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CHAPTER 1

The parts of a book

1.1 General principles

A book usually consists of three sections: preliminary matter (also
called prelims or front matter), the main text, aiid end matter  All books
have some kind of prelims, all have a text, andiftost workst non-fiction
have end matter. The prelims and end matter usually contain a number
of items or sections, subject to a given order and e conventions that
control their presentation.

In discussing the parts of a printedbook the “llowing terms are used:

spread or double-page spread=—the'p=i= o1 pages (left-hand and
right-hand) exposed when the.book 1s-0opened at random; the term
opening is also used. The term are sometimes distinguished, with a
‘spread’ being a pair of page. that are designed as an entity, for
example in a highly illdst#ated vook, and an ‘opening’ being any
pair of facing pages.

recto—the right-katd page of a spread: a recto always has an odd
page number.

verso—th< lctanand page of a spread: a verso always has an even
page némibhes

The recio-is\regarded as the ‘more important’ of the two pages of a
spread. The main text always begins on a recto, and in a book divided
intopasts (Part I, Part I1, etc.) a new part begins on a fresh recto, even
though the preceding page may be blank. The design of a book may
require that a new chapter begin on a fresh recto. The main items or
sections in the prelims customarily begin on a fresh recto.

Readers of ebooks and other nonprint materials are often able to
adjust the display of text to their preferences, and consequently the
concepts of double-page spreads, rectos, and versos are not as mean-
ingful in digital contexts. Publishers and authors need to consider
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carefully how material that depends on highly designed spreads in
print will transfer to nonprint publication.

1.2 Preliminary matter

1.2.1 Constituents

Preliminary matter is any material that precedes the ntain text of the
book. Preliminary pages are usually numbered¥with lower-case
Roman numerals (rather than Arabic numerals)/so that any late
changes to the content or extent of the prelims ‘will not aii=ct the
pagination of the main text. Page numbers (ealled folids) are not
shown on every page of the prelims, though every page hasits number
(see also 1.5.1).

Prelims will always include some, and maysnclude ail, of the following
items or sections, usually (but not always) in tixis order:

half-title page

half-title verso

frontispiece

title page

title page verso

dedication

foreword

preface

acknowledgements

contents

lists of illustrations,uigures, and maps

list of tables

tables of cases.anudegislation (law books)

list of abureviations

list of conteibutors

note to thedeader

epigraph
Some but not all of these sections have headings in print, which are
usually set to the same design as chapter headings. To facilitate navi-
gation, digital or online versions may differ from print in having items
in a different order (moving copyright information to the back, for
example), or may include headings such as Dedication that don’t trad-
itionally appear in print.
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Besides prelims and end matter, a hardback (or case-bound) book may
have endpapers at both ends of the book, often of slightly stronger
paper than the text; endpapers consist of a single sheet, half of it pasted
to the inside of the case and half forming a flyleaf or blank page at the
beginning or end of the book. Figures, maps, or other illustrations are
sometimes printed on the endpapers; any that are essential should be
repeated within the text, because endpapers may«~be(obscured or
removed altogether in library copies of the book or when it is published
in paperback or as a digital edition.

1.2.2 Half-title

The half-title page is the first page (p. i) of the"book (afics a flyleaf, if
any) and thus falls on a recto. It contain$sthe main t'tle ‘and only the
main title, of the book (or the title of the.yelume i the work is in more
than one volume).

Not all books now have a half-titlerand'it r12; sometimes be dispensed
with as a space-saving measure,(see 18).

1.2.3 Half-title verso

The verso of the half-title page (n. i1) is often blank, though it may carry
announcements from thé.puotlisher such as a list of other books in the
series to which the volumy belongs, or a list of other works by the same
author. Sometimes.it will be given over to a frontispiece (see below).
The half-title veisc<falls opposite the title page and may be incorp-
orated into a special design for this important spread.

1.2.4 Fyortispiece

A frontigpiece is an illustration that, in print, faces the title page, an
important position that is justified by the significance or representative
confeént'of the image. In a biography a frontispiece is usually a portrait
of the subject, in a work of history it might be a map or a facsimile of
a document, and so on.

If the book has integrated illustrations (see 16.1.1), the frontispiece is
likely to be printed on text paper like all the other illustrations. If the
book has plates, the frontispiece, like other pictures, will usually be
printed on glossy art paper; in this case the frontispiece will appear on
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the verso of a single leaf tipped in (that is, inserted and pasted) between
the half-title verso and the title page. Note that tipping-in is a costly
process and is best avoided if possible.

Like any illustration, a frontispiece will generally be identified by a
caption, which may be printed beneath the image or close by{at the foot
of the title page verso, for example). The frontispiece is, exeeptionally,
listed on the contents page (see 1.2.11 below).

As a frontispiece may not always be reproduced in all §itbsequent edi-
tions of a book (a paperback edition, for example), the author should
avoid referring to it in the text.

