CONTENTS

Preface to the Second Edition 7/ IX

List of Tables 7/ Xxi

List of Figures 7/  Xlii

Definitions 7/ Xxv

Abbreviations for Standards and Rules / XIX
Classified List of Sections 7/ XX
Introduction to the First Edition 7/ xxil

Abbreviations / 1

Adjectives / 5

Adverbs / 6

Alphanumeric Arrangement / 6

Ampersand / 22

And / 24

Anonymous Persons / 28

Apostrophes / 29

Appendixes / 30

Author-Publisher-Indexer Relationships 7/ 31
Automatic Indexing / 41

Bad Breaks / 53

Bad Indexes: A Baker's Dozen of Common Mistakes / 54
Bibliographies at Ends of Books or Chapters / 56
Bibliographies in Book Form / 57



Vi CONTENTS

Biographies / 59
Capitalization / 61
Chapter Headings 7/ 63
Chronological Order / 65
Classified Order / 70
Compound Headings 7/ 72
(Continued) Lines / 82
The Continuum of Verbal Texts 7/ 84
Contracts / 90

Cookbooks 7/ 94
Copyright / 97

Corporate Names / 102
Costing / 108
Cross-References / 122
Cumulative Indexes 7/ 134
Depth of Indexing / 137
Diacritics / 138

Display of Subheadings / 141
Double Entries / 151
Editing: The 21 Steps / 155
Equipment / 168

Errors / 174

Exhaustivity / 175

Fiction / 181

Footnotes / 183

Greek Script / 186
Grouped Order / 188
Homographs / 189
Hyphenation 7/ 195
lllustrations / 196

Index: The Word, Its History and Meanings / 199
Indexable Matter / 210




CONTENTS VI

Indexing Languages: Natural and Controlled 7/ 214
The Indexing Process / 217

Indexing Techniques 7/ 231
Initial Articles / 237
Introductory Notes / 244
Italics / 246

Keywords / 248

Latin Terms / 253

Lead Terms / 257

Legal Texts / 258

Length of an Index / 268
L etters and Diaries 7/ 274
Locators / 276

Loose-Leaf Publications 7/ 292
Mac / 294

Maps / 298

Medical Texts 7/ 299
Multiple Indexes / 314
Narrative Indexes / 317
Newspapers / 322
Nonalphabetical Order / 330
Nonprint Materials / 332
Numerals 7/ 343
Periodicals 7/ 347

Personal Names / 354
Phrases / 377

Place Names / 378

Poetry / 386

Prepositions /387
Professional Indexing / 392
°roofreading / 400
Punctuation / 407




Viii CONTENTS

Qualifiers 7/ 413

Reference Works 7/ 416

Revision of Indexes / 418
Romanization 7/ 421

Singular or Plural? / 429
Societies of Indexers / 432
Specificity / 439

Spelling / 442

Standards / 446

String Indexes 7/ 451

Symbols 7/ 455

Tables / 463

Technical Manuals and Reports 7/ 465
Thesaurt / 472

Titles / 480

Training In Indexing / 484
Typography / 485

Users of Indexes / 500

Zen and the Art of Indexing / 502

Bibliography / 505
Index / 525



