each index should clearly indicate its
contents and if necessary the function(s) should be explained in
notes at the beginning of each index; the first index should be
preceded by a note explaining the scheme as a whole. However,
too many separate indexes may confuse the reader.

6.1.5 Cross-references

Indexes should include appropriate cross-references from
synonymous, inverted or related terms (see 5.4).

7 Presentation

7.1 Introductory note

An index should be preceded by an introductory note,

explaining the indexing decisions which have been made. The
note should draw attention to any matter excluded from the
index, and to the system of alphabetization chosen. Abbreviations,
symbols, variant typography, etc., should also be explained (see
65.1.1.1, 5.1.3, 5.1.4, 5.3, 6.1, 6.2.1.2, 6.2.3.1, 7.24.3, 7.3.1).

7.2 Column and entry layout

7.21 Columns

It is usually more economical of space to arrange the entries in
two or more columns on the page, but this depends on the
average length of the entries. If subheadings are run on, the
columns should be wide enough for easy legibility.

7.2.2 Indention

Headings, subheadings and subsubheadings should be
progressively indented. Run-on continuations should be
indented sufficiently to avoid confusion with subheadings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on a new line for reasons
of clarity, though in long indexes this may be impracticable.

7.2.3.2 For clarity in very long, run-on indexes, subentries may
be grouped in paragraphs.

7.2.3.3 If an entry extends from one column to the top of the
next, the main heading and, if necessary, any subheading, should
be repeated with the word ‘continued’ (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually unnecessary between the last
word or symbol of a heading or subheading and the page or
other reference(s), but a comma may be used if confusion is
likely without it, eg: Vitamin B2, 76 (rather than Vitamin B2 76).

7.2.4.2 If run-on typography is used, subentries should be
separated from each other by semi-colons; if there are no
references directly after the main heading, the main heading
should be separated from the first subheading by a colon.

7.2.4.3 Punctuation marks may also be given special meanings;
these should be clearly explained in an introductory note; for
example, page references may be enclosed in square brackets to
indicate that there are illustrations on those pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and other variations are of great
value in helping to direct the reader’s attention to particular
references and to distinguish certain categories of items endexed
such as proper names, illustrations and maps, and titles or first
lines of works. The use of the variant forms should be explained.
Too much variety, however, may confuse the reader and defeat
its own object.

7.3.2 Capitals or lower-case letters to begin headings and
subheadings.

7.3.2.1 The initial word of a main heading may begin either with
a capital letter or (if not a proper name) with a lower-case letter;
whichever practice is adopted, it should be followed consistently
throughout the index.

7.3.2.2 In subheadings, the initial word (if not a proper name),
should begin with a lower-case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work indexed is conveniently
placed at the end of the publication, it may be convenient for it
to precede the text, for example in multivolume reference works
and in periodicals, or when it is very short. The number of the
page on which the index begins should be shown in the table of
contents.

7.4.2 Printing and pagination

Any index, whether appended to the work indexed or issued as a
separate publication, should be printed on consecutive pages
free from advertising or other extraneous matter.

The pagination of an appended index should continue that of the
text in a single sequence of arabic numerals, unless the index
precedes the text, when independent pagination (and roman
numerals) may be used.

7.4.3 Identification and bibliographic details

A separately published index should be preceded by bibliographic
details of the publication indexed. If the index is in the form of
loose leaves or cards, this information should be given at the

head or foot of every leaf or card. In particular, an index to a run
of a periodical should be preceded by a full statement of any
changes in the periodical’s title, including details of the issue
numbers and dates, especially if the number of issues in a year or



6.1.2.0 Additional (implicit) information indexed

Indexes may supply information implicit (but not given) in the
text, such as full names, identifying dates, and names of
chemicals, provided that such additions serve only for clarification
and fall strictly within the scope and intent of the work indexed.

6.1.3.0 Design and construction

Indexes should be constructed according to a logical, balanced
and consistent pattern, easily recognizable by prospective users
in the field concerned. A note explaining the pattern and calling
attention to any necessary deviations should be supplied at the
beginning of the index and/or at major (subject) headings.

6.1.4.0 Single and multiple indexes

A single index containing proper names and common nouns in
one sequence is generally preferable in books on the humanities,
but books on science and technology often have separate
indexes of subjects and of authors cited. Periodicals frequently
have separate indexes of authors of articles, subjects, titles of
books reviewed, and advertisers.

Separate indexes may be useful in providing for specific aspects
of the material indexed to be analysed and brought together, for
example geographical and other proper names referred to,
foreign terms, chemicals and other commodities, numerical and
chronological data. There should not be more than one index for
any one aspect. The title of each index should clearly indicate its
contents and if necessary the function(s) should be explained in
notes at the beginning of each index; the first index should be
preceded by a note explaining the scheme as a whole. However,
too many separate indexes may confuse the reader.

6.1.5.0 Cross-references

Indexes should include appropriate cross-references from
synonymous, inverted or related terms (see 5.4).