1.2.5 Title page
The title page (p. iii) presents at least the following details:

* the complete title and subtitle of the work
* a volume number, if any

+ the name of the author or editor

* the publisher’s name (called the forpirat).

It may also include other, similtar, 1 formation: for example a series title;
the names of other people vl ved 1n the book’s preparation, such as
a translator or an illusttato.: tne place of publication or the cities in
which the publisher has ctiices; the publisher’s logo or colophon (device
or emblem); and the aave of publication.

The roles of pecplerother than the author are defined by an intro-
ductory phrase, gfch as:

Selected atid,edited by

Translated-by
With illustrations by

1.2.6 Title page verso

The title page verso (p. iv, also, variously, called the copyright, biblio, or
imprint page) contains the essential printing and publication history of
the work. It presents at least the following details:

* publisher’s imprint

* date of publication
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publishing history

copyright line

copyright notice(s)

assertion of moral rights

limitations on sales

cataloguing in publication data

» ISBN

statements concerning performing rights

printer’s name and location.

Publisher’s imprint
The imprint consists of:

* the publisher’s name (or the name/of a sutdivision of the company
if this bears a separate name)

* the publisher’s full registeredposta? adidress
* the place of publication.

It may also include the names ¢ associated companies or offices, and
the cities in which they=are.'Goated.

Date of publication

The date of publication is given on the title page verso, whether or not
it appears on-the title page. For the first edition of a work the date of
publication 1yUsually the same as the copyright date (see below).

Publishi:g-history
The publishing history of the book includes:

« geference to simultaneous co-publications of the work (with the
narhe and location of the co-publishers)

 a description of the current version of the work (for example its
edition number, if other than the first, or its status as a reprint)

« the sequence of editions, reprints, and publication in different
bindings that has preceded the current version of the work, each of
which is dated.
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An edition is a version of a book at its first publication and at every
following publication for which more than minor changes are made: a
book goes into a new edition when it is revised, enlarged, abridged,
published in a new format, or published in a different binding. A new
edition requires a new ISBN (see below).

A reprint or impression is a republication of a book for whieh'no cor-
rections or only minor corrections are made. The publishing history
usually distinguishes between these two states, describing them as
‘reprinted’ and ‘reprinted with corrections’. The publishing history
usually details the issuing of multiple reprints in a sifigle year: Reprinted
2004 (twice).

Copyright line
To qualify for protection under the Universal=Copyrigiht- Convention,
and for reasons of best practice, copyright ®wnershtp ina work must be
stated in a particular form, giving the.cOpyright hoider’s name and the
year of first publication, preceded bythe'caryrignt symbol:

© Ann Jones 2014

A work may have multiple copyrighi-.olders, such as co-authors, an
illustrator, a translator, or the ¢ontcicutor of an introduction; the rights
of each of them must be separa‘ely ctated.

Copyright may be held by th? pablisher rather than by the creator(s) of
the work, who in this cascwill have assigned the rights permanently,
rather than have licensad them to the publisher.

For guidelines ox copyright see Chapter 20.

Copyright iiaiice[s)

Many publishers include one or more copyright notices in their books,
explicitly reserving certain rights in the work. Such notices relate to
reprodaction, electronic storage, transmission in other forms, and
rebinding. An example may be seen on the title page verso of this book.

Assertion of moral rights

Under the UK’s Copyright Act 1988 certain ‘moral rights’ in the work
are enjoyed by its creator. Of these the right of paternity (the right to
be identified as the author of the work) does not exist unless the author
has explicitly asserted it. The assertion of this right, or of the author’s
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moral rights in general, is recorded on the title page verso in a form
such as:
The author’s moral rights have been asserted

For an explanation of moral rights see Chapter 20.2.4.

Cataloguing in publication (CIP) data

Some national libraries, notably the British Library and, the Library of
Congress, compile catalogue records of new books before their publi-
cation. Publishers may include such records in fulllon the title page
verso of the book, or may simply note that they ave available. CIP data
may not be altered in any way, even if it contains errors, without the
written permission of the issuing library.

The CIP data is usually the means of stating the ISBN (International
Standard Book Number), because thisgmmiber is =sszntial to the cata-
logue record. If CIP data is not repréduced in fuil the ISBN must be
included elsewhere on the title pagéwerso. The ISBN uniquely identifies
the book in the particular edition(toywhich.it’is attached. A new ISBN
is needed for every new editionfofsth® hook, including reissue in a dif-
ferent binding and ebook editionz “Each volume of a multi-volume
work usually has its own ISBM,:a:'may the set as a whole, though in
some cases (notably where'ti'e.vclumes are not separately available for
sale) a single number/May™* e used for the whole set. The previous ten-
digit ISBNs were replacau by thirteen-digit ISBNs in 2007; during the
transition perioc, bl were included.

