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From Text 
To Book
- mould a given text 
into a typographic 
piece of your choice
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Brief

Engage with a piece of text, develop a 
printed publication around it.

Demonstrate your ability to understand for-
mal and conceptual structures of content 
and their respective implications.

Consider:

•	 the	contents	meaning	and	how	it	could	be	
visualised	in	an	interpretative	manner.

•	 all	possible	variations	and	combinations	of	
printed	formats	and	typographic	tools.

•	 Initially	generate	and	develop	several	ideas	
and	approaches.

•	 Leading	finally	to	a	spotless	piece	of	
typographic	design

Summary
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The Text

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,	
and	end	matter.	All	books	
have	some	kind	of	prelims,	
all	have	a	ten,	and	most	
works	of	non-fiction	have	
end	matter.	The	prelims	and	
end	matter	usually	contain	a	
number	of	items	or	sections,	
subject	to	a	given	order	and	
to	conventions	that	control	
their	presentation.	
In	discussing	the	parts	of	a	
book	the	following	terms	are	
used:
•	spread	or	double-page	
spread—the	pair	of	pages	
(left-hand	and	right-hand)	
exposed	when	the	book	
is	opened	at	random;	the	
term	opening	is	also	used.	
The	terms	are	sometimes	
distinguished,	with	a	'spread'	
being	a	pair	of	pages	that	are	
designed	as	an	entity.	For	ex-
ample	in	a	highly	illustrated	
book,	and	an	'opening'	being	
any	pair	of	facing:	pages.
•	recto—the	right-hand	page	
of	a	spread:	a	recto	always	
has	an	odd	page	number.
•	verso—the	left-hand	page	
of	a	spread:	a	verso	always	
has	an	even	page	number.	
The	recto	is	regarded	as	the	
'more	important'	of	the	two	
pages	of	a	spread.	The	main	
ten	always	begins	on	a	recto,	
and	in	a	book	divided	into	
parts	(Part	I.	Part	II,	etc.)a	
new	part	begins	on	a	fresh	
recto,	even	though	the	pre-
ceding	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	.
1.2	Preliminary	matter
1.2.1	Constituents
Preliminary	matter	is	any	ma-
terial	that	precedes	the	main	
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	
affect	the	pagination	of	the	
main	text.	Page	numbers	
(called	folios	)	are	not	shown	
on	every	page	of	the	prelims	
,	though	every	page	has	its	

number	(see	also	1.5.1).
Prelims	will	always	include	some,	
and	may	include	any	of	the	
following	items	or	sections,	in	
this	order:	
half-title	page	half-	title	verso	
frontispiece	title	page	title	page	
verso	dedication	acknowledge-
ments	contents	list	of	illustra-
tions,	figures,	and	maps	list	
tables	list	of	abbreviations	list	of	
contributors	note	to	the	reader	
epigraph
Some	but	not	all	of	these	sect	
ions	have	headings,	which	are	
usually	set	to	the	same	design	as	
chapter	headings.	
Besides	prelims	and	end	matter,	
a	hard	back	(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	
reprinted	in	paperback.
1.2.2	Half-title
The	half-title	page	is	the	first	
page	(p.	i)	of	the	boo	k	(after	a	
flyleaf,	if	any)	and	thus	falls	on	a	
recto.	It	contains	the	main	title,	
and	only	the	main	title,	of	the	
book	(or	the	title	of	the	volume	
if	the	work	is	in	more	than	one	
volume).	Not	all	books	now	have	
a	half-title,	an	d	it	may	sometimes	
be	dispensed	with	as	a	space-
saving	measure	(see	1.8).
1.2.3	Half-title	verso
The	verso	of	the	half-title	page	(p.	
ii)	is	often	blank,	though	it	may	
carry	announcements	from	the	
publisher	such	as	a	list	of	other	
books	in	the	series	to	which	
the	volume	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	verso	falls	opposite	the	
title	page	and	may	be	incorpo-
rated	into	a	special	design	for	
this	important	spread.
1.2.4	Frontispiece
A	frontispiece	is	an	illustra-
tion	that	faces	the	title	page,	
an	important	position	that	is	
justified	by	the	significance	
or	representative	content	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	pa	per	
like	all	the	other	ns.	If	the	boo	
k	has	plates,	the	frontispiece,	
like	other	pictures,	will	usually	

be	printed	on	glossy	art	paper;	in	this	
case	the	frontispiece	will	appear	on	
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	verse,	for	example).	The	
frontispiece	is,	exceptionally,	listed	on	
the	contents	page	(see	1.2.11	below).
As	a	frontispiece	may	not	always	be	
reproduced	in	all	subsequent	editions	
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	
imprint).
It	may	also	include	other,	similar,	
information:	for	example,	a	series	title;	
the	names	of	other	people	involved	
in	the	book's	preparation,	such	as	a	
translator	or	an	illustrator;	the	place	of	
publication	or	the	cities	in	which	the	
publisher	has	offices;	the	publisher's	
logo	or	colophon	(device	or	emblem);	
and	the	date	of	publication.
The	roles	of	people	other	than	the	
author	are	defined	by	an	introductory	
phrase,	such	as:
Selected	and	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,	
publishing	history,	copyright	line,	
copyright	notice(s),assertion	of	moral	
rights,	limitations	on	sales,	catalogu-
ing	in	publication	data,	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	subdivision	of	the	company	if	this	
bears	a	separate	name)
the	publisher's	full	registered	postal	
address
the	place	of	publication.
It	may	also	include	the	names	of	
associated	companies	or	offices,	and	
the	cities	in	which	they	are	located.
Date	of	publication
The	date	of	publication	is	given	on	
the	title	page	verso,	whether	or	not	
it	appears	on	the	t	itle	page.	For	the	
first	edition	of	a	work	the	date	of	
publication	is	usually	the	same	as	the	
copyright	date	(see	below).
Publishing	history
The	publishing	history	of	the	book	
includes:
reference	to	simultaneous	cc-publica-
tions	of	the	work	(with	the	name	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.
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	
edit	ion	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	which	no	corrections	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	single	year:	Reprinted	2004	
(twice).
Copyright	line
To	qualify	for	protection	under	the	Universal	
Copyright	Convention,	and	for	reasons	of	
best	practice,	copyright	ownership	in	a	work	
must	be	stated	in	a	particular	form,	giving	the	
copyright	holder’s	name	and	the	year	of	first	
publication,	preceded	by	the	copyright	symbol:
©	Ann	Jones	2004
A	work	may	have	multiple	copyright	holders,	
such	as	co-authors,	an	illustrator,	a	translator,	
or	the	contributor	of	an	introduction;	the	rights	
of	each	of	them	must	be	separately	stated.
Copyright	may	be	held	by	the	publisher	
rather	than	by	the	creator(s)	of	the	work,	who	
in	this	case	will	have	assigned	the	rights	
permanently,	rather	than	have	licensed	them	
to	the	publisher.
For	guidelines	on	copyright	see	Chapter	20	.
Copyright	notice(s)
Many	publishers	include	one	or	more	copyright	
notices	in	their	books,	explicitly	reserving	cer-
tain	rights	in	the	work.	Such	notices	relate	to	
reproduction,	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	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.
Cataloguing	in	publication	(CIP)	data
Some	national	libraries,	notably	the	British	
Library	and	the	Library	of	Congress,	compile	
catalogue	record	s	of	new	books	before	their	
publication.	Publishers	may	include	such	re-
cords	in	full	on	the	title	page	verso	of	the	book,	
or	may	simply	note	that	they	are	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	this	number	is	essential	
to	the	catalogue	record.	If	CIP	data	is	not	
reproduced	in	full	the	ISBN	must	be	included	
elsewhere	on	the	title	page	verso.	The	ISBN	
uniquely	identifies	the	book	in	the	particular	
edition	to	which	it	is	attached.	A	new	ISBN	
is	needed	for	every	new	edition	of	the	book,	
including	reissue	in	a	different	binding.	Each	
volume	of	a	multi-volume	work	usually	has	its	
own	ISBN,	as	may	the	set	as	a	whole,	though	
in	some	cases	(notably	where	the	volumes	
are	not	separately	available	for	sale)	a	single	
number	may	be	used	for	the	whole	set.	By	1	
January	2007	the	previous	ten-digit	ISBNs	will	
have	been	replaced	by	the	new	thirteen-digit	
ISBNs.
A	serial	publication,	such	as	a	journal,	maga-
zine,	or	year	book,	has	an	ISSN	(International	
Standard	Serial	Number),	which	is	the	same	
for	all	issues	of	the	work.
The	CIP	data	will	often	be	accompanied	by	an	
indication	of	what	impression	a	particular	boo	
k	rep	resents.	This	may	be	a	single	number,	
or	a	series	of	numbers,	the	lowest	number	of	
which	is	that	of	the	current	impression.	So	the	
following	line	denotes	a	second	impression:
10	9	8	7	6	5	4	3	2
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	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	
information	about	the	book	as	a	publication.	
Typical	elements	include	details	of	the	design	
and	production	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	expression	on	the	part	
of	the	author.	The	publisher	usually	accepts	its	wording	
and	content	unchanged,	and	its	design	is	usually	subject	
to	the	author's	approval	when	that	of	the	rest	of	the	book	
is	not.	Whenever	possible	the	dedication	falls	on	a	recto	
(usually	p.	v),	but	if,	for	reasons	of	space,	it	must	be	
relocated	to	a	verso,	one	must	be	chosen	that	gives	it	suf-
ficient	prominence	(for	example	the	last	verso	preceding	
the	first	page	of	the	text).
1.2.8	Foreword
The	foreword	is	a	recommendation	of	the	work	written	
by	someone	other	than	the	author.	He	or	she	is	usually	
named	at	the	end	of	the	piece,	or	in	its	title,	and	in	the	
contents	list.	The	distinction	between	the	foreword	and	
the	preface	(see	below)	should	be	noted	and	the	correct	
title	given	to	each	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	colleagues,	advisers,	or	
others	who	have	helped	in	the	creation	of	the	work.
In	a	multi-author	work	the	preface	may	be	written	by	the	
work's	editor	(Editors	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).	If	one	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	each	
of	multiple	prefaces	unless	reasons	of	economy	dictate	
otherwise.
1.2.10	Acknowledgements
Acknowledgements	(or,	in	US	spelling,	Acknowledgments)	
are	of	two	types:	those	recognizing	the	ideas,	assistance,	
support,	or	inspiration	of	those	who	have	helped	the	author	
to	create	the	work;	and	those	listing	the	copyright	holders	
in	material	such	as	figures,	illustrations,	and	quotations	
reproduced	in	the	book.	The	first	type	may,	if	those	
acknowledged	a	re	few,	be	included	in	the	pre	face	(see	
above).	The	second	type	relate	to	the	legal	requirement	to	
acknowledge	the	sources	of	reproduced	material	and	in	
many	cases	to	gain	permission	from	copyright	holders	or	
their	licensees	for	its	use,	and	as	such	the	wording	printed	
should	be	exactly	as	required	by	the	copyright	holder,	even	
if	this	is	inconsistent	with	style	used	elsewhere	in	the	book.	
(For	guidelines	on	copyright	see	Chapter	20.)
It	is	best	to	separate	the	two	types	of	acknowledgement.	
The	author's	personal	thanks	follow	the	preface	and	are	
called	simply	'Acknowledgements	'.	The	names	of	those	
who	hold	copyright	in	verbal	material	(such	as	epigraphs,	
quotations,	or	tables)	are	listed	in	a	separate	section	
headed	'Copyright	acknowledgements'.	Acknowledge-
ments	relating	to	illustration	s	may	be	included	in	a	list	of	
illustrations	(see	below)	or	presented	in	a	separate	section.	
Both	kinds	of	acknowledgement	relating	to	copyright	may	
appear	either	in	the	prelims	or	the	end	matte	r.
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	sect	ions	in	the	end	matte	
r,	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	contents	page	as	List	of	
Illustrations,	List	of	Abbreviations,	etc.,	even	though	their	
own	headings	are	best	formulated	simply	as	Illustrations,	
Abbreviations,	etc.
Part	titles,	preceded	by	the	word	Part	and	a	number,	are	
listed	in	full,	and	a	page	number	is	given	unless	it	is	that	
of	the	following	chapter	in	the	part.	The	word	Chapter	
may,	but	need	not,	appear	before	the	number	and	title	of	
each	chapter,	though	if	it	is	used	in	the	list	of	contents	it	
should	also	appear	at	the	head	of	each	chapter	in	the	text.	
It	is	customary	to	use	upper-ease	Roman	numerals	for	
part	numbers	(see	1.3.3)	and	Arabic	numerals	for	chapter	
numbers	(see
1..3.4	).
In	complex	works,	such	as	textbooks,	headings	with	in	
chapters	may	be	included	on	the	contents	page	or	even	as	
a	subsidiary	table	of	contents	at	the	start	of	each	chapter.	
In	a	multi-author	volume	authors'	names	as	well	as	
chapter	titles	are	given	in	the	contents	list.
The	wording,	punctuation,	capitalization,	use	of	italics,	and	
form	of	authors’	names	in	the	contents	list	must	match	
the	headings	as	they	appear	in	the	text	itself.	No	full	point	
is	needed	at	the	en	d	of	an	y	heading,	nor	are	leader	dots	
wanted	between	titles	and	page	references.	The	numerals	
on	the	contents	page	at	the	editing	stag	e	will	be	those	of	
the	script,	or	'dummies'	such	as	xxx	or	OOO;	they	should	
be	circled	to	indicate	that	they	are	not	to	be	printed.	At	
page-	proof	stage	the	typesetter	should	have	inserted	the	
correct	page	references,	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	an	d	list	of	illustrations	(if	relevant)	
for	the	entire	set.	Each	subsequent	volume	needs	lists	
only	for	that	volume.
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	separate	sequences,	are	presented	
in	separate	lists,	usually	in	the	order	illustrations,	figures,	
maps.
Such	a	list	consists	of	the	captions,	which	may	be	
shortened	if	they	are	discursive,	and	the	sources	or	
locations	of	the	illustrative	material	where	relevant.	
As	with	the	contents,	the	correct	page	numbers	for	all	
illustrative	material	that	is	integrated	with	the	text	(though	
not	those	of	plates	in	a	separate	section)	will	need	to	
be	inserted	at	page-proof	stage.	Acknowledgements	to	
copyright	holders	may	be	added	here	or	presented	in	a	
separate	list	in	the	prelims	or	end	matter.	It	is	better	not	
to	include	credits	or	even	sources	in	the	captions	that	
accompany	the	illustrations;	however,	rights	holders	may	
insist	that	acknowledgement	be	mad	e	beside	or	beneath	
the	illustration.
1.2.13	List	of	tables	 	
A	list	of	tables	is	useful	only	when	the	work	contains	
many	tables	of	particular	interest.	The	list	gives	the	table	
headings,	shortened	if	necessary,	and	page	numbers;	
sources	appear	in	the	text	beneath	each	table.
1.2.14	List	of	abbreviations
The	text	of	a	book	should	be	so	presented	as	to	'explain'	
itself	without	recourse	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	explana-
tion	(such	as	AD,	BC,	UK,	and	US)	a	re	not	included	in	the	

list,	nor	are	any	that	will	be	common	knowledge	to	the	expected	readership	
of	the	work.	If	a	term	occurs	only	very	rarely	in	the	text	it	is	better	to	spell	it	
out	at	each	occurrence	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.
If	the	abbreviations	are	used	in	text	or	notes	the	list	is	best	placed	in	the	pre-
lims	of	the	book;	if,	however,	abbreviations	are	used	only	in	the	bibliography,	
endnotes,	or	appendices,	the	list	may	be	presented	at	the	bead	of	the	relevant	
section.	Arrange	the	list	alphabetically	by	abbreviated	form.
1.2.15	List	of	co	ntributors
In	a	multi-author	work	it	is	customary	to	list	the	contributors	and	provide	
relevant	information	about	each	one,	such	as	institutional	affiliation	or	post	
held,	a	short	biography,	or	details	of	other	publications	.	The	more	detailed	and	
discursive	the	entries	are,	the	more	appropriate	it	will	be	to	place	the	list	in	the	
end	matter	of	the	work	rather	than	the	preliminary	pages.
The	list	should	be	ordered	alphabetically	by	contributor's	surname	(though	
names	are	presented	in	natural	order,	not	inverted),	and	names	should	match	
the	form	in	the	contents	list	and	the	chapter	headings.	The	presentation	of	
each	entry	should	as	far	as	possible	be	standardized.
1.2.16	Epigraph
An	epigraph	is	a	relevant	quotation	placed	at	the	beginning	of	a	volume,	
part,	or	chapter,	and	is	distinguished	typographically	from	other	displayed	
quotations.	An	epigraph	relating	to	the	entire	volume	is	placed	on	a	new	
page,	preferably	a	recto,	immediately	before	the	text	or	in	another	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	an	d	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	usually	sufficient	:	further	
detail	s	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,	terminology,	or	
forms	of	presentation	used	in	the	text,	or	guidance	on	how	to	use	the	book.	
Such	in	formation	is	best	placed	as	near	as	possible	to	the	beginning	of	the	
ten	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	single	volume	or	multiple	volumes,	should	
ideally	unfold	in	a	form	in	which	each	division	is	of	equivalent	scale	and	
consistent	construction.	A3	part	of	marking	up	the	text	the	copy-editor	will	
need	to	code	the	hierarchy	of	headings	that	articulate	the	structure	and	all	
displayed	elements	of	the	text	those	elements	such	as	quotations,	lists,	text	
boxes,	equations,	an	d	so	on	that	need	spec	ial	presentation	on	the	page.	The	
designer	specifies	an	appropriate	typographic	treatment	for	the	body	text	and	
for	each	displayed	element,	an	d	the	typesetter	applies	the	appropriate	design	
and	layout	wherever	the	copy-editor	has	marked	a	code.
1.3	.1	Volumes
It	is	usual	for	ea.chvolume	of	a	work	published	in	multiple	volumes	to	have	
its	own	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	distin-
guished	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	own	ISBN,	they	
are	designed	to	be	bound	together	and	are	,	accordingly,	through-paginated.	
The	first	fascicle	contains	preliminary	material	(or	the	whole	publication	an	d	
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	book	(except	in	special	
contexts	such	as	editions	of	literary	texts.	where	the	editor's	introduction	
forms	part	of	the	prelims).	The	Arabic	pagination	begins	with	the	first	page	
of	the	introduction	,	which	therefore	must	fall	on	a	recto.	The	introduction	
may	be	treated	(and	numbered	)	as	the	first	chapter	of	the	work,	or	it	may	
be	headed	simply	Introduction,	the	numbered	chapters	following	thereafter;	
when	an	introduction	(or	conclusion)	ad	dresses	the	work	as	a	whole,	it	is	
usually	left	unnumbered.
1.3	.3	Parts
It	is	useful	to	arrange	a	long	or	complex	work	in	parts	when	the	text	falls	
into	logical	divisions	of	similar	length.	Parts	should	be	numbered.	and	may	
be	titled	;	although	Roman	numerals	are	traditionally	used	for	parts	(Part	I,	
Part	II),	Arabic	numerals	may	be	used	or	numbers	spelled	out	(Part	One,	Part	
Two).	The	part	number	and	title	are	best	placed	on	a	recto	with	a	blank	verso	
following;	part	title	pages	are	included	in	the	Arabic	pagination	of	the	book	but	
the	page	numbers	are	not	shown.
Parts	are	divided	into	chapters,	which	are	numbered	consecutively	
throughout	the	work.	

1.3.4	Chapters
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	down	for	running	heads	(see	1.5.3).
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	—	start	on	the	same	page	as	the	end	of	
the	preceding	chapter—after	a	specified	number	of	lines’	space.	This	is	more	
common	in	fiction	than	in	non-fiction.	The	first	page	of	a	new	chapter	lacks	
a	running	head,	and	the	folio	(page	number)	is	either	omitted	or	appears	at	
the	foot	of	the	page	(as	a	drop	folio),	even	when	on	other	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	indentation.	In	some	designs	large	and	small	
capitals	are	used	for	the	first	word	or	line	of	a	chapter,	as	in	'HE	was	gone'.	If	
the	first	word	is	a	single	cap	ital	letter	(for	example	I,	A),	then	the	second	word	
is	printed	in	small	capitals,	with	no	further	cap	ital.	If	the	chapter	starts	with	a	
personal	name,	then	the	whole	name	is	in	capitals	and	small	capitals,	not	just	
the	first	name	or	title:	‘MR	THORNTON	had	had	some	difficulty	...’.
1.3.5	Sections	and	subsections
Chapters	may	be	divided	into	sections	and	subsections	by	the	use	of	
subheadings	(or	subheads).	There	may	be	more	than	one	level	of	subheading,	
though	only	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.
Sections,	subsections,	or	even	individual	paragraphs	may	be	numbered	if	this	
will	be	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	leve	ls	of	the	
headings:	with	in	Chapter	9	the	first	A-level	heading	is	numbered	9.1,	and	the	
first	a-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	refers	to	the	
subject	articulated	in	the	heading	it	must	begin	by	reiterating	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	division	is	of	
equivalent	scale	and	construction.
1.3.6	Paragraphs
Paragraphs	are	units	of	thought	reflecting	the	development	of	the	author's	
argument,	and	no	absolute	rules	control	their	length.	In	the	most	general	
terms,	one-sentence	paragraphs	are	likely	to	be	too	short	and	paragraphs	
that	exceed	the	length	of	a	page	of	typeset	material	are	likely	to	be	too	long	to	
hold	the	reader's	attention.	However,	it	is	inadvisable	for	an	editor	to	alter	the	
author”s	delivery	by	running	together	short	paragraphs	or	splitting	long	ones	
without	fully	considering	the	effect	on	the	integrity	of	the	text,	and	the	author	
should	normally	be	consulted	about	such	changes.	

The	first	line	of	text	after	a	chapter,	section,	or	subsection	heading	is	set	
full	out	to	the	left-hand	margin,	with	no	paragraph	indentation.		The	first	
line	of	every	subsequent	paragraph	is	normally	indented;	the	style	in	which	
paragraphs	are	separated	by	a	space	and	the	first	line	of	every	paragraph	is	
set	full	out	is	characteristic	of	documents	and	some	reference	works	,	and	
also	of	material	on	the	Internet.		In	is	fictional	dialogue	it	is	conventional	
(though	by	no	means	obligatory)	to	begin	a	new	paragraph	with	every	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	facilitates	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.
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	work	or	(as	with	the	
introduction)	headed	simply	Conclusion.	
An	epilogue	or	an	author's	note	is	nothing	more	than	a	short	concluding	
comment	on	the	ten.		An	afterward	is	much	the	same,	though	it	is	typically	
written	by	someone	other	than	the	author.		Neither	of	these	sect	ions	bears	a	
chapter	number,	though	the	headings	are	usually	set	to	the	same	design	as	
the	chapter	headings.	One	would	not	normally	have	more	than	one	or	two	of	
these	concluding	sections	in	any	book.
1.4	End	matter
End	matter	(also	called	back	matter)	consists	of	any	material	that	
supplements	the	text.	Sections	in	the	end	matte	r	are,	generally	speaking,	
placed	in	order	of	their	importance	to	the	reader	in	using	and	interpreting	the	
text,	with	the	proviso	that	the	index	is	always	placed	last.	A	series	of	sections	
might	be	ordered	as	follows:
endnotes
bibliography
notes	on	contri	butors
piture	credits
index
End	matter	is	paginated	in	sequence	with	the	text,	an	d	the	sections	carry	
headings	that	are	usually	set	to	the	same	design	as	the	chapter	heading,	
though	the	material	itself	is	often	set	in	smaller	type	than	the	text,	in	keeping	
with	its	subsidiary	position.
1.4.1	Appendix
An	appendix	(or	annex,	as	it	is	sometimes	cal	led	in	the	publication	of	docu-
ments	)	presents	subsidiary	matter	that	relates	directly	to	the	text	but	cannot	
comfortably	be	accommodated	within	it,	such	as	a	chronology	or	the	texts	of	

documents	discussed.		Multiple	appendices	appear	under	the	collective	heading	Appendices,	
each	with	its	own	subheading	and	title	as	appropriate.	Appendices	may	be	numbe	red	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	for	explaining	terms	at	their	first	occurrence	in	the	text.	The	
glossary	may	simply	repeat	the	textual	explanation	or	it	may	expand	upon	it,	but	in	any	event	
the	definitions	in	text	and	glossary	must	conform.
Each	en	try	in	a	glossary	begins	a	new	line.		Entries	may	be	arranged	in	two	columns	(terms	
on	the	left	and	definitions	on	the	right),	or	the	definition	may	run	on	from	the	headword	term;	
in	the	latter	case	turn	over	lines	are	often	indented	an	d	entries	spaced	off	from	one	another	to	
make	the	headwords	more	prominent.	Bold	type	is	often	used	for	headwords.
1.4	,3	Endn	otes
Endnotes	are	an	alternative	to	footnotes,	used	in	a	single-author	work	where	it	is	not	essential	
(or	customary	in	the	discipline	concerned	)	to	position	notes	on	the	same	page	as	the	text	
to	which	they	refer.	In	multi-author	volumes,	notes	and	other	apparatus	are	usually	placed	
at	the	end	of	each	chapter	or	essay	to	preserve	the	integrity	of	the	author's	work:	it	would	
be	inappropriate	in	these	circumstances	to	position	the	reference	material	in	a	sequence	
at	the	end	of	the	work.	For	the	decisi	on	to	place	notes	at	the	foot	of	the	page	,	the	end	of	
the	chapter,	o	r	the	end	of	the	work	see	17.2.2;	for	setting	out	notes	see	17.2.4	;	for	running	
heads	in	end	notes	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	read	er.		The	simplest	is	to	list	them	alphabetically	by	authors'	surnames	(in	which	
case	names	are	inverted	to	expose	the	orde	ring	principle)	or,	in	specialist	works	that	require	
it,	chronologically.	In	some	cases	a	bibliographic	essay	is	more	appropriate—as	the	name	
suggests,	a	discussion	of	sources	with	the	citations	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	References	or	Works	cited.		
A	list	called	Bibliography	contains	the	works	cited	in	the	book	and	additional	works	of	likely	
interest	to	the	reader.		A	Select	bibliography	may	be	limited	to	works	thought	important	
by	the	author,	or	works	cited	multiple	times	in	the	text.		A	list	of	Further	reading	usually	
contains	works	not	cited	in	the	text.	In	general-interest	non-fiction	works	a	more	seductive	
heading,	such	as	Now	read	on…,	may	be	used	for	a	similar	list.	For	choice	and	preparation	
of	bibliographies	see	Chapter	18.
1.4	.5	Index
The	index,	an	alphabetical	list	of	subjects	covered	in	the	book,	with	references	to	the	pages	
on	which	discussion	occurs,	is	the	last	element	in	the	end	matter.	A	single	index	is	preferred	
unless	there	is	a	strong	case	for	subdivision	into	(say)	an	Index	of	works	and	a	General	
index.	See	Chapter	19.
1.5	Folios	and	running	heads
1.5.1	Introduction
The	term	folio	has	two	meanings	in	book	production:	it	is	used	of	the	sheets	of	a	script	and	
also	of	the	page	number	as	a	designed	element	on	a	typeset	page.	The	latter	meaning	is	
the	one	relevant	to	this	section.		A	running	head	(or	running	headline,	headline,	header,	or	
running	title)	is	a	book	title,	chapter	title,	or	other	heading	which	appears	at	the	to	p	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	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	prelims	and	in	Arabic	numerals	for	the	
text	an	d	en	d	matter	of	the	book	)	usually	appears	at	the	outer	top	edges	of	the	spread,	
or	centred	at	the	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	format),	those	taken	up	entirely	by	illustrations,	figures,	or	tables,	and	blank	pages.	
On	a	chapter	opening	page	the	folio	usually	appears	in	the	foot	margin	(see	1..3	.4).
1.5	.3	Running	heads
Running	heads	are	not	found	in	all	hooks:	for	instance,	they	may	not	appear	in	modem	fiction	
or	in	highly	designed	illustrated	hooks.
Running	heads,	like	folios,	are	omitted	from	some	pages	of	the	hook.	These	include:	any	
section	of	the	prelims	that	has	no	section	heading	(half-title,	title	,	and	imprint	pages,	the	
dedication	and	epigraph);	part	titles;	any	page	on	which	a	chapter	heading	occurs	(including	
sections	in	the	front	matter	and	end	matter);	blank	pages.		They	are	often	omitted	on	turned	
pages	and	on	full-page	illustrations,	figures,	or	tables.	
The	content	of	the	running	heads	depends	on	the	nature	of	the	book.	As	a	general	rule,	if	the	
same	running	head	is	no	t	used	on	verso	and	recto,	the	larger	section	generates	the	head	on	
the	verso	and	the	smaller	that	on	the	recto:	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	running	heads	that	change	
every	few	pages	should	if	possible	be	avoided	for	the	sake	of	economy).	In	a	multi-author	
work	authors'	names	normally	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	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	endnotes	should	change	on	every	page,	
indicating	the	text	pages	or	chapters	to	which	each	page	of	notes	refer	s:	for	example,	Notes	
to	pages	157-99,	or	Notes	to	Chapter	6,	rather	than	just	Notes.
Running	heads	should	match	the	material	from	which	they	are	derived	in	every	respect—
wording,	capitalization,	and	so	on.	However,	if	the	book,	chapter,	or	other	titles	used	are	very	
long	they	must	be	truncated	for	the	running	heads,	which	should	not	exceed	about	forty	
characters	(including	spaces)	for	most	books,	as	a	very	rough	rule	of	thumb.
1.6	Errata	slips
An	errata	slip	lists	errors	and	their	corrections;	if	there	is	only	one	correction	the	correct	term	
is	erratum	slip.		A	slip	inserted	loose	in	a	book	should	be	labelled	with	the	author's	name,	
book	title,	and	ISBN;	alternatively	the	slip	may	be	tipped	(pasted)	in.	In	a	later	printing	or	
edition,	if	the	text	itself	has	not	been	corrected,	the	errata	may	be	set	as	part	of	the	prelims	
or	end	matter.	When	fixed	to,	or	printed	in,	the	book	the	errata	may	be	called	corrigenda	
(singular	corrigendum),	Note	that	errata	slips	should	be	used	only	in	the	event	of	there	being	
serious	mistakes	or	errors	of	fact	in	the	book.	A	list	of	errata	should	be	as	concise	as	possible,	
making	clear	the	location,	the	substance	of	the	error,	and	the	form	of	the	correction,	Italic	
type	is	used	for	editorial	direction	s,	and	punctuation	is	included	only	where	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’

The	text	we	were	given	to	work	with	was	titled	
‘The Parts of a Book’.	As	titled,	it	describes	
the	parts	that	make	up	a	book,	what	order	
they	appear	in	and	their	individual	constitu-
ents	are	explained	with	intense	detail.	

