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Indexing Guide for Typeset Books

The purpose of an index is to help the reader find every meaningful statement made in a book. A good indexer keeps in mind the two parts of this definition: only entries germane to the book’s topic should be included in the index, and these entries must be arranged in a way that readers will find helpful.


This guide is intended to provide a brief outline of the indexing process. For more information, especially on specific questions of arranging and alphabetizing entries, please consult chapter 18 of the Chicago Manual of Style, 15th ed.

When indexing a book:


To begin. If you are not the author of the work, begin by skimming through the text to familiarize yourself with the author’s style, the arrangement of topics in the text, and any special terminology. This will save you the delay and frustration of false starts and help you to index more clearly.


Assembling your entries. Gather the index entries, using whatever system is most effective for you. The most common methods are marking entries on the proof pages, writing entries on index cards, or using a computer to organize your entries. (Authors often think that indexing can be done by the computer when their manuscript is on disk. This is not true; computers can only search for keywords, not concepts, and are a poor replacement for a human indexer.) Whatever you do, make certain your page references are accurate! An index entry that does not match the text will be impossible to fix later and will have to be deleted.

· Choose your entries carefully, with an eye for the depth appropriate to the work. Do not index the first dozen pages to death, exhaust yourself, and run only a cursory eye over the rest of the text. Describe each entry with a word or two to help you categorize your topics under subheadings later. Think: How would a reader look for a subject?

· Remember that some parts of the text should not be indexed. For example, the only sections of front matter that need to be indexed are the preface or foreword (if they have substantive material about the book’s topic) and the introduction. Notes may be indexed if they contain additional information, but simple source citations are not usually indexed for either subject or author.

· When you have finished your list of index entries, go through the text one more time to catch accidental omissions and to index those things that turned out to be more important than you had originally thought.


Compiling the index. Now compile your list of entries. This task involves grouping entries by topic, determining subentries, supplying appropriate cross-references, choosing terminology, and alphabetizing your entries.

· You should create subheadings for any entry that has so many page references that a reader might have trouble finding a particular topic in the text (some style manuals advise using subentries if there are more than six page references). But do not use so many overly specific subentries that each has only one page reference; this can be just as inconvenient as having to search through an overly long list of page references. And remember, subentries must relate logically to their heading.

· Cross-references (See and See also) guide readers through your organizational decisions. Use them to avoid placing the same information under many different headings. Make certain that your cross-references are meaningful. See should always take the reader to a substantive entry, not to another cross-reference. See also must lead to additional information, not just the same page references under a different heading.

· Alphabetize letter-by-letter as opposed to word-by-word. Contact your production editor if this causes problems.

· Alphabetize your index carefully. Each main entry should be alphabetized under the most important word (for example, “irrigation, ancient use of” and “Jefferson, Thomas” are in correct order). Subentries should be alphabetized under the main entry by their first main word (for instance, under the main entry “United States” the following subentries would appear in this order: “foreign policy of,” “and Russia,” and “unemployment in”).


Compile your index on a computer and submit it to your production editor as an e-mail attachment. It should be double-spaced, in a single column, with subentries on separate lines (do not type it in two columns; our typesetter will do that.) Proofread it very carefully; if possible, have a colleague proof it too—a fresh set of eyes always helps.

Please note:

· Capitalize only proper names.

· Put commas after the entry before listing page references.

· Do not put a period or any other punctuation at the end of an entry.

· Set semicolons after page ranges of the main entry or a subentry when another subentry follows.

· Set a colon when a subentry follows a main entry that has no page ranges.

· Page ranges should be truncated as follows: 1–5, 43–44, 100–102, 106–7, 131–38.

· When indexing titles, do not invert articles. For example it would be The Natural rather than Natural, The. However, the entry is alphabetized by the first word following the article.

· When indexing a note, type the page number, the abbreviation “n,” and the note number—without spaces or punctuation: 175n5. This is our house style. A series of notes on a page is listed in this form: 175nn5–8.
· When indexing a figure (i.e., table, chart, etc.), italicize the page numbers.

· See directs the reader from alternate headings to the entry you have chosen to index. See also takes a reader from one substantive entry to another with additional related material.

The following sample shows how your finished index should look.

Index

AAAS. See American Association for the Advancement of Science

aboriginals. See Indians

Agee, James K., 111, 113, 200–203

Alaska, 63;


gold rush in, 90, 102–6

Alaska cedar (Chamaecyparis nootkatensis), 36–38

allochthonous carbon, 112, 142n5

Alpine Lakes Wilderness Area, 153–54, 158;


hearings on the, 179–84

American Association for the Advancement of Science (AAAS), 8, 135

American bald eagle, 3, 108

Ashland, Oregon, 77, 78, 134
Ashland reserve, 134, 197–201

Baker’s Prairie, Quinault Indian use of, 52

bald eagle. See American bald eagle

benefits and costs:


attitudes of environmentalists toward, 1, 3–5;


maximizing the difference of, 1, 228.


See also cost-benefit analysis

Billings, Martha E., 179, 181nn5–7
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