A serial publicat:on, such as a journal, magazine, or yearbook, has an
ISSN (Internat’onal Standard Serial Number), which is the same for all
issues of e work.

The CIF data will often be accompanied by an indication of what

impressioh/a particular book represents. This may be a single number,

or arSeries of numbers, the lowest number of which is that of the current

impression. So the following line denotes a second impression:
1098765432

Performing rights agencies

The public performance of dramatic and musical works is generally
controlled on behalf of copyright holders by agents whom they
empower to license performing rights. A clause stating that the right to
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perform the work is restricted, and giving the name and address of the
agent to whom application must be made for permission to mount a
performance, usually appears on the title page verso of printed plays
and music.

Printer’s name and location

The printer’s name and location must be included on-the(title page
Verso.

Other information

The title page verso may present further informatien‘about the beok as
a publication. Typical elements include detailszofithe design and pro-
duction of the book, including the name and, size*of the typeface used
and the name and location of the typesetting firm.

1.2.7 Dedication

The dedication is a highly personal expressior or-he part of the author.
The publisher usually accepts its wording at.a content unchanged, and
its design is usually subject to the avthor’s approval when that of the
rest of the book is not. Wheneye:r vossible the dedication falls on a
recto (usually p. v), but if, forreascss of space, it must be relocated to
a verso, one must be chesen-tiat gives it sufficient prominence (for
example the last verso preceaing the first page of the text).

1.2.8 Foreword

The foreword 5 axiecommendation of the work written by someone
other than tn¢ suthor. He or she is usually named at the end of the
piece, or 11..its tifle, and in the contents list. The distinction between the
foreword and the preface (see below) should be noted and the correct
title given(to-€ach of these sections of the front matter. The foreword
usually begins on a fresh recto.

1.2.9 Preface

The preface is the section where the author sets out the purpose, scope,
and content of the book. In the absence of a full acknowledgements
section, the author may include in the preface brief thanks to col-
leagues, advisers, or others who have helped in the creation of the work.
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In a multi-author work the preface may be written by the work’s
editor (Editor’s preface). All works in a series may contain the same
preface by the series editor (Series editor’s preface), which precedes
the preface by the author of each work. Successive editions of a
work may have their own prefaces, each of which is appropriately
titled (for example Preface to the second edition). 1If Ong or more
earlier prefaces are reprinted in a new edition, they follow, in reverse
numerical order, the preface belonging to that new' edition; for
example:

Preface to the paperback edition

Preface to the second edition

Preface to the first edition

The preface usually begins on a fresh recto, as do cach of multiple
prefaces unless reasons of economy dictate otherwice.

1.2.10 Acknowledgements

Acknowledgements (or, in US spelling < cZnowledgments) are of two
types: those recognizing the ideds, asfistarce, support, or inspiration of
those who have helped the author v create the work; and those listing
the copyright holders in matsrie1 (such as quotations and extracts)
reproduced in the book. The firsc type may, if those acknowledged are
few, be included in th¢ praface (see above). The second type relate to the
legal requirement to w=wnowledge the sources of reproduced material
and in many casee.tp gain permission from copyright holders or their
licensees for its v8¢, and as such the wording printed should be exactly
as required. oy tae copyright holder, even if this is inconsistent with
style used,clsewhere in the book. (For guidelines on copyright see
Chapter 20

It is best to) separate the two types of acknowledgement. The author’s
persoial thanks follow the preface and are called simply ‘Acknowledge-
ménts’. The names of those who hold copyright in verbal material
(such as epigraphs or quotations) are listed in a separate section headed
‘Copyright acknowledgements’, which can appear either in the prelims
or in the end matter. Acknowledgement lines for figures, tables, and
similar illustrations reproduced in the text are best listed alongside the
illustration’s caption rather than on a separate page, unless otherwise
specified by the copyright holder.
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1.2.11 Contents

The list of contents (headed Contents) always falls on a recto. It records
the title and initial page number of every titled section that follows it in
the prelims, part titles, chapter titles, and all sections in the end matter,
including the index. It usually includes reference to the frontispiece if
one is present (see 1.2.4). lists in the prelims are referred to on the con-
tents page as List of Illustrations, List of Abbreviations, ‘etc., even
though their own headings are best formulated simply assllustrations,
Abbreviations, etc.

Part titles, preceded by the word Part and a numbér are listed in full,
and a page number is given unless it is that of the\following clienter in
the part. The word Chapter may, but need not, appear bciore the
number and title of each chapter, though if it'is,used in tae ‘st of con-
tents it should also appear at the head of gach chapter in thetext. It is
customary to use upper-case Roman nuinerals fa: part numbers (see
1.3.3) and Arabic numerals for chaptésnumbeis ‘see 1.3.4).