7.0.0.0 Presentation

7.1.0.0 Introductory note

An index should be preceded by an introductory note,

explaining the indexing decisions which have been made. The
note should draw attention to any matter excluded from the
index, and to the system of alphabetization chosen. Abbreviations,
symbols, variant typography, etc., should also be explained (see
51.1.1, 513, 5.14, 63, 6.1, 6.21.2, 6.2.3.1, 7.24.3, 7.3.1).

7.2.0.0 Column and entry layout

7.2.1.0 Columns

It is usually more economical of space to arrange the entries in
two or more columns on the page, but this depends on the
average length of the entries. If subheadings are run on, the
columns should be wide enough for easy legibility.

7.2.2.0 Indention

Headings, subheadings and subsubheadings should be
progressively indented. Run-on continuations should be
indented sufficiently to avoid confusion with subheadings.

7.2.3.0 Entry layout

7.2.3.1 Each subheading should begin on a new line for reasons
of clarity, though in long indexes this may be impracticable.

7.2.3.2 For clarity in very long, run-on indexes, subentries may
be grouped in paragraphs.
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7.2.3.3 If an entry extends from one column to the top of the
next, the main heading and, if necessary, any subheading, should
be repeated with the word ‘continued’ (or its abbreviation)
added in parentheses or in italics.

7.2.4.0 Punctuation

7.2.4.1 Punctuation is usually unnecessary between the last
word or symbol of a heading or subheading and the page or
other reference(s), but a comma may be used if confusion is
likely without it, eg: Vitamin B2, 76 (rather than Vitamin B2 76).

7.2.4.2 If run-on typography is used, subentries should be
separated from each other by semi-colons; if there are no
references directly after the main heading, the main heading
should be separated from the first subheading by a colon.

7.2.4.3 Punctuation marks may also be given special meanings;
these should be clearly explained in an introductory note; for
example, page references may be enclosed in square brackets to
indicate that there are illustrations on those pages.

7.3.0.0 Typography

7.3.1.0 Variations in the type

Bold type, italics, small capitals and other variations are of great
value in helping to direct the reader’s attention to particular
references and to distinguish certain categories of items endexed
such as proper names, illustrations and maps, and titles or first
lines of works. The use of the variant forms should be explained.
Too much variety, however, may confuse the reader and defeat
its own object.

7.3.2.0 Capitals or lower-case letters to begin headings and
subheadings.

7.3.2.1 The initial word of a main heading may begin either with
a capital letter or (if not a proper name) with a lower-case letter;
whichever practice is adopted, it should be followed consistently
throughout the index.

7.3.2.2 In subheadings, the initial word (if not a proper name),
should begin with a lower-case letter.

7.4.0.0 Printing and publishing

7.4.1.0 Position of the index

Although an index appended to the work indexed is conveniently
placed at the end of the publication, it may be convenient for it
to precede the text, for example in multivolume reference works
and in periodicals, or when it is very short. The number of the
page on which the index begins should be shown in the table of
contents.

7.4.2.0 Printing and pagination

Any index, whether appended to the work indexed or issued as a
separate publication, should be printed on consecutive pages
free from advertising or other extraneous matter.

The pagination of an appended index should continue that of the
text in a single sequence of arabic numerals, unless the index
precedes the text, when independent pagination (and roman
numerals) may be used.

7.4.3.0 Identification and bibliographic details

A separately published index should be preceded by bibliographic
details of the publication indexed. If the index is in the form of
loose leaves or cards, this information should be given at the

head or foot of every leaf or card. In particular, an index to a run
of a periodical should be preceded by a full statement of any
changes in the periodical’s title, including details of the issue
numbers and dates, especially if the number of issues in a year or



6.1.2 Additional (implicit) information indexed

Indexes may supply information implicit (but not given) in the
text, such as full names, identifying dates, and names of
chemicals, provided that such additions serve only for clarification
and fall strictly within the scope and intent of the work indexed.

6.1.3 Design and construction

Indexes should be constructed according to a logical, balanced
and consistent pattern, easily recognizable by prospective users
in the field concerned. A note explaining the pattern and calling
attention to any necessary deviations should be supplied at the
beginning of the index and/or at major (subject) headings.

6.1.4 Single and multiple indexes

A single index containing proper names and common nouns in
one sequence is generally preferable in books on the humanities,
but books on science and technology often have separate
indexes of subjects and of authors cited. Periodicals frequently
have separate indexes of authors of articles, subjects, titles of
books reviewed, and advertisers.

Separate indexes may be useful in providing for specific aspects
of the material indexed to be analysed and brought together, for
example geographical and other proper names referred to,
foreign terms, chemicals and other commodities, numerical and
chronological data. There should not be more than one index for
any one aspect. The title of each index should clearly indicate its
contents and if necessary the function(s) should be explained in
notes at the beginning of each index; the first index should be
preceded by a note explaining the scheme as a whole. However,
too many separate indexes may confuse the reader.

