Index Style Guide

It is essential that the client and the indexer communicate clearly as to the desired format of the index. While there are standard formats and practices, I will be able to produce an index meeting your specific preferences. Below are some of the questions you as the client should consider for your particular index.

What basic style should be followed?

__Chicago Manual of Style    ​​​__previous edition of the book 

 __client house style   __representative client publication    __other:______

What types of indexes are to be created?

__subject  __author  __subject and author combined  __key word

__other:__________

What is the desired format?
__indented    __run-in    __hybrid

In what form should the index be sent?

__.rtf       __.doc    __other:___________

How should sections in the index be divided?

__alpha letter      __line spaces-indicate here:__________

How should entries beginning with symbols or numbers be positioned in the  index?

__at the beginning of the index      __as if they were spelled out

How should main level heads be presented?

__lower case except for proper names       __first word capitalized

What alphabetization scheme should be followed?

__letter by letter   __word by word   ___ignore prepositions in sort  

__ignore conjunctions sort   __ignore both prepositions and conjunctions

__chronological, not alphabetical

How many levels in the index?

__main plus one subheading level   __main plus two subheading levels

__other:___________

Is an index header note required for unique formats (e.g., f for figures and t for tables) in the index?

__yes    __no

How should locators (page numbers) be presented?

__full   __abbreviated—Chicago, Hart, or other?_____________

punctuation between ranges:    __hyphen  __en dash

boldface for main discussion:   __yes  __no

punctuation before page numbers:   __colon  __comma  __other:________

How dense (average number of entries per indexable page) should the index be?

__light(1-3)   __average(3-5)   __detailed(6-9)   __exhaustive(10-15 or more)

How should cross-references be presented?

punctuation style:

__. See / . See also      __(see) / (see also)    __ ​​(See) / (See also)     __other:___________

position in an entry:

__immediately after main entry     __as first subheading

__as last subheading     __after a particular subheading as applicable

Should general cross-references be used (e.g., see also under specific regulations)?

__yes           __no

If multiple cross-references for an entry, what punctuation is used to separate the entries?

__semicolon      __comma      __other:_________

double posting in lieu of cross-references

__yes         __no

Is front matter or back matter indexable?  If yes, please specify indexable elements.

_____________________________________________________________
