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Guidelines for Indexing

1. General

The author/editor is responsible for creating any indexes to be included. If you would like Lockwood Press to arrange for indexing at your expense, please contact admin@lockwoodpress.com for details. 

Indexes should be created from the second/corrected proofs only, not the first/uncorrected proofs. That is, after Lockwood Press typesets the volume, you will review the first proofs and send any corrections; the typesetter will produce second/corrected proofs in PDF format (a single file containing the entire book), which you will use for indexing.

You can, however begin planning your index once your final draft is completed. Go through the final draft and highlight the words you wish to include, making a list of them. Highlight all the relevant passages where those words occur. Once you receive the corrected proofs, use the search function to locate the highlighted words. Keep the highlighted draft available (see next item).

Even with searchable PDFs, indexing is largely a manual process. The searchable PDF allows the indexer to search for one topic/entry at a time and to list all of the page numbers on which the topic appears. However, searching for a given word will not guarantee that all the relevant pages are found; to create an accurate and comprehensive subject index, use the highlighted manuscript copy that you created to ensure including the relevant pages.
Conciseness: As the index should be concise and to the point, it should only reference what is relevant—not every single item, as this can actually damage the usefulness of the index. The length will be governed in part by the number of pages available to contain the index. This varies from book to book. Your production editor will let you know approximately how many pages there are available.
Note on edited volumes: Do not have contributors index their own chapters, or if you do, ensure that there is a coherence to the contributions. What one contributor considers important will probably be overlooked by another contributor in their chapter, leading to a less than useful index.

Type of indexes: At a minimum, each volume should contain a subject index. An ancient sources index is also necessary if the volume includes numerous references to such sources. Modern authors indexes are optional. In very special circumstances, and only with the approval of the Press, an index of names (geographical, divine, personal) may substitute for a subject index.


2. What to Index (for more detail, refer to CMS 17 §16, “Indexes”; SBLHS2 §7, “Indexes”)

Index only the main text and substantive content in notes. DO NOT index the frontmatter or backmatter. 

Index topics should be nouns and noun phrases. Do not index adjectives.

Remember to only include notes that are substantive—not bibliographical.

Keep the end user in mind. An index is not a concordance; it should address these questions:
· Is the entry a term that readers are likely to look up? If there is an alternative, consider whether you should use it instead or add a cross-reference (see §3).
· Is the entry helpful to the reader?
· Is it necessary?
· Is it relevant?
· Avoid terms that are too general; a good sign of that is an extensive page range for the entry; consider breaking it down to subentries
Most indexes will not have illustrations indexed. However if you feel it is necessary for your index to include page numbers for any type of illustrative material (including maps, musical examples, charts/graphs, photographs, drawings, tables, etc.), just place the page number in italics. This is your only option.
If you choose to have your index contain page numbers for illustrative material, please add a brief note at the beginning of your document (called a headnote) explaining the usage, as in this example: Note: Page numbers in italics refer to the illustrations and tables.
Avoid long strings of page numbers (more than ten), which make it hard for readers to locate relevant information, and which reduce the value and utility of your index. If an entry has more than ten page numbers, create one or more subentries. If a subentry has more than ten page numbers, break up the subentry into two or more subentries.
Avoid long page ranges (more than fifteen or so pages) by subdividing an extended discussion.
3. Cross-References

See references: A see reference is preceded by a period and See is capitalized and italicized. If two or more see references are needed, they are arranged in alphabetical order and separated by semicolons. They reflect the capitalization and word order of the main heading. E.g. (and see the samples below):

names. See personal names

See also references: See also references are placed at the end of a main entry (i.e., not after the subentries) when additional information can be found in another entry. See is capitalized, and both words are in italics. If two or more see also references are needed, they are arranged in alphabetical order and separated by semicolons. If the locator (page no.) leads to a different index, the name of the index is given, then the locator, separated by a colon. If the cross-reference leads to a subentry, the main entry is given, then the subentry, separated by a colon and space. There is no ending punctuation on a cross-reference. As with see references, see also references must never lead to a see reference. E.g.:

eye. See also wedjat; myth: Myth of the Sun’s Eye 
	of the deceased,  211, 430
letter(s),  143, 223, 244, 254–55, 346, 349, 356, 408, 444. See also Amarna Letters; correspondence

4. Formatting

Unless otherwise directed, Lockwood Press uses indented indexing (see the sample in §6.1 below; CMS 17 §§16.26, 16.28 example B).