6.1.5 Cross-references

Indexes should include appropriate cross-references from
synonymous, inverted or related terms (see 5.4).

7 Presentation

71 Introductory note

An index should be preceded by an introductory note,

explaining the indexing decisions which have been made. The
note should draw attention to any matter excluded from the
index, and to the system of alphabetization chosen. Abbreviations,
symbols, variant typography, etc., should also be explained (see
5.1.1.1, 5.1.3, 5.1.4, 5.3, 6.1, 6.2.1.2, 6.2.3.1, 7.24.3, 7.3.1).

7.2 Column and entry layout

7.21 Columns

It is usually more economical of space to arrange the entries in
two or more columns on the page, but this depends on the
average length of the entries. If subheadings are run on, the
columns should be wide enough for easy legibility.

7.2.2

Headings, subheadings and subsubheadings should be
progressively indented. Run-on continuations should be
indented sufficiently to avoid confusion with subheadings.

Indention

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on a new line for reasons
of clarity, though in long indexes this may be impracticable.

7.2.3.2 For clarity in very long, run-on indexes, subentries may
be grouped in paragraphs.
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7.2.3.3 If an entry extends from one column to the top of the
next, the main heading and, if necessary, any subheading, should
be repeated with the word ‘continued’ (or its abbreviation)
added in parentheses or in italics.

7.2.4  Punctuation

7.2.4.1 Punctuation is usually unnecessary between the last
word or symbol of a heading or subheading and the page or
other reference(s), but a comma may be used if confusion is
likely without it, eg: Vitamin B2, 76 (rather than Vitamin B2 76).

7.2.4.2 If run-on typography is used, subentries should be
separated from each other by semi-colons; if there are no
references directly after the main heading, the main heading
should be separated from the first subheading by a colon.

7.2.4.3 Punctuation marks may also be given special meanings;
these should be clearly explained in an introductory note; for
example, page references may be enclosed in square brackets to
indicate that there are illustrations on those pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and other variations are of great
value in helping to direct the reader’s attention to particular
references and to distinguish certain categories of items endexed
such as proper names, illustrations and maps, and titles or first
lines of works. The use of the variant forms should be explained.
Too much variety, however, may confuse the reader and defeat
its own object.

7.3.2 Capitals or lower-case letters to begin headings and
subheadings.

7.3.2.1 The initial word of a main heading may begin either with
a capital letter or (if not a proper name) with a lower-case letter;
whichever practice is adopted, it should be followed consistently
throughout the index.

7.3.2.2 In subheadings, the initial word (if not a proper name),
should begin with a lower-case letter.

7.4 Printing and publishing

7.4.1 Position of the index

Although an index appended to the work indexed is conveniently
placed at the end of the publication, it may be convenient for it

to precede the text, for example in multivolume reference works
and in periodicals, or when it is very short. The number of the
page on which the index begins should be shown in the table of
contents.

7.4.2  Printing and pagination

Any index, whether appended to the work indexed or issued as a
separate publication, should be printed on consecutive pages
free from advertising or other extraneous matter.

The pagination of an appended index should continue that of the
text in a single sequence of arabic numerals, unless the index
precedes the text, when independent pagination (and roman
numerals) may be used.

7.4.3 Identification and bibliographic details

A separately published index should be preceded by bibliographic
details of the publication indexed. If the index is in the form of
loose leaves or cards, this information should be given at the

head or foot of every leaf or card. In particular, an index to a run
of a periodical should be preceded by a full statement of any
changes in the periodical’s title, including details of the issue
numbers and dates, especially if the number of issues in a year or



6.1.2 Additional (implicit) information indexed

Indexes may supply information implicit (but not given) in the
text, such as full names, identifying dates, and names of
chemicals, provided that such additions serve only for clarification
and fall strictly within the scope and intent of the work indexed.

6.1.3 Design and construction

Indexes should be constructed according to a logical, balanced
and consistent pattern, easily recognizable by prospective users
in the field concerned. A note explaining the pattern and calling
attention to any necessary deviations should be supplied at the
beginning of the index and/or at major (subject) headings.

6.1.4 Single and multiple indexes

A single index containing proper names and common nouns in
one sequence is generally preferable in books on the humanities,
but books on science and technology often have separate
indexes of subjects and of authors cited. Periodicals frequently
have separate indexes of authors of articles, subjects, titles of
books reviewed, and advertisers.

Separate indexes may be useful in providing for specific aspects
of the material indexed to be analysed and brought together, for
example geographical and other proper names referred to,
foreign terms, chemicals and other commodities, numerical and
chronological data. There should not be more than one index for
any one aspect. The title of each index should clearly indicate its
contents and if necessary the function(s) should be explained in
notes at the beginning of each index; the first index should be
preceded by a note explaining the scheme as a whole. However,
too many separate indexes may confuse the reader.