In complex works, such as textbooksyheadinzs within chapters may be
included on the contents page or gvenas « subsidiary table of contents
at the start of each chapter. In a=mu(ti- author volume authors’ names
as well as chapter titles are given i the contents list.

The wording, punctuation, =avi-alization, use of italics, and form of
authors’ names in the cerigats list must match the headings as they
appear in the text itscif. No full point is needed at the end of any
heading, nor are leaasr dots wanted between titles and page references.
The numerals onthecontents page at the editing stage will be those of
the script, or‘dysmies’ such as xxx or 000; on hard copy they should
be circled «cagzdicate that they are not to be printed; in electronic files
they can be omitted as they will be inserted automatically by the pub-
lishing software, along with the table of contents (so it may not be
necessary for an editor to compile one—check with the client). At page-
proof stage the typesetter should have inserted the correct page refer-
ences, but they must be checked by the proofreader.

The first volume of a multi-volume work published simultaneously or
at short intervals should contain a contents list and list of illustrations
(if relevant) for the entire set. Each subsequent volume needs lists only
for that volume.
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1.2.12 Lists of illustrations, figures, and maps

Illustrations numbered sequentially through the work are presented in
a single list. Different types of illustrative material, numbered in sep-
arate sequences, are presented in separate lists, usually in the order illus-
trations, figures, maps.

Such a list consists of the captions, which may be shortehed if they are
discursive, and the sources or locations of the illustrafive material
where relevant. As with the contents, the correct page,iumbers for all
illustrative material that is integrated with the textthough not those of
plates in a separate section) may need to be insérted at page-proof
stage, if not done automatically by the publishiig software.

1.2.13 List of tables

A list of tables is useful only when the fwork-contains many tables
of particular interest. The list gives.the tahle ticadings, shortened if
necessary, and page numbers; sources, appear in the text beneath each
table.

Tables of cases and legislation

In most law books the judgn.en:s referred to in the text are listed,
usually alphabetically by -@irfiificant name, with the corresponding
pagination or section nuhuer. The table may be subdivided according
to jurisdiction, espectally if there is a large number of cases. Inter-
national cases mey-h® tisted by country.

Tables of legislagon are ordered in a similar way but may be listed
either alplabtcally or chronologically.

1.2.14 List'of abbreviations

The text'of a book should be so presented as to ‘explain’ itself without
regourse to external sources of information. Abbreviations that readers
may be unable to interpret must be included in a list with the full form
spelled out alongside each one. Well-known abbreviations that need no
explanation (such as Ap, Bc, UK, and US) are not included in the list,
nor are any that will be common knowledge to the expected readership
of the work, although even here, for an international readership, it is
safest to include all the abbreviations. In a multi-author book or work
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that will not be read serially, a list of abbreviations can obviate the need
to spell them out the first time they are used in every chapter. If a term
occurs only very rarely in the text it is better to spell it out at each occur-
rence than to use an abbreviation. The practice of spelling out a short
form at the first instance of its use does not obviate the need for
inclusion of a list of abbreviations. See also Chapter 10.

If the abbreviations are used in text or notes the list is best*placed in
the prelims of the book; if, however, abbreviations are uséd only in the
bibliography, endnotes, or appendices, the list may be presented at the
head of the relevant section. Arrange the list alphabetically by abbre-
viated form.

1.2.15 List of contributors

In a multi-author work it is customary, to’ list thc-contributors and
provide relevant information about each.onte; such asinstitutional affili-
ation or post held, a short biography,or.details of other publications.
The more detailed and discursive thésentrics are, the more appropriate
it will be to place the list in the endumaitc-of the work rather than the
preliminary pages.

The list should be ordered.alwhactically by contributor’s surname
(though names are presentechiay tatural order, not inverted), and names
should match the form initirevontents list and the chapter headings. The
presentation of each ertr’ snould as far as possible be standardized.

1.2.16 Epigraoh

An epigraptifs ‘atrelevant quotation placed at the beginning of a
volume, part, or chapter, and is distinguished typographically from
other displayéd quotations. An epigraph relating to the entire volume is
placed ona new page, preferably a recto, immediately before the text or
in anéther prominent position within the prelims. Epigraphs for parts
or chapters may be placed on the verso facing the part or chapter title
or under the heading of the part or chapter to which they relate. The
use of epigraphs and their positioning must be consistent throughout
the work.

Epigraph sources are usually ranged right (see 2.5.1) under the
quotation. The author’s name and the title and date of the work are
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usually sufficient: further details are not normally included because
readers are not expected to want to verify the quotation.

1.2.17 Other sections

Many publications need a short explanation of conventions, termin-
ology, or forms of presentation used in the text, or guidanec*on how to
use the book. Such information is best placed as near as.,pessible to the
beginning of the text and often carries the title Note'to the reader or
How to use this book.