Each index entry in a subject index is formatted as follows: entry,[2 SPACES]page(s). Entries in an ancient sources or modern authors index should be formatted as follows: entry[TAB]page(s). Note that you are to use a single tab between the entry and the page number.

Entries that cover two or more consecutive pages are indicated by an inclusive page range such as 137–41. For inclusive page numbers (ranges), follow the style used in the book (generally, 12–14, 116–17, 106–7, 100–107). Use an en dash (–), not a hyphen (-), to separate numbers in a range. See further CMS 17 §9.61; SBLHS2 §§4.2.3–4.

Lockwood Press practice is to distinguish entries citing notes from entries citing the main text. Thus, a name appearing on page 10 would list “10” in the index, while a name appearing in note 4 on page 10 would list “10n4” in the index. If a term occurs in both the text and a note, both are listed separately in the index. Note that there are no spaces and no period after “n”.

If a single entry extends across several notes (e.g., a modern author cited in two or more notes), use the abbreviation “nn”. 

Nonconsecutive notes are treated separately (CMS 17 §16.111). E.g., 267n26, 267n28.

If a long list of pages extends to a second line, allow it simply to wrap in your word processor. Do not insert a paragraph return and/or tabs at the end of a line. (See samples below.)
Please make sure the comma following page numbers is roman, not italic.
4.1. Subject Index

All main/primary entries should be set flush left, neither indented nor tabbed in. Subentries should be set on separate lines indented further to the right than the main entry. Use the left margin adjustment on your ruler to indent subentry lines; do not use line-beginning tabs to inset the lines. 

Subject entries should be capitalized only if they would be capitalized in the main text. In other words, lowercase the first letter of every entry unless a proper noun.

Use a comma followed by two spaces between the end of the subject entry and the first page number. 

Separate multiple-page listings with a comma followed by a space.

Note that subentries are alphabetized according to the main element. Words such as and, in, of, on, the, etc. are not considered in the alphabetization.

In contrast to a modern authors index, which typically contains mostly citations of notes, a subject index will typically include primarily page citations.

Indexers are encouraged to use See and See also cross-references generously. Note that both are preceded by a period and a space and that both are set in italics.

See the sample in §6.1 below.

4.2. Ancient Sources Index

Include the source entry only at the beginning of the list of index entries, not on each line.

Use one (and only one!) tab between the reference and the page listing(s).

Separate multiple page listings with a comma followed by a space.

If a long list of pages extends to a second line, allow it simply to wrap in your word processor. Do not insert a paragraph return and/or tabs at the end of a line.

Generally, an ancient sources index will be organized chronologically according to the nature or point of origin of the text, e.g., Ancient Near East, Hebrew Bible, Greco-Roman. See also SBLHS2 §7.1.2.2. Egyptological sources will often be subcategorized according to the type of text (ostracon, etc.) and/or by museum name and inventory number.

See the sample in §6.3 below.

4.3. Modern Authors Index

Author indexes are rare. But if one is to be included, it should include all author references in the main text as well as the footnotes. Consult your editor if you are unsure.

Use an author or editor’s full name (not just initials) unless the individual typically uses only initials in his or her authorial name (e.g., A. K. Grayson).

Use a comma and two spaces between the author/editor name and the page(s). Separate multiple page listings with a comma followed by a space.

It is generally unnecessary to list the editor of a volume from which an essay has been cited. If, however, the entire volume is cited in a note, include the editor(s) in the index.

See the sample in §6.4 below.

4.4. Place names, divine names, ancient personal names, etc.

Follow the instructions for modern authors and see the sample in §6.4 below.

4.5. Run-in Index

While Lockwood Press generally recommends indented indexes, in some instances a run-in style is preferred. If in doubt, consult with your editor about which method to use.

Note that with the run-in style, only one level of subentry is possible. 

For more details, see CMS 17 §§16.25, 27. 

See the sample in §6.2 below.