6.1.5 Cross-references

Indexes should include appropriate cross-references from
synonymous, inverted or related terms (see 5.4).

7 Presentation

71 Introductory note

An index should be preceded by an introductory note,

explaining the indexing decisions which have been made. The
note should draw attention to any matter excluded from the
index, and to the system of alphabetization chosen. Abbreviations,
symbols, variant typography, etc., should also be explained (see
5.1.1.1, 5.1.3, 5.1.4, 63, 6.1, 6.21.2, 6.2.3.1, 7.24.3, 7.3.1).

7.2 Column and entry layout

7.21 Columns

It is usually more economical of space to arrange the entries in
two or more columns on the page, but this depends on the
average length of the entries. If subheadings are run on, the
columns should be wide enough for easy legibility.

7.2.2 Indention

Headings, subheadings and subsubheadings should be
progressively indented. Run-on continuations should be
indented sufficiently to avoid confusion with subheadings.

7.23

7.2.3.1 Each subheading should begin on a new line for reasons
of clarity, though in long indexes this may be impracticable.

Entry layout

7.2.3.2 For clarity in very long, run-on indexes, subentries may
be grouped in paragraphs.
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7.2.3.3 If an entry extends from one column to the top of the
next, the main heading and, if necessary, any subheading, should
be repeated with the word ‘continued’ (or its abbreviation)
added in parentheses or in italics.

7.24  Punctuation

7.2.4.1 Punctuation is usually unnecessary between the last
word or symbol of a heading or subheading and the page or
other reference(s), but a comma may be used if confusion is
likely without it, eg: Vitamin B2, 76 (rather than Vitamin B2 76).

7.2.4.2 If run-on typography is used, subentries should be
separated from each other by semi-colons; if there are no
references directly after the main heading, the main heading
should be separated from the first subheading by a colon.

7.2.4.3 Punctuation marks may also be given special meanings;
these should be clearly explained in an introductory note; for
example, page references may be enclosed in square brackets to
indicate that there are illustrations on those pages.

7.3 Typography

7.3.1  Variations in the type

Bold type, italics, small capitals and other variations are of great
value in helping to direct the reader’s attention to particular
references and to distinguish certain categories of items endexed
such as proper names, illustrations and maps, and titles or first
lines of works. The use of the variant forms should be explained.
Too much variety, however, may confuse the reader and defeat
its own object.

7.3.2 Capitals or lower-case letters to begin headings and
subheadings.

7.3.2.1 The initial word of a main heading may begin either with
a capital letter or (if not a proper name) with a lower-case letter;
whichever practice is adopted, it should be followed consistently
throughout the index.

7.3.2.2 In subheadings, the initial word (if not a proper name),
should begin with a lower-case letter.

7.4 Printing and publishing

7.41

Although an index appended to the work indexed is conveniently
placed at the end of the publication, it may be convenient for it
to precede the text, for example in multivolume reference works
and in periodicals, or when it is very short. The number of the
page on which the index begins should be shown in the table of
contents.

Position of the index

7.4.2

Any index, whether appended to the work indexed or issued as a
separate publication, should be printed on consecutive pages
free from advertising or other extraneous matter.

The pagination of an appended index should continue that of the
text in a single sequence of arabic numerals, unless the index
precedes the text, when independent pagination (and roman
numerals) may be used.

Printing and pagination

7.4.3

A separately published index should be preceded by bibliographic
details of the publication indexed. If the index is in the form of
loose leaves or cards, this information should be given at the

head or foot of every leaf or card. In particular, an index to a run
of a periodical should be preceded by a full statement of any
changes in the periodical’s title, including details of the issue
numbers and dates, especially if the number of issues in a year or

Identification and bibliographic details



6.1.2 Additional (implicit) information indexed

Indexes may supply information implicit (but not given) in the
text, such as full names, identifying dates, and names of
chemicals, provided that such additions serve only for clarification
and fall strictly within the scope and intent of the work indexed.

6.1.3 Design and construction

Indexes should be constructed according to a logical, balanced
and consistent pattern, easily recognizable by prospective users
in the field concerned. A note explaining the pattern and calling
attention to any necessary deviations should be supplied at the
beginning of the index and/or at major (subject) headings.

6.1.4 Single and multiple indexes

A single index containing proper names and common nouns in
one sequence is generally preferable in books on the humanities,
but books on science and technology often have separate
indexes of subjects and of authors cited. Periodicals frequently
have separate indexes of authors of articles, subjects, titles of
books reviewed, and advertisers.

Separate indexes may be useful in providing for specific aspects
of the material indexed to be analysed and brought together, for
example geographical and other proper names referred to,
foreign terms, chemicals and other commodities, numerical and
chronological data. There should not be more than one index for
any one aspect. The title of each index should clearly indicate its
contents and if necessary the function(s) should be explained in
notes at the beginning of each index; the first index should be
preceded by a note explaining the scheme as a whole. However,
too many separate indexes may confuse the reader.