1.3 Text

The text of a work, whether it is in a singlg’velume or 1au'tiple volumes,
should ideally unfold in a form in whichjeach division is of equivalent
scale and consistent construction. As_part o marking up the text
on-screen or on hard copy, the copy-editor. vill need to identify the
hierarchy of headings that artic@late, ti¢-siructure and all displayed
elements of the text—those elentents «1.ch as quotations, lists, notes, text
boxes, tables, equations, and so‘er i'at need special presentation on the
page. The designer specifies ar appropriate typographic treatment for
the body text and for eaclrdispla ed element, and the typesetter applies
the appropriate desigfi”au? layout. For digital products, the elements
are tagged electronicatlv.tur later conversion. See 2.1 for further details.

1.3.1 Volumes

It is usual fCr e ich volume of a work published in multiple volumes to
have its-owi ‘pagination, index, bibliography, and so on. Even if the
numbering of text pages is consecutive from one volume to the next,
the preliminary pages of each volume begin with page i. Volumes may
be numbered or titled or numbered and titled, as appropriate to the
content of the work: each volume in a collection of correspondence or
a biography, for instance, may be distinguished by a range of years, the
volumes in a complete edition of an author’s works by the names of
different genres such as Poems, Plays, Essays.

Large scholarly works, especially those published over many years,
are sometimes made available in fascicles (or fascicules) rather than
volumes. While fascicles are technically separate works, each with its
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own ISBN, they are designed to be bound together and are, accord-
ingly, through-paginated. The first fascicle contains preliminary
material for the whole publication and the last the index or other end
matter; any front matter or end matter included with the intermediate
fascicles is discarded when the fascicles are combined into a book or
books.

1.3.2 The introduction

The introduction is properly part of the text of the beok (except in
special contexts such as editions of literary texts{ where the editor’s
introduction forms part of the prelims). The Arabie,paginatios begins
with the first page of the introduction, which therefore must tall on a
recto. The introduction may be treated (andnumbered!) as the first
chapter of the work, or it may be headed simply Intreduction, the num-
bered chapters following thereafter; when=an iniroduction (or con-
clusion) addresses the work as a wholeit¥s uswually ieft unnumbered.

1.3.3 Parts

It is useful to arrange a long orcenipiex work in parts when the text
falls into logical divisions of simi}ar ‘ength. Parts should be numbered
and may be titled; although Rd1nan numerals are traditionally used for
parts (Part I, Part IT), Arabiciumerals may be used or numbers spelled
out (Part One, Part Two).¥he part number and title are bestplaced on
a recto with a blank'verio following; part title pages are included in the
Arabic pagination of the book but the page numbers are not shown.
Text describing thopurpose of the part, or a part table of contents, may
appear on tie.pait bpening page.

Parts are dGivided into chapters, which are numbered consecutively
throughout the work.

1.3.4 “€hapters

Most works in prose are divided into chapters, which usually have a
number (customarily in Arabic numerals) and often—especially in non-
fiction—a title. The use of the word Chapter before the number is
optional (see 1.2.11). Chapter titles should be of similar length and
style throughout a work and as succinct as possible—overlong titles
cause design difficulties at chapter openings and may need to be cut
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down for running heads (see 1.5.3). Note numbers and similar cues
should not appear in chapter titles but be moved to the text proper.

New chapters are usually allowed to begin on either a verso or a recto
(unlike new parts—see above); exceptionally, when chapters are short
or economical setting is required, they may run on-sstart on the
same page as the end of the preceding chapter—after @ specified
number of lines’ space. This is more common infiction than in
non-fiction. The first page of a new chapter lackssa~running head,
and the folio (page number) is either omitted ogappears at the foot
of the page (as a drop folio), even when on oth€pages it falls in the
head margin (see 1.5.1).

The first line following the chapter heading is Set full out (flush with the
left-hand margin), with no paragraph ifidentation. In'some designs
large and small capitals are used for th¢ fizst word or line of a chapter,
as in ‘HE was gone’. If the first wordis a ciagle capital letter (for
example 7, A), then the second word's printed n small capitals, with no
further capital. If the chapter,startsswitli-2 personal name, then the
whole name is in capitals and stnall Z«nitals, not just the first name or
title: ‘MR THorNTON had had.senic tifnculty...".

1.3.5 Sections and subsecfion:

Chapters may be divided\ ir'to sections and subsections by the use of
subheadings (or subhcaas). There may be more than one level of sub-
heading, though'cniv complex works such as textbooks will generally
need more than_three. Too many levels of subheading are difficult to
design and may-be more confusing than helpful to the reader. Headings
should notediitain note numbers or similar cues.

Sections; subsections, or even individual paragraphs may be numbered
if this will fbe useful to the reader—as it will when the text contains
numerous cross-references. As in the present book, section headings are
‘double-numbered’, with the two numbers closed up either side of a full
point; subsection headings are triple-numbered, the number reflecting
the different levels of the headings: within Chapter 9 the first A-level
heading is numbered 9.1, and the first B-level heading within section 9.1
is numbered 9.1.1, and so on.