5. Important things to remember

· An index is not a concordance; only include substantive terms and references
· Never use multiple tabs
· Allow your word processor to wrap text in entries
· Use an en-dash for page ranges
· Use subtopics to break down long entries
· Use cross-references to assist the reader

Above all, be consistent in the style you use. Lockwood will follow the author’s style of how they created the index, so be consistent in your style. Lockwood does have the option to stylize the index if the author has not been consistent. If the index is found to be lacking, confusing, or with no apparent style, Lockwood reserves the right to return the index to the author to make it consistent and usable.

6. Sample Indexes

6.1. Indented Subject Index

Macedonia, 1, 8, 24, 34, 53, 138, 139. See also Blegen, Carl W.; American Red Cross
Mackenzie, Duncan, 1, 101, 103–4, 112, 114, 199
Marinatos, Spyridon, 9, 12, 13, 65, 107, 177–79, 181, 202–3, 220–21
McDonald, William A., 9, 179, 183, 202, 217, 227
	and Minnesota Messenia Expedition, 9, 202, 217, 227
	and Nichoria Excavations, 9, 202, 227
Mead, Margaret, 95
Mellink, Machteld, 165–67
Messenia, 5, 9, 202, 210, 213, 214, 217, 227
Mycenae, 49, 64–65, 67–70, 74, 78–80, 127, 154–55, 199, 201
chronology of Lion Gate, 67, 70
megaron, 67, 69
shaft graves, 73, 101, 103–5, 107
tablets, 110, 199, 154
tombs of Atreus and Clytemnestra, 104, 107
and Treasury of Atreus, 8, 67, 68, 70–71, 82, 107, 116, 154
Mycenaean chronology, 103, 113–14
Mycenaean civilization, 5, 63, 105, 181, 200–201
Mylonas, George, 9, 12, 68, 117, 220–21, 227

Pylos
Ano Englianos and Palace of Nestor, 68, 107–8, 179, 181, 187, 203, 209–10, 213–14, 217, 223, 226
chronology of, 67, 69
excavations, 2, 3, 8–9, 11, 31, 36, 71, 95, 109, 138, 154, 163, 216–20
Kakovatos, 68, 107, 181, 203, 223
“Ring of Nestor,” 181
and rivalry with Chora, 222–23, 228
tablets, 108–10, 115–17, 154, 179–83, 185, 198, 201, 203
Tholoi at Tragana and Osmanaga, 179

6.2. Run-in Subject Index

Abu Simbel, great temple of, 199n39, 230, 244n149, 259, 379n107, 402n25, 417–21, 471, 491n48; dedication of, 222, 242n115, 244n149, 246n174; lists of royal children at, 250–51, 275nn45–46; painted decoration and facsimiles in, 119, 135, 150, 259, 382, 386, 393, 420–22, 471–72; royal family statues in, 212–13, 226–27, 231, 244n149, 265
Abydos: Dedicatory Inscription at, 47–49, 54, 61, 67n34, 78–80, 207, 216, 226, 238n44; cemeteries in, 35, 382; Khasekhemwy enclosure at, 405n76; Ramesses I chapel at, 24–26, 42n23; Ramesses II temple in, 88–89, 429n22; Ramesses II’s visit to, 78–80. See also Kadesh battle reliefs; Osireion; Sety I; temple at Abydos
Adad-Nirari I, 288, 290, 345n92

6.3. Ancient Sources Index

Ancient Near East
Alalakh Texts (AT)
454 ii 7–10	162
Egypt
El Amarna (EA)
31	5, 45
31:15–16	214
32	5
286–290	206
Hittite Texts
Bo
Bo 3617 (CTH 433) i 8'–14'  	191
Bronze Tablet
§18  	71
ii 35–36, 43–44 (§§13, 14)  	65
ii 43–52 (§14)  	66
Keilschriftkunden aus Boğazköy (KUB)
24.4+	236
36.80	236–37


6.4. Modern Authors Index

Edel, Elmar,  60–61, 64, 71, 73
Edhem, Halil,  14
Ehringhaus, H.,  16
Eidem, Jesper,  28
Emre, Kutlu,  127
Eren, Mustafa,  15

Feiler, Wolfgang,  211
Finkelstein, Israel,  135–36, 204–5, 207, 209, 213
Forlanini, Massimo,  37–39, 69–70
Freu, Jacques,  42
Friedrich, Johannes,  7, 8, 12
Fuchs, Andreas,  210
Fuss, Werner,  211
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