6.1.5 Cross-references

Indexes should include appropriate cross-references from
synonymous, inverted or related terms (see 5.4).

7 Presentation

71 Introductory note

An index should be preceded by an introductory note,

explaining the indexing decisions which have been made. The
note should draw attention to any matter excluded from the
index, and to the system of alphabetization chosen. Abbreviations,
symbols, variant typography, etc., should also be explained (see
5.1.1.1, 51.3, 614, 63, 6.1, 6.2.1.2, 6.2.3.1, 7.24.3, 7.3.1).

7.2 Column and entry layout

7.21 Columns

It is usually more economical of space to arrange the entries in
two or more columns on the page, but this depends on the
average length of the entries. If subheadings are run on, the
columns should be wide enough for easy legibility.

7.2.2 Indention

Headings, subheadings and subsubheadings should be
progressively indented. Run-on continuations should be
indented sufficiently to avoid confusion with subheadings.

1.23 Entry layout

7.2.3.1 Each subheading should begin on a new line for reasons
of clarity, though in long indexes this may be impracticable.

7.2.3.2 For clarity in very long, run-on indexes, subentries may
be grouped in paragraphs.
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7.2.3.3 If an entry extends from one column to the top of the
next, the main heading and, if necessary, any subheading, should
be repeated with the word ‘continued’ (or its abbreviation)
added in parentheses or in italics.

7.24 Punctuation

7.2.4.1 Punctuation is usually unnecessary between the last
word or symbol of a heading or subheading and the page or
other reference(s), but a comma may be used if confusion is
likely without it, eg: Vitamin B2, 76 (rather than Vitamin B2 76).

7.2.4.2 If run-on typography is used, subentries should be
separated from each other by semi-colons; if there are no
references directly after the main heading, the main heading
should be separated from the first subheading by a colon.

7.2.4.3 Punctuation marks may also be given special meanings;
these should be clearly explained in an introductory note; for
example, page references may be enclosed in square brackets to
indicate that there are illustrations on those pages.

7.3 Typography

7.3.1  Variations in the type

Bold type, italics, small capitals and other variations are of great
value in helping to direct the reader’s attention to particular
references and to distinguish certain categories of items endexed
such as proper names, illustrations and maps, and titles or first
lines of works. The use of the variant forms should be explained.
Too much variety, however, may confuse the reader and defeat
its own object.

7.3.2 Capitals or lower-case letters to begin headings and
subheadings

7.3.2.1 The initial word of a main heading may begin either with
a capital letter or (if not a proper name) with a lower-case letter;
whichever practice is adopted, it should be followed consistently
throughout the index.

7.3.2.2 In subheadings, the initial word (if not a proper name),
should begin with a lower-case letter.

7.4 Printing and publishing

7.41 Position of the index

Although an index appended to the work indexed is conveniently
placed at the end of the publication, it may be convenient for it
to precede the text, for example in multivolume reference works
and in periodicals, or when it is very short. The number of the
page on which the index begins should be shown in the table of
contents.

7.4.2 Printing and pagination

Any index, whether appended to the work indexed or issued as a
separate publication, should be printed on consecutive pages
free from advertising or other extraneous matter.

The pagination of an appended index should continue that of the
text in a single sequence of arabic numerals, unless the index
precedes the text, when independent pagination (and roman
numerals) may be used.

7.4.3 Identification and bibliographic details

A separately published index should be preceded by bibliographic
details of the publication indexed. If the index is in the form of
loose leaves or cards, this information should be given at the

head or foot of every leaf or card. In particular, an index to a run
of a periodical should be preceded by a full statement of any
changes in the periodical’s title, including details of the issue
numbers and dates, especially if the number of issues in a year or



6.1.2 Additional (implicit) information indexed

Indexes may supply information implicit (but not given) in the
text, such as full names, identifying dates, and names of
chemicals, provided that such additions serve only for clarification
and fall strictly within the scope and intent of the work indexed.

6.1.3 Design and construction

Indexes should be constructed according to a logical, balanced
and consistent pattern, easily recognizable by prospective users
in the field concerned. A note explaining the pattern and calling
attention to any necessary deviations should be supplied at the
beginning of the index and/or at major (subject) headings.

6.1.4 Single and muitiple indexes

A single index containing proper names and common nouns in
one sequence is generally preferable in books on the humanities,
but books on science and technology often have separate
indexes of subjects and of authors cited. Periodicals frequently
have separate indexes of authors of articles, subjects, titles of
books reviewed, and advertisers.

Separate indexes may be useful in providing for specific aspects
of the material indexed to be analysed and brought together, for
example geographical and other proper names referred to,
foreign terms, chemicals and other commodities, numerical and
chronological data. There should not be more than one index for
any one aspect. The title of each index should clearly indicate its
contents and if necessary the function(s) should be explained in
notes at the beginning of each index; the first index should be
preceded by a note explaining the scheme as a whole. However,
too many separate indexes may confuse the reader.