The first line after a subheading is set flush with the left-hand margin,
with no paragraph indentation. If the first sentence of a new section
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refers to the subject articulated in the heading it must begin by reiter-
ating the subject rather than referring back to it with a pronoun. Not:
1.3 Text
This should ideally unfold in a form in which each division is of
equivalent scale and construction.
but
1.3 Text

The text of a work should ideally unfold in a form in which*each div-
ision is of equivalent scale and construction.

1.3.6 Paragraphs

Paragraphs are units of thought reflecting the_developmer't of the
author’s argument, and no absolute rules controb their let gtin. In the
most general terms, one-sentence paragraph§ ate likelv to-ke too short
and paragraphs that exceed the length of alpage of tvoeset material are
likely to be too long to hold the reader’s attentioi. However, it is inad-
visable for an editor to alter the authors deliver; by running together
short paragraphs or splitting long ones'w ' vut fully considering the
effect on the integrity of the textdand {>o 2uthor should normally be
consulted about such changes. Difi=r¢at-considerations apply to web-
sites, where readability is impfovyd vy short paragraphs and frequent
headings (shorter and more(frecent than would be normal in print).
See also Web editing in 2.1.2\ax.d Print versus Web style in 2.3.2.

The first line of text after a chapter, section, or subsection heading is set
full out to the left:han margin, with no paragraph indentation. The
first line of everv sunsequent paragraph is normally indented; the style
in which paragromas-are separated by a space and the first line of every
paragraph-ic Set full out is characteristic of documents and some ref-
erence worksgahd also of material on the Internet. Infictional dialogue
it is conventional (though by no means obligatory) to begin a new para-
graph wifhsevery change of speaker (see 9.2.4).

Complex,works, such as textbooks and practitioner texts, sometimes
have numbered paragraphs throughout, the numbers being set against
headings or simply at the beginnings of paragraphs; this device facili-
tates all kinds of internal referencing. In this case the double- and
triple-numbering system outlined in 1.3.5 above is applied. Numbered
paragraphs may also be used when an author wishes to enumerate long
points in an argument. Equations referred to in the text should be
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numbered and displayed; the numbering is enclosed in parentheses and
set full right, aligned with the last line of the equation (see also 14.6.6).

1.3.7 Conclusion, epilogue, afterword

A conclusion sums up the work’s findings and puts them,in context. It
may be numbered and titled as the final chapter of the werk or (as with
the introduction) headed simply Conclusion.

An epilogue or an author’s note is nothing more(than a short con-
cluding comment on the text. An afterword is mueh the same, though
it is typically written by someone other than the Jauthor. Neither of
these sections bears a chapter number, though the headings are usually
set to the same design as the chapter headings."©ne would not normally
have more than one or two of these concluding sectiors.in any book.

1.4 End matter

End matter (also called back matter)-Con:ists of any material that sup-
plements the text. Sections in‘the.<nd matter are, generally speaking,
placed in order of their imperiaice to the reader in using and inter-
preting the text, with the pecvisc that the index is always placed last. A
series of sections might E=a-ordered as follows:

appendix

glossary

endnotes

bibliography

notes on.ccaty butors

index
End meatter\is’paginated in sequence with the text, and the sections
carry headings that are usually set to the same design as the chapter
headings, though the material itself is often set in smaller type than the
text, in keeping with its subsidiary position. As noted in 1.2.1, ebooks
may have some traditional front-matter items relocated to the back.

1.4.1 Appendix

An appendix (or annex, as it is sometimes called in the publication of
documents) presents subsidiary matter that relates directly to the text but
cannot comfortably be accommodated within it, such as a chronology or
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the texts of documents discussed. Multiple appendices appear under the
collective heading Appendices, each with its own subheading and
descriptive title. Appendices may be numbered with Arabic or Roman
numerals or marked with letters.

1.4.2 Glossary

A glossary is an alphabetical list of important terms found,in’ the text,
with explanations or definitions. It is not a substitute-fox explaining
terms at their first occurrence in the text. The glogsaty may simply
repeat the textual explanation or it may expand ypen it, but in any
event the definitions in text and glossary must conferm.

Each entry in a glossary begins a new line. Entriés may be arranged in
two columns (terms on the left and definitions on the righ*).'or the def-
inition may run on from the headword termiyin the l4:te) case turnover
lines are often indented and entries spaeed” off £1am one another to
make the headwords more prominent, Bold e is often used for
headwords.