It	filled	a	total	of	13	pages	of	A4	of	times	new	
roman	at	12pt.	There	was	little	definition	
already	present	within	and	we	were	told	there	
were	errors	in	the	text	that	needed	correcting.	

First	task	was	to	read,	understand	and	correct	
the	text	accordingly.	

Next	it	was	wise	to	start	breaking	down	the	
text	in	to	sections	&	parts	to	try	and	work	out	
the	overall	structure	we	were	working	with,	it	
was	so	easy	to	get	lost	there	needed	to	be	an	
overview.
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Initial Intention

I	found	the	text	very	dry,	there	was	no	humour	or	much	of	a	human	
element		to	it	but	seemed	very	formal	and	regimented,	hard	to	work	
your	way	through.

It	was	not	text	for	a	‘reading	book’	where	you	start	from	the	beginning	
and	work	your	way	through	steadily.	Instead	it	was	more	straight	
forward	useful	information	that	you’d	flick	through,	find	and	use	only	
as	and	when	you	need.

Idea 1: TEXT BOOK/MANUAL

2 3
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End matter (also called back matter) consists of any 
material that supplements the text. Sections in the end 
matter are, generally speaking, placed in order of their 
importance to the reader in using and interpreting the 
text, with the proviso that the index is always placed 
last.

A series of sections might be ordered as follows:
 » endnotes
 » bibliography
 » notes on contri butors
 » piture credits
 » index

End matter is paginated in sequence with the text, 
and the sections carry headings that are usually set to 
the same design as the chapter heading, though the 
material itself is often set in smaller type than the text, 
in keeping with its subsidiary position.

End matter  
Introduction

»

12 13

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 the 
texts of documents discussed. 

Multiple appendices appear under the collective heading 
Appendices, each with its own subheading and title as 
appropriate. Appendices may be numbered with Arabic 
or Roman numerals or marked with letters.

Appendix1.4.1

A glossary is an alphabetical list of important terms 
found in the text, with explanations or definitions. It is 
not a substitute for explaining terms at their first occur-
rence in the text. The glossary may simply repeat the 
textual explanation or it may expand upon it, but in any 
event the definitions in text and glossary must conform.

Each entry in a glossary begins a new line. Entries may 
be arranged in two columns:

terms on the left           &           definitions on the right

Or: The definition may run on from the headword term.
In which case turn over lines are often indented and 
entries spaced off from one another to make the 
headwords more prominent. 

Bold type is often used for headwords.

1.4.2   Glossary
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Endnotes are an alternative to footnotes, 
used in a single-author work where it is not 
essential (or customary in the discipline 
concerned) to position notes on the same 
page as the text to which they refer. 

In multi-author volumes, notes and other 
apparatus are usually placed at the end 
of each chapter or essay to preserve the 
integrity of the author’s work: it would be 
inappropriate in these circumstances to po-
sition the reference material in a sequence 
at the end of the work. 

Endnotes

For the decision to place notes at 
the foot of the page, the end of 
the chapter, or the end of the work 
see 17.2.2; 
for setting out notes see 17.2.4; 
for running heads in end notes 
see 1.5.3.

1.4.3

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 appropri-
ate – as the name suggests, a discussion of sources 
with the citations embedded – or an annotated bibliog-
raphy, 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 References or Works cited. 

A list called Bibliography contains the works cited 
in the book and additional works of likely interest to      
the reader. 

A Select bibliography may be limited to works thought 

1.4.4Bibliography
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important by the author, or works cited multiple times 
in the text.

A list of Further reading usually contains works not 
cited in the text. In general-interest non-fiction works a 
more seductive heading, such as Now read on…, may 
be used for a similar list. 

For choice and preparation of 
bibliographies see Chapter 18.

1.4.4 Index

The index, an alphabetical list of subjects 
covered in the book, with references to the 
pages on which discussion occurs, is the 
last element in the end matter. 

A single index is preferred unless there is 
a strong case for subdivision into (say) an 
Index of works and a General index. 

For further details See Chapter 19.

1.4.5 

This	inspired	me	to	try	a	manual/text	book	style	design	[right	&	below]	
I	chose	a	square	page	which	was	a	little	tricky	to	work	with	although	
I	think	the	design	would	have	resulted	in	a	clean	and	practical	user	
friendly	guide.	The	page	size	was	smaller	than	A5	so	could	have	been	
a	pocket	sized	handy	companion.

The	majority	of	the	entries	would	have	fitted	neatly	on	one	page	and	
with	enough	white	space	to	allow	them	to	breath,	although	the	text	
could	also	have	flowed	over	multiple	pages	with	enough	space	due	to	
a	large	margin.	

I	gave	the	numbers	outer	page	priority	over	the	titles.	The	sections	
were	clearly	divided	with	large	numbers	and	an	individual	contents	list	
for	each.	They	would	also	eventually	have	been	colour	coded.	

8 9

Prelims will always include some, and may include any 
of the following items or sections, in this order: 
 » half-title page
 » half-title verso
 » frontispiece
 » title page
 » title page verso
 » dedication
 » acknowledgements
 » contents
 » list of illustrations, figures, and maps
 » list tables
 » list of abbreviations
 » list of contributors
 » note to the reader
 » epigraph

Some but not all of these sections have headings, which 
are usually set to the same design as chapter headings. 

Besides prelims and end matter, a hard back (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 repeat-
ed within the text, because endpapers may be obscured 
or removed altogether in library copies of the book or 
when it is reprinted in paperback.

Constituents1.2.1 1.2.1
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Idea 2: PAPER ENGINEERING

I	was	keen	to	try	and	use	a	fun	approach	to	
the	format	to	lighten	up	the	material	a	little	
with	the	hope	it	would	help	the	reader	to	
engage	and	remember	more	of	the	content.

My	first	thought	was	to	look	at	paper	en-
gineering,	in	particular	pop	ups	but	also	
different	ways	of	manipulating	paper	to	get	
interesting	but	useful	effects	[right	top	&	
right]	these	resulted	in	page	spread	within	a	
page	spread.

I	came	across	the	idea	of	a	‘flag	book’.	The	
foundation	of	the	deceptively	simple	structure	
is	an	accordion	spine.	When	read	page	by	
page,	the	viewer	sees	disjointed	fragments	
of	image	and/or	text	[below	left].	When	the	
spine	is	pulled	fully	open,	these	fragments	as-
semble	a	panoramic	overview	spread	[below	
right].	The	tricky	things	is	I	had	an	awful	lot	of	
text	to	work	with	and	no	images	at	present,	it	
would	have	gotten	very	complicated.

I	tried	a	sample	spread	to	see	how	it	could	
really	work	in	practice	[below]	and	was	quite	
pleased	with	the	outcome	-	dainty	and	maybe	
too	complicated	and	fussy	but	I	thought	it	
certainly	added	to	the	design	and	would	
definitely	help	the	user	in	remembering	the	
information	-	maybe	it	should	be	aimed	to	
a	younger	audience	-	like	of	introduction	to	
book	design.

I	was	keen	to	try	different	ways	of	navigating	
through	and	organising	the	different	parts	of	
the	text	together	using	the	existing	number-
ing	system	(1.1,	1.2,	2.1,	2.2,	2.3,...)	so	you	
could	see	them	all	at	once	and	then	flip	the	
tab	easily	to	see	the	exact	section	you	want	
[shown	above	&	below]	
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Idea 3: POSTER

I	listed	a	contents	page	[right]	and	then	an	
overall	structure	(initially	just	for	myself	as	a	
drawing	in	my	sketchbook)	and	then	realised	
its	potential.	It	made	sense	to	have	all	the	
text	on	one	page	as	a	poster	[right].	This	was	
tested	at	A1	size.

At	the	interim	crit	this	was	perceived	as	the	
best	option	to	push	forward	with.	It	took	the	
content	in	a	completely	different	and	unex-
pected	direction	(no	one	else	had	considered	
a	poster)	but	it	really	worked	well.	

It	could	be	used	in	life	as	a	guide	for	any	
designer	(I	used	it	myself	many	times	since!)	
and	placed	on	the	wall	in	a	studio	with	the	
intention	of	a	quick	and	easy	reference	point	
for	information.	

The	design	needed	to	be	worked	on	as	it	
looked	too	calenderesque	but	it	had	potential,	
the	finer	detail	needed	attention.

Since	every	aspect	needed	to	be	considered	a	
good	suggestion	was	to	use	a	page	size	more	
related	to	books	-	e.g.	B1,	1000x700cm	which	
is	larger	than	A1	but	smaller	than	A0.

Contents
1.1	General	principles
1.2	Preliminary	Matter

1.2.1	Constituents
1.2.2	Half-title
1.2.3	Half-title	verso
1.2.4	Frontispiece
1.2.5	Title	page
1.2.6	Title	page	verso
1.2.7	Dedication
1.2.8	Foreward
1.2.9	Preface
1.2.10	Acknowledgements
1.2.11	Contents
1.2.12	List	of	illustrations,	figures	and	maps
1.2.13	List	of	tables
1.2.14	List	of	abbreviations
1.2.15	List	of	contributors
1.2.16	Epigraph
1.2.17	Other	sections

1.3	Text
1.3.1	Volumes
1.3.2	The	Introduction
1.3.3	Parts
1.3.4	Chapters
1.3.5	Sections	and	subsections
1.3.6	Paragraphs
1.3.7	Conclusion,	epilogue,	afterword

1.4	End	Matter
1.4.1	Appendix
1.4.2	Glossary
1.4.3	Endnotes
1.4.4	Bibliography
1.4.5	Index

1.5	Folios	and	running	heads
1.5.1	Introduction
1.5.2	Folio
1.5.3	Running	Heads

1.6	Errata	Slips
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Poster Research Considerations

STRUCTURE
HIERARCHY
NAVIGATION

How	you	create	MOVEMENT	across	the	page?

How	do	you	NAVIGATE	the	viewer?

-	A	book	generally	consists	of	a	regimented	tried	and	tested	format	
-	left	to	right	and	top	to	bottom,	but	do	posters	similarly	follow	this	
pattern?	Generally	no	-	posters	that	intended	to	capture	your	attention	
quickly	and	effectively	can	play	around	more	with	the	layout	whereas	
a	poster	intended	more	as	information	design	would	indeed	need	a	
clear	and	simpler	grid	and	structure.

With	so	much	text	and	no	images	how	was	I	to	make	it	work?

I	had	never	really	considered	poster	design	
so	thoroughly	before	and	initially	I	felt	slighty	
lost	-	it	is	a	whole	new	and	rather	different	
world	to	book	design	-	I	didn’t	know	how	to	
approach	it.

There	were	eye	catching	posters	[bottom	
middle],	informative,	warnings,	educational,	
fun,	image	based,	only	typogrophic	[bottom	
far	right],	film	posters	advertising	etc.	Such	
a	large	range.	It	was	hard	to	find	good	exam-
ples	of	posters	that	included	an	awful	lot	of	
text	-	I	guess	they	usually	don’t,	or	if	they	were	
then	they	were	bady	designed,	confusing	
mish	mash	of	elements	[right].
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It may also include other, similar, information: for example, a series title; 
the names of other people involved in the book’s preparation, such as a 
translator or an illustrator; the place of publication or the cities in which 
the publisher has o	  ces; the publisher’s logo or colophon (device or 
emblem); and the date of publication.

It may also include other, similar, information: for example, 
a series title
the names of other people involved in the book’s preparation, such as a translator or 
an illustrator
the place of publication or the cities in which the publisher has o�  ces the publish-
er’s logo or colophon (device or emblem)
and the date of publication.

It may also include other, similar, information: for example, 
a series title
the names of other people involved in the book’s preparation, such as a 
translator or an illustrator
the place of publication or the cities in which the publisher has o�  ces 
the publisher’s logo or colophon (device or emblem)
and the date of publication.

It may also include other, similar, information: for example, 
a SERIES TITLE
the NAMES OF OTHER PEOPLE INVOLVED in the book’s preparation, such as a 
translator or an illustrator
the PLACE OF PUBLICATION or the cities in which the publisher has o�  ces 
the PUBLISHER’S LOGO or colophon (device or emblem)
and the DATE OF PUBLICATION.

It may also include other, similar, information: for example, 
a series title
the names of other people involved in the book’s preparation, such as a 
translator or an illustrator
the place of publication or the cities in which the publisher has offices 
the publisher’s logo or colophon (device or emblem)
and the date of publication.

It may also include other, similar, information: for example, a series title; the names of 
other people involved in the book’s preparation, such as a translator or an illustrator; 
the place of publication or the cities in which the publisher has o�  ces; the publisher’s 
logo or colophon (device or emblem); and the date of publication.

Typographic Elements

Trying	different	ways	
of	highlighting	parts	
of	the	text	just	on	
Minion	Pro	Regular:

1.	 BOLD
2.	 ITALIC
3.	 INDENTATION
4.	 POINT	SIZE
5.	 CAPS
6.	 SMALL	CAPS

the parts of a book

the parts of a book
the parts of a book
the parts of a book
the parts of a book
the parts of a book
the parts of a book
the parts of a book

the parts of a book
the parts of a book
the parts of a book

the parts of a book

the parts of a book

the parts of a book

Fonts

I	needed	to	find	2	
different	fonts.	A	
readable	font	that	
was	narrow	since	
I	needed	to	save	
space,	and	more	
of	a	display	font	for	
the	main	title	and	
section	headings	
that	was	clear,	bold,	
and	readable	(from	a	
distance)	yet	interest-
ing.	

I	started	using	sans	
serif	and	condensed	
fonts	like	Gill Sans	
&	Abadi	and	was	
interested	in	using	
typical	book	fonts	
like	Baskerville	&	
Goudy Old Style	and	
see	how	they	could	
worked	together.

I	was	drawn	to	dis-
play	fonts	that	held	a	
connection	with	the	
topic	-	like	Jerrywi 
and	Usilla Stencil 
due	to	their	‘parts’	
that	make	up	the	
whole.
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Final Crit

Verso Recto

Imprint page

Preliminary matter

Main text

End matter

Half-title
The half-title page is the first page (p. i) of  the book (after a 
flyleaf, if  any) and thus falls on a recto. 

It contains the main title, and only the main 
title, of  the book (or the title of  the volume if  the 
work is in more than one volume). 

Not all books now have a half-title, and it may sometimes 
be dispensed with as a space-saving measure.

Half-title verso
The verso of  the half-title page (p. ii) is often blank, though 
it may carry announcements from the publisher such as 
a list of  other books in the series to which the volume 
belongs, or a list of  other works by the same author. Some-
times it will be given over to a frontispiece (see below).

The half-title verso falls opposite the title page and may be 
incorporated into a special design for this important spread.

Frontispiece
A frontispiece is an illustration that faces the title 
page, an important position that is justified by the signifi-
cance or representative content of  the image. 

In a biography a frontispiece is usually a portrait of  the sub-
ject, in a work of  history it might be a map or a facsimile of  
a document, and so on. If  the book has integrated illustra-
tions, the frontispiece is likely to be printed on text paper 
like all the others. If  the book has plates, the frontispiece, 
like other pictures, will usually be printed on glossy art pa-
per; in this case the frontispiece will appear on the verso of  
a single leaf  tipped in (that is, inserted and pasted) between 
the half-title verso and the title page. Note: 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 verse, for 
example). The frontispiece is, exceptionally, listed on the 
contents page (see Contents).

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

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

the complete title & subtitle of  the work
a volume number, if  any
the name of  the author or editor
the publisher’s name (called the imprint)

It may also include other, similar, information: for example, 
a series title; the names of  other people involved in the 
book’s preparation, such as a translator or an illustrator; 
the place of  publication or the cities in which the publisher 
has offices; the publisher’s logo or colophon (device or 
emblem); and the date of  publication.

The roles of  people other than the author are defined by 
an introductory phrase, such as:

‘Selected and edited by’
‘Translated by’
‘With illustrations by’

Title-page verso*
The title page verso (p. iv, also, variously, called the copy-
right, 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
publishing history
copyright line
copyright notice(s)
assertion of  moral rights
limitations on sales
cataloguing in publication data
statements concerning performing rights   
printer’s name and location

Dedication
The dedication is a highly personal expres-
sion on the part of  the author. 
The publisher usually accepts its wording and content 
unchanged, and its design is usually subject to the author’s 
approval when that of  the rest of  the book is not.  

Whenever possible the dedication falls on a recto (usually 
p. v), but if, for reasons of  space, it must be relocated to a 
verso, one must be chosen that gives it sufficient promi-
nence (for example the last verso preceding the first page 
of  the text).

Foreword
The foreword is a recommendation of  the 
work written by someone other than the 
author. They are usually named at the end 
of  the piece, or in its title, and in the con-
tents list. 
The distinction between the foreword and the preface (see 
below) should be noted and the correct title given to each 
of  these sections of  the front matter. The foreword usually 
begins on a fresh recto.

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 au-
thor may include in the preface brief  thanks to colleagues, 
advisers, or others who have helped in the creation of  the 
work.

In a multi-author work the preface may be written by the 
work’s editor (Editors preface). 

All works in a series may contain the same preface by the 
series editor (Series editor’s preface), which pre-
cedes 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’). If  one or more earlier prefaces are 
reprinted in a new edition, they follow, in reverse numeri-
cal 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 each 
of  multiple prefaces unless reasons of  economy dictate 
otherwise.

Acknowledgements
Acknowledgements (or, in US spelling, Acknowledgments) 
are of  two types: 

those recognising the ideas, assistance, support, or 
inspiration of  those who have helped the author to 
create the work; 
and those listing the copyright holders in material such 
as figures, illustrations, and quotations reproduced in 
the book. 

The first type may, if  those acknowledged are few, be 
included in the preface (see above). 

The second type relate to the legal requirement to ac-
knowledge the sources of  reproduced material and in many 
cases to gain permission from copyright holders or their 
licensees for its use, and as such the wording printed should 
be exactly as required by the copyright holder, even if  this 
is inconsistent with style used elsewhere in the book.

It is best to separate the two types of  acknowledgement. 
The author’s personal thanks follow the preface and are 
called simply ‘Acknowledgements‘. 

The names of  those who hold copyright in verbal mate-
rial (such as epigraphs, quotations, or tables) are listed in 
a separate section headed ‘Copyright acknowledge-
ments’. 

Acknowledgements relating to illustrations may be included 
in a list of  illustrations or presented in a separate section. 
Both kinds of  acknowledgement relating to copyright may 
appear either in the prelims or the end matter.

Volumes
Volumes may be numbered or titled or numbered & 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 own ISBN, they 
are designed to be bound together and are, accordingly, 
through-paginated. The first fascicle contains preliminary 
material of  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 fasci-
cles are combined into a book or books.

The introduction
The introduction is properly part of  the text of  the book 
(except in special contexts such as editions of  literary texts 
where the editor’s introduction forms part of  the prelims). 
The Arabic pagination begins with the first page of  the 
introduction, which therefore must fall on a recto. The 
introduction may be treated (and numbered) as the first 
chapter of  the work, or it may be headed simply ‘Introduc-
tion’, the numbered chapters following thereafter; when 
an introduction (or conclusion) addresses the work as a 
whole, it is usually left unnumbered.

Parts
It is useful to arrange a long or complex work in parts when 
the text falls into logical divisions of  similar length. 

Parts should be numbered, and may be titled; although Ro-
man numerals are traditionally used for parts (‘Part I’, ‘Part 
II’), Arabic numerals may be used or numbers spelled out 
(‘Part One’, ‘Part Two’). 

The part number and title are best placed on a recto with 
a blank verso following; part title pages are included in the 
Arabic pagination of  the book but the page numbers are 
not shown.

Parts are divided into chapters, which are numbered con-
secutively throughout the work. 

Chapters
Most works in prose are divided into chapters, which usu-
ally 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. 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 down for running heads.

New chapters are usually allowed to begin on either a 
verso or a recto (unlike new parts); exceptionally, when 
chapters are short or economical setting is required, they 
may run on – start on the same page as the end of  the pre-
ceding chapter – after a specified number of  lines’ space. 
This is more common in fiction than in non-fiction. 

The first page of  a new chapter lacks a running head, and 
the folio (page number) is either omitted or appears at 
the foot of  the page (as a drop folio), even when on other 
pages it falls in the head margin.

The first line following the chapter heading is set full out 
(flush with the left-hand margin), with no paragraph inden-
tation. 

In some designs large and small capitals are used for the 
first word or line of  a chapter, as in ‘HE was gone’. If  the 
first word is a single capital letter (for example ‘I, A’), then 
the second word is printed in small capitals, with no further 
capital. If  the chapter starts with a personal name, then the 
whole name is in capitals and small capitals, not just the first 
name or title: ‘MR THORNTON had had some difficulty...’

Appendix
An appendix (or annex, as it is sometimes called in 

the publication of  documents) presents subsidi-
ary matter that relates directly to the text 
but cannot comfortably be accommodated 
within it, such as a chronology or the texts of  docu-

ments discussed. 

Multiple appendices appear under the collective heading 
‘Appendices’, each with its own subheading and title as 
appropriate. Appendices may be numbered with Arabic or 
Roman numerals or marked with letters.

Publisher’s imprint

The imprint consists of:

the publisher’s name (or the name of  a subdivision of  the company if  this bears a separate name)
the publisher’s full registered postal address
the place of  publication.

It may also include the names of  associated companies or offices, and the cities in which they are 
located. 

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 is usually the same as the copyright date (see below).

Publishing history

The publishing history of  the book includes:

reference to simultaneous cc-publications of  the work (with the name 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 cur-
rent version of  the work, each of  which is dated.

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 edit ion 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 which no corrections or only minor correc-
tions 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 single year: Reprinted 2004 (twice).

Copyright line

To qualify for protection under the Universal Copyright Convention, and for reasons of  best practice, 
copyright ownership in a work must be stated in a particular form, giving the copyright holder’s name 
and the year of  first publication, preceded by the copyright symbol:

‘© Ann Jones 2004’

A work may have multiple copyright holders, such as co-authors, an illustrator, a translator, or the 
contributor of  an introduction; the rights of  each of  them must be separately stated.

Copyright may be held by the publisher rather than by the creator(s) of  the work, who in this case will 
have assigned the rights permanently, rather than have licensed them to the publisher.

Copyright notice(s)

Many publishers include one or more copyright notices in their books, explicitly reserving certain rights 
in the work. Such notices relate to reproduction, 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 moral rights in gen-
eral, is recorded on the title page verso in a form such as:

‘The author’s moral rights have been asserted’

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 publication. Publishers may include such records in full on the title 
page verso of  the book, or may simply note that they are 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 
this number is essential to the catalogue record. If  CIP data is not reproduced in full the ISBN must be 
included elsewhere on the title page verso. The ISBN uniquely identifies the book in the particular edi-
tion to which it is attached. A new ISBN is needed for every new edition of  the book, including reissue 
in a different binding. Each volume of  a multi-volume work usually has its own ISBN, as may the set 
as a whole, though in some cases (notably where the volumes are not separately available for sale) a 
single number may be used for the whole set. By 1 January 2007 the previous ten-digit ISBNs will have 
been replaced by the new thirteen-digit ISBNs.

A serial publication, such as a journal, magazine, or year book, has an ISSN (International Standard 
Serial Number), which is the same for all issues of  the work.