6.1.5 Cross-references

Indexes should include appropriate cross-references from
synonymous, inverted or related terms (see 5.4).

7 Presentation

71 Introductory note

An index should be preceded by an introductory note,

explaining the indexing decisions which have been made. The
note should draw attention to any matter excluded from the
index, and to the system of alphabetization chosen. Abbreviations,
symbols, variant typography, etc., should also be explained (see
5.1.1.1, 51.3, 5.1.4, 5.3, 6.1, 6.2.1.2, 6.2.3.1, 7.24.3, 7.3.1).

7.2 Column and entry layout

7.21 Columns

It is usually more economical of space to arrange the entries in
two or more columns on the page, but this depends on the
average length of the entries. If subheadings are run on, the
columns should be wide enough for easy legibility.

7.2.2 Indention

Headings, subheadings and subsubheadings should be
progressively indented. Run-on continuations should be
indented sufficiently to avoid confusion with subheadings.

7.2.3  Entry layout

7.2.3.1 Each subheading should begin on a new line for reasons
of clarity, though in long indexes this may be impracticable.

7.2.3.2 For clarity in very long, run-on indexes, subentries may
be grouped in paragraphs.
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7.2.3.3 If an entry extends from one column to the top of the
next, the main heading and, if necessary, any subheading, should
be repeated with the word ‘continued’ (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually unnecessary between the last
word or symbol of a heading or subheading and the page or
other reference(s), but a comma may be used if confusion is
likely without it, eg: Vitamin B2, 76 (rather than Vitamin B2 76).

7.2.4.2 If run-on typography is used, subentries should be
separated from each other by semi-colons; if there are no
references directly after the main heading, the main heading
should be separated from the first subheading by a colon.

7.2.4.3 Punctuation marks may also be given special meanings;
these should be clearly explained in an introductory note; for
example, page references may be enclosed in square brackets to
indicate that there are illustrations on those pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and other variations are of great
value in helping to direct the reader’s attention to particular
references and to distinguish certain categories of items endexed
such as proper names, illustrations and maps, and titles or first
lines of works. The use of the variant forms should be explained.
Too much variety, however, may confuse the reader and defeat
its own object.

7.3.2 Capitals or lower-case letters to begin headings and
subheadings

7.3.2.1 The initial word of a main heading may begin either with
a capital letter or {if not a proper name) with a lower-case letter;
whichever practice is adopted, it should be followed consistently
throughout the index.

7.3.2.2 In subheadings, the initial word (if not a proper name),
should begin with a lower-case letter.

7.4 Printing and publishing

7.4.1  Position of the index

Although an index appended to the work indexed is conveniently
placed at the end of the publication, it may be convenient for it
to precede the text, for example in multivolume reference works
and in periodicals, or when it is very short. The number of the
page on which the index begins should be shown in the table of
contents.

7.4.2 Printing and pagination

Any index, whether appended to the work indexed or issued as a
separate publication, should be printed on consecutive pages
free from advertising or other extraneous matter.

The pagination of an appended index should continue that of the
text in a single sequence of arabic numerals, unless the index
precedes the text, when independent pagination (and roman
numerals) may be used.

7.4.3 Identification and bibliographic details

A separately published index should be preceded by bibliographic
details of the publication indexed. If the index is in the form of
loose leaves or cards, this information should be given at the
head or foot of every leaf or card. In particular, an index to a run
of a periodical should be preceded by a full statement of any
changes in the periodical’s title, including details of the issue
numbers and dates, especially if the number of issues in a year or



6.1.2 Additional (implicit) information indexed

Indexes may supply information implicit (but not given) in the
text, such as full names, identifying dates, and names of
chemicals, provided that such additions serve only for clarification
and fall strictly within the scope and intent of the work indexed.

6.1.3 Designand construction

Indexes should be constructed according to a logical, balanced
and consistent pattern, easily recognizable by prospective users
in the field concerned. A note explaining the pattern and calling
attention to any necessary deviations should be supplied at the
beginning of the index and/or at major (subject) headings.

6.1.4 Single and multiple indexes

A single index containing proper names and common nouns in
one sequence is generally preferable in books on the humanities,
but books on science and technology often have separate
indexes of subjects and of authors cited. Periodicals frequently
have separate indexes of authors of articles, subjects, titles of
books reviewed, and advertisers.

Separate indexes may be useful in providing for specific aspects
of the material indexed to be analysed and brought together, for
example geographical and other proper names referred to,
foreign terms, chemicals and other commodities, numerical and
chronological data. There should not be more than one index for
any one aspect. The title of each index should clearly indicate its
contents and if necessary the function(s) should be explained in
notes at the beginning of each index; the first index should be
preceded by a note explaining the scheme as a whole. However,
too many separate indexes may confuse the reader.

6.1.5 Cross-references

Indexes should include appropriate cross-references from
synonymous, inverted or related terms (see 5.4).