1.4.3 Endnotes

Endnotes are an alternative toMfoctnotes, used in a single-author work
where it is not essential (orictdtomary in the discipline concerned) to
position notes on the same ndage as the text to which they refer. In multi-
author volumes, notes.and other apparatus are usually placed at the
end of each chapter oi essay to preserve the integrity of the author’s
work: it would be inappropriate in these circumstances to position the
reference matetial-.ira sequence at the end of the work. For the decision
to place not=stag the foot of the page, the end of the chapter, or the end
of the wotlr.see 17.2.2; for setting out notes see 17.2.4; for running
heads in endnotes see 1.5.3.

1.4.4"Bibliography

There are many ways of presenting citations of other works and
materials of potential interest to the reader. The simplest is to list them
alphabetically by authors’ surnames (in which case names are inverted
to expose the ordering principle) or, in specialist works that require it,
chronologically. In some cases a bibliographic essay is more appro-
priate—as the name suggests, a discussion of sources with the citations
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embedded—or an annotated bibliography, in which comments on some
or all of the sources are included.

A list that contains only works cited in the book is properly called Ref-
erences or Works cited. A list called Bibliography contains the works
cited in the book and additional works of likely intereststo the reader.
A Select bibliography may be limited to works thought impertant by the
author, or works cited multiple times in the text. Aslist of Further
reading usually contains works not cited in the text. ln‘general-interest
non-fiction works a more seductive heading, sueh ‘as’Now read on. .,
may be used for a similar list. For choice and pféparation of bibliog-
raphies see Chapter 18.

1.4.5 Index

The subject index, an alphabetical list/0f stopics. covered in the book,
with references to the pages on which_discresion occurs, is the last
element in the end matter. A single.index s »referred unless there is
a strong case for subdivision, ifitoNsav)-an Index of works and a
General index. Other indexes that 2:.v_oe needed include an alpha-
betical list of names (in a.bivcicpghy for example), first lines (of
poetry), or an index locordm¥awn index of places) in a classical work.
See Chapter 19.

1.5 Folios anq running heads

1.5.1 Intiodwetion

The term tylio has two meanings in print production: it is used of the
sheets of_a'seript and also of the page number as a designed element on
a typesetfpage. The latter meaning is the one relevant to this section. A
runiing head (or running headline, headline, header, or running title) is a
bookutitle, chapter title, or other heading which appears at the top of
every page or spread. Folios and running heads usually fall on the same
horizontal line in the head (or top) margin of the page, though the
designer may decide to position them in the foot (bottom) margin—in
which case the text is called a running foot (or running footline or
footer)—or even at the fore-edge (outer margin). They thus appear
outside the text area of the page. Another option is to use running
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heads but to place folios at the foot of the page. Technically the entire
line is the running head, but in editorial parlance the term is restricted
to the textual material, excluding the folio.

1.5.2 Folio

The folio (set in lower-case Roman numerals in the prelimsvand in
Arabic numerals for the text and end matter of the beok) usually
appears at the outer top edges of the spread, or centred-atsthe foot.

All pages are counted in the pagination sequence, but,the folio is not
shown on some pages, including some in the prelims, turned. pages
(that is, those on which material is printed in landscape form:t,, tnose
taken up entirely by illustrations, figures, or tables, and klark pages.
On a chapter opening page the folio usually dppears in the foot margin
(see 1.3.4).

1.5.3 Running heads

Running heads are not found in all beoks.1or instance, they may not
appear in modern fiction or in highly desiziied illustrated books.

Running heads, like folios, areromiced from some pages of the book.
These include: any section of<tY€ prelims that has no section heading
(half-title, title, and imppint meecs, the dedication and epigraph); part
titles; any page on which.a ghapter heading occurs (including sections
in the front matter and ¢»d matter); blank pages. They are often omitted
on turned pages andion full-page illustrations, figures, or tables.

The content of thosunning heads depends on the nature of the book.
As a genera: ru'elif the same running head is not used on verso and
recto, the 1argex section generates the head on the verso and the smaller
that on thesrecto: for example, the book or part title may be used on
the verso,the’chapter title on the recto; in a textbook the chapter title
might{be used on the verso and a numbered subheading on the recto
(though tfunning heads that change every few pages should if possible
be avoided for the sake of economy). In a multi-author work authors’
names normally appear on the verso and chapter titles on the recto. In
encyclopedias it is common to reflect the first headword on the verso
and the last on the recto in the running heads, whereas dictionaries
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tend to give the first and last headword on each page in that page’s
running head.

Sections in the prelims and end matter generally carry the same running
head on the verso and recto. Ideally, however, running heads for end-
notes should change on every page, indicating the text pages or chapters
to which each page of notes refers: for example Notes topages 157-99,
or Notes to Chapter 6, rather than just Notes.

Running heads should match the material from whicli they are derived
in every respect—wording, capitalization, and so~on. This is usually
generated automatically by desktop publishing goftware; however, if
the book, chapter, or other titles used are very‘long they rust ve trun-
cated for the running heads, which should notexceed akou! rorty char-
acters (including spaces) for most books;yas a very rough rule of
thumb—in this case, supply a list of shgftened hecds with the copy for
the rest of the book.