The CIP data will often be accompanied by an indication of  what impression a particular book repre-
sents. This may be a single number, or a series of  numbers, the lowest number of  which is that of  the 
current impression. So the following line denotes a second impression:

10 9 8 7 6 5 4 3 2

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 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 information about the book as a publication. Typical elements 
include details of  the design and production of  the book, including the name and size of  the typeface 
used and the name and location of  the typesetting firm.

Folios & running heads

Contents
The list of  contents always falls on a recto. 

It records the title and initial page number of  
every titled section that follows it in the pre-
lims, 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. 

Note: Lists in the prelims are referred to on the contents 
page as ‘List of  Illustrations’, ‘List of  Abbreviations’, etc., 
even though their own headings are best formulated simply 
as ‘Illustrations’, ‘Abbreviations’, etc.

Part titles, preceded by the word ‘Part’ and a number, are 
listed in full, and a page number is given unless it is that of  
the following chapter in the part. The word ‘Chapter’ 
may, but need not, appear before the number and title of  
each chapter, though if  it is used in the list of  contents it 
should also appear at the head of  each chapter in the text. 
Note: It is customary to use upper-ease Roman numer-
als for part numbers and Arabic numerals for chapter 
numbers.

In complex works, such as textbooks, headings within 
chapters may be included on the contents page or even as 
a subsidiary table of  contents at the start of  each chapter. 
In a multi-author volume, authors’ names as well as chapter 
titles are given in the contents list.

The wording, punctuation, capitalization, use of  italics, and 
form of  authors’ names in the contents list must match the 
headings as they appear in the text itself. 

No full point is needed at the end of  any heading, nor are 
leader dots wanted between titles and page references. 
The numerals on the contents page at the editing stage 
will be those of  the script, or ‘dummies’ such as ‘xxx’ or 
‘OOO’; they should be circled to indicate that they are not 
to be printed. At page-proof  stage the typesetter should 
have inserted the correct page references, but they must 
be checked by the proofreader. 

The first volume of  a multi-volume work published simulta-
neously 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.

Lists of illustrations, 
figures & maps
Illustrations numbered sequentially through the work are 
presented in a single list. Different types of  illustrative 
material, numbered in separate sequences, are presented 
in separate lists, usually in the order: illustrations, figures, 
maps.

Such a list consists of  the captions, which may be shortened 
if  they are discursive, and the sources or locations of  the 
illustrative material where relevant. As with the contents, 
the correct page numbers for all illustrative material that 
is integrated with the text (though not those of  plates in 
a separate section) will need to be inserted at page-proof  
stage. 

Acknowledgements to copyright holders may be added 
here or presented in a separate list in the prelims or end 
matter. It is better not to include credits or even sources 
in the captions that accompany the illustrations; however, 
rights holders may insist that acknowledgement be made 
beside or beneath the illustration.

List of tables
A list of  tables is useful only when the work contains many 
tables of  particular interest. 

The list gives the table headings, shortened if  necessary, 
and page numbers; sources appear in the text beneath each 
table.

List of abbreviations
The text of  a book should be so presented as to explain 
itself  without recourse 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 explana-
tion (such as AD, 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. 

If  a term occurs only very rarely in the text it is better to 
spell it out at each occurrence than to use an abbrevia-
tion. 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.

If  the abbreviations are used in text or notes the list is best 
placed in the prelims of  the book; if, however, abbrevia-
tions are used only in the bibliography, endnotes, or appen-
dices, the list may be presented at the bead of  the relevant 
section. Arrange the list alphabetically by abbreviated form.

List of contributors
In a multi-author work it is customary to list the contributors 
and provide relevant information about each one, such as:

institutional affiliation or post held
a short biography 
or details of  other publications 

The more detailed and discursive the entries are, the more 
appropriate it will be to place the list in the end matter of  
the work rather than the preliminary pages.

The list should be ordered alphabetically by contributor’s 
surname (though names are presented in natural order, 
not inverted), and names should match the form in the 
contents list and the chapter headings. The presentation of  
each entry should as far as possible be standardised.

Epigraph
An epigraph is a relevant quotation placed at 
the beginning of  a volume, part, or chapter, 
and is distinguished typographically from 
other displayed quotations. 
An epigraph relating to the entire volume is placed on a 
new page, preferably a recto, immediately before the text 
or in another 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 under the quota-
tion. The author’s name and the title and date of  the work 
are usually sufficient: further details are not normally in-
cluded because readers are not expected to want to verify 
the quotation.

Other sections
Many publications need a short explanation of  conventions, 
terminology, or forms of  presentation used in the text, or 
guidance on how to use the book. 

Such information is best placed as near as possible to the 
beginning of  the text and often carries the title ‘Note to 
the reader’ or ‘How to use this book’.

It is usual for each volume of  a work published in multiple 
volumes to have its own pagination, index, bibliography, 
and so on. Even if  the numbering of  text pages is consecu-
tive from one volume to the next, the preliminary pages of  
each volume begin with ‘page i’. 

Sections and subsections
Chapters may be divided into sections and subsections by 
the use of  subheadings (or subheads). There may be more 
than one level of  subheading, though only 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.

Sections, subsections, or even individual paragraphs may 
be numbered if  this will be useful to the reader – as it will 
when the text contains numerous cross-references. For 
example, section headings can be ‘double-numbered’, 
with the two numbers closed up either side of  a full point; 
subsection headings are then triple-numbered, the number 
reflecting the different levels of  the headings: within Chap-
ter 9 the first A-level heading is numbered ‘9.1’, and the 
first A-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 refers to the subject articulated 
in the heading it must begin by reiterating 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 division is of  equivalent scale and construction.

Paragraphs
Paragraphs are units of  thought reflecting the development 
of  the author’s argument, and no absolute rules control 
their length. 

In the most general terms, one-sentence paragraphs are 
likely to be too short and paragraphs that exceed the length 
of  a page of  typeset material are likely to be too long to 
hold the reader’s attention. However, it is inadvisable for 
an editor to alter the authors delivery by running together 

Glossary
A glossary is an alphabetical list of  important 
terms found in the text, with explanations or 
definitions. 
It is not a substitute for explaining terms at their first oc-
currence in the text. The glossary may simply repeat the 
textual explanation or it may expand upon it, but in any 
event the definitions in text and glossary must conform.

Each entry in a glossary begins a new line. Entries may be 
arranged in two columns (terms on the left and defini-
tions on the right), or the definition may run on from the 
headword term; in the latter case turn over lines are often 
indented an d entries spaced off  from one another to make 
the headwords more prominent. Bold type is often used 
for headwords.

Endnotes
Endnotes are an alternative to footnotes, used in a single-
author work where it is not essential (or customary in the 
discipline concerned) to position notes on the same page 
as the text to which they refer. 

In multi-author volumes, notes and other apparatus are 
usually placed at the end of  each chapter or essay to pre-
serve the integrity of  the author’s work: it would be inap-
propriate in these circumstances to position the reference 
material in a sequence at the end of  the work.

short paragraphs or splitting long ones without fully consid-
ering the effect on the integrity of  the text, and the author 
should normally be consulted about such changes. 

The first line of  text after a chapter, section, or subsec-
tion heading is set full out to the left-hand margin, with no 
paragraph indentation. The first line of  every subsequent 
paragraph is normally indented; the style in which para-
graphs are separated by a space and the first line of  every 
paragraph is set full out is characteristic of  documents 
and some reference works, and also of  material on the 
Internet. In fictional dialogue it is conventional (though by 
no means obligatory) to begin a new paragraph with every 
change of  speaker.

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 facilitates all kinds of  
internal referencing. In this case the double- and triple-
numbering system is applied. Numbered paragraphs may 
also be used when an author wishes to enumerate long 
points in an argument.

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 work or (as with the 
introduction) headed simply Conclusion.

An epilogue or an author’s note is nothing more than a 
short concluding comment on the text. 

An afterward is much the same, though it is typically writ-
ten by someone other than the author. Neither of  these 
sections bears a chapter number, though the headings are 
usually set to the same design as the chapter headings. One 
would not normally have more than one or two of  these 
concluding sections in any book.

Introduction
The text of  a work, whether it is in 
a single volume or multiple volumes, 
should ideally unfold in a form in 
which each division is of  equivalent 
scale and consistent construction. 

As part of  marking up the text, the 
copy-editor will need to code the hi-
erarchy of  headings that articulate the 
structure and all displayed elements of  
the text those elements such as quo-
tations, lists, text boxes, equations, 
and so on that need special presenta-
tion on the page. 

The designer specifies an appropriate 
typographic treatment for the body text 
and for each displayed element, and the 
typesetter applies the appropriate design 
and layout wherever the copy-editor has 
marked a code.

Introduction
End matter (also called back matter) 
consists of  any material that supple-
ments the text. Sections in the end 
matter are, generally speaking, placed 
in order of  their importance to the 
reader in using and interpreting the 
text, with the proviso that the index is 
always placed last. 
End matter is paginated in sequence 
with the text, and the sections carry 
headings that are usually set to the 
same design as the chapter heading, 
though the material itself  is often set 
in smaller type than the text, in keep-
ing with its subsidiary position.

Introduction
Preliminary matter is any material that 
precedes the main text of  the book. 

Preliminary pages are usually num-
bered with lower-case Roman numer-
als (rather than Arabic numerals) so 
that any late changes to the content 
or extent of  the prelims will not affect 
the pagination of  the main text. 

Page numbers (called folios) are not 
shown on every page of  the prelims, 
though every page has its number.

Prelims will always include some, and 
may include any of  the following items 
or sections, in the order. Some but 
not all of  these sections have head-
ings, which are usually set to the same 
design as chapter headings. 
Besides prelims and end matter, a hard back (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 alto-
gether in library copies of  the book or when it is reprinted 
in paperback.

Introduction
The term folio has two meanings in 
book production: it is used of  the 
sheets of  a script and also of  the page 
number as a designed element on a 
typeset page. The latter meaning is 
the one relevant to this section. 

A running head (or running headline, 
headline, header, or running title) is 
a book title, 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 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.

Folio
The folio (set in lower-case Roman numerals in the prelims 
and in Arabic numerals for the text and end matter of  the 
book) usually appears at the outer top edges of  the spread, 
or centred at the 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 format), those taken up entirely by il-
lustrations, figures, or tables, and blank pages. On a chapter 
opening page the folio usually appears in the foot margin.

Running heads
Running heads are not found in all hooks: for instance, they 
may not appear in modem fiction or in highly designed 
illustrated hooks.

Running heads, like folios, are omitted from some pages of  
the hook. These include: any section of  the prelims that has 
no section heading (half-title, title, and imprint pages, the 
dedication and epigraph); part titles; any page on which a 
chapter heading occurs (including sections in the front mat-
ter and end matter); blank pages. They are often omitted 
on turned pages and on full-page illustrations, figures, or 
tables. 

An errata slip lists errors and their corrections; if  there is 
only one correction the correct term is erratum slip. 

A slip inserted loose in a book should be labelled with the 
author’s name, book title, and ISBN; alternatively the slip 
may be tipped (pasted) in. 

In a later printing or edition, if  the text itself  has not been 
corrected, the errata may be set as part of  the prelims or 
end matter. 

When fixed to, or printed in, the book, the errata may be 
called corrigenda (singular corrigendum).

Note: errata slips should be used only in the event of  
there being serious mistakes or errors of  fact in the book. 

A list of  errata should be as concise as possible, making 
clear the location, the substance of  the error, and the form 
of  the correction. Italic type is used for editorial directions, 
and punctuation is included only where it is part of  the er-
ror and/or the correction:

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

p, 399, line 2: for guilty read ‘not proven’

Errata slips

*

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 appropriate – 
as the name suggests, a discussion of  sources with the cita-
tions 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 ‘References’ or ‘Works cited’. 

A list called ‘Bibliography’ contains the works cited 
in the book and additional works of  likely interest to the 
reader. 

A ‘Select bibliography’ may be limited to works 
thought important by the author, or works cited multiple 
times in the text. A list of  ‘Further reading’ usually 
contains works not cited in the text. In general-interest 
non-fiction works a more seductive heading, such as ‘Now 
read on…’, may be used for a similar list. 

Index
The index, an alphabetical list of  subjects covered in the 
book, with references to the pages on which discussion 
occurs, is the last element in the end matter. A single index 
is preferred unless there is a strong case for subdivision into 
(say) an ‘Index of works’ and a ‘General index’. 

Imprint page

Parts of  a Bookth
e 

A book usually consists of  three sections: 

 – preliminary matter 
 – the main text 
 – end matter

All books have some kind of  preliminary 
matter (also called prelims or front mater), 
all have a text, and most works of  non-
fiction have end matter. The prelims and end 
matter usually contain a number of  items 
or sections, subject to a given order and to 
conventions that control their presentation.

General principles

The content of  the running heads depends on the nature 
of  the book. As a general rule, if  the same running head is 
not used on verso and recto, the larger section generates 
the head on the verso and the smaller that on the recto: 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 subhead-
ing on the recto (though running heads that change every 
few pages should if  possible be avoided for the sake of  
economy). In a multi-author work authors’ names normally 
on the verso and chapter titles on the recto. In encyclope-
dias it is common to reflect the first headword on the verso 
and the last on the recto in the running heads, whereas 
dictionaries 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, how-
ever, running heads for endnotes should change on every 
page, indicating the text pages or chapters to which each 
page of  notes refers: for example, Notes to pages 157-99, 
or Notes to Chapter 6, rather than just Notes.

Running heads should match the material from which they 
are derived in every respect—wording, capitalization, and 
so on. However, if  the book, chapter, or other titles used 
are very long they must be truncated for the running heads, 
which should not exceed about forty characters (including 
spaces) for most books, as a very rough rule of  thumb.

In discussing the parts of  a book the following terms are used:

• spread or double-page spread – the pair of  pages (left-hand and right-
hand) exposed when the book is opened at random; the term opening is also used. 
The terms are sometimes distinguished with a ‘spread’ being a pair of  pages that 
are designed as an entity, for example in a highly illustrated book, and an ‘opening’ 
being any pair of  facing pages.

• recto – the right-hand page of  a spread: a recto always has an odd page number.

• verso – the left-hand page of  a spread: a verso always has an even page number. 

The recto 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 into parts (‘Part I’. ‘Part 
II’, 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.

Terms

This	is	the	stage	I	presented	for	the	final	crit:

Detail
Title:	Baskerville Reg	1520t
Sections:	Abadi Condensed Extra Bold,	100pt
Parts:	Abadi Condensed, Extra Bold	20pt
Body:	Gill Sans, Book & Heavy,		9pt

It	didn’t	go	down	so	well	as	the	interim	crit.	
I	was	inspired	by	bookshelves	and	the	feel	of	
a	library,	(I	thought	I	needed	some	source	to	
use	a	basis	otherwise	where	do	you	begin).
Although	it	was	said	I	hadn’t	committed	fully	
and	I	can	see	that	now.	It’s	a	little	here	nor	
there,	not	an	eye	catching	and	not	an	inform-
ative	poster	as	the	text	was	spread	all	over	the	
place.	It	was	told	to	‘avoid	additional	graphic	
elements’	and	to	‘use	space	to	differentiate.

I’d	also	removed	the	part	and	section	num-
bers	because	I’d	played	around	with	the	
layout	they	didn’t	flow.	I	decided	to	put	back	
in	the	designs	following	and	make	it	work.

There	was	so	much	text	and	even	on	B1	I	was	
struggling	to	include	all	the	text	while	leav-
ing	enough	white	space	[below].	I	needed	to	
find	a	straight	forward,	logical	yet	pleasing	
composition.

Preliminary matter Main text

End matter

Verso Recto

Half-title
The half-title page is the first page (p. i) of the book (after 
a flyleaf, if any) and thus falls on a recto. 

It contains the main title, and only the main title, of the 
book (or the title of the volume if the work is in more 
than one volume). 

Not all books now have a half-title, and it may sometimes 
be dispensed with as a space-saving measure (see 1.8).

Half-title verso
The verso of the half-title page (p. ii) is often blank, though 
it may carry announcements from the publisher such as 
a list of other books in the series to which the volume 
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 verso falls opposite the title page 
and may be incorporated into a special design for this 
important spread.

Frontispiece
A frontispiece is an illustration that faces the title page, 
an important position that is justified by the significance 
or representative content 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 others. 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 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 verse, for 
example). The frontispiece is, exceptionally, listed on the 
contents page (see 1.2.11).

As a frontispiece may not always be reproduced in all sub-
sequent editions of a book (a paperback edition, for exam-
ple), the author should avoid referring to it in the text.

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 imprint).

It may also include other, similar, information: for example, 
a series title; the names of other people involved in the 
book’s preparation, such as a translator or an illustrator; 
the place of publication or the cities in which the publisher 
has offices; the publisher’s logo or colophon (device or 
emblem); and the date of publication.

The roles of people other than the author are defined by 
an introductory phrase, such as:

Selected and edited by
Translated by
With illustrations by

Title-page verso 
The title page verso (p. iv, also, variously, called the copy-
right, 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
publishing history
copyright line
copyright notice(s)
assertion of moral rights
limitations on sales
cataloguing in publication data
statements concerning performing rights

printer’s name and location.

Dedication
The dedication is a highly personal expression on the part 
of the author. The publisher usually accepts its wording 
and content unchanged, and its design is usually subject to 
the author’s approval when that of the rest of the book is 
not.  

Whenever possible the dedication falls on a recto (usually 
p. v), but if, for reasons of space, it must be relocated to a 
verso, one must be chosen that gives it sufficient promi-
nence (for example the last verso preceding the first page 
of the text).

Foreword
The foreword is a recommendation of the work written 
by someone other than the author. He or she is usually 
named at the end of the piece, or in its title, and in the 
contents list. 

The distinction between the foreword and the preface 
(see below) should be noted and the correct title given to 
each of these sections of the front matter. The foreword 
usually begins on a fresh recto.

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 colleagues, advisers, or others 
who have helped in the creation of the work.

In a multi-author work the preface may be written by the 
work’s editor (Editors 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). 

If one 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 each 
of multiple prefaces unless reasons of economy dictate 
otherwise.

Acknowledgements
Acknowledgements (or, in US spelling, Acknowledgments) are 
of two types: 

those recognizing the ideas, assistance, support, or inspira-
tion of those who have helped the author to create the 
work; and those listing the copyright holders in material 
such as figures, illustrations, and quotations reproduced in 
the book. 

The first type may, if those acknowledged are few, be 
included in the preface (see previous). 

The second type relate to the legal requirement to 
acknowledge the sources of reproduced material and in 
many cases to gain permission from copyright holders or 
their licensees for its use, and as such the wording printed 
should be exactly as required by the copyright holder, 
even if this is inconsistent with style used elsewhere in the 
book. (For guidelines on copyright see Chapter 20.)

It is best to separate the two types of acknowledgement. 
The author’s personal thanks follow the preface and are 
called simply ‘Acknowledgements‘. 

The names of those who hold copyright in verbal material 
(such as epigraphs, quotations, or tables) are listed in a 
separate section headed ‘Copyright acknowledgements’. 

Acknowledgements relating to illustrations may be in-
cluded in a list of illustrations (see below) or presented in 
a separate section. 

Both kinds of acknowledgement relating to copyright may 
appear either in the prelims or the end matter.

It is usual for each volume of a work published in multiple 
volumes to have its own pagination, index, bibliography, 
and so on. Even if the numbering of text pages is consecu-
tive 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 own ISBN, they 
are designed to be bound together and are, accordingly, 
through-paginated. The first fascicle contains preliminary 
material (or 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.

The introduction
The introduction is properly part of the text of the book 
(except in special contexts such as editions of literary 
texts where the editor’s introduction forms part of the 
prelims). The Arabic pagination begins with the first page 
of the introduction, which therefore must fall on a recto. 
The introduction may be treated (and numbered) as the 
first chapter of the work, or it may be headed simply 
Introduction, the numbered chapters following thereafter; 
when an introduction (or conclusion) addresses the work 
as a whole, it is usually left unnumbered.

Parts
It is useful to arrange a long or complex work in parts 
when the text falls into logical divisions of similar length. 
Parts should be numbered. and may be titled ; although 
Roman numerals are traditionally used for parts (Part I, 
Part II), Arabic numerals may be used or numbers spelled 
out (Part One, Part Two). The part number and title are 
best placed on a recto with a blank verso following; part 
title pages are included in the Arabic pagination of the 
book but the page numbers are not shown.

Parts are divided into chapters, which are numbered con-
secutively throughout the work. 

Chapters
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 down for running heads (see 1.5.3).

New chapters are usually allowed to begin on either a ver-
so or a recto (unlike new parts—see above); exceptionally, 
when chapters are short or economical setting is required, 
they may run on — start on the same page as the end of 
the preceding chapter—after a specified number of lines’ 
space. This is more common in fiction than in non-fiction. 
The first page of a new chapter lacks a running head, and 
the folio (page number) is either omitted or appears at 
the foot of the page (as a drop folio), even when on other 
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 inden-
tation. In some designs large and small capitals are used 
for the first word or line of a chapter, as in ‘HE was gone’. 
If the first word is a single capital letter (for example I, A), 
then the second word is printed in small capitals, with no 
further capital. If the chapter starts with a personal name, 
then the whole name is in capitals and small capitals, not 
just the first name or title: ‘MR THORNTON had had 
some difficulty...’.

Appendix
An appendix (or annex, as it is sometimes cal led 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 the texts of documents discussed. 
Multiple appendices appear under the collective heading Appendices, each with its own 
subheading and title as appropriate. Appendices may be numbered with Arabic or Roman 
numerals or marked with letters.

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

Each entry in a glossary begins a new line. Entries may be arranged in two columns (terms 
on the left and definitions on the right), or the definition may run on from the headword 
term; in the latter case turn over lines are often indented an d entries spaced off from 
one another to make the headwords more prominent. Bold type is often used for head-
words.

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

the Parts of  a Book

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 ti-
tles, 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 contents page 
as List of Illustrations, List of Abbreviations, etc., even 
though their own headings are best formulated simply as 
Illustrations, Abbreviations, etc.

Part titles, preceded by the word Part and a number, are 
listed in full, and a page number is given unless it is that 
of the following chapter in the part. The word Chapter 
may, but need not, appear before the number and title of 
each chapter, though if it is used in the list of contents it 
should also appear at the head of each chapter in the text. 
It is customary to use upper-ease Roman numerals for 
part numbers (see 1.3.3) and Arabic numerals for chapter 
numbers (see 1.3.4).

In complex works, such as textbooks, headings within 
chapters may be included on the contents page or even as 
a subsidiary table of contents at the start of each chapter. 
In a multi-author volume authors’ names as well as chap-
ter titles are given in the contents list.

The wording, punctuation, capitalization, use of italics, and 
form of authors’ names in the contents list must match 
the headings as they appear in the text itself. No full point 
is needed at the en d of an y heading, nor are leader dots 
wanted between titles and page references. The numerals 
on the contents page at the editing stage will be those of 
the script, or ‘dummies’ such as xxx or OOO; they should 
be circled to indicate that they are not to be printed. At 
page- proof stage the typesetter should have inserted the 
correct page references, 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 an d list of illustrations (if relevant) 
for the entire set. Each subsequent volume needs lists only 
for that volume.

Lists of illustrations, figures & 
maps
Illustrations numbered sequentially through the work are 
presented in a single list. Different types of illustrative 
material, numbered in separate sequences, are presented 
in separate lists, usually in the order illustrations, figures, 
maps.

Such a list consists of the captions, which may be short-
ened if they are discursive, and the sources or locations 
of the illustrative material where relevant. As with the 
contents, the correct page numbers for all illustrative 
material that is integrated with the text (though not those 
of plates in a separate section) will need to be inserted at 
page-proof stage. Acknowledgements to copyright holders 
may be added here or presented in a separate list in the 
prelims or end matter. It is better not to include credits or 
even sources in the captions that accompany the illustra-
tions; however, rights holders may insist that acknowledge-
ment be made beside or beneath the illustration.

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

List of abbreviations
The text of a book should be so presented as to ‘explain’ 
itself without recourse 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 AD, BC, UK, and US) a re not 
included in the list, nor are any that will be common 
knowledge to the expected readership of the work. If a 
term occurs only very rarely in the text it is better to 
spell it out at each occurrence than to use an abbrevia-
tion. 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.

If the abbreviations are used in text or notes the list is 
best placed in the prelims of the book; if, however, ab-
breviations are used only in the bibliography, endnotes, or 
appendices, the list may be presented at the bead of the 
relevant section. Arrange the list alphabetically by abbrevi-
ated form.

List of contributors
In a multi-author work it is customary to list the contribu-
tors and provide relevant information about each one, 
such as institutional affiliation or post held, a short biogra-
phy, or details of other publications. The more detailed and 
discursive the entries are, the more appropriate it will be 
to place the list in the end matter of the work rather than 
the preliminary pages.

The list should be ordered alphabetically by contributor’s 
surname (though names are presented in natural order, 
not inverted), and names should match the form in the 
contents list and the chapter headings. The presentation of 
each entry should as far as possible be standardized.

Epigraph
An epigraph is a relevant quotation placed at the begin-
ning of a volume, part, or chapter, and is distinguished 
typographically from other displayed quotations. An 
epigraph relating to the entire volume is placed on a new 
page, preferably a recto, immediately before the text or in 
another 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 usually sufficient: further details are not 
normally included because readers are not expected to 
want to verify the quotation.

Other sections
Many publications need a short explanation of conven-
tions, terminology, or forms of presentation used in the 
text, or guidance on how to use the book. Such informa-
tion is best placed as near as possible to the beginning of 
the text and often carries the title ‘Note to the reader’ or 
‘How to use this book’.

Sections and subsections
Chapters may be divided into sections and subsections by 
the use of subheadings (or subheads). There may be more 
than one level of subheading, though only 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.

Sections, subsections, or even individual paragraphs may 
be numbered if this will be 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: with 
in Chapter 9 the first A-level heading is numbered 9.1, and 
the first a-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 refers to the subject articulated 
in the heading it must begin by reiterating 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 division is of equivalent scale and 
construction.

Bibliography
There are many ways of presenting citations of other works and materials of potential 
interest to the read er. The simplest is to list them alphabetically by authors’ surnames (in 
which case names are inverted to expose the orde ring principle) or, in specialist works 
that require it, chronologically. In some cases a bibliographic essay is more appropri-
ate—as the name suggests, a discussion of sources with the citations 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 References or Works 
cited. A list called Bibliography contains the works cited in the book and additional works 
of likely interest to the reader. A Select bibliography may be limited to works thought im-
portant by the author, or works cited multiple times in the text. A list of Further reading 
usually contains works not cited in the text. In general-interest non-fiction works a more 
seductive heading, such as Now read on…, may be used for a similar list. For choice and 
preparation of bibliographies see Chapter 18.

Index
The index, an alphabetical list of subjects covered in the book, with references to the 
pages on which discussion occurs, is the last element in the end matter. A single index is 
preferred unless there is a strong case for subdivision into (say) an Index of works and a 
General index. See Chapter 19.

Paragraphs
Paragraphs are units of thought reflecting the develop-
ment of the author’s argument, and no absolute rules con-
trol their length. In the most general terms, one-sentence 
paragraphs are likely to be too short and paragraphs that 
exceed the length of a page of typeset material are likely 
to be too long to hold the reader’s attention. However, it 
is inadvisable for an editor to alter the authors delivery by 
running together short paragraphs or splitting long ones 
without fully considering the effect on the integrity of the 
text, and the author should normally be consulted about 
such changes. 