7 PRESENTATION

71 Introductory Note

An index should be preceded by an introductory note,

explaining the indexing decisions which have been made. The
note should draw attention to any matter excluded from the
index, and to the system of alphabetization chosen. Abbreviations,
symbols, variant typography, etc., should also be explained (see
51.1.1, 5.1.3, 514, 53, 6.1, 6.2.1.2, 6.2.3.1, 7.24.3, 7.31).

7.2 Column and entry layout

7.21 Columns

It is usually more economical of space to arrange the entries in
two or more columns on the page, but this depends on the
average length of the entries. If subheadings are run on, the
columns should be wide enough for easy legibility.

7.2.2 Indention

Headings, subheadings and subsubheadings should be
progressively indented. Run-on continuations should be
indented sufficiently to avoid confusion with subheadings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on a new line for reasons
of clarity, though in long indexes this may be impracticable.

7.2.3.2 For clarity in very long, run-on indexes, subentries may
be grouped in paragraphs.
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7.2.3.3 If an entry extends from one column to the top of the
next, the main heading and, if necessary, any subheading, should
be repeated with the word ‘continued’ (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually unnecessary between the last
word or symbol of a heading or subheading and the page or
other reference(s), but a comma may be used if confusion is
likely without it, eg: Vitamin B2, 76 (rather than Vitamin B2 76).

7.2.4.2 |f run-on typography is used, subentries should be
separated from each other by semi-colons; it there are no
references directly after the main heading, the main heading
should be separated from the first subheading by a colon.

7.2.4.3 Punctuation marks may also be given special meanings;
these should be clearly explained in an introductory note; for
example, page references may be enclosed in square brackets to
indicate that there are illustrations on those pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and other variations are of great
value in helping to direct the reader’s attention to particular
references and to distinguish certain categories of items endexed
such as proper names, illustrations and maps, and titles or first
lines of works. The use of the variant forms should be explained.
Too much variety, however, may confuse the reader and defeat
its own object.

7.3.2 Capitals or lower-case letters to begin headings
and subheadings

7.3.2.1 The initial word of a main heading may begin either with
a capital letter or (if not a proper name) with a lower-case letter;
whichever practice is adopted, it should be followed consistently
throughout the index.

7.3.2.2 In subheadings, the initial word (if not a proper name),
should begin with a lower-case letter.

7.4 Printing and publishing

7.41 Position of the index

Although an index appended to the work indexed is conveniently
placed at the end of the publication, it may be convenient for it
to precede the text, for example in multivolume reference works
and in periodicals, or when it is very short. The number of the
page on which the index begins should be shown in the table of
contents.

7.4.2 Printing and pagination

Any index, whether appended to the work indexed or issued as a
separate publication, should be printed on consecutive pages
free from advertising or other extraneous matter.

The pagination of an appended index should continue that of the
text in a single sequence of arabic numerals, unless the index
precedes the text, when independent pagination (and roman
numerals) may be used.

7.4.3 Identification and bibliographic details

A separately published index should be preceded by bibliographic
details of the publication indexed. If the index is in the form of
loose leaves or cards, this information should be given at the

head or foot of every leaf or card. In particular, an index to a run
of a periodical should be preceded by a full statement of any
changes in the periodical’s title, including details of the issue
numbers and dates, especially if the number of issues in a year or



6.1.2 Additional (implicit) information indexed

Indexes may supply information implicit (but not given) in the
text, such as full names, identifying dates, and names of
chemicals, provided that such additions serve only for clarification
and fall strictly within the scope and intent of the work indexed.

6.1.3 Design and construction

Indexes should be constructed according to a logical, balanced
and consistent pattern, easily recognizable by prospective users
in the field concerned. A note explaining the pattern and calling
attention to any necessary deviations should be supplied at the
beginning of the index and/or at major (subject) headings.

6.1.4 Single and multiple indexes

A single index containing proper names and common nouns in
one sequence is generally preferable in books on the humanities,
but books on science and technology often have separate
indexes of subjects and of authors cited. Periodicals frequently
have separate indexes of authors of articles, subjects, titles of
books reviewed, and advertisers.

Separate indexes may be useful in providing for specific aspects
of the material indexed to be analysed and brought together, for
example geographical and other proper names referred to,
foreign terms, chemicals and other commodities, numerical and
chronological data. There should not be more than one index for
any one aspect. The title of each index should clearly indicate its
contents and if necessary the function(s) should be explained in
notes at the beginning of each index; the first index should be
preceded by a note explaining the scheme as a whole. However,
too many separate indexes may confuse the reader.

6.1.5 Cross-references

Indexes should include appropriate cross-references from
synonymous, inverted or related terms (see 5.4).