1.6 Errata slips

An errata slip lists errors in"a=uin‘ed book and their corrections; if
there is only one correction yh¢ correct term is erratum slip. A slip
inserted loose in a book chouid be labelled with the author’s name,
book title, and ISBN; alizru.atively the slip may be tipped (pasted) in.
In a later printing or ed'tion, if the text itself has not been corrected,
the errata may be sel as part of the prelims or end matter. When fixed
to, or printed ingthe book the errata may be called corrigenda (singular
corrigendvm). 1 Tote that errata slips should be used only in the event of
there beinp serious mistakes or errors of fact in the book.

A list or “errata should be as concise as possible, making clear the
locationy/the substance of the error, and the form of the correction.
Italicytype is used for editorial directions, and punctuation is included
onlydyhere it is part of the error and/or the correction.

p- 204, line 15: for live wire read earth wire

p- 399, line 2: for guilty read ‘not proven’
For ebook and other digital editions, it is much easier to correct the
error than to prepare an errata slip.
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1.7 Paper and book sizes

1.7.1 Paper sizes

The dimensions of a book depend on the dimensions of the sheet (the
quad sheet) on which it is printed. For many centuries the dimensions
of the common sizes of sheet have been proportioned so ti{atthey can
be folded to produce viable page sizes without wastage (a small
allowance is made for trimming the folded sheet). For gganiple, quarto
(4to or 4*) and octavo (8vo or 8*) are obtained by*folding standard
sizes two and three times respectively.

Measured in millimetres the common metric papes sizes (uniritamed)
are:

Size Quad sheet 4o 80

metric crown 768 X 1,008 “252 X 192, .12 x 126
metric large crown 816 x 1,0564,_264 x 20" 204 x 132
metric demy 888 x 1,128 ]N2K2 «222 222 x 141
metric royal 960 x 1,272 = 218 x 240 240 % 159

International paper sizes have-beew standardized still further by the
ISO (International Standardsw@iganization): A is the commonest,
used for business corresponaznze, photocopying, etc.; B is used for
posters, wall charts, and ciniilar large items; C is used for envelopes
and folders to fit A-saries sizes. Measured in millimetres A and B
(trimmed) sizes are:

\eseries B series

A0 841 x 1,189 BO 1,000 x 1,414
Al 594 x 841 Bl 707 x 1,000
A2  420x594 B2 500 x 707
A3 297x420 B3 353 x500
A4 210x297 B4 250 x 353
A5 148 x210  B5 176 x 250
A6 105x 148 B6 125x176
A7 74 %105 B7 88x 125
A8 52x74

A9  37x52

Al10 26 x 37
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1.7.2 Book sizes

The following are the standard octavo trimmed and untrimmed page
sizes, and the dimensions of the quad sheets from which they are
derived, in millimetres:

Size Millimetres

metric crown 8vo

trimmed 186 x 123

untrimmed 192 X 126

quad 768 x 1,008
metric large crown 8vo

trimmed 198 xgl29

untrimmed 204.x 132

quad 816(x 1056
metric demy 8vo

trimmed 246 X135

untrimmed 222 X.14

quad RON A1,128
metric royal 8vo,

trimmed: 234 X 156

untrispmg 1 240 x 159

quad 960 x 1,272
AS

whmed 210 x 148

untrimmed 215 x152.5

quad 860 x 1,220

Dimensions are;Siways given with height before width; for landscape
formats 1eversthe pairs of numbers.

Mass-marketpaperbacks are often produced in what are known as A
format and B-format sizes. The first of these is 178 X 111 mm, B format
is 1964x 129 mm.

1.8 Even workings

The pages of the publication are printed on the quad sheet in an order
determined by the pattern of folding to be applied to it during the
binding process; the arrangement or ‘imposition’ of the pages on both
sides of the sheet is complex.
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Each sheet forms a section or signature of the finished book; depending
on the size of the sheet and the format of the book, the signature may
consist of four, eight, sixteen, thirty-two, sixty-four, or even more pages.
In the interests of economy it is desirable to ensure that the entire text
of the book fits neatly into an exact multiple of the number of pages in
each signature so that there are no blank pages at the endvof the final
section. At a late stage in the production of a print book it may be
necessary to restrict the extent of the text in order to fit it"'exactly, or as
nearly as possible, into signatures—that is, to achievé a1 ‘even working’.
This must be done without disrupting the paginatiow of the main text.
The usual recourse is to reduce the numbertef (pages in the prelims
(which are not part of the main sequence ofipages), often Lv sacrificing
the luxury of blank versos and using them«for settions that would ideally
be placed on rectos; another option is to_limit the exi¢nt of the end
matter, normally by shortening the indéx/or settiip it'in smaller type.
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