The first line of text after a chapter, section, or subsec-
tion heading is set full out to the left-hand margin, with no 
paragraph indentation. The first line of every subsequent 
paragraph is normally indented; the style in which para-
graphs are separated by a space and the first line of every 
paragraph is set full out is characteristic of documents and 
some reference works, and also of material on the Inter-
net. In is fictional dialogue it is conventional (though by no 
means obligatory) to begin a new paragraph with every 
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 facilitates 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.

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 work or (as with the introduction) headed simply 
Conclusion.

An epilogue or an author’s note is nothing more than a 
short concluding comment on the ten. An afterward is 
much the same, though it is typically written by someone 
other than the author. Neither of these sections bears a 
chapter number, though the headings are usually set to 
the same design as the chapter headings. One would not 
normally have more than one or two of these concluding 
sections in any book.

Introduction
The text of a work, whether it is in a single 
volume or multiple volumes, should ideally 
unfold in a form in which each division is of 
equivalent scale and consistent construc-
tion. 

As part of marking up the text, the copy-
editor will need to code the hierarchy of 
headings that articulate the structure and 
all displayed elements of the text those ele-
ments such as quotations, lists, text boxes, 
equations, and so on that need special pres-
entation on the page. 

The designer specifies an appropriate typo-
graphic treatment for the body text and for 
each displayed element, and the typesetter 
applies the appropriate design and layout 
wherever the copy-editor has marked a 
code.

Volumes

Introduction
End matter (also called back matter) con-
sists of any material that supplements the 
text. Sections in the end matter are, gen-
erally speaking, placed in order of their 
importance to the reader in using and 
interpreting the text, with the proviso that 
the index is always placed last. A series of 
sections might be ordered as follows:

endnotes
bibliography
notes on contri butors
piture credits
index

End matter is paginated in sequence with 
the text, an d the sections carry headings 
that are usually set to the same design as 
the chapter heading, though the material 
itself is often set in smaller type than the 
text, in keeping with its subsidiary position.

Introduction
Preliminary matter is any material that 
precedes the main text of the book. Pre-
liminary 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 affect the pagination of the main text. 
Page numbers (called folios) are not shown 
on every page of the prelims, though every 
page has its number (see also 1.5.1).

Prelims will always include some, and may 
include any of the following items or sec-
tions, in this order: 

half-title page
half- title verso

frontispiece
title page

title page verso
dedication
foreword

preface
acknowledgements

contents
list of illustrations, figures, and 

maps
list of tables

list of abbreviations
list of contributors
note to the reader

epigraph

Some but not all of these sections have 
headings, which are usually set to the same 
design as chapter headings. 

Besides prelims and end matter, a hard back 
(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 endpa-
pers may be obscured or removed alto-
gether in library copies of the book or when it is 
reprinted in paperback.
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New Layout Ideas

I	started	from	scratch	
again	totally	recon-
sider	my	layout.

Above: Staggered	column	heights	and	
colour	coded	sections	-		certainly	‘lifts’	it	and	
makes	it	more	fun	while	still	being	practical,	
although	I	felt	it	made	it	a	little	childish	-	the	
colours	would	need	to	be	selected	carefully.

Top Left:	Diagonal	line	-	visually	pleasing	but	
not	very	economical	with	space	and	sections	
would	start	in	random	places.

Left:	Horizontal	layout	and	divided	in	sections	
with	dividing	section	bars	along	the	top	-	
clean	and	simple,	boring??

A book usually consists of three sections: 
preliminary matter (also called prelims or front matter)
the main text 
end matter

All books have some kind of prelims, all have a text, and 
most works of non-fiction have end matter. The prelims 
and end matter usually contain a number of items or 
sections, subject to a given order and to conventions that 
control their presentation. 

In discussing the parts of a book the following terms are 
used:

• spread or double-page spread —the pair of pages 
(left-hand and right-hand) exposed when the book is 
opened at random; the term opening is also used. The 
terms are sometimes distinguished with a ‘spread’ being 
a pair of pages that are designed as an entity, for exam-
ple in a highly illustrated book, and an ‘opening’ being 
any pair of facing pages.
• recto—the right-hand page of a spread: a recto 
always has an odd page number.
• verso—the left-hand page of a spread: a verso always 
has an even page number. 

The recto 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 into parts (Part I. Part II, 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.

Preliminary matter is any material that precedes the main 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 affect the pagination of 
the main text. Page numbers (called folios) are not shown on every 
page of the prelims, though every page has its number (see also 
1.5.1).

Prelims will always include some, and may include any of the following 
items or sections, in this order: 

half-title page
half- title verso
frontispiece
title page
title page verso
dedication
acknowledgements
contents
list of illustrations, figures, and maps
list tables
list of abbreviations
list of contributors
note to the reader
epigraph

Some but not all of these sections have headings, which are usually 
set to the same design as chapter headings. 

Besides prelims and end matter, a hard back (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 es-
sential should be repeated within the text, because endpapers may be 
obscured or removed altogether in library copies of the book or when 
it is reprinted in paperback.

Half-title

The half-title page is the first page (p. i) of the book (after a flyleaf, if 
any) and thus falls on a recto. 

It contains the main title, and only the main title, of the book (or the 
title of the volume if the work is in more than one volume). 

Not all books now have a half-title, and it may sometimes be dis-
pensed with as a space-saving measure (see 1.8).

Half-title verso

The verso of the half-title page (p. ii) is often blank, though it may 
carry announcements from the publisher such as a list of other books 
in the series to which the volume 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 verso falls opposite the title page and may be 
incorporated into a special design for this important spread.

Frontispiece

A frontispiece is an illustration that faces the title page, an important 
position that is justified by the significance or representative content 
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 
others. 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 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 verse, for example). The frontispiece is, excep-
tionally, listed on the contents page (see 1.2.11).

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

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 imprint).

It may also include other, similar, information: for example, a series 
title; the names of other people involved in the book’s preparation, 
such as a translator or an illustrator; the place of publication or the 
cities in which the publisher has offices; the publisher’s logo or colo-
phon (device or emblem); and the date of publication.

The roles of people other than the author are defined by an introduc-
tory phrase, such as:
Selected and edited by
Translated by
With illustrations by

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
publishing history
copyright line

copyright notice(s)
assertion of moral rights
limitations on sales
cataloguing in publication data
statements concerning performing rights
printer’s name and location.

Dedication

The dedication is a highly personal expression on the part of the 
author. The publisher usually accepts its wording and content 
unchanged, and its design is usually subject to the author’s approval 
when that of the rest of the book is not. 

Whenever possible the dedication falls on a recto (usually p. v), but 
if, for reasons of space, it must be relocated to a verso, one must be 
chosen that gives it sufficient prominence (for example the last verso 
preceding the first page of the text).

Foreword

The foreword is a recommendation of the work written by someone 
other than the author. He or she is usually named at the end of the 
piece, or in its title, and in the contents list. 

The distinction between the foreword and the preface (see below) 
should be noted and the correct title given to each of these sections of 
the front matter. The foreword usually begins on a fresh recto.

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 acknowledge-
ments section, the author may include in the preface brief thanks to 
colleagues, advisers, or others who have helped in the creation of the 
work.

In a multi-author work the preface may be written by the work’s editor 
(Editors preface). 

All works in a series may contain the same preface by the series edi-
tor (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 edi-
tion). 

If one 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 each of multiple 
prefaces unless reasons of economy dictate otherwise.

Acknowledgements (or, in US spelling, Acknowledgments) are of two 
types: 

those recognizing the ideas, assistance, support, or inspiration of 
those who have helped the author to create the work; 

and those listing the copyright holders in material such 
as figures, illustrations, and quotations reproduced in the 
book. 

The first type may, if those acknowledged are few, be included in the 
preface (see previous). 

The second type relate to the legal requirement to 
acknowledge the sources of reproduced material and in 
many cases to gain permission from copyright holders or 
their licensees for its use, and as such the wording printed 
should be exactly as required by the copyright holder, 
even if this is inconsistent with style used elsewhere in the 
book. (For guidelines on copyright see Chapter 20.)

It is best to separate the two types of acknowledgement. The author’s 
personal thanks follow the preface and are called simply ‘Acknowl-
edgements‘. 

The names of those who hold copyright in verbal material 
(such as epigraphs, quotations, or tables) are listed in a 
separate section headed ‘Copyright acknowledgements’. 

Acknowledgements relating to illustrations may be included in a list of 
illustrations (see below) or presented in a separate section. 

Both kinds of acknowledgement relating to copyright may appear 
either in the prelims or the end matter.

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 contents page as List of Il-
lustrations, List of Abbreviations, etc., even though their own headings 
are best formulated simply as Illustrations, Abbreviations, etc.

Part titles, preceded by the word Part and a number, are listed in full, 
and a page number is given unless it is that of the following chapter 
in the part. The word Chapter may, but need not, appear before the 
number and title of each chapter, though if it is used in the list of con-
tents it should also appear at the head of each chapter in the text. It is 
customary to use upper-ease Roman numerals for part numbers (see 

1.3.3) and Arabic numerals for chapter numbers (see 1.3.4).

In complex works, such as textbooks, headings within chapters may 
be included on the contents page or even as a subsidiary table of con-
tents at the start of each chapter. In a multi-author volume authors’ 
names as well as chapter titles are given in the contents list.

The wording, punctuation, capitalization, use of italics, and form of 
authors’ names in the contents list must match the headings as they 
appear in the text itself. No full point is needed at the en d of an y 
heading, nor are leader dots wanted between titles and page refer-
ences. The numerals on the contents page at the editing stage will be 
those of the script, or ‘dummies’ such as xxx or OOO; they should be 
circled to indicate that they are not to be printed. At page- proof stage 
the typesetter should have inserted the correct page references, 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 an d list of illustrations (if relevant) for the 
entire set. Each subsequent volume needs lists only for that volume.

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 
separate sequences, are presented in separate lists, usually in the 
order illustrations, figures, maps.

Such a list consists of the captions, which may be shortened if they 
are discursive, and the sources or locations of the illustrative material 
where relevant. As with the contents, the correct page numbers for all 
illustrative material that is integrated with the text (though not those 
of plates in a separate section) will need to be inserted at page-proof 
stage. Acknowledgements to copyright holders may be added here or 
presented in a separate list in the prelims or end matter. It is better 
not to include credits or even sources in the captions that accompany 
the illustrations; however, rights holders may insist that acknowledge-
ment be made beside or beneath the illustration.

1.2.13 List of tables
  
A list of tables is useful only when the work contains many tables 
of particular interest. The list gives the table headings, shortened if 
necessary, and page numbers; sources appear in the text beneath 
each table.

1.2.14 List of abbreviations

The text of a book should be so presented as to ‘explain’ itself without 
recourse to external sources of information. Abbreviations that read-
ers 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 AD, BC, UK, and US) a re not included in 
the list, nor are any that will be common knowledge to the expected 
readership of the work. If a term occurs only very rarely in the text it 
is better to spell it out at each occurrence 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.

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

1.2.15 List of contributors

In a multi-author work it is customary to list the contributors and pro-
vide relevant information about each one, such as institutional affili-
ation or post held, a short biography, or details of other publications. 
The more detailed and discursive the entries are, the more appropri-
ate it will be to place the list in the end matter of the work rather than 
the preliminary pages.

The list should be ordered alphabetically by contributor’s surname 
(though names are presented in natural order, not inverted), and 
names should match the form in the contents list and the chapter 
headings. The presentation of each entry should as far as possible be 
standardized.

1.2.16 Epigraph

An epigraph is a relevant quotation placed at the beginning of a 
volume, part, or chapter, and is distinguished typographically from 
other displayed quotations. An epigraph relating to the entire volume 
is placed on a new page, preferably a recto, immediately before the 
text or in another 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 quota-
tion. The author’s name and the title and date of the work are 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, terminol-
ogy, or forms of presentation used in the text, or guidance on how to 
use the book. Such information is best placed as near as possible to 
the beginning of the text and often carries the title ‘Note to the reader’ 
or ‘How to use this book’.

The text of a work, whether it is in a single volume or multiple 
volumes, should ideally unfold in a form in which each division is of 
equivalent scale and consistent construction. 

As part of marking up the text, the copy-editor will need to code the hi-
erarchy of headings that articulate the structure and all displayed ele-
ments of the text those elements such as quotations, lists, text boxes, 
equations, and so on that need special presentation on the page. 

The designer specifies an appropriate typographic treatment for the 
body text and for each displayed element, and the typesetter ap-
plies the appropriate design and layout wherever the copy-editor has 
marked a code.

1.3.1 Volumes

It is usual for each volume of a work published in multiple volumes 
to have its own 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 own ISBN, they are designed to be bound together and are, ac-
cordingly, through-paginated. The first fascicle contains preliminary 
material (or 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 book (except in spe-
cial contexts such as editions of literary texts where the editor’s intro-
duction forms part of the prelims). The Arabic pagination begins with 
the first page of the introduction, which therefore must fall on a recto. 
The introduction may be treated (and numbered) as the first chapter 
of the work, or it may be headed simply Introduction, the numbered 
chapters following thereafter; when an introduction (or conclusion) 
addresses the work as a whole, it is usually left unnumbered.

1.3.3 Parts

It is useful to arrange a long or complex work in parts when the text 
falls into logical divisions of similar length. Parts should be numbered. 
and may be titled ; although Roman numerals are traditionally used 
for parts (Part I, Part II), Arabic numerals may be used or numbers 
spelled out (Part One, Part Two). The part number and title are best 
placed on a recto with a blank verso following; part title pages are 
included in the Arabic pagination of the book but the page numbers 
are not shown.

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

1.3.4 Chapters

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 
down for running heads (see 1.5.3).

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 — start on 
the same page as the end of the preceding chapter—after a speci-
fied number of lines’ space. This is more common in fiction than in 
non-fiction. The first page of a new chapter lacks a running head, and 
the folio (page number) is either omitted or appears at the foot of the 
page (as a drop folio), even when on other 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 indentation. In some designs 
large and small capitals are used for the first word or line of a chap-
ter, as in ‘HE was gone’. If the first word is a single capital letter (for 
example I, A), then the second word is printed in small capitals, with 
no further capital. If the chapter starts with a personal name, then the 
whole name is in capitals and small capitals, not just the first name or 
title: ‘MR THORNTON had had some difficulty...’.

1.3.5 Sections and subsections

Chapters may be divided into sections and subsections by the use of 
subheadings (or subheads). There may be more than one level of sub-
heading, though only 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.

Sections, subsections, or even individual paragraphs may be num-
bered if this will be 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 ei-
ther side of a full point; subsection headings are triple-numbered, the 
number reflecting the different levels of the headings: with in Chapter 
9 the first A-level heading is numbered 9.1, and the first a-level head-
ing 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 
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 equiva-
lent scale and construction. 
but
1.3 Text
The text of a work should ideally unfold in a form in which each divi-
sion is of equivalent scale and construction.

1.3.6 Paragraphs

Paragraphs are units of thought reflecting the development of the 
author’s argument, and no absolute rules control their length. In the 
most general terms, one-sentence paragraphs are likely to be too 
short and paragraphs that exceed the length of a page of typeset 
material are likely to be too long to hold the reader’s attention. 
However, it is inadvisable for an editor to alter the authors delivery 
by running together short paragraphs or splitting long ones without 
fully considering the effect on the integrity of the text, and the author 
should normally be consulted about such changes. 

The first line of text after a chapter, section, or subsection heading 
is set full out to the left-hand margin, with no paragraph indentation. 
The first line of every subsequent paragraph is normally indented; 
the style in which paragraphs are separated by a space and the first 
line of every paragraph is set full out is characteristic of documents 
and some reference works, and also of material on the Internet. In is 
fictional dialogue it is conventional (though by no means obligatory) to 
begin a new paragraph with every 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 fa-
cilitates 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.

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 work or (as 
with the introduction) headed simply Conclusion.
 
An epilogue or an author’s note is nothing more than a short conclud-
ing comment on the ten. An afterward is much the same, though it is 
typically written by someone other than the author. Neither of these 
sections bears a chapter number, though the headings are usually set 
to the same design as the chapter headings. One would not normally 
have more than one or two of these concluding sections in any book.

End matter (also called back matter) consists of any material that 
supplements the text. Sections in the end matter are, generally speak-
ing, placed in order of their importance to the reader in using and 
interpreting the text, with the proviso that the index is always placed 
last. A series of sections might be ordered as follows:
 » endnotes
 » bibliography
 » notes on contri butors
 » piture credits
 » index

End matter is paginated in sequence with the text, an d the sections 
carry headings that are usually set to the same design as the chapter 
heading, though the material itself is often set in smaller type than the 
text, in keeping with its subsidiary position.

1.4.1 Appendix

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

.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 for explaining 
terms at their first occurrence in the text. The glossary may simply re-
peat the textual explanation or it may expand upon it, but in any event 
the definitions in text and glossary must conform.

Each entry in a glossary begins a new line. Entries may be arranged 
in two columns (terms on the left and definitions on the right), or the 
definition may run on from the headword term; in the latter case turn 
over lines are often indented an d entries spaced off from one another 
to make the headwords more prominent. Bold type is often used for 
headwords.

1.4.3 Endnotes

Endnotes are an alternative to footnotes, used in a single-author work 
where it is not essential (or customary in the discipline concerned) 
to position notes on the same page as the text to which they refer. In 
multi-author volumes, notes and other apparatus are usually placed 
at the end of each chapter or essay to preserve the integrity of the 
author’s work: it would be inappropriate in these circumstances to 
position the reference material in a sequence at the end of the work. 
For the decision to place notes at the foot of the page, the end of the 
chapter, or the end of the work see 17.2.2; for setting out notes see 
17.2.4; for running heads in end notes 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 read er. The simplest is to list 
them alphabetically by authors’ surnames (in which case names are 
inverted to expose the orde ring principle) or, in specialist works that 
require it, chronologically. In some cases a bibliographic essay is 
more appropriate—as the name suggests, a discussion of sources 
with the citations 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 interest to the reader. 
A Select bibliography may be limited to works thought important by 
the author, or works cited multiple times in the text. A list of Further 
reading usually contains works not cited in the text. In general-inter-
est non-fiction works a more seductive heading, such as Now read 
on…, may be used for a similar list. For choice and preparation of 
bibliographies see Chapter 18.

1.4.5 Index

The index, an alphabetical list of subjects covered in the book, with 
references to the pages on which discussion occurs, is the last ele-
ment in the end matter. A single index is preferred unless there is a 
strong case for subdivision into (say) an Index of works and a General 
index. See Chapter 19.

1.5.1 Introduction

The term folio has two meanings in book production: it is used of the 
sheets of a script and also of the page number as a designed element 
on a typeset page. The latter meaning is the one relevant to this sec-
tion. A running head (or running headline, headline, header, or running 
title) is a book title, 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 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 prelims and in Ara-
bic numerals for the text and end matter of the book) usually appears 
at the outer top edges of the spread, or centred at the 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 format), those 
taken up entirely by illustrations, figures, or tables, and blank pages. 
On a chapter opening page the folio usually appears in the foot margin 
(see 1.3.4).

1.5.3 Running heads

Running heads are not found in all hooks: for instance, they may not 
appear in modem fiction or in highly designed illustrated hooks.

Running heads, like folios, are omitted from some pages of the hook. 
These include: any section of the prelims that has no section heading 
(half-title, title, and imprint pages, the dedication and epigraph); part 
titles; any page on which a chapter heading occurs (including sections 
in the front matter and end matter); blank pages. They are often omit-
ted on turned pages and on full-page illustrations, figures, or tables. 

The content of the running heads depends on the nature of the book. 
As a general rule, if the same running head is not used on verso and 
recto, the larger section generates the head on the verso and the 
smaller that on the recto: 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 subhead-
ing on the recto (though running heads that change every few pages 
should if possible be avoided for the sake of economy). In a multi-au-
thor work authors’ names normally 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 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 run-
ning head on the verso and recto. Ideally, however, running heads for 
endnotes should change on every page, indicating the text pages or 
chapters to which each page of notes refers: for example, Notes to 
pages 157-99, or Notes to Chapter 6, rather than just Notes.

Running heads should match the material from which they are derived 
in every respect—wording, capitalization, and so on. However, if 
the book, chapter, or other titles used are very long they must be 
truncated for the running heads, which should not exceed about forty 
characters (including spaces) for most books, as a very rough rule of 
thumb.

Publisher’s imprint

The imprint consists of:
the publisher’s name (or the name of a subdivision of the company if this 

bears a separate name)
the publisher’s full registered postal address
the place of publication.

It may also include the names of associated companies or offices, and the 
cities in which they are located.

Date of publication

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

Publishing history

The publishing history of the book includes:
reference to simultaneous cc-publications of the work (with the name 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.

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 edit ion 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 which no corrections 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 single year: Reprinted 2004 (twice).

Copyright line

To qualify for protection under the Universal Copyright Convention, and for 
reasons of best practice, copyright ownership in a work must be stated in a 
particular form, giving the copyright holder’s name and the year of first publi-
cation, preceded by the copyright symbol:
© Ann Jones 2004

A work may have multiple copyright holders, such as co-authors, an illustra-
tor, a translator, or the contributor of an introduction; the rights of each of 
them must be separately stated.

Copyright may be held by the publisher rather than by the creator(s) of the 
work, who in this case will have assigned the rights permanently, rather than 
have licensed them to the publisher.
For guidelines on copyright see Chapter 20.

Copyright notice(s)

Many publishers include one or more copyright notices in their books, explic-
itly reserving certain rights in the work. Such notices relate to reproduction, 
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 as-
serted it. The assertion of this right, or of the author’s 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.

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 publication. 
Publishers may include such records in full on the title page verso of the book, 
or may simply note that they are 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 this number is essential to the catalogue record. If 
CIP data is not reproduced in full the ISBN must be included elsewhere on the 
title page verso. The ISBN uniquely identifies the book in the particular edition 
to which it is attached. A new ISBN is needed for every new edition of the 
book, including reissue in a different binding. Each volume of a multi-volume 
work usually has its own ISBN, as may the set as a whole, though in some 
cases (notably where the volumes are not separately available for sale) a 
single number may be used for the whole set. By 1 January 2007 the previous 
ten-digit ISBNs will have been replaced by the new thirteen-digit ISBNs.

A serial publication, such as a journal, magazine, or year book, has an ISSN 
(International Standard Serial Number), which is the same for all issues of the 
work.

The CIP data will often be accompanied by an indication of what impression 
a particular book represents. This may be a single number, or a series of 
numbers, the lowest number of which is that of the current impression. So the 
following line denotes a second impression:
10 9 8 7 6 5 4 3 2

Performing rights agencies

The public performance of dramatic and musical works is generally control-
led on behalf of copyright holders by agents whom they empower to license 
performing rights. A clause stating that the right to 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 information about the book as a 
publication. Typical elements include details of the design and production of 
the book, including the name and size of the typeface used and the name and 
location of the typesetting firm.

An errata slip lists errors and their corrections; if there is only one 
correction the correct term is erratum slip. 

A slip inserted loose in a book should be labelled with the author’s 
name, book title, and ISBN; alternatively the slip may be tipped 
(pasted) in. 

In a later printing or edition, if the text itself has not been corrected, 
the errata may be set as part of the prelims or end matter. 

When fixed to, or printed in, the book the errata may be called cor-
rigenda (singular corrigendum).

Note that errata slips should be used only in the event of there being 
serious mistakes or errors of fact in the book. A list of errata should 
be as concise as possible, making clear the location, the substance of 
the error, and the form of the correction. Italic type is used for edito-
rial directions, and punctuation is included only where 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’

T h e   p a r t s   o f   a   b o o k

General principles Preliminary Matter Text End matter Folios and running heads Imprint Page Errata slips

General principles

A book usually consists of three sections: 
preliminary matter (also called prelims or front matter)
the main text 
end matter

All books have some kind of prelims, all have a text, and most works of non-
fiction have end matter. The prelims and end matter usually contain a number 
of items or sections, subject to a given order and to conventions that control 
their presentation. 

In discussing the parts of a book the following terms are used:

• spread or double-page spread —the pair of pages (left-hand and right-
hand) exposed when the book is opened at random; the term opening is also 
used. The terms are sometimes distinguished with a ‘spread’ being a pair 
of pages that are designed as an entity, for example in a highly illustrated 
book, and an ‘opening’ being any pair of facing pages.

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

• verso—the left-hand page of a spread: a verso always has an even page 
number. 

The recto 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 into parts (Part 
I. Part II, 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.

Preliminary matter is any material that precedes the main 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 affect the pagination of the main text. Page numbers 
(called folios) are not shown on every page of the prelims, though every page 
has its number (see also 1.5.1).

Prelims will always include some, and may include any of the following items 
or sections, in this order: 

half-title page
half- title verso
frontispiece
title page
title page verso
dedication
acknowledgements
contents
list of illustrations, figures, and maps
list tables
list of abbreviations
list of contributors
note to the reader
epigraph

Some but not all of these sections have headings, which are usually set to the 
same design as chapter headings. 

Besides prelims and end matter, a hard back (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 reprinted in paperback.

1.2.2 
Half-title

The half-title page is the first page (p. i) of the book (after a flyleaf, if any) and 
thus falls on a recto. 

It contains the main title, and only the main title, of the book (or the title of the 
volume if the work is in more than one volume). 

Not all books now have a half-title, and it may sometimes be dispensed with as 
a space-saving measure (see 1.8).

1.2.3
Half-title verso

The verso of the half-title page (p. ii) is often blank, though it may carry an-
nouncements from the publisher such as a list of other books in the series to 
which the volume belongs, or a list of other works by the same author. Some-
times it will be given over to a frontispiece (see below). The half-title verso 
falls opposite the title page and may be incorporated into a special design for 
this important spread.

1.2.4 
Frontispiece

A frontispiece is an illustration that faces the title page, an important position 
that is justified by the significance or representative content of the image. In 
a biography a frontispiece is usually a portrait of the subject, in a work of his-
tory 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 others. If the book has plates, the frontispiece, like other 
pictures, will usually be printed on glossy art paper; in this case the frontis-
piece will appear on 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 verse, for example). The frontispiece is, exceptionally, listed on the 
contents page (see 1.2.11).

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

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 imprint).

It may also include other, similar, information: for example, a series title; the 
names of other people involved in the book’s preparation, such as a translator 
or an illustrator; the place of publication or the cities in which the publisher 
has offices; the publisher’s logo or colophon (device or emblem); and the date 
of publication.

The roles of people other than the author are defined by an introductory 
phrase, such as:
Selected and edited by
Translated by
With illustrations by

The title page verso (p. iv, also, variously, called the copyright, biblio, or im-
print page) contains the essential printing and publication history of the work. 
It presents at least the following details:
publisher’s imprint
date of publication
publishing history
copyright line
copyright notice(s)
assertion of moral rights
limitations on sales
cataloguing in publication data
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 subdivision of the company if this bears 

a separate name)
the publisher’s full registered postal address
the place of publication.

It may also include the names of associated companies or offices, and the cit-
ies in which they are located.

Date of publication

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

Publishing history

The publishing history of the book includes:
reference to simultaneous cc-publications of the work (with the name 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.

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 edit ion 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 which no corrections 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 single year: Reprinted 2004 (twice).

Copyright line

To qualify for protection under the Universal Copyright Convention, and for 
reasons of best practice, copyright ownership in a work must be stated in a 
particular form, giving the copyright holder’s name and the year of first publi-
cation, preceded by the copyright symbol:
© Ann Jones 2004

A work may have multiple copyright holders, such as co-authors, an illustrator, 
a translator, or the contributor of an introduction; the rights of each of them 
must be separately stated.

Copyright may be held by the publisher rather than by the creator(s) of the 
work, who in this case will have assigned the rights permanently, rather than 
have licensed them to the publisher.
For guidelines on copyright see Chapter 20.

Copyright notice(s)

Many publishers include one or more copyright notices in their books, explicitly 
reserving certain rights in the work. Such notices relate to reproduction, elec-
tronic 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 as-
serted it. The assertion of this right, or of the author’s 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.

Cataloguing in publication (CIP) data

Some national libraries, notably the British Library and the Library of Con-
gress, compile catalogue records of new books before their publication. 
Publishers may include such records in full on the title page verso of the book, 
or may simply note that they are 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 this number is essential to the catalogue record. If 
CIP data is not reproduced in full the ISBN must be included elsewhere on the 
title page verso. The ISBN uniquely identifies the book in the particular edition 
to which it is attached. A new ISBN is needed for every new edition of the 
book, including reissue in a different binding. Each volume of a multi-volume 
work usually has its own ISBN, as may the set as a whole, though in some 
cases (notably where the volumes are not separately available for sale) a 
single number may be used for the whole set. By 1 January 2007 the previous 
ten-digit ISBNs will have been replaced by the new thirteen-digit ISBNs.

A serial publication, such as a journal, magazine, or year book, has an ISSN 
(International Standard Serial Number), which is the same for all issues of the 
work.

The CIP data will often be accompanied by an indication of what impression 
a particular book represents. This may be a single number, or a series of 
numbers, the lowest number of which is that of the current impression. So the 
following line denotes a second impression:
10 9 8 7 6 5 4 3 2

Performing rights agencies

The public performance of dramatic and musical works is generally control-
led on behalf of copyright holders by agents whom they empower to license 
performing rights. A clause stating that the right to 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 information about the book as a 
publication. Typical elements include details of the design and production 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 expression on the part of the author. The 
publisher usually accepts its wording and content unchanged, and its design 
is usually subject to the author’s approval when that of the rest of the book is 
not. 

Whenever possible the dedication falls on a recto (usually p. v), but if, for 
reasons of space, it must be relocated to a verso, one must be chosen that 
gives it sufficient prominence (for example the last verso preceding the first 
page of the text).

1.2.8 
Foreword

The foreword is a recommendation of the work written by someone other than 
the author. He or she is usually named at the end of the piece, or in its title, 
and in the contents list. 

The distinction between the foreword and the preface (see below) should be 
noted and the correct title given to each 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 colleagues, advisers, or oth-
ers who have helped in the creation of the work.

In a multi-author work the preface may be written by the work’s editor (Edi-
tors 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). 

If one 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 each of multiple prefaces 
unless reasons of economy dictate otherwise.

Acknowledgements (or, in US spelling, Acknowledgments) are of two types: 

those recognizing the ideas, assistance, support, or inspiration of those who 
have helped the author to create the work; 

and those listing the copyright holders in material such as figures, 
illustrations, and quotations reproduced in the book. 

The first type may, if those acknowledged are few, be included in the preface 
(see previous). 

The second type relate to the legal requirement to acknowledge 
the sources of reproduced material and in many cases to gain per-
mission from copyright holders or their licensees for its use, and 
as such the wording printed should be exactly as required by the 
copyright holder, even if this is inconsistent with style used else-
where in the book. (For guidelines on copyright see Chapter 20.)

It is best to separate the two types of acknowledgement. The author’s per-
sonal thanks follow the preface and are called simply ‘Acknowledgements‘. 

The names of those who hold copyright in verbal material (such as 
epigraphs, quotations, or tables) are listed in a separate section 
headed ‘Copyright acknowledgements’. 

Acknowledgements relating to illustrations may be included in a list of illustra-
tions (see below) or presented in a separate section. 

Both kinds of acknowledgement relating to copyright may appear either in the 
prelims or the end matter.

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 contents page as List of Illustra-
tions, List of Abbreviations, etc., even though their own headings are best 
formulated simply as Illustrations, Abbreviations, etc.

Part titles, preceded by the word Part and a number, are listed in full, and a 
page number is given unless it is that of the following chapter in the part. The 
word Chapter may, but need not, appear before the number and title of each 
chapter, though if it is used in the list of contents it should also appear at the 
head of each chapter in the text. It is customary to use upper-ease Roman nu-
merals for part numbers (see 1.3.3) and Arabic numerals for chapter numbers 
(see 1.3.4).

In complex works, such as textbooks, headings within chapters may be 
included on the contents page or even as a subsidiary table of contents at 
the start of each chapter. In a multi-author volume authors’ names as well as 
chapter titles are given in the contents list.

The wording, punctuation, capitalization, use of italics, and form of authors’ 
names in the contents list must match the headings as they appear in the text 
itself. No full point is needed at the en d of an y heading, nor are leader dots 
wanted between titles and page references. The numerals on the contents 
page at the editing stage will be those of the script, or ‘dummies’ such as 
xxx or OOO; they should be circled to indicate that they are not to be printed. 
At page- proof stage the typesetter should have inserted the correct page 
references, 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 an d list of illustrations (if relevant) for the entire set. 
Each subsequent volume needs lists only for that volume.

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 separate sequences, 
are presented in separate lists, usually in the order illustrations, figures, 
maps.

Such a list consists of the captions, which may be shortened if they are discur-
sive, and the sources or locations of the illustrative material where relevant. 
As with the contents, the correct page numbers for all illustrative material that 
is integrated with the text (though not those of plates in a separate section) 
will need to be inserted at page-proof stage. Acknowledgements to copyright 
holders may be added here or presented in a separate list in the prelims or 
end matter. It is better not to include credits or even sources in the captions 
that accompany the illustrations; however, rights holders may insist that 

acknowledgement be made beside or beneath the illustration.

1.2.13 List of tables
  
A list of tables is useful only when the work contains many tables of particular 
interest. The list gives the table headings, shortened if necessary, and page 
numbers; sources appear in the text beneath each table.

1.2.14 List of abbreviations

The text of a book should be so presented as to ‘explain’ itself without 
recourse 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 AD, BC, UK, and US) a re not included in the list, nor are any that will be 
common knowledge to the expected readership of the work. If a term occurs 
only very rarely in the text it is better to spell it out at each occurrence 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 abbrevia-
tions.

If the abbreviations are used in text or notes the list is best placed in the pre-
lims of the book; if, however, abbreviations are used only in the bibliography, 
endnotes, or appendices, the list may be presented at the bead of the relevant 
section. Arrange the list alphabetically by abbreviated form.

1.2.15 List of contributors

In a multi-author work it is customary to list the contributors and provide 
relevant information about each one, such as institutional affiliation or post 
held, a short biography, or details of other publications. The more detailed and 
discursive the entries are, the more appropriate it will be to place the list in 
the end matter of the work rather than the preliminary pages.

The list should be ordered alphabetically by contributor’s surname (though 
names are presented in natural order, not inverted), and names should match 
the form in the contents list and the chapter headings. The presentation of 
each entry should as far as possible be standardized.

1.2.16 Epigraph

An epigraph is a relevant quotation placed at the beginning of a volume, part, 
or chapter, and is distinguished typographically from other displayed quota-
tions. An epigraph relating to the entire volume is placed on a new page, pref-
erably a recto, immediately before the text or in another 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 consist-
ent 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 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, terminology, or 
forms of presentation used in the text, or guidance on how to use the book. 
Such information is best placed as near as possible 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 single volume or multiple volumes, should 
ideally unfold in a form in which each division is of equivalent scale and con-
sistent construction. 

As part of marking up the text, the copy-editor will need to code the hierarchy 
of headings that articulate the structure and all displayed elements of the text 
those elements such as quotations, lists, text boxes, equations, and so on that 
need special presentation on the page. 

The designer specifies an appropriate typographic treatment for the body text 
and for each displayed element, and the typesetter applies the appropriate 
design and layout wherever the copy-editor has marked a code.

1.3.1 Volumes

It is usual for each volume of a work published in multiple volumes to have 
its own 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 distin-
guished 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 own ISBN, they 
are designed to be bound together and are, accordingly, through-paginated. 
The first fascicle contains preliminary material (or 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 book (except in special 
contexts such as editions of literary texts where the editor’s introduction 
forms part of the prelims). The Arabic pagination begins with the first page of 
the introduction, which therefore must fall on a recto. The introduction may be 
treated (and numbered) as the first chapter of the work, or it may be headed 
simply Introduction, the numbered chapters following thereafter; when an 
introduction (or conclusion) addresses the work as a whole, it is usually left 
unnumbered.

1.3.3 Parts

It is useful to arrange a long or complex work in parts when the text falls into 
logical divisions of similar length. Parts should be numbered. and may be titled 
; although Roman numerals are traditionally used for parts (Part I, Part II), 
Arabic numerals may be used or numbers spelled out (Part One, Part Two). 
The part number and title are best placed on a recto with a blank verso follow-
ing; part title pages are included in the Arabic pagination of the book but the 
page numbers are not shown.

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

1.3.4 Chapters

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 open-
ings and may need to be cut down for running heads (see 1.5.3).

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 — start on the same page as the end of 
the preceding chapter—after a specified number of lines’ space. This is more 
common in fiction than in non-fiction. The first page of a new chapter lacks a 
running head, and the folio (page number) is either omitted or appears at the 
foot of the page (as a drop folio), even when on other 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 indentation. In some designs large and small 
capitals are used for the first word or line of a chapter, as in ‘HE was gone’. If 
the first word is a single capital letter (for example I, A), then the second word 
is printed in small capitals, with no further capital. If the chapter starts with a 
personal name, then the whole name is in capitals and small capitals, not just 
the first name or title: ‘MR THORNTON had had some difficulty...’.

1.3.5 Sections and subsections

Chapters may be divided into sections and subsections by the use of subhead-
ings (or subheads). There may be more than one level of subheading, though 
only complex works such as textbooks will generally need more than three. 
Too many levels of subheading are difficult to design and may be more confus-
ing than helpful to the reader.

Sections, subsections, or even individual paragraphs may be numbered if this 
will be 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 head-
ings: with in Chapter 9 the first A-level heading is numbered 9.1, and the first 
a-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 refers to the sub-
ject articulated in the heading it must begin by reiterating 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 division is of 
equivalent scale and construction.

1.3.6 Paragraphs

Paragraphs are units of thought reflecting the development of the author’s 
argument, and no absolute rules control their length. In the most general 
terms, one-sentence paragraphs are likely to be too short and paragraphs 

that exceed the length of a page of typeset material are likely to be too long to 
hold the reader’s attention. However, it is inadvisable for an editor to alter the 
authors delivery by running together short paragraphs or splitting long ones 
without fully considering the effect on the integrity of the text, and the author 
should normally be consulted about such changes. 

The first line of text after a chapter, section, or subsection heading is set full 
out to the left-hand margin, with no paragraph indentation. The first line of 
every subsequent paragraph is normally indented; the style in which para-
graphs are separated by a space and the first line of every paragraph is set 
full out is characteristic of documents and some reference works, and also of 
material on the Internet. In is fictional dialogue it is conventional (though by 
no means obligatory) to begin a new paragraph with every 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 facilitates all kinds of inter-
nal 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.

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 work or (as with the introduc-
tion) headed simply Conclusion.
 
An epilogue or an author’s note is nothing more than a short concluding com-
ment on the ten. An afterward is much the same, though it is typically written 
by someone other than the author. Neither of these sections bears a chap-
ter number, though the headings are usually set to the same design as the 
chapter headings. One would not normally have more than one or two of these 
concluding sections in any book.

1.4 End matter

End matter (also called back matter) consists of any material that supple-
ments the text. Sections in the end matter are, generally speaking, placed in 
order of their importance to the reader in using and interpreting the text, with 
the proviso that the index is always placed last. A series of sections might be 
ordered as follows:
 » endnotes
 » bibliography
 » notes on contri butors
 » piture credits
 » index

End matter is paginated in sequence with the text, an d the sections carry 
headings that are usually set to the same design as the chapter heading, 
though the material itself is often set in smaller type than the text, in keeping 
with its subsidiary position.

1.4.1 Appendix

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

.4.2 Glossary

A glossary is an alphabetical list of important terms found in the text, with ex-
planations or definitions. It is not a substitute for explaining terms at their first 
occurrence in the text. The glossary may simply repeat the textual explanation 
or it may expand upon it, but in any event the definitions in text and glossary 
must conform.

Each entry in a glossary begins a new line. Entries may be arranged in two 
columns (terms on the left and definitions on the right), or the definition may 
run on from the headword term; in the latter case turn over lines are often 
indented an d entries spaced off from one another to make the headwords 
more prominent. Bold type is often used for headwords.

1.4.3 Endnotes

Endnotes are an alternative to footnotes, used in a single-author work where it 
is not essential (or customary in the discipline concerned) to position notes on 
the same page as the text to which they refer. In multi-author volumes, notes 
and other apparatus are usually placed at the end of each chapter or essay to 
preserve the integrity of the author’s work: it would be inappropriate in these 
circumstances to position the reference material in a sequence at the end of 
the work. For the decision to place notes at the foot of the page, the end of the 
chapter, or the end of the work see 17.2.2; for setting out notes see 17.2.4; for 
running heads in end notes 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 read er. The simplest is to list them alphabetically by 
authors’ surnames (in which case names are inverted to expose the orde ring 
principle) or, in specialist works that require it, chronologically. In some cases 
a bibliographic essay is more appropriate—as the name suggests, a discus-
sion of sources with the citations 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 References 
or Works cited. A list called Bibliography contains the works cited in the book 
and additional works of likely interest to the reader. A Select bibliography may 
be limited to works thought important by the author, or works cited multiple 
times in the text. A list of Further reading usually contains works not cited in 
the text. In general-interest non-fiction works a more seductive heading, such 
as Now read on…, may be used for a similar list. For choice and preparation 
of bibliographies see Chapter 18.

T h e   p a r t s   o f   a   b o o k

1.4.5 Index

The index, an alphabetical list of subjects covered in the book, with references 
to the pages on which discussion occurs, is the last element in the end matter. 
A single index is preferred unless there is a strong case for subdivision into 
(say) an Index of works and a General index. See Chapter 19.

1.5 Folios and running heads

1.5.1 Introduction

The term folio has two meanings in book production: it is used of the sheets 
of a script and also of the page number as a designed element on a typeset 
page. The latter meaning is the one relevant to this section. A running head 
(or running headline, headline, header, or running title) is a book title, chapter 
title, or other heading which appears at the to p 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 
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 prelims and in Arabic 
numerals for the text and end matter of the book) usually appears at the outer 
top edges of the spread, or centred at the 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 format), those taken up entirely by il-
lustrations, figures, or tables, and blank pages. On a chapter opening page the 
folio usually appears in the foot margin (see 1.3.4).

1.5.3 Running heads

Running heads are not found in all hooks: for instance, they may not appear in 
modem fiction or in highly designed illustrated hooks.

Running heads, like folios, are omitted from some pages of the hook. These 
include: any section of the prelims that has no section heading (half-title, 
title, and imprint pages, the dedication and epigraph); part titles; any page on 
which a chapter heading occurs (including sections in the front matter and end 
matter); blank pages. They are often omitted on turned pages and on full-page 
illustrations, figures, or tables. 

The content of the running heads depends on the nature of the book. As a gen-
eral rule, if the same running head is not used on verso and recto, the larger 
section generates the head on the verso and the smaller that on the recto: 
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 running heads that change every 
few pages should if possible be avoided for the sake of economy). In a multi-
author work authors’ names normally 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 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 endnotes should 
change on every page, indicating the text pages or chapters to which each 
page of notes refers: for example, Notes to pages 157-99, or Notes to Chapter 
6, rather than just Notes.

Running heads should match the material from which they are derived in every 
respect—wording, capitalization, and so on. However, if the book, chapter, or 
other titles used are very long they must be truncated for the running heads, 
which should not exceed about forty characters (including spaces) for most 
books, as a very rough rule of thumb.

1.6 Errata slips

An errata slip lists errors and their corrections; if there is only one correction 
the correct term is erratum slip. 

A slip inserted loose in a book should be labelled with the author’s name, book 
title, and ISBN; alternatively the slip may be tipped (pasted) in. 

In a later printing or edition, if the text itself has not been corrected, the er-
rata may be set as part of the prelims or end matter. 

When fixed to, or printed in, the book the errata may be called corrigenda 
(singular corrigendum).

Note that errata slips should be used only in the event of there being serious 
mistakes or errors of fact in the book. A list of errata should be as concise as 
possible, making clear the location, the substance of the error, and the form 
of the correction. Italic type is used for editorial directions, and punctuation is 
included only where 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’

A book usually consists of three sections: 
preliminary matter (also called prelims or front matter)
the main text 
end matter

All books have some kind of prelims, all have a text, and 
most works of non-fiction have end matter. The prelims 
and end matter usually contain a number of items or 
sections, subject to a given order and to conventions that 
control their presentation. 

In discussing the parts of a book the following terms are 
used:

• spread or double-page spread —the pair of pages 
(left-hand and right-hand) exposed when the book is 
opened at random; the term opening is also used. The 
terms are sometimes distinguished with a ‘spread’ being 
a pair of pages that are designed as an entity, for exam-
ple in a highly illustrated book, and an ‘opening’ being 
any pair of facing pages.
• recto—the right-hand page of a spread: a recto 
always has an odd page number.
• verso—the left-hand page of a spread: a verso always 
has an even page number. 

The recto 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 into parts (Part I. Part II, 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.

Preliminary matter is any material that precedes the main 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 affect the pagination of 
the main text. Page numbers (called folios) are not shown on every 
page of the prelims, though every page has its number (see also 
1.5.1).

Prelims will always include some, and may include any of the following 
items or sections, in this order: 

half-title page
half- title verso
frontispiece
title page
title page verso
dedication
acknowledgements
contents
list of illustrations, figures, and maps
list tables
list of abbreviations
list of contributors
note to the reader
epigraph

Some but not all of these sections have headings, which are usually 
set to the same design as chapter headings. 

Besides prelims and end matter, a hard back (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 es-
sential should be repeated within the text, because endpapers may be 
obscured or removed altogether in library copies of the book or when 
it is reprinted in paperback.

Half-title

The half-title page is the first page (p. i) of the book (after a flyleaf, if 
any) and thus falls on a recto. 

It contains the main title, and only the main title, of the book (or the 
title of the volume if the work is in more than one volume). 

Not all books now have a half-title, and it may sometimes be dis-
pensed with as a space-saving measure (see 1.8).

Half-title verso

The verso of the half-title page (p. ii) is often blank, though it may 
carry announcements from the publisher such as a list of other books 
in the series to which the volume 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 verso falls opposite the title page and may be 
incorporated into a special design for this important spread.

Frontispiece

A frontispiece is an illustration that faces the title page, an important 
position that is justified by the significance or representative content 
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 
others. 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 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 verse, for example). The frontispiece is, excep-
tionally, listed on the contents page (see 1.2.11).

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

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 imprint).

It may also include other, similar, information: for example, a series 
title; the names of other people involved in the book’s preparation, 
such as a translator or an illustrator; the place of publication or the 
cities in which the publisher has offices; the publisher’s logo or colo-
phon (device or emblem); and the date of publication.

The roles of people other than the author are defined by an introduc-
tory phrase, such as:
Selected and edited by
Translated by
With illustrations by

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
publishing history
copyright line

copyright notice(s)
assertion of moral rights
limitations on sales
cataloguing in publication data
statements concerning performing rights
printer’s name and location.

Dedication

The dedication is a highly personal expression on the part of the 
author. The publisher usually accepts its wording and content 
unchanged, and its design is usually subject to the author’s approval 
when that of the rest of the book is not. 

Whenever possible the dedication falls on a recto (usually p. v), but 
if, for reasons of space, it must be relocated to a verso, one must be 
chosen that gives it sufficient prominence (for example the last verso 
preceding the first page of the text).

Foreword

The foreword is a recommendation of the work written by someone 
other than the author. He or she is usually named at the end of the 
piece, or in its title, and in the contents list. 

The distinction between the foreword and the preface (see below) 
should be noted and the correct title given to each of these sections of 
the front matter. The foreword usually begins on a fresh recto.

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 acknowledge-
ments section, the author may include in the preface brief thanks to 
colleagues, advisers, or others who have helped in the creation of the 
work.

In a multi-author work the preface may be written by the work’s editor 
(Editors preface). 

All works in a series may contain the same preface by the series edi-
tor (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 edi-
tion). 

If one 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 each of multiple 
prefaces unless reasons of economy dictate otherwise.

Acknowledgements (or, in US spelling, Acknowledgments) are of two 
types: 

those recognizing the ideas, assistance, support, or inspiration of 
those who have helped the author to create the work; 

and those listing the copyright holders in material such 
as figures, illustrations, and quotations reproduced in the 
book. 

The first type may, if those acknowledged are few, be included in the 
preface (see previous). 

The second type relate to the legal requirement to 
acknowledge the sources of reproduced material and in 
many cases to gain permission from copyright holders or 
their licensees for its use, and as such the wording printed 
should be exactly as required by the copyright holder, 
even if this is inconsistent with style used elsewhere in the 
book. (For guidelines on copyright see Chapter 20.)

It is best to separate the two types of acknowledgement. The author’s 
personal thanks follow the preface and are called simply ‘Acknowl-
edgements‘. 

The names of those who hold copyright in verbal material 
(such as epigraphs, quotations, or tables) are listed in a 
separate section headed ‘Copyright acknowledgements’. 

Acknowledgements relating to illustrations may be included in a list of 
illustrations (see below) or presented in a separate section. 

Both kinds of acknowledgement relating to copyright may appear 
either in the prelims or the end matter.

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 contents page as List of Il-
lustrations, List of Abbreviations, etc., even though their own headings 
are best formulated simply as Illustrations, Abbreviations, etc.

Part titles, preceded by the word Part and a number, are listed in full, 
and a page number is given unless it is that of the following chapter 
in the part. The word Chapter may, but need not, appear before the 
number and title of each chapter, though if it is used in the list of con-
tents it should also appear at the head of each chapter in the text. It is 
customary to use upper-ease Roman numerals for part numbers (see 

1.3.3) and Arabic numerals for chapter numbers (see 1.3.4).

In complex works, such as textbooks, headings within chapters may 
be included on the contents page or even as a subsidiary table of con-
tents at the start of each chapter. In a multi-author volume authors’ 
names as well as chapter titles are given in the contents list.

The wording, punctuation, capitalization, use of italics, and form of 
authors’ names in the contents list must match the headings as they 
appear in the text itself. No full point is needed at the en d of an y 
heading, nor are leader dots wanted between titles and page refer-
ences. The numerals on the contents page at the editing stage will be 
those of the script, or ‘dummies’ such as xxx or OOO; they should be 
circled to indicate that they are not to be printed. At page- proof stage 
the typesetter should have inserted the correct page references, 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 an d list of illustrations (if relevant) for the 
entire set. Each subsequent volume needs lists only for that volume.

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 
separate sequences, are presented in separate lists, usually in the 
order illustrations, figures, maps.

Such a list consists of the captions, which may be shortened if they 
are discursive, and the sources or locations of the illustrative material 
where relevant. As with the contents, the correct page numbers for all 
illustrative material that is integrated with the text (though not those 
of plates in a separate section) will need to be inserted at page-proof 
stage. Acknowledgements to copyright holders may be added here or 
presented in a separate list in the prelims or end matter. It is better 
not to include credits or even sources in the captions that accompany 
the illustrations; however, rights holders may insist that acknowledge-
ment be made beside or beneath the illustration.

1.2.13 List of tables
  
A list of tables is useful only when the work contains many tables 
of particular interest. The list gives the table headings, shortened if 
necessary, and page numbers; sources appear in the text beneath 
each table.

1.2.14 List of abbreviations

The text of a book should be so presented as to ‘explain’ itself without 
recourse to external sources of information. Abbreviations that read-
ers 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 AD, BC, UK, and US) a re not included in 
the list, nor are any that will be common knowledge to the expected 
readership of the work. If a term occurs only very rarely in the text it 
is better to spell it out at each occurrence 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.

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

1.2.15 List of contributors

In a multi-author work it is customary to list the contributors and pro-
vide relevant information about each one, such as institutional affili-
ation or post held, a short biography, or details of other publications. 
The more detailed and discursive the entries are, the more appropri-
ate it will be to place the list in the end matter of the work rather than 
the preliminary pages.

The list should be ordered alphabetically by contributor’s surname 
(though names are presented in natural order, not inverted), and 
names should match the form in the contents list and the chapter 
headings. The presentation of each entry should as far as possible be 
standardized.

1.2.16 Epigraph

An epigraph is a relevant quotation placed at the beginning of a 
volume, part, or chapter, and is distinguished typographically from 
other displayed quotations. An epigraph relating to the entire volume 
is placed on a new page, preferably a recto, immediately before the 
text or in another 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 quota-
tion. The author’s name and the title and date of the work are 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, terminol-
ogy, or forms of presentation used in the text, or guidance on how to 
use the book. Such information is best placed as near as possible to 
the beginning of the text and often carries the title ‘Note to the reader’ 
or ‘How to use this book’.

The text of a work, whether it is in a single volume or multiple 
volumes, should ideally unfold in a form in which each division is of 
equivalent scale and consistent construction. 

As part of marking up the text, the copy-editor will need to code the hi-
erarchy of headings that articulate the structure and all displayed ele-
ments of the text those elements such as quotations, lists, text boxes, 
equations, and so on that need special presentation on the page. 

The designer specifies an appropriate typographic treatment for the 
body text and for each displayed element, and the typesetter ap-
plies the appropriate design and layout wherever the copy-editor has 
marked a code.

1.3.1 Volumes

It is usual for each volume of a work published in multiple volumes 
to have its own 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 own ISBN, they are designed to be bound together and are, ac-
cordingly, through-paginated. The first fascicle contains preliminary 
material (or 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 book (except in spe-
cial contexts such as editions of literary texts where the editor’s intro-
duction forms part of the prelims). The Arabic pagination begins with 
the first page of the introduction, which therefore must fall on a recto. 
The introduction may be treated (and numbered) as the first chapter 
of the work, or it may be headed simply Introduction, the numbered 
chapters following thereafter; when an introduction (or conclusion) 
addresses the work as a whole, it is usually left unnumbered.

1.3.3 Parts

It is useful to arrange a long or complex work in parts when the text 
falls into logical divisions of similar length. Parts should be numbered. 
and may be titled ; although Roman numerals are traditionally used 
for parts (Part I, Part II), Arabic numerals may be used or numbers 
spelled out (Part One, Part Two). The part number and title are best 
placed on a recto with a blank verso following; part title pages are 
included in the Arabic pagination of the book but the page numbers 
are not shown.

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

1.3.4 Chapters

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 
down for running heads (see 1.5.3).

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 — start on 
the same page as the end of the preceding chapter—after a speci-
fied number of lines’ space. This is more common in fiction than in 
non-fiction. The first page of a new chapter lacks a running head, and 
the folio (page number) is either omitted or appears at the foot of the 
page (as a drop folio), even when on other 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 indentation. In some designs 
large and small capitals are used for the first word or line of a chap-
ter, as in ‘HE was gone’. If the first word is a single capital letter (for 
example I, A), then the second word is printed in small capitals, with 
no further capital. If the chapter starts with a personal name, then the 
whole name is in capitals and small capitals, not just the first name or 
title: ‘MR THORNTON had had some difficulty...’.

1.3.5 Sections and subsections

Chapters may be divided into sections and subsections by the use of 
subheadings (or subheads). There may be more than one level of sub-

heading, though only 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.

Sections, subsections, or even individual paragraphs may be num-
bered if this will be 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 ei-
ther side of a full point; subsection headings are triple-numbered, the 
number reflecting the different levels of the headings: with in Chapter 
9 the first A-level heading is numbered 9.1, and the first a-level head-
ing 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 
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 equiva-
lent scale and construction. 
but
1.3 Text
The text of a work should ideally unfold in a form in which each divi-
sion is of equivalent scale and construction.

1.3.6 Paragraphs

Paragraphs are units of thought reflecting the development of the 
author’s argument, and no absolute rules control their length. In the 
most general terms, one-sentence paragraphs are likely to be too 
short and paragraphs that exceed the length of a page of typeset 
material are likely to be too long to hold the reader’s attention. 
However, it is inadvisable for an editor to alter the authors delivery 
by running together short paragraphs or splitting long ones without 
fully considering the effect on the integrity of the text, and the author 
should normally be consulted about such changes. 

The first line of text after a chapter, section, or subsection heading 
is set full out to the left-hand margin, with no paragraph indentation. 
The first line of every subsequent paragraph is normally indented; 
the style in which paragraphs are separated by a space and the first 
line of every paragraph is set full out is characteristic of documents 
and some reference works, and also of material on the Internet. In is 
fictional dialogue it is conventional (though by no means obligatory) to 
begin a new paragraph with every 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 fa-
cilitates 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.

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 work or (as 
with the introduction) headed simply Conclusion.
 
An epilogue or an author’s note is nothing more than a short conclud-
ing comment on the ten. An afterward is much the same, though it is 
typically written by someone other than the author. Neither of these 
sections bears a chapter number, though the headings are usually set 
to the same design as the chapter headings. One would not normally 
have more than one or two of these concluding sections in any book.

End matter (also called back matter) consists of any material that 
supplements the text. Sections in the end matter are, generally speak-
ing, placed in order of their importance to the reader in using and 
interpreting the text, with the proviso that the index is always placed 
last. A series of sections might be ordered as follows:
 » endnotes
 » bibliography
 » notes on contri butors
 » piture credits
 » index

End matter is paginated in sequence with the text, an d the sections 
carry headings that are usually set to the same design as the chapter 
heading, though the material itself is often set in smaller type than the 
text, in keeping with its subsidiary position.

1.4.1 Appendix

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

.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 for explaining 
terms at their first occurrence in the text. The glossary may simply re-
peat the textual explanation or it may expand upon it, but in any event 
the definitions in text and glossary must conform.

Each entry in a glossary begins a new line. Entries may be arranged 
in two columns (terms on the left and definitions on the right), or the 
definition may run on from the headword term; in the latter case turn 
over lines are often indented an d entries spaced off from one another 
to make the headwords more prominent. Bold type is often used for 
headwords.

1.4.3 Endnotes

Endnotes are an alternative to footnotes, used in a single-author work 
where it is not essential (or customary in the discipline concerned) 
to position notes on the same page as the text to which they refer. In 
multi-author volumes, notes and other apparatus are usually placed 
at the end of each chapter or essay to preserve the integrity of the 
author’s work: it would be inappropriate in these circumstances to 
position the reference material in a sequence at the end of the work. 
For the decision to place notes at the foot of the page, the end of the 
chapter, or the end of the work see 17.2.2; for setting out notes see 
17.2.4; for running heads in end notes 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 read er. The simplest is to list 
them alphabetically by authors’ surnames (in which case names are 
inverted to expose the orde ring principle) or, in specialist works that 
require it, chronologically. In some cases a bibliographic essay is 
more appropriate—as the name suggests, a discussion of sources 
with the citations 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 interest to the reader. 
A Select bibliography may be limited to works thought important by 
the author, or works cited multiple times in the text. A list of Further 
reading usually contains works not cited in the text. In general-inter-
est non-fiction works a more seductive heading, such as Now read 
on…, may be used for a similar list. For choice and preparation of 
bibliographies see Chapter 18.

1.4.5 Index

The index, an alphabetical list of subjects covered in the book, with 
references to the pages on which discussion occurs, is the last ele-
ment in the end matter. A single index is preferred unless there is a 
strong case for subdivision into (say) an Index of works and a General 
index. See Chapter 19.

1.5.1 Introduction

The term folio has two meanings in book production: it is used of the 
sheets of a script and also of the page number as a designed element 
on a typeset page. The latter meaning is the one relevant to this sec-
tion. A running head (or running headline, headline, header, or running 
title) is a book title, 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 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 prelims and in Ara-
bic numerals for the text and end matter of the book) usually appears 
at the outer top edges of the spread, or centred at the 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 format), those 
taken up entirely by illustrations, figures, or tables, and blank pages. 
On a chapter opening page the folio usually appears in the foot margin 
(see 1.3.4).

1.5.3 Running heads

Running heads are not found in all hooks: for instance, they may not 
appear in modem fiction or in highly designed illustrated hooks.

Running heads, like folios, are omitted from some pages of the hook. 
These include: any section of the prelims that has no section heading 
(half-title, title, and imprint pages, the dedication and epigraph); part 
titles; any page on which a chapter heading occurs (including sections 
in the front matter and end matter); blank pages. They are often omit-
ted on turned pages and on full-page illustrations, figures, or tables. 

The content of the running heads depends on the nature of the book. 
As a general rule, if the same running head is not used on verso and 
recto, the larger section generates the head on the verso and the 
smaller that on the recto: 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 subhead-
ing on the recto (though running heads that change every few pages 
should if possible be avoided for the sake of economy). In a multi-au-
thor work authors’ names normally 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 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 run-
ning head on the verso and recto. Ideally, however, running heads for 
endnotes should change on every page, indicating the text pages or 
chapters to which each page of notes refers: for example, Notes to 
pages 157-99, or Notes to Chapter 6, rather than just Notes.

Running heads should match the material from which they are derived 
in every respect—wording, capitalization, and so on. However, if 
the book, chapter, or other titles used are very long they must be 
truncated for the running heads, which should not exceed about forty 
characters (including spaces) for most books, as a very rough rule of 
thumb.

Publisher’s imprint

The imprint consists of:
the publisher’s name (or the name of a subdivision of the company if this 

bears a separate name)
the publisher’s full registered postal address
the place of publication.

It may also include the names of associated companies or offices, and the 
cities in which they are located.

Date of publication

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

Publishing history

The publishing history of the book includes:
reference to simultaneous cc-publications of the work (with the name and 

location of the co-publishers)
a description of the current version of the work (for example its edition num-

ber, 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.

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 edit ion 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 which no corrections 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 single year: Reprinted 2004 (twice).

Copyright line

To qualify for protection under the Universal Copyright Convention, and for 
reasons of best practice, copyright ownership in a work must be stated in a 
particular form, giving the copyright holder’s name and the year of first publi-
cation, preceded by the copyright symbol:
© Ann Jones 2004

A work may have multiple copyright holders, such as co-authors, an illustra-
tor, a translator, or the contributor of an introduction; the rights of each of 
them must be separately stated.

Copyright may be held by the publisher rather than by the creator(s) of the 
work, who in this case will have assigned the rights permanently, rather than 
have licensed them to the publisher.
For guidelines on copyright see Chapter 20.

Copyright notice(s)

Many publishers include one or more copyright notices in their books, explic-
itly reserving certain rights in the work. Such notices relate to reproduction, 
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 as-
serted it. The assertion of this right, or of the author’s 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.

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 publication. 
Publishers may include such records in full on the title page verso of the book, 
or may simply note that they are 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 this number is essential to the catalogue record. If 
CIP data is not reproduced in full the ISBN must be included elsewhere on the 
title page verso. The ISBN uniquely identifies the book in the particular edition 
to which it is attached. A new ISBN is needed for every new edition of the 
book, including reissue in a different binding. Each volume of a multi-volume 
work usually has its own ISBN, as may the set as a whole, though in some 
cases (notably where the volumes are not separately available for sale) a 
single number may be used for the whole set. By 1 January 2007 the previous 
ten-digit ISBNs will have been replaced by the new thirteen-digit ISBNs.

A serial publication, such as a journal, magazine, or year book, has an ISSN 
(International Standard Serial Number), which is the same for all issues of the 
work.

The CIP data will often be accompanied by an indication of what impression 
a particular book represents. This may be a single number, or a series of 
numbers, the lowest number of which is that of the current impression. So the 
following line denotes a second impression:
10 9 8 7 6 5 4 3 2

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 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 information about the book as a 
publication. Typical elements include details of the design and production of 
the book, including the name and size of the typeface used and the name and 
location of the typesetting firm.

An errata slip lists errors and their corrections; if there is only one 
correction the correct term is erratum slip. 

A slip inserted loose in a book should be labelled with the author’s 
name, book title, and ISBN; alternatively the slip may be tipped 
(pasted) in. 

In a later printing or edition, if the text itself has not been corrected, 
the errata may be set as part of the prelims or end matter. 

When fixed to, or printed in, the book the errata may be called cor-
rigenda (singular corrigendum).

Note that errata slips should be used only in the event of there being 
serious mistakes or errors of fact in the book. A list of errata should 
be as concise as possible, making clear the location, the substance of 
the error, and the form of the correction. Italic type is used for edito-
rial directions, and punctuation is included only where 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’

T h e   p a r t s   o f   a   b o o k

General principles

Preliminary Matter

Text

End matter

Folios and running heads

Imprint Page

Errata slips
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Paragraph Format

Appendix

An appendix (or annex, as it is sometimes cal led 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 the texts of documents 
discussed. Multiple appendices appear under the collective heading Appendices, 
each with its own subheading and title as appropriate. Appendices may be 
numbered with Arabic or Roman numerals or marked with letters.

Appendix
An appendix (or annex, as it is sometimes cal led 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 the 
texts of documents discussed. Multiple appendices appear under the collective 
heading Appendices, each with its own subheading and title as appropriate. 
Appendices may be numbered with Arabic or Roman numerals or marked with 
letters.
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One	of	the	most	important	decisions	was	the	
format	of	the	numbers	&	titles.	They	were	the	
main	and	only	definition	to	break	up	the	text	
and	needed	to	be	consistent	throughout	the	
design.	Some	initial	trial	shown	left	&	below.

The	titles	needed	to	be	seen	from	a	distance	
and	the	numbers	from	close	up	but	they	
needed	to	be	placed	together	to	work	in	col-
laboration.
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Direction of Flow

Another	decision	was	the	flow	and	direction	the	reader	would	follow	
the	parts	of	the	text.	It	could	either	go	horizontally	from	left	to	right,	
or	vertically	from	top	to	bottom	each	time,	they	very	much	effected	
the	design	but	the	latter	was	most	effective,	less	error	possibility	and	
more	space	saving.
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Bell Centennial BT	[below]

Bell	Centennial	was	suggested	as	the	most	
suitable	font	to	use	in	my	predicament	as	it	
is	narrow	yet	very	readable,	designed	to	have	
high	legibility	at	very	small	sizes.

As	said	by		Gunnlauder	S.E.	Briem	- ‘For clarity 
in the worst circumstances, nothing can touch 
it... I admire a solution by logic and common 
sense, and I admire grace. Mathew Carter cre-
ated a bulletproof rhinoceros that could dance 
Swan Lake.’	

Designed	in	1978,	Bell	Centennial	is	a	sturdy	
sans	serif	design	that	achieves	great	econo-
my	of	space	while	being	highly	legible,

Bulldog [right]
Designed	by	Adrian	Williams.	I	found	this	font	
a	little	after	I’d	been	using	Bell	as	my	body	
text	font.	I	thought	it	had	similar	qualities,	
narrow	width	so	good	for	saving	space	but	
also	a	little	more	character	which	I	felt	Bell	
was	lacking,	it	felt	too	cold	and	formal	to	me	
whereas	this	had	a	bit	of	life	to	it.	

Furthermore	Bell	had	odd	weights	as	it	was	
originally	designed	for	a	telephone	book	
whereas	Bulldog	had	italics	which	I	had	
intended	to	include	in	me	design.

Body Text Fonts



24 25

Full Scale

It	was	necessary	to	regularly	print	off	and	
paste	together	the	posters	at	full	scale	to	gain	
a	feel	for	reality.	Working	on	a	13”	computer	
screen	gives	you	a	very	false	sense	of	how	
things	are.	I	had	these	up	on	my	bedroom	
wall	and	added	to	them	when	I	printed	a	new	
design	[right].

It	was	sometimes	a	surprise	to	see	the	design	
although	it	is	great	because	you	can	im-
mediately	see	what	does	and	doesn’t	work;	
what	is	too	big	or	too	small;	and	the	overall	
atmosphere.

Display Fonts

Jerrywi 
I	thought	this	font	relevant	because	the	let-
ters	are	divided	up	into	‘parts’,	it	reflects	the	
essence	of	the	text.	I	was	worried	it	seemed	
childish	and	added	with	colour	would	be	too	
much	.

Amasis MT [below	right]

I	came	across	Amasis	near	the	beginning	
of	my	experimenting	and	it	stuck	with	me,	
I	found	it	suitable	for	the	titles	-	I	liked	the	
way	it	‘stood’	stabilised	by	its	‘feet’,	it	felt	
grounded	yet	elegant	with	variation.	It	would	
add	contrast	from	the	light	body	text.
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the Parts of  a Book

3.6
Paragraphs
Paragraphs are units of thought reflecting the develop-
ment of the author’s argument, and no absolute rules 
control their length. 

In the most general terms, one-sentence paragraphs are 
likely to be too short and paragraphs that exceed the 
length of a page of typeset material are likely to be too 
long to hold the reader’s attention. However, it is inadvis-
able for an editor to alter the authors delivery by running 
together short paragraphs or splitting long ones without 
fully considering the effect on the integrity of the text, 
and the author should normally be consulted about such 
changes.

The first line of text after a chapter, section, or subsec-
tion heading is set full out to the left-hand margin, with no 
paragraph indentation. The first line of every subsequent 
paragraph is normally indented; the style in which para-
graphs are separated by a space and the first line of every 
paragraph is set full out is characteristic of documents 
and some reference works, and also of material on the 
Internet. In is fictional dialogue it is conventional (though 
by no means obligatory) to begin a new paragraph with 
every 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 facilitates 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.

3.7
Conclusion, epiologue, 
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 work or (as with the introduction) headed 
simply Conclusion.

An epilogue or an author’s note is nothing more than a 
short concluding comment on the ten. 

An afterward is much the same, though it is typically writ-
ten by someone other than the author. 

Neither of these sections bears a chapter number, though 
the headings are usually set to the same design as the 
chapter headings. One would not normally have more than 
one or two of these concluding sections in any book.

End matter
Introduction
End matter (also called back matter) consists of any 
material that supplements the text. Sections in the end 
matter are, generally speaking, placed in order of their 
importance to the reader in using and interpreting the 
text, with the proviso that the index is always placed last.

A series of sections might be ordered as follows:
•	 endnotes
•	 bibliography
•	 notes on contributors
•	 piture credits
•	 index

End matter is paginated in sequence with the text, and the 
sections carry headings that are usually set to the same 
design as the chapter heading, though the material itself 
is often set in smaller type than the text, in keeping with 
its subsidiary position.

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 the texts 
of documents discussed. 

Multiple appendices appear under the collective heading 
Appendices, each with its own subheading and title as 
appropriate. Appendices may be numbered with Arabic or 
Roman numerals or marked with letters.

(For choice and preparation of bibliographies see 18.)

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 for explaining terms at their first 
occurrence in the text. The glossary may simply repeat the 
textual explanation or it may expand upon it, but in any 
event the definitions in text and glossary must conform.

Each entry in a glossary begins a new line. Entries may be 
arranged in two columns with terms on the left & defini-
tions on the right, or, the definition may run on from the 
headword term. In which case turn over lines are often 
indented and entries spaced off from one another to make 
the headwords more prominent. 

Bold type is often used for headwords.

For further details see 19.

General 
principals
A book usually consists of three sections: 
•	 preliminary matter (also called prelims or 

front matter)
•	 the main text 
•	 end matter

All books have some kind of prelims, all have a text, 
and most works of non-fiction have end matter. The 
prelims and end matter usually contain a number 
of items or sections, subject to a given order and to 
conventions that control their presentation. 

In discussing the parts of a book the following terms are used:
•	 spread or double-page spread – the pair of pages (left-hand and right-hand) exposed when 

the book is opened at random; the term opening is also used. The terms are sometimes distin-
guished with a ‘spread’ being a pair of pages that are designed as an entity, for example in a 
highly illustrated book, and an ‘opening’ being any pair of facing pages.

•	 recto – the right-hand page of a spread: a recto always has an odd page number.
•	 verso – the left-hand page of a spread: a verso always has an even page number. 

The recto 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 into parts (Part I. Part II, 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.

4.3
Endnotes
Endnotes are an alternative to footnotes, used in a single-
author work where it is not essential (or customary in the 
discipline concerned) to position notes on the same page 
as the text to which they refer. 

In multi-author volumes, notes and other apparatus are 
usually placed at the end of each chapter or essay to pre-
serve the integrity of the author’s work: it would be inap-
propriate in these circumstances to position the reference 
material in a sequence at the end of the work. 

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 appropri-
ate – as the name suggests, a discussion of sources with 
the citations 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 References or Works cited. 

A list called Bibliography contains the works cited in the 
book and additional works of likely interest to the reader. 

A Select bibliography may be limited to works thought 
important by the author, or works cited multiple times in 
the text. 

A list of Further reading usually contains works not cited 
in the text. In general-interest non-fiction works a more 
seductive heading, such as ‘Now read on…’, may be used 
for a similar list. 

(For the decision to place notes at the foot of the page, the 
end of the chapter, or the end of the work see 17.2.2; 

for setting out notes see 17.2.4; 

for running heads in end notes see 5.3.)

4.5
Index
The index, an alphabetical list of subjects covered in the 
book, with references to the pages on which discussion 
occurs, is the last element in the end matter. 

A single index is preferred unless there is a strong case 
for subdivision into (say) an Index of works and a General index. 

Folios and 
running 
heads
Introduction
The term folio has two meanings in book production: it is 
used of the sheets of a script and also of the page number 
as a designed element on a typeset page. The latter mean-
ing is the one relevant to this section. 

A running head (or running headline, headline, header, 
or running title) is a book title, chapter title, or other 
heading which appears at the to p of every page or 
spread.

Folios and running heads usually fall on the same horizon-
tal 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 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.

5.1
Folio
The folio (set in lower-case Roman numerals in the pre-
lims and in Arabic numerals for the text and end matter 
of the book) usually appears at the outer top edges of the 
spread, or centred at the 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 format), those taken up entirely 
by illustrations, figures, or tables, and blank pages. On a 
chapter opening page the folio usually appears in the foot 
margin (see 1.3.4).

2.6.4
Copyright line
To qualify for protection under the Universal Copyright 
Convention, and for reasons of best practice, copyright 
ownership in a work must be stated in a particular form, 
giving the copyright holder’s name and the year of first 
publication, preceded by the copyright symbol:

© Ann Jones 2004

A work may have multiple copyright holders, such as 
co-authors, an illustrator, a translator, or the contribu-
tor of an introduction; the rights of each of them must be 
separately stated.

Copyright may be held by the publisher rather than by the 
creator(s) of the work, who in this case will have assigned 
the rights permanently, rather than have licensed them to 
the publisher.

2.6.5
Copyright notice(s)
Many publishers include one or more copyright notices in 
their books, explicitly reserving certain rights in the work. 
Such notices relate to reproduction, electronic storage, 
transmission in other forms, and rebinding. An example 
may be seen on the title page verso of this book.

2.6.6
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 
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.)

2.6.7
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 publication. Publishers may include 
such records in full on the title page verso of the book, or 
may simply note that they are 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 this 
number is essential to the catalogue record. If CIP data is 
not reproduced in full the ISBN must be included else-
where on the title page verso. The ISBN uniquely identifies 
the book in the particular edition to which it is attached. 
A new ISBN is needed for every new edition of the book, 
including reissue in a different binding. Each volume of a 
multi-volume work usually has its own ISBN, as may the 
set as a whole, though in some cases (notably where the 
volumes are not separately available for sale) a single 
number may be used for the whole set. By 1 January 2007 
the previous ten-digit ISBNs will have been replaced by the 
new thirteen-digit ISBNs. 

A serial publication, such as a journal, magazine, or year 
book, has an ISSN (International Standard Serial Number), 
which is the same for all issues of the work. 

The CIP data will often be accompanied by an indication of 
what impression a particular book represents. This may 
be a single number, or a series of numbers, the lowest 
number of which is that of the current impression. So the 
following line denotes a second impression:

10 9 8 7 6 5 4 3 2

2.6.8
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 perform the work is re-
stricted, 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.

2.6.9
Printer’s name & 
location
The printer’s name and location must be included on the 
title page verso. 

2.6.10
Other information
The title page verso may present further information 
about the book as a publication. Typical elements include 
details of the design and production of the book, including 
the name and size of the typeface used and the name and 
location of the typesetting firm.

2.7
Dedication
The dedication is a highly personal expression on the part 
of the author. The publisher usually accepts its wording 
and content unchanged, and its design is usually subject 
to the author’s approval when that of the rest of the book 
is not. 

Whenever possible the dedication falls on a recto (usually 
p. v), but if, for reasons of space, it must be relocated to a 
verso, one must be chosen that gives it sufficient promi-
nence (for example the last verso preceding the first page 
of the text).

2.8
Foreward
The foreword is a recommendation of the work written 
by someone other than the author. He or she is usually 
named at the end of the piece, or in its title, and in the 
contents list. 

The distinction between the foreword and the preface (see 
bellow) should be noted and the correct title given to each 
of these sections of the front matter. The foreword usually 
begins on a fresh recto.

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 au-
thor may include in the preface brief thanks to colleagues, 
advisers, or others who have helped in the creation of the 
work.

In a multi-author work the preface may be written by the 
work’s editor (Editors preface). All works in a series may 
contain the same preface by the series editor (Series edi-
tor’s preface), which precedes the preface by the author 
of each work. 

Successive editions of a work may have their own pref-
aces, each of which is appropriately titled (for example 
‘Preface to the second edition’). 

If one or more earlier prefaces are reprinted in a new edi-
tion, they follow, in reverse numerical order, the preface 
belonging to that new edition; for example:

1. Preface to the paperback edition
2. Preface to the second edition
3. Preface to the first edition

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

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 contents page 
as List of Illustrations, List of Abbreviations, etc., even 
though their own headings are best formulated simply as 
Illustrations, Abbreviations, etc.

Part titles, preceded by the word ‘Part’ and a number, are 
listed in full, and a page number is given unless it is that 
of the following chapter in the part. The word Chapter 
may, but need not, appear before the number and title of 
each chapter, though if it is used in the list of contents it 
should also appear at the head of each chapter in the text. 

It is customary to use upper-ease Roman numerals for 
part numbers (see 1.3.3) and Arabic numerals for chapter 
numbers (see 1.3.4).

In complex works, such as textbooks, headings within 
chapters may be included on the contents page or even as 
a subsidiary table of contents at the start of each chapter. 
In a multi-author volume authors’ names as well as chap-
ter titles are given in the contents list.

The wording, punctuation, capitalization, use of italics, and 
form of authors’ names in the contents list must match 
the headings as they appear in the text itself. No full point 
is needed at the end of any heading, nor are leader dots 
wanted between titles and page references. 

The numerals on the contents page at the editing stage 
will be those of the script, or ‘dummies’ such as ‘xxx’ or 
‘OOO’; they should be circled to indicate that they are not 
to be printed. At page-proof stage the typesetter should 
have inserted the correct page references, 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 an d list of illus-
trations (if relevant) for the entire set. Each subsequent 
volume needs lists only for that volume.

2.14
List of  abbreviations
The text of a book should be so presented as to ‘explain’ 
itself without recourse to external sources of informa-
tion. Abbreviations that readers may be unable to inter-
pret must be included in a list with the full form spelled 
out alongside each one. Well-known abbreviations that 
need no explanation (such as AD, BC, UK, and US) a re 
not included in the list, nor are any that will be common 
knowledge to the expected readership of the work. If a 
term occurs only very rarely in the text it is better to spell 
it out at each occurrence 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.

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

2.15
List of  contributors
In a multi-author work it is customary to list the contribu-
tors and provide relevant information about each one, 
such as institutional affiliation or post held, a short biog-
raphy, or details of other publications. The more detailed 
and discursive the entries are, the more appropriate 
it will be to place the list in the end matter of the work 
rather than the preliminary pages.

The list should be ordered alphabetically by contributor’s 
surname (though names are presented in natural order, 
not inverted), and names should match the form in the 
contents list and the chapter headings. The presentation 
of each entry should as far as possible be standardized.

2.16
Epigraph
An epigraph is a relevant quotation placed at the begin-
ning of a volume, part, or chapter, and is distinguished 
typographically from other displayed quotations. An 
epigraph relating to the entire volume is placed on a new 
page, preferably a recto, immediately before the text or in 
another 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 usually sufficient: further details are 
not normally included because readers are not expected 
to want to verify the quotation.

2.17
Other sections
Many publications need a short explanation of conven-
tions, terminology, or forms of presentation used in the 
text, or guidance on how to use the book. Such informa-
tion is best placed as near as possible to the beginning of 
the text and often carries the title ‘Note to the reader’ or 
‘How to use this book’.

The Text
Introduction
The text of a work, whether it is in a single volume or 
multiple volumes, should ideally unfold in a form in which 
each division is of equivalent scale and consistent con-
struction. 

As part of marking up the text, the copy-editor will need to 
code the hierarchy of headings that articulate the struc-
ture and all displayed elements of the text those elements 
such as quotations, lists, text boxes, equations, and so on 
that need special presentation on the page. 

The designer specifies an appropriate typographic treat-
ment for the body text and for each displayed element, 
and the typesetter applies the appropriate design and 
layout wherever the copy-editor has marked a code.

3.1
Volumes
It is usual for each volume of a work published in multiple 
volumes to have its own pagination, index, bibliography, 
and so on. Even if the numbering of text pages is consecu-
tive 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 cor-
respondence or a biography, for instance, may be distin-
guished 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 own ISBN, they 
are designed to be bound together and are, accordingly, 
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 in-
cluded with the intermediate fascicles is discarded when 
the fascicles are combined into a book or books.