7 Presentation

71 Introductory Note

An index should be preceded by an introductory note,

explaining the indexing decisions which have been made. The
note should draw attention to any matter excluded from the
index, and to the system of alphabetization chosen. Abbreviations,
symbols, variant typography, etc., should also be explained (see
5.1.1.1, 5.1.3, 5.1.4, 653, 6.1, 6.2.1.2, 6.2.3.1, 7.24.3, 7.3.1).

7.2 Column and entry layout

7.21 Columns

It is usually more economical of space to arrange the entries in
two or more columns on the page, but this depends on the
average length of the entries. If subheadings are run on, the
columns should be wide enough for easy legibility.

7.2.2 Indention

Headings, subheadings and subsubheadings should be
progressively indented. Run-on continuations should be
indented sufficiently to avoid confusion with subheadings.

7.2.3 Entry layout

7.2.3.1 Each subheading should begin on a new line for reasons
of clarity, though in long indexes this may be impracticable.

7.2.3.2 For clarity in very long, run-on indexes, subentries may
be grouped in paragraphs.
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7.2.3.3 If an entry extends from one column to the top of the
next, the main heading and, if necessary, any subheading, should
be repeated with the word ‘continued’ (or its abbreviation)
added in parentheses or in italics.

7.2.4 Punctuation

7.2.4.1 Punctuation is usually unnecessary between the last
word or symbol of a heading or subheading and the page or
other reference(s), but a comma may be used if confusion is
likely without it, eg: Vitamin B2, 76 (rather than Vitamin B2 76).

7.2.4.2 If run-on typography is used, subentries should be
separated from each other by semi-colons; if there are no
references directly after the main heading, the main heading
should be separated from the first subheading by a colon.

7.2.4.3 Punctuation marks may also be given special meanings;
these should be clearly explained in an introductory note; for
example, page references may be enclosed in square brackets to
indicate that there are illustrations on those pages.

7.3 Typography

7.3.1 Variations in the type

Bold type, italics, small capitals and other variations are of great
value in helping to direct the reader’s attention to particular
references and to distinguish certain categories of items endexed
such as proper names, illustrations and maps, and titles or first
lines of works. The use of the variant forms should be explained.
Too much variety, however, may confuse the reader and defeat
its own object.

7.3.2 Capitals or lower-case letters to begin headings
and subheadings

7.3.2.1 The initial word of a main heading may begin either with
a capital letter or (if not a proper name) with a lower-case letter;
whichever practice is adopted, it should be followed consistently
throughout the index.

7.3.2.2 In subheadings, the initial word (if not a proper name),
should begin with a lower-case letter.

7.4 Printing and publishing

7.41 Position of the index

Although an index appended to the work indexed is conveniently
placed at the end of the publication, it may be convenient for it
to precede the text, for example in multivolume reference works
and in periodicals, or when it is very short. The number of the
page on which the index begins should be shown in the table of
contents.

7.4.2 Printing and pagination

Any index, whether appended to the work indexed or issued as a
separate publication, should be printed on consecutive pages
free from advertising or other extraneous matter.

The pagination of an appended index should continue that of the
text in a single sequence of arabic numerals, unless the index
precedes the text, when independent pagination (and roman
numerals) may be used.

7.4.3 Identification and bibliographic details

A separately published index should be preceded by bibliographic
details of the publication indexed. If the index is in the form of
loose leaves or cards, this information should be given at the

head or foot of every leaf or card. In particular, an index to a run
of a periodical should be preceded by a full statement of any
changes in the periodical’s title, including details of the issue
numbers and dates, especially if the number of issues in a year or



Key to the symbols used in the Guide

1°: Primary level of heading
eg 7 Presentation
2° : Secondary level of heading
eg 7.1 Introductory note
3°: Tertiary level of heading
eg 7.2.1 Colums
4° : Fourth level of information
eg 7.2.1.2 Each subheading...etc
P : Paragraph

'Vertical spacing' column: notation used

The figures on the left of broken vertical
lines indicate the units of space
allocated above the level of information
symbolised at the top of the line.

The figures on the right of the same
lines indicate the units of space
allocated below the level of information
symbolised at the top of the line.

1 2°
2| 1]
In the above example, read:
2x10pt lines white above primary level

1x10pt line white below primary level or
1x10pt line white above secondary level



Guide to Part II

Page Vertical spacing
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Typographic coding of headings Horizontal spacing
and numerals
1- 2- 3' ﬁ"
u+le utle u+le u+le s
medium medium medium medium
" " " " Indent paragraphs
" " L s Remove indent
" " " L "
bold " " " "
" " " L L
ex.bold bold . " "
" " " " by
" " " L "
n n L 1y Zeros introduced into
I'y 2° & 3 numbers
" n L L Zeros removed leaving
space + second axis
" " " ' Second line of 2-line
head ranged with first
" 1" italic L 2L
" 0" bold bold L
figs figs
CAPS utle utle . *
ex.bold ex.bold bold
u+le e " " "
10D/11pt
ex.bold

Errata corrige pages 15 & 16: in heading 7.1 the 'N' should be lowercase
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