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Format/Indexing Specifications

Before beginning any new indexing project, indexers need to have certain kinds of information in order to prevent production problems. Clients will sometimes have a style guide prepared, but it is not unusual for an indexer to be given instructions verbally or through e-mail. Here is a handy checklist you can use to make sure that all of the pertinent issues have been covered.. 

Please note that this list is designed for BOB (back-of-the-book) indexes. Though many of these issues will also apply to other types of indexing (i.e. database and embedded indexing) there are other considerations for those particular indexing niches which will not be addressed here.

1. Is the index format to be indented or run-in:

Indented Format:

main heading

              subheading, 3

              subheading, 5-7

                     subheading, 1, 8, 12


Run-in Format:


   main heading: subheading; 3; subheading, 5-7;

                         subheading, 1, 8, 12

There are more examples of different combinations of indented and run-in formats in Chicago 15th 18.25 to 18.28. 

2 How many subheading levels are there to be in the index? 

3 Stylistic issues such as :

A. Main heading to all be capitalized or only proper nouns to be capitalized?

B. How are page references to be formatted? Are they to be unsquashed (i.e. 110-112) or

    Chicago style (i.e. 110-12) or some other format?

C. What is the sorting order to be, word-by-word or letter-by-letter? Does the press have other 

     specific requirements related to sorting?

D. Will there be a letter heading or extra space between the alphabetic groups in the index? 

E. How is punctuation to be handled? For example: British or U.S. English spelling and punctuation? What will be the treatment of function words in main headings: are they to be ignored in the sort or inverted?

A Tale of Two Cities (Dickens) 

Tale of Two Cities, A (Dickens)

E. 
Are See and See also cross-references to be in italics or not? Capitalized or lower case? Where are the See also cross-references to be positioned? Using indented formatted indexes as an example, are they to follow the main heading like this:

main heading. See also another main heading

       
      subheading, 3

                    subheading, 5-7

       
      subheading, 1, 8, 12

or to follow the last subheading like this:

main heading

            
     subheading, 3

            
     subheading, 5-7

                    
     subheading, 1, 8, 12

                    
     See also another main heading

4. Is there limited space for the index? If so, how many pages are left in the signature for the index? Will the index be formatted in two columns or more? How many characters will each column be and how many lines in each column? And will the index be in an indented or run-in format?

5. Special instructions and/or coding:  Are there any special instructions (i.e. specific wording requirements, any other specific formatting requirement including coding) which the indexer should be made aware of before beginning this project? 

How are the diacritics to be inserted in the index? ASCII coding, Unicode, or does the client have some in-house substitution tables they require for diacritics? 

6. What is the fee structure for this project? Is the fee structure based on a per page, per entry, or hour basis? If by the page how is the page count determined? By the indexable page or by the total page count of the book including all front and back matter? If by the entry—is the entry defined by the main heading or subheading or by the number of locators? For example,

main heading, 5, 8, 15      Is this counted as one or three entries?

7. What to include in the index: How are author citations to be handled? Are the parenthetical citations to be included or excluded from the index? Are names to include spelled out first names or only first initials?

Are there any requirements regarding inclusion of citations from footnotes or endnotes? If so, this is outside the scope of the usual indexing work and so may require renegotiating the indexing fee.

Is the index to be a combined subject and name index? If not, what separate indexes are to be turned into the client? All names and authors; cited authors only; scripture; or any other specific type of index? Is there a specific format required for those indexes (i.e. scripture index) to be used in the index?

Is display material (i.e. photographs, illustrated figures, tables) to be indicated in the index? If so, are there specific requirements for how this is to be done? For example, are illustrated figures to be indicated using fig or by placing the locator in italics?

8. How will the page proofs be delivered? Page proofs via overnight delivery, PDF sent by e-mail attachment or accessed on client’s FTP site?

9. Is there a preferred format for the delivered index file? Is a Word file or .RTF file preferred? Is there a special template or coding to be inserted into the final index file delivered to client?  

10. And last of all, are there any special considerations or information which the indexer should be made aware of in order to turn in a usable index?