3.2
The introduction
The introduction is properly part of the text of the book 
(except in special contexts such as editions of literary 
texts where the editor’s introduction forms part of the 
prelims). 

The Arabic pagination begins with the first page of the 
introduction, which therefore must fall on a recto. The 
introduction may be treated (and numbered) as the first 
chapter of the work, or it may be headed simply Introduc-
tion, the numbered chapters following thereafter; when 
an introduction (or conclusion) addresses the work as a 
whole, it is usually left unnumbered.

3.3
The parts
It is useful to arrange a long or complex work in parts when 
the text falls into logical divisions of similar length. 
Parts should be numbered and may be titled; although Roman 
numerals are traditionally used for parts (Part I, Part II), 
Arabic numerals may be used or numbers spelled out (Part 
One, Part Two). The part number and title are best placed 
on a recto with a blank verso following; part title pages are 
included in the Arabic pagination of the book but the page 
numbers are not shown. Parts are divided into chapters, 
which are numbered consecutively throughout the work. 

3.4
Chapters
Most works in prose are divided into chapters, which usu-
ally 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). Chap-
ter 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 down for running heads (see 1.5.3).

New chapters are usually allowed to begin on either a 
verso or a recto (unlike new parts—see above); excep-
tionally, when chapters are short or economical setting is 
required, they may run on — start on the same page as 
the end of the preceding chapter—after a specified num-
ber of lines’ space. This is more common in fiction than 
in non-fiction. The first page of a new chapter lacks a run-
ning head, and the folio (page number) is either omitted 
or appears at the foot of the page (as a drop folio), even 
when on other 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 
indentation. In some designs large and small capitals 
are used for the first word or line of a chapter, as in ‘HE 
was gone’. If the first word is a single capital letter (for 
example I, A), then the second word is printed in small 
capitals, with no further capital. If the chapter starts with 
a personal name, then the whole name is in capitals and 
small capitals, not just the first name or title: 

‘MR THORNTON had had some difficulty...’.

3.5
Sections and subsections
Chapters may be divided into sections and subsections 
by the use of subheadings (or subheads). There may be 
more than one level of subheading, though only 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.

Sections, subsections, or even individual paragraphs may 
be numbered if this will be 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: In 
Chapter 9 the first a-level heading is numbered ‘9.1’, and 
the first a-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 refers to the subject articulated 
in the heading it must begin by reiterating 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 divi-
sion is of equivalent scale and construction. 

But: 

1.3 Text

The text of a work should ideally unfold in a form in 
which each division is of equivalent scale and con-
struction.

Preliminary 
matter
Introduction
Preliminary matter is any material that precedes the main 
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 affect the pagination of the main text. 

Page numbers (called folios) are not shown on every page 
of the prelims, though every page has its number (see 
also 1.5.1).

2.1
Constituents
Prelims will always include some, and may include any of 
the following items or sections, in this order: 
•	 half-title page
•	 half-title verso
•	 frontispiece
•	 title page
•	 title page verso
•	 dedication
•	 acknowledgements
•	 contents
•	 list of illustrations, figures, and maps
•	 list tables
•	 list of abbreviations
•	 list of contributors
•	 note to the reader
•	 epigraph

Some but not all of these sections have headings, which 
are usually set to the same design as chapter headings. 

Besides prelims and end matter, a hard back (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 endpa-
pers; 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 
reprinted in paperback.

2.2 
Half-title
The half-title page is the first page (p. i) of the book (after 
a flyleaf, if any) and thus falls on a recto. 

It contains the main title, and only the main title, of the 
book (or the title of the volume if the work is in more than 
one volume). 

Not all books now have a half-title, and it may sometimes 
be dispensed with as a space-saving measure.

2.3
Half-title verso
The verso of the half-title page (p. ii) is often blank, though 
it may carry announcements from the publisher such as 
a list of other books in the series to which the volume be-
longs, or a list of other works by the same author. Some-
times it will be given over to a frontispiece(see below). 

The half-title verso falls opposite the title page and may 
be incorporated into a special design for this important 
spread.

2.4
Frontispiece
A frontispiece is an illustration that faces the title page, an 
important position that is justified by the significance or 
representative content 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 fac-
simile 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 
others. 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 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 verse, for 
example). The frontispiece is, exceptionally, listed on the 
contents page (see 1.2.11).

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

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 imprint).

It may also include other, similar, information: for ex-
ample, a series title; the names of other people involved 
in the book’s preparation, such as a translator or an 
illustrator; the place of publication or the cities in which 
the publisher has offices; the publisher’s logo or colophon 
(device or emblem); and the date of publication.

The roles of people other than the author are defined by 
an introductory phrase, such as:

Selected and edited by

Translated by

With illustrations by

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
•	 publishing history
•	 copyright line
•	 copyright notice(s)
•	 assertion of moral rights
•	 limitations on sales
•	 cataloguing in publication data
•	 statements concerning performing rights
•	 printer’s name and location.

2.6.1
Publisher’s imprint
The imprint consists of:
•	 the publisher’s name (or the name of a subdivision of 

the company if this bears a separate name)
•	 the publisher’s full registered postal address
•	 the place of publication.

It may also include the names of associated companies or 
offices, and the cities in which they are located.

2.6.2
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 is usually the 
same as the copyright date (see Copyright).

2.6.3
Publishing history
The publishing history of the book includes:
•	 reference to simultaneous cc-publications of the work 

(with the name 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 ver-
sion of the work, each of which is dated.

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 edit ion 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 
which no corrections 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 single year:

Reprinted 2004 (twice)

5.2
Running heads
Running heads are not found in all books: for instance, 
they may not appear in modem fiction or in highly de-
signed illustrated hooks.

Running heads, like folios, are omitted from some pages 
of the book. These include: 
•	 any section of the prelims that has no section heading 

(half-title, title, and imprint pages, the dedication and 
epigraph) 

•	 part titles 
•	 any page on which a chapter heading occurs (includ-

ing sections in the front matter and end matter) 
•	 blank pages 

They are often omitted on turned pages and on full-page 
illustrations, figures, or tables. 

The content of the running heads depends on the nature 
of the book. As a general rule, if the same running head 
is not used on verso and recto, the larger section gener-
ates the head on the verso and the smaller that on the 
recto: 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 running heads that 
change every few pages should if possible be avoided for 
the sake of economy). 

In a multi-author work authors’ names normally on the 
verso and chapter titles on the recto. 

In encyclopedias it is common to reflect the first head-
word on the verso and the last on the recto in the running 
heads, whereas dictionaries 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, how-
ever, running heads for endnotes should change on every 
page, indicating the text pages or chapters to which each 
page of notes refers: for example, ‘Notes to pages 157-99’, 
or ‘Notes to Chapter 6’, rather than just ‘Notes’.

Running heads should match the material from which 
they are derived in every respect – wording, capitalization, 
and so on. However, if the book, chapter, or other titles 
used are very long they must be truncated for the running 
heads, which should not exceed about forty characters 
(including spaces) for most books, as a very rough rule of 
thumb.

Errata Slips
Introduction 
An errata slip lists errors and their corrections; if there is 
only one correction the correct term is erratum slip.

A list of errata should be as concise as possible, making 
clear the location, the substance of the error, and the 
form of the correction.  

6.1
Format
A slip inserted loose in a book should be labelled with the 
author’s name, book title, and ISBN; alternatively the slip 
may be tipped (pasted) in. 

In a later printing or edition, if the text itself has not been 
corrected, the errata may be set as part of the prelims or 
end matter. 

When fixed to, or printed in, the book the errata may be 
called corrigenda (singular corrigendum).

Note that errata slips should be used only in the event of 
there being serious mistakes or errors of fact in the book. 

Italic type is used for editorial directions, and punctuation 
is included only where 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’

ve
rs

o recto

3.7
Conclusion, epiologue, 
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 work or (as with the introduction) headed 
simply Conclusion.

An epilogue or an author’s note is nothing more than a 
short concluding comment on the ten. 

An afterward is much the same, though it is typically writ-
ten by someone other than the author. 

Neither of these sections bears a chapter number, though 
the headings are usually set to the same design as the 
chapter headings. One would not normally have more than 
one or two of these concluding sections in any book.

End matter
Introduction
End matter (also called back matter) consists of any 
material that supplements the text. Sections in the end 
matter are, generally speaking, placed in order of their 
importance to the reader in using and interpreting the 
text, with the proviso that the index is always placed last.

A series of sections might be ordered as follows:
•	 endnotes
•	 bibliography
•	 notes on contributors
•	 piture credits
•	 index

End matter is paginated in sequence with the text, and the 
sections carry headings that are usually set to the same 
design as the chapter heading, though the material itself 
is often set in smaller type than the text, in keeping with 
its subsidiary position.

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 the texts 
of documents discussed. 

Multiple appendices appear under the collective heading 
Appendices, each with its own subheading and title as 
appropriate. Appendices may be numbered with Arabic or 
Roman numerals or marked with letters.

(For choice and preparation of bibliographies see 18.)

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 for explaining terms at their first 
occurrence in the text. The glossary may simply repeat the 
textual explanation or it may expand upon it, but in any 
event the definitions in text and glossary must conform.

Each entry in a glossary begins a new line. Entries may be 
arranged in two columns with terms on the left & defini-
tions on the right, or, the definition may run on from the 
headword term. In which case turn over lines are often 
indented and entries spaced off from one another to make 
the headwords more prominent. 

Bold type is often used for headwords.

For further details see 19.

4.3
Endnotes
Endnotes are an alternative to footnotes, used in a single-
author work where it is not essential (or customary in the 
discipline concerned) to position notes on the same page 
as the text to which they refer. 

In multi-author volumes, notes and other apparatus are 
usually placed at the end of each chapter or essay to pre-
serve the integrity of the author’s work: it would be inap-
propriate in these circumstances to position the reference 
material in a sequence at the end of the work. 

General 
principals
Introduction
A book usually consists of three sections: 
•	 preliminary matter (also called prelims or 

front matter)
•	 the main text 
•	 end matter

All books have some kind of prelims, all have 
a text, and most works of non-fiction have end 
matter. The prelims and end matter usually 
contain a number of items or sections, subject 
to a given order and to conventions that control 
their presentation. 

1.1
Tems
In discussing the parts of a book the following terms are 
used in this text:
•	 spread or double-page spread – the pair of pages 

(left-hand and right-hand) exposed when the book is 
opened at random; the term opening is also used. The 
terms are sometimes distinguished with a ‘spread’ be-
ing a pair of pages that are designed as an entity, for 
example in a highly illustrated book, and an ‘opening’ 
being any pair of facing pages.

•	 recto – the right-hand page of a spread: a recto 
always has an odd page number.

•	 verso – the left-hand page of a spread: a verso always 
has an even page number. 

The recto 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 di-
vided into parts (Part I. Part II, 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.

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 appropri-
ate – as the name suggests, a discussion of sources with 
the citations 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 References or Works cited. 

A list called Bibliography contains the works cited in the 
book and additional works of likely interest to the reader. 

A Select bibliography may be limited to works thought 
important by the author, or works cited multiple times in 
the text. 

A list of Further reading usually contains works not cited 
in the text. In general-interest non-fiction works a more 
seductive heading, such as ‘Now read on…’, may be used 
for a similar list. 

(For the decision to place notes at the foot of the page, 
the end of the chapter, or the end of the work see 17.2.2; 
for setting out notes see 17.2.4; for running heads in end 

notes see 5.2.)

4.5
Index
The index, an alphabetical list of subjects covered in the 
book, with references to the pages on which discussion 
occurs, is the last element in the end matter. 

A single index is preferred unless there is a strong case 
for subdivision into (say) an Index of works and a General index. 

Folios and 
running 
heads
Introduction
The term folio has two meanings in book production: it is 
used of the sheets of a script and also of the page number 
as a designed element on a typeset page. The latter mean-
ing is the one relevant to this section. 

A running head (or running headline, headline, header, 
or running title) is a book title, chapter title, or other 
heading which appears at the to p of every page or 
spread.

Folios and running heads usually fall on the same horizon-
tal 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 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.

5.1
Folio
The folio (set in lower-case Roman numerals in the pre-
lims and in Arabic numerals for the text and end matter 
of the book) usually appears at the outer top edges of the 
spread, or centred at the 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 format), those taken up entirely 
by illustrations, figures, or tables, and blank pages. On a 
chapter opening page the folio usually appears in the foot 
margin (see 3.4).

2.6.4

Copyright line
To qualify for protection under the Universal Copyright 
Convention, and for reasons of best practice, copyright 
ownership in a work must be stated in a particular form, 
giving the copyright holder’s name and the year of first 
publication, preceded by the copyright symbol:

© Ann Jones 2004

A work may have multiple copyright holders, such as 
co-authors, an illustrator, a translator, or the contribu-
tor of an introduction; the rights of each of them must be 
separately stated.

Copyright may be held by the publisher rather than by the 
creator(s) of the work, who in this case will have assigned 
the rights permanently, rather than have licensed them to 
the publisher.

2.6.5

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

2.6.6

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 
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.)

2.6.7

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 publication. Publishers may include 
such records in full on the title page verso of the book, or 
may simply note that they are 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 this 
number is essential to the catalogue record. If CIP data is 
not reproduced in full the ISBN must be included else-
where on the title page verso. The ISBN uniquely identifies 
the book in the particular edition to which it is attached. 
A new ISBN is needed for every new edition of the book, 
including reissue in a different binding. Each volume of a 
multi-volume work usually has its own ISBN, as may the 
set as a whole, though in some cases (notably where the 
volumes are not separately available for sale) a single 
number may be used for the whole set. By 1 January 2007 
the previous ten-digit ISBNs will have been replaced by the 
new thirteen-digit ISBNs. 

A serial publication, such as a journal, magazine, or year 
book, has an ISSN (International Standard Serial Number), 
which is the same for all issues of the work. 

The CIP data will often be accompanied by an indication of 
what impression a particular book represents. This may 
be a single number, or a series of numbers, the lowest 
number of which is that of the current impression. So the 
following line denotes a second impression:

10 9 8 7 6 5 4 3 2

2.6.8

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 perform the work is re-
stricted, 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.

2.6.9

Printer’s name & 
location
The printer’s name and location must be included on the 
title page verso. 

2.6.10

Other information
The title page verso may present further information 
about the book as a publication. Typical elements include 
details of the design and production of the book, including 
the name and size of the typeface used and the name and 
location of the typesetting firm.

2.7
Dedication
The dedication is a highly personal expression on the part 
of the author. The publisher usually accepts its wording 
and content unchanged, and its design is usually subject 
to the author’s approval when that of the rest of the book 
is not. 

Whenever possible the dedication falls on a recto (usually 
p. v), but if, for reasons of space, it must be relocated to a 
verso, one must be chosen that gives it sufficient promi-
nence (for example the last verso preceding the first page 
of the text).

2.8
Foreward
The foreword is a recommendation of the work written 
by someone other than the author. He or she is usually 
named at the end of the piece, or in its title, and in the 
contents list. 

The distinction between the foreword and the preface (see 
2.9 below) should be noted and the correct title given to 
each of these sections of the front matter. The foreword 
usually begins on a fresh recto.

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 au-
thor may include in the preface brief thanks to colleagues, 
advisers, or others who have helped in the creation of the 
work.

In a multi-author work the preface may be written by the 
work’s editor (Editors preface). All works in a series may 
contain the same preface by the series editor (Series edi-
tor’s preface), which precedes the preface by the author 
of each work. 

Successive editions of a work may have their own pref-
aces, each of which is appropriately titled (for example 
‘Preface to the second edition’). 

If one or more earlier prefaces are reprinted in a new edi-
tion, they follow, in reverse numerical order, the preface 
belonging to that new edition; for example:

1. Preface to the paperback edition
2. Preface to the second edition
3. Preface to the first edition

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

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 2.4). 

Lists in the prelims are referred to on the contents page 
as List of Illustrations, List of Abbreviations, etc., even 
though their own headings are best formulated simply as 
Illustrations, Abbreviations, etc.

Part titles, preceded by the word ‘Part’ and a number, are 
listed in full, and a page number is given unless it is that 
of the following chapter in the part. The word Chapter 
may, but need not, appear before the number and title of 
each chapter, though if it is used in the list of contents it 
should also appear at the head of each chapter in the text. 

It is customary to use upper-ease Roman numerals for 
part numbers (see 3.3) and Arabic numerals for chapter 
numbers (see 3.4).

In complex works, such as textbooks, headings within 
chapters may be included on the contents page or even as 
a subsidiary table of contents at the start of each chapter. 
In a multi-author volume authors’ names as well as chap-
ter titles are given in the contents list.

The wording, punctuation, capitalization, use of italics, and 
form of authors’ names in the contents list must match 
the headings as they appear in the text itself. No full point 
is needed at the end of any heading, nor are leader dots 
wanted between titles and page references. 

The numerals on the contents page at the editing stage 
will be those of the script, or ‘dummies’ such as ‘xxx’ or 
‘OOO’; they should be circled to indicate that they are not 
to be printed. At page-proof stage the typesetter should 
have inserted the correct page references, 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 an d list of illus-
trations (if relevant) for the entire set. Each subsequent 
volume needs lists only for that volume.

2.14
List of  abbreviations
The text of a book should be so presented as to ‘explain’ 
itself without recourse to external sources of informa-
tion. Abbreviations that readers may be unable to inter-
pret must be included in a list with the full form spelled 
out alongside each one. Well-known abbreviations that 
need no explanation (such as AD, BC, UK, and US) a re 
not included in the list, nor are any that will be common 
knowledge to the expected readership of the work. If a 
term occurs only very rarely in the text it is better to spell 
it out at each occurrence 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.

If the abbreviations are used in text or notes the list is 
best placed in the prelims of the book; if, however, ab-
breviations are used only in the bibliography, endnotes, or 
appendices, the list may be presented at the bead of the 
relevant section. Arrange the list alphabetically by abbrevi-
ated form.

2.15
List of  contributors
In a multi-author work it is customary to list the contribu-
tors and provide relevant information about each one, 
such as institutional affiliation or post held, a short biog-
raphy, or details of other publications. The more detailed 
and discursive the entries are, the more appropriate 
it will be to place the list in the end matter of the work 
rather than the preliminary pages.

The list should be ordered alphabetically by contributor’s 
surname (though names are presented in natural order, 
not inverted), and names should match the form in the 
contents list and the chapter headings. The presentation 
of each entry should as far as possible be standardized.

2.16
Epigraph
An epigraph is a relevant quotation placed at the begin-
ning of a volume, part, or chapter, and is distinguished 
typographically from other displayed quotations. An 
epigraph relating to the entire volume is placed on a new 
page, preferably a recto, immediately before the text or in 
another 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 usually sufficient: further details are 
not normally included because readers are not expected 
to want to verify the quotation.

2.17
Other sections
Many publications need a short explanation of conven-
tions, terminology, or forms of presentation used in the 
text, or guidance on how to use the book. Such informa-
tion is best placed as near as possible to the beginning of 
the text and often carries the title ‘Note to the reader’ or 
‘How to use this book’.

The Text
Introduction
The text of a work, whether it is in a single volume or 
multiple volumes, should ideally unfold in a form in which 
each division is of equivalent scale and consistent con-
struction. 

As part of marking up the text, the copy-editor will need to 
code the hierarchy of headings that articulate the struc-
ture and all displayed elements of the text those elements 
such as quotations, lists, text boxes, equations, and so on 
that need special presentation on the page. 

The designer specifies an appropriate typographic treat-
ment for the body text and for each displayed element, 
and the typesetter applies the appropriate design and 
layout wherever the copy-editor has marked a code.

3.1
Volumes
It is usual for each volume of a work published in multiple 
volumes to have its own pagination, index, bibliography, 
and so on. Even if the numbering of text pages is consecu-
tive 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 cor-
respondence or a biography, for instance, may be distin-
guished 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 own ISBN, they 
are designed to be bound together and are, accordingly, 
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 in-
cluded with the intermediate fascicles is discarded when 
the fascicles are combined into a book or books.

3.2
The introduction
The introduction is properly part of the text of the book 
(except in special contexts such as editions of literary 
texts where the editor’s introduction forms part of the 
prelims). 

The Arabic pagination begins with the first page of the 
introduction, which therefore must fall on a recto. The 
introduction may be treated (and numbered) as the first 
chapter of the work, or it may be headed simply Introduc-
tion, the numbered chapters following thereafter; when 
an introduction (or conclusion) addresses the work as a 
whole, it is usually left unnumbered.

3.3
The parts
It is useful to arrange a long or complex work in parts when 
the text falls into logical divisions of similar length. 
Parts should be numbered and may be titled; although Roman 
numerals are traditionally used for parts (Part I, Part II), 
Arabic numerals may be used or numbers spelled out (Part 
One, Part Two). The part number and title are best placed 
on a recto with a blank verso following; part title pages are 
included in the Arabic pagination of the book but the page 
numbers are not shown. Parts are divided into chapters, 
which are numbered consecutively throughout the work. 

3.4
Chapters
Most works in prose are divided into chapters, which usu-
ally 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 2.11). Chap-
ter 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 down for running heads (see 5.2).

New chapters are usually allowed to begin on either a 
verso or a recto (unlike new parts—see above); excep-
tionally, when chapters are short or economical setting is 
required, they may run on — start on the same page as 
the end of the preceding chapter—after a specified num-
ber of lines’ space. This is more common in fiction than 
in non-fiction. The first page of a new chapter lacks a run-
ning head, and the folio (page number) is either omitted 
or appears at the foot of the page (as a drop folio), even 
when on other pages it falls in the head margin (see 5.1).

The first line following the chapter heading is set full 
out (flush with the left-hand margin), with no paragraph 
indentation. In some designs large and small capitals 
are used for the first word or line of a chapter, as in ‘HE 
was gone’. If the first word is a single capital letter (for 
example I, A), then the second word is printed in small 
capitals, with no further capital. If the chapter starts with 
a personal name, then the whole name is in capitals and 
small capitals, not just the first name or title: 

‘MR THORNTON had had some difficulty...’.

3.5
Sections and subsections
Chapters may be divided into sections and subsections 
by the use of subheadings (or subheads). There may be 
more than one level of subheading, though only 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.

Sections, subsections, or even individual paragraphs may 
be numbered if this will be 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: In 
Chapter 9 the first a-level heading is numbered ‘9.1’, and 
the first a-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 refers to the subject articulated 
in the heading it must begin by reiterating 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 divi-
sion is of equivalent scale and construction. 

But: 

1.3 Text

The text of a work should ideally unfold in a form in 
which each division is of equivalent scale and con-
struction.

3.6
Paragraphs
Paragraphs are units of thought reflecting the develop-
ment of the author’s argument, and no absolute rules 
control their length. 

In the most general terms, one-sentence paragraphs are 
likely to be too short and paragraphs that exceed the 
length of a page of typeset material are likely to be too 
long to hold the reader’s attention. However, it is inadvis-
able for an editor to alter the authors delivery by running 
together short paragraphs or splitting long ones without 
fully considering the effect on the integrity of the text, 
and the author should normally be consulted about such 
changes.

The first line of text after a chapter, section, or subsec-
tion heading is set full out to the left-hand margin, with no 
paragraph indentation. The first line of every subsequent 
paragraph is normally indented; the style in which para-
graphs are separated by a space and the first line of every 
paragraph is set full out is characteristic of documents 
and some reference works, and also of material on the 
Internet. In is fictional dialogue it is conventional (though 
by no means obligatory) to begin a new paragraph with 
every 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 facilitates 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.

Preliminary 
matter
Introduction
Preliminary matter is any material that precedes the main 
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 affect the pagination of the main text. 

Page numbers (called folios) are not shown on every page 
of the prelims, though every page has its number.

2.1
Constituents
Prelims will always include some, and may include any of 
the following items or sections, in this order: 
•	 half-title page
•	 half-title verso
•	 frontispiece
•	 title page
•	 title page verso
•	 dedication
•	 acknowledgements
•	 contents
•	 list of illustrations, figures, and maps
•	 list tables
•	 list of abbreviations
•	 list of contributors
•	 note to the reader
•	 epigraph

Some but not all of these sections have headings, which 
are usually set to the same design as chapter headings. 

Besides prelims and end matter, a hard back (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 endpa-
pers; 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 
reprinted in paperback.

2.2 
Half-title
The half-title page is the first page (p. i) of the book (after 
a flyleaf, if any) and thus falls on a recto. 

It contains the main title, and only the main title, of the 
book (or the title of the volume if the work is in more than 
one volume). 

Not all books now have a half-title, and it may sometimes 
be dispensed with as a space-saving measure.

2.3
Half-title verso
The verso of the half-title page (p. ii) is often blank, though 
it may carry announcements from the publisher such as 
a list of other books in the series to which the volume 
belongs, or a list of other works by the same author. 
Sometimes it will be given over to a frontispiece 
(see 2.4 next). 

The half-title verso falls directly opposite the title page and 
may be incorporated into a special design for this impor-
tant spread.

2.4
Frontispiece
A frontispiece is an illustration that faces the title page, an 
important position that is justified by the significance or 
representative content 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 fac-
simile 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 
others. 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 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 verse, for 
example). The frontispiece is, exceptionally, listed on the 
contents page (see 2.11).

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

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 imprint).

It may also include other, similar, information: for ex-
ample, a series title; the names of other people involved 
in the book’s preparation, such as a translator or an 
illustrator; the place of publication or the cities in which 
the publisher has offices; the publisher’s logo or colophon 
(device or emblem); and the date of publication.

The roles of people other than the author are defined by 
an introductory phrase, such as:

Selected and edited by

Translated by

With illustrations by

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
•	 publishing history
•	 copyright line
•	 copyright notice(s)
•	 assertion of moral rights
•	 limitations on sales
•	 cataloguing in publication data
•	 statements concerning performing rights
•	 printer’s name and location.

2.6.1

Publisher’s imprint
The imprint consists of:
•	 the publisher’s name (or the name of a subdivision of 

the company if this bears a separate name)
•	 the publisher’s full registered postal address
•	 the place of publication.

It may also include the names of associated companies or 
offices, and the cities in which they are located.

2.6.2

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 is usually the 
same as the copyright date (see 2.6.4 Copyright).

2.6.3

Publishing history
The publishing history of the book includes:
•	 reference to simultaneous cc-publications of the work 

(with the name 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 ver-
sion of the work, each of which is dated.

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 edit ion 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 Cataloguing in publication (CIP) data).

A reprint or impression is a republication of a book for 
which no corrections 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 single year:

Reprinted 2004 (twice)

5.2
Running heads
Running heads are not found in all books: for instance, 
they may not appear in modem fiction or in highly de-
signed illustrated hooks.

Running heads, like folios, are omitted from some pages 
of the book. These include: 
•	 any section of the prelims that has no section heading 

(half-title, title, and imprint pages, the dedication and 
epigraph) 

•	 part titles 
•	 any page on which a chapter heading occurs (includ-

ing sections in the front matter and end matter) 
•	 blank pages 

They are often omitted on turned pages and on full-page 
illustrations, figures, or tables. 

The content of the running heads depends on the nature 
of the book. As a general rule, if the same running head 
is not used on verso and recto, the larger section gener-
ates the head on the verso and the smaller that on the 
recto: 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 running heads that 
change every few pages should if possible be avoided for 
the sake of economy). 

In a multi-author work authors’ names normally on the 
verso and chapter titles on the recto. 

In encyclopedias it is common to reflect the first head-
word on the verso and the last on the recto in the running 
heads, whereas dictionaries 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, how-
ever, running heads for endnotes should change on every 
page, indicating the text pages or chapters to which each 
page of notes refers: for example, ‘Notes to pages 157-99’, 
or ‘Notes to Chapter 6’, rather than just ‘Notes’.

Running heads should match the material from which 
they are derived in every respect – wording, capitalization, 
and so on. However, if the book, chapter, or other titles 
used are very long they must be truncated for the running 
heads, which should not exceed about forty characters 
(including spaces) for most books, as a very rough rule of 
thumb.

Errata Slips
Introduction 
An errata slip lists errors and their corrections; if there is 
only one correction the correct term is erratum slip.

A list of errata should be as concise as possible, making 
clear the location, the substance of the error, and the 
form of the correction.  

6.1
Format
A slip inserted loose in a book should be labelled with the 
author’s name, book title, and ISBN; alternatively the slip 
may be tipped (pasted) in. 

In a later printing or edition, if the text itself has not been 
corrected, the errata may be set as part of the prelims or 
end matter. 

When fixed to, or printed in, the book the errata may be 
called corrigenda (singular corrigendum).

Note that errata slips should be used only in the event of 
there being serious mistakes or errors of fact in the book. 

Italic type is used for editorial directions, and punctuation 
is included only where 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’

ve
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o recto

1

3
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the Parts of  a Book
I	was	keen	to	try	and	
add	elements	to	the	
design	inspired	by	
books	themselves. 

Top:	Placing	the	
shape	of	an	open	
spread	as	though	
it	was	the	edges	of	
the	book	-	needed	
softening.

Left: smaller curv 
& added	shading	to	
emphasize	the	effect	
-	too	fake.

Left: I	felt	the	white	
background	was	
maybe	a	too	flat	and	
thought	it	would	be	
effective	to	use	a	
paper	effect.	It	was	
had	to	find	an	image	
large	enough	not	to	
pixelate	but	in	the	
ended	I	decided	it	
looked	loo	grey	and	
dirty	looking.	

Right: I	kept	the	
numbers	smaller	
than	the	titles	-	at	
a	distance	it	is	the	
titles	you	need	to	see	
first	and	the	num-
bers	when	navigating	
between	parts	of	the	
text	when	viewed	
close	up.	

Effects

Close up
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End matter
Introduction
End matter (also called back matter) consists of any 
material that supplements the text. Sections in the end 
matter are, generally speaking, placed in order of their 
importance to the reader in using and interpreting the 
text, with the proviso that the index is always placed last.

A series of sections might be ordered as follows:
•	 endnotes
•	 bibliography
•	 notes on contributors
•	 piture credits
•	 index

End matter is paginated in sequence with the text, and the 
sections carry headings that are usually set to the same 
design as the chapter heading, though the material itself 
is often set in smaller type than the text, in keeping with 
its subsidiary position.

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 the texts 
of documents discussed. 

Multiple appendices appear under the collective heading 
Appendices, each with its own subheading and title as 
appropriate. Appendices may be numbered with Arabic or 
Roman numerals or marked with letters.

(For choice and preparation of bibliographies see 18.)

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 for explaining terms at their first 
occurrence in the text. The glossary may simply repeat the 
textual explanation or it may expand upon it, but in any 
event the definitions in text and glossary must conform.

Each entry in a glossary begins a new line. Entries may be 
arranged in two columns with terms on the left & defini-
tions on the right, or, the definition may run on from the 
headword term. In which case turn over lines are often 
indented and entries spaced off from one another to make 
the headwords more prominent. 

Bold type is often used for headwords.

For further details see 19.

4.3
Endnotes
Endnotes are an alternative to footnotes, used in a single-
author work where it is not essential (or customary in the 
discipline concerned) to position notes on the same page 
as the text to which they refer. 

In multi-author volumes, notes and other apparatus are 
usually placed at the end of each chapter or essay to pre-
serve the integrity of the author’s work: it would be inap-
propriate in these circumstances to position the reference 
material in a sequence at the end of the work. 

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 appropri-
ate – as the name suggests, a discussion of sources with 
the citations 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 References or Works cited. 

A list called Bibliography contains the works cited in the 
book and additional works of likely interest to the reader. 

A Select bibliography may be limited to works thought 
important by the author, or works cited multiple times in 
the text. 

A list of Further reading usually contains works not cited 
in the text. In general-interest non-fiction works a more 
seductive heading, such as ‘Now read on…’, may be used 
for a similar list. 

(For the decision to place notes at the foot of the page, 
the end of the chapter, or the end of the work see 17.2.2; 
for setting out notes see 17.2.4; for running heads in end 

notes see 5.2.)

4.5
Index
The index, an alphabetical list of subjects covered in the 
book, with references to the pages on which discussion 
occurs, is the last element in the end matter. 

A single index is preferred unless there is a strong case 
for subdivision into (say) an Index of works and a General index. 

General 
principals
Introduction
A book usually consists of three sections: 
•	 preliminary matter (also called prelims or front 

matter)
•	 the main text 
•	 end matter

All books have some kind of prelims, all have a text, and 
most works of non-fiction have end matter. The prelims 
and end matter usually contain a number of items or 
sections, subject to a given order and to conventions that 
control their presentation. 

1.1
Terms
In discussing the parts of a book the following terms are 
used in this text:
•	 spread or double-page spread – the pair of pages 

(left-hand and right-hand) exposed when the book is 
opened at random; the term opening is also used. The 
terms are sometimes distinguished with a ‘spread’ be-
ing a pair of pages that are designed as an entity, for 
example in a highly illustrated book, and an ‘opening’ 
being any pair of facing pages.

•	 re-cto – the right-hand page of a spread: a recto 
always has an odd page number.

•	 verso – the left-hand page of a spread: a verso always 
has an even page number. 

The recto 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 di-
vided into parts (Part I. Part II, 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.

Folios and 
running 
heads
Introduction
The term folio has two meanings in book production: it is 
used of the sheets of a script and also of the page number 
as a designed element on a typeset page. The latter mean-
ing is the one relevant to this section. 

A running head (or running headline, headline, header, 
or running title) is a book title, chapter title, or other 
heading which appears at the to p of every page or 
spread.

Folios and running heads usually fall on the same horizon-
tal 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 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.

5.1
Folio
The folio (set in lower-case Roman numerals in the pre-
lims and in Arabic numerals for the text and end matter 
of the book) usually appears at the outer top edges of the 
spread, or centred at the 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 format), those taken up entirely 
by illustrations, figures, or tables, and blank pages. On a 
chapter opening page the folio usually appears in the foot 
margin (see 3.4).

5.2
Running heads
Running heads are not found in all books: for instance, 
they may not appear in modem fiction or in highly de-
signed illustrated hooks.

Running heads, like folios, are omitted from some pages 
of the book. These include: 
•	 any section of the prelims that has no section heading 

(half-title, title, and imprint pages, the dedication and 
epigraph) 

•	 part titles 
•	 any page on which a chapter heading occurs (includ-

ing sections in the front matter and end matter) 
•	 blank pages 

They are often omitted on turned pages and on full-page 
illustrations, figures, or tables. 

The content of the running heads depends on the nature 
of the book. As a general rule, if the same running head 
is not used on verso and recto, the larger section gener-
ates the head on the verso and the smaller that on the 
recto: 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 running heads that 
change every few pages should if possible be avoided for 
the sake of economy). 

In a multi-author work authors’ names normally on the 
verso and chapter titles on the recto. 

In encyclopedias it is common to reflect the first head-
word on the verso and the last on the recto in the running 
heads, whereas dictionaries 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, how-
ever, running heads for endnotes should change on every 
page, indicating the text pages or chapters to which each 
page of notes refers: for example, ‘Notes to pages 157-99’, 
or ‘Notes to Chapter 6’, rather than just ‘Notes’.

Running heads should match the material from which 
they are derived in every respect – wording, capitalization, 
and so on. However, if the book, chapter, or other titles 
used are very long they must be truncated for the running 
heads, which should not exceed about forty characters 
(including spaces) for most books, as a very rough rule of 
thumb.

2.6.7

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 publication. Publishers may include 
such records in full on the title page verso of the book, or 
may simply note that they are 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 this 
number is essential to the catalogue record. If CIP data is 
not reproduced in full the ISBN must be included else-
where on the title page verso. The ISBN uniquely identifies 
the book in the particular edition to which it is attached. 
A new ISBN is needed for every new edition of the book, 
including reissue in a different binding. Each volume of a 
multi-volume work usually has its own ISBN, as may the 
set as a whole, though in some cases (notably where the 
volumes are not separately available for sale) a single 
number may be used for the whole set. By 1 January 2007 
the previous ten-digit ISBNs will have been replaced by the 
new thirteen-digit ISBNs. 

A serial publication, such as a journal, magazine, or year 
book, has an ISSN (International Standard Serial Number), 
which is the same for all issues of the work. 

The CIP data will often be accompanied by an indication of 
what impression a particular book represents. This may 
be a single number, or a series of numbers, the lowest 
number of which is that of the current impression. So the 
following line denotes a second impression:

10 9 8 7 6 5 4 3 2

2.6.8

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 perform the work is re-
stricted, 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.

2.6.9

Printer’s name & location
The printer’s name and location must be included on the 
title page verso. 

2.6.10

Other information
The title page verso may present further information 
about the book as a publication. Typical elements include 
details of the design and production of the book, including 
the name and size of the typeface used and the name and 
location of the typesetting firm.

2.7
Dedication
The dedication is a highly personal expression on the part 
of the author. The publisher usually accepts its wording 
and content unchanged, and its design is usually subject 
to the author’s approval when that of the rest of the book 
is not. 

Whenever possible the dedication falls on a recto (usually 
p. v), but if, for reasons of space, it must be relocated to a 
verso, one must be chosen that gives it sufficient promi-
nence (for example the last verso preceding the first page 
of the text).

2.8
Foreward
The foreword is a recommendation of the work written 
by someone other than the author. He or she is usually 
named at the end of the piece, or in its title, and in the 
contents list. 

The distinction between the foreword and the preface (see 
2.9 below) should be noted and the correct title given to 
each of these sections of the front matter. The foreword 
usually begins on a fresh recto.

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 au-
thor may include in the preface brief thanks to colleagues, 
advisers, or others who have helped in the creation of the 
work.

In a multi-author work the preface may be written by the 
work’s editor (Editors preface). All works in a series may 
contain the same preface by the series editor (Series edi-
tor’s preface), which precedes the preface by the author 
of each work. 

Successive editions of a work may have their own pref-
aces, each of which is appropriately titled (for example 
‘Preface to the second edition’). 

If one or more earlier prefaces are reprinted in a new edi-
tion, they follow, in reverse numerical order, the preface 
belonging to that new edition; for example:

1. Preface to the paperback edition
2. Preface to the second edition
3. Preface to the first edition

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

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 2.4). 

Lists in the prelims are referred to on the contents page 
as List of Illustrations, List of Abbreviations, etc., even 
though their own headings are best formulated simply as 
Illustrations, Abbreviations, etc.

Part titles, preceded by the word ‘Part’ and a number, are 
listed in full, and a page number is given unless it is that 
of the following chapter in the part. The word Chapter 
may, but need not, appear before the number and title of 
each chapter, though if it is used in the list of contents it 
should also appear at the head of each chapter in the text. 

It is customary to use upper-ease Roman numerals for 
part numbers (see 3.3) and Arabic numerals for chapter 
numbers (see 3.4).

In complex works, such as textbooks, headings within 
chapters may be included on the contents page or even as 
a subsidiary table of contents at the start of each chapter. 
In a multi-author volume authors’ names as well as chap-
ter titles are given in the contents list.

The wording, punctuation, capitalization, use of italics, and 
form of authors’ names in the contents list must match 
the headings as they appear in the text itself. No full point 
is needed at the end of any heading, nor are leader dots 
wanted between titles and page references. 

The numerals on the contents page at the editing stage 
will be those of the script, or ‘dummies’ such as ‘xxx’ or 
‘OOO’; they should be circled to indicate that they are not 
to be printed. At page-proof stage the typesetter should 
have inserted the correct page references, 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 an d list of illus-
trations (if relevant) for the entire set. Each subsequent 
volume needs lists only for that volume.

2.14
List of  abbreviations
The text of a book should be so presented as to ‘explain’ 
itself without recourse to external sources of informa-
tion. Abbreviations that readers may be unable to inter-
pret must be included in a list with the full form spelled 
out alongside each one. Well-known abbreviations that 
need no explanation (such as AD, BC, UK, and US) a re 
not included in the list, nor are any that will be common 
knowledge to the expected readership of the work. If a 
term occurs only very rarely in the text it is better to spell 
it out at each occurrence 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.

If the abbreviations are used in text or notes the list is 
best placed in the prelims of the book; if, however, ab-
breviations are used only in the bibliography, endnotes, or 
appendices, the list may be presented at the bead of the 
relevant section. Arrange the list alphabetically by abbrevi-
ated form.

2.15
List of  contributors
In a multi-author work it is customary to list the contribu-
tors and provide relevant information about each one, 
such as institutional affiliation or post held, a short biog-
raphy, or details of other publications. The more detailed 
and discursive the entries are, the more appropriate 
it will be to place the list in the end matter of the work 
rather than the preliminary pages.

The list should be ordered alphabetically by contributor’s 
surname (though names are presented in natural order, 
not inverted), and names should match the form in the 
contents list and the chapter headings. The presentation 
of each entry should as far as possible be standardized.

2.16
Epigraph
An epigraph is a relevant quotation placed at the begin-
ning of a volume, part, or chapter, and is distinguished 
typographically from other displayed quotations. An 
epigraph relating to the entire volume is placed on a new 
page, preferably a recto, immediately before the text or in 
another 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 usually sufficient: further details are 
not normally included because readers are not expected 
to want to verify the quotation.

2.17
Other sections
Many publications need a short explanation of conven-
tions, terminology, or forms of presentation used in the 
text, or guidance on how to use the book. Such informa-
tion is best placed as near as possible to the beginning of 
the text and often carries the title ‘Note to the reader’ or 
‘How to use this book’.

The Text
Introduction
The text of a work, whether it is in a single volume or 
multiple volumes, should ideally unfold in a form in which 
each division is of equivalent scale and consistent con-
struction. 

As part of marking up the text, the copy-editor will need to 
code the hierarchy of headings that articulate the struc-
ture and all displayed elements of the text those elements 
such as quotations, lists, text boxes, equations, and so on 
that need special presentation on the page. 

The designer specifies an appropriate typographic treat-
ment for the body text and for each displayed element, 
and the typesetter applies the appropriate design and 
layout wherever the copy-editor has marked a code.

3.1
Volumes
It is usual for each volume of a work published in multiple 
volumes to have its own pagination, index, bibliography, 
and so on. Even if the numbering of text pages is consecu-
tive 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 cor-
respondence or a biography, for instance, may be distin-
guished 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 own ISBN, they 
are designed to be bound together and are, accordingly, 
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 in-
cluded with the intermediate fascicles is discarded when 
the fascicles are combined into a book or books.

3.2
The introduction
The introduction is properly part of the text of the book 
(except in special contexts such as editions of literary 
texts where the editor’s introduction forms part of the 
prelims). 

The Arabic pagination begins with the first page of the 
introduction, which therefore must fall on a recto. The 
introduction may be treated (and numbered) as the first 
chapter of the work, or it may be headed simply Introduc-
tion, the numbered chapters following thereafter; when 
an introduction (or conclusion) addresses the work as a 
whole, it is usually left unnumbered.

3.3
The parts
It is useful to arrange a long or complex work in parts when 
the text falls into logical divisions of similar length. 
Parts should be numbered and may be titled; although Roman 
numerals are traditionally used for parts (Part I, Part II), 
Arabic numerals may be used or numbers spelled out (Part 
One, Part Two). The part number and title are best placed 
on a recto with a blank verso following; part title pages are 
included in the Arabic pagination of the book but the page 
numbers are not shown. Parts are divided into chapters, 
which are numbered consecutively throughout the work. 

3.4
Chapters
Most works in prose are divided into chapters, which usu-
ally 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 2.11). Chap-
ter 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 down for running heads (see 5.2).

New chapters are usually allowed to begin on either a 
verso or a recto (unlike new parts—see above); excep-
tionally, when chapters are short or economical setting is 
required, they may run on — start on the same page as 
the end of the preceding chapter—after a specified num-
ber of lines’ space. This is more common in fiction than 
in non-fiction. The first page of a new chapter lacks a run-
ning head, and the folio (page number) is either omitted 
or appears at the foot of the page (as a drop folio), even 
when on other pages it falls in the head margin (see 5.1).

The first line following the chapter heading is set full 
out (flush with the left-hand margin), with no paragraph 
indentation. In some designs large and small capitals 
are used for the first word or line of a chapter, as in ‘HE 
was gone’. If the first word is a single capital letter (for 
example I, A), then the second word is printed in small 
capitals, with no further capital. If the chapter starts with 
a personal name, then the whole name is in capitals and 
small capitals, not just the first name or title: 

‘MR THORNTON had had some difficulty...’.

3.5

Sections and subsections
Chapters may be divided into sections and subsections 
by the use of subheadings (or subheads). There may be 
more than one level of subheading, though only 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.

Sections, subsections, or even individual paragraphs may 
be numbered if this will be 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: In 
Chapter 9 the first a-level heading is numbered ‘9.1’, and 
the first a-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 refers to the subject articulated 
in the heading it must begin by reiterating 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 divi-
sion is of equivalent scale and construction. 

But: 

1.3 Text

The text of a work should ideally unfold in a form in 
which each division is of equivalent scale and con-
struction.

3.6
Paragraphs
Paragraphs are units of thought reflecting the develop-
ment of the author’s argument, and no absolute rules 
control their length. 

In the most general terms, one-sentence paragraphs are 
likely to be too short and paragraphs that exceed the 
length of a page of typeset material are likely to be too 
long to hold the reader’s attention. However, it is inadvis-
able for an editor to alter the authors delivery by running 
together short paragraphs or splitting long ones without 
fully considering the effect on the integrity of the text, 
and the author should normally be consulted about such 
changes.

The first line of text after a chapter, section, or subsec-
tion heading is set full out to the left-hand margin, with no 
paragraph indentation. The first line of every subsequent 
paragraph is normally indented; the style in which para-
graphs are separated by a space and the first line of every 
paragraph is set full out is characteristic of documents 
and some reference works, and also of material on the 
Internet. In is fictional dialogue it is conventional (though 
by no means obligatory) to begin a new paragraph with 
every 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 facilitates 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.

3.7
Conclusion, epiologue, 
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 work or (as with the introduction) headed 
simply Conclusion.

An epilogue or an author’s note is nothing more than a 
short concluding comment on the ten. 

An afterward is much the same, though it is typically writ-
ten by someone other than the author. 

Neither of these sections bears a chapter number, though 
the headings are usually set to the same design as the 
chapter headings. One would not normally have more than 
one or two of these concluding sections in any book.

Preliminary 
matter
Introduction
Preliminary matter is any material that precedes the main 
text of the book. Preliminary pages are usually numbered 
with lower-case Roman numerals (rather than Arabic nu-
merals) so that any late changes to the content or extent 
of the prelims will not affect the pagination of the main 
text. Page numbers (called folios) are not shown on every 
page of the prelims, though every page has its number.

2.1
Constituents
Prelims will always include some, and may include any of 
the following items or sections, in this order: 
•	 half-title page
•	 half-title verso
•	 frontispiece
•	 title page
•	 title page verso
•	 dedication
•	 acknowledgements
•	 contents
•	 list of illustrations, figures, and maps
•	 list tables
•	 list of abbreviations
•	 list of contributors
•	 note to the reader
•	 epigraph

Some but not all of these sections have headings, which 
are usually set to the same design as chapter headings. 

Besides prelims and end matter, a hard back (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 endpa-
pers; 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 
reprinted in paperback.

2.2 
Half-title
The half-title page is the first page (p. i) of the book (after 
a flyleaf, if any) and thus falls on a recto. It contains the 
main title, and only the main title, of the book (or the title 
of the volume if the work is in more than one volume). Not 
all books now have a half-title, and it may sometimes be 
dispensed with as a space-saving measure.

2.3
Half-title verso
The verso of the half-title page (p. ii) is often blank, though 
it may carry announcements from the publisher such as 
a list of other books in the series to which the volume 
belongs, or a list of other works by the same author. 
Sometimes it will be given over to a frontispiece 
(see 2.4 next). 

The half-title verso falls directly opposite the title page and 
may be incorporated into a special design for this impor-
tant spread.

2.4
Frontispiece
A frontispiece is an illustration that faces the title page, 
an important position that is justified by the significance 
or representative content 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 
others. 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 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 verse, for 
example). The frontispiece is, exceptionally, listed on the 
contents page (see 2.11).

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

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 imprint).

It may also include other, similar, information: for ex-
ample, a series title; the names of other people involved 
in the book’s preparation, such as a translator or an 
illustrator; the place of publication or the cities in which 
the publisher has offices; the publisher’s logo or colophon 
(device or emblem); and the date of publication.

The roles of people other than the author are defined by 
an introductory phrase, such as:

Selected and edited by

Translated by

With illustrations by

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
•	 publishing history
•	 copyright line
•	 copyright notice(s)
•	 assertion of moral rights
•	 limitations on sales
•	 cataloguing in publication data
•	 statements concerning performing rights
•	 printer’s name and location.

2.6.1

Publisher’s imprint
The imprint consists of:
•	 the publisher’s name (or the name of a subdivision of 

the company if this bears a separate name)
•	 the publisher’s full registered postal address
•	 the place of publication.

It may also include the names of associated companies or 
offices, and the cities in which they are located.

2.6.2

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 is usually the 
same as the copyright date (see 2.6.4 Copyright).

2.6.3

Publishing history
The publishing history of the book includes:
•	 reference to simultaneous cc-publications of the work 

(with the name 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 ver-
sion of the work, each of which is dated.

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 edit ion 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 Cataloguing in publication (CIP) data).

A reprint or impression is a republication of a book for 
which no corrections 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 single year:

Reprinted 2004 (twice)

2.6.4

Copyright line
To qualify for protection under the Universal Copyright 
Convention, and for reasons of best practice, copyright 
ownership in a work must be stated in a particular form, 
giving the copyright holder’s name and the year of first 
publication, preceded by the copyright symbol:

© Ann Jones 2004

A work may have multiple copyright holders, such as 
co-authors, an illustrator, a translator, or the contribu-
tor of an introduction; the rights of each of them must be 
separately stated.

Copyright may be held by the publisher rather than by the 
creator(s) of the work, who in this case will have assigned 
the rights permanently, rather than have licensed them to 
the publisher.

2.6.5

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

2.6.6

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 
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.)

Errata Slips

Introduction 
An errata slip lists errors and their corrections; if there is 
only one correction the correct term is erratum slip.

A list of errata should be as concise as possible, making 
clear the location, the substance of the error, and the 
form of the correction.  

6.1
Format
A slip inserted loose in a book should be labelled with the 
author’s name, book title, and ISBN; alternatively the slip 
may be tipped (pasted) in. 

In a later printing or edition, if the text itself has not been 
corrected, the errata may be set as part of the prelims or 
end matter. 

When fixed to, or printed in, the book the errata may be 
called corrigenda (singular corrigendum).

Note that errata slips should be used only in the event of 
there being serious mistakes or errors of fact in the book. 

Italic type is used for editorial directions, and punctuation 
is included only where 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’
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End matter
Introduction
End matter (also called back matter) consists of any 
material that supplements the text. Sections in the end 
matter are, generally speaking, placed in order of their 
importance to the reader in using and interpreting the 
text, with the proviso that the index is always placed last.

A series of sections might be ordered as follows:
•	 endnotes
•	 bibliography
•	 notes on contributors
•	 piture credits
•	 index

End matter is paginated in sequence with the text, and the 
sections carry headings that are usually set to the same 
design as the chapter heading, though the material itself 
is often set in smaller type than the text, in keeping with 
its subsidiary position.

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 the texts 
of documents discussed. 

Multiple appendices appear under the collective heading 
Appendices, each with its own subheading and title as 
appropriate. Appendices may be numbered with Arabic or 
Roman numerals or marked with letters.

(For choice and preparation of bibliographies see 18.)

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 for explaining terms at their first 
occurrence in the text. The glossary may simply repeat the 
textual explanation or it may expand upon it, but in any 
event the definitions in text and glossary must conform.

Each entry in a glossary begins a new line. Entries may be 
arranged in two columns with terms on the left & defini-
tions on the right, or, the definition may run on from the 
headword term. In which case turn over lines are often 
indented and entries spaced off from one another to make 
the headwords more prominent. 

Bold type is often used for headwords.

For further details see 19.

4.3
Endnotes
Endnotes are an alternative to footnotes, used in a single-
author work where it is not essential (or customary in the 
discipline concerned) to position notes on the same page 
as the text to which they refer. 

In multi-author volumes, notes and other apparatus are 
usually placed at the end of each chapter or essay to pre-
serve the integrity of the author’s work: it would be inap-
propriate in these circumstances to position the reference 
material in a sequence at the end of the work. 

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 appropri-
ate – as the name suggests, a discussion of sources with 
the citations 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 References or Works cited. 

A list called Bibliography contains the works cited in the 
book and additional works of likely interest to the reader. 

A Select bibliography may be limited to works thought 
important by the author, or works cited multiple times in 
the text. 

A list of Further reading usually contains works not cited 
in the text. In general-interest non-fiction works a more 
seductive heading, such as ‘Now read on…’, may be used 
for a similar list. 

(For the decision to place notes at the foot of the page, 
the end of the chapter, or the end of the work see 17.2.2; 
for setting out notes see 17.2.4; for running heads in end 

notes see 5.2.)

4.5
Index
The index, an alphabetical list of subjects covered in the 
book, with references to the pages on which discussion 
occurs, is the last element in the end matter. 

A single index is preferred unless there is a strong case 
for subdivision into (say) an Index of works and a General index. 

General 
principals
Introduction
A book usually consists of three sections: 
•	 preliminary matter (also called prelims or front 

matter)
•	 the main text 
•	 end matter

All books have some kind of prelims, all have a text, and 
most works of non-fiction have end matter. The prelims 
and end matter usually contain a number of items or 
sections, subject to a given order and to conventions that 
control their presentation. 

1.1
Terms
In discussing the parts of a book the following terms are 
used in this text:
•	 spread or double-page spread – the pair of pages 

(left-hand and right-hand) exposed when the book is 
opened at random; the term opening is also used. The 
terms are sometimes distinguished with a ‘spread’ be-
ing a pair of pages that are designed as an entity, for 
example in a highly illustrated book, and an ‘opening’ 
being any pair of facing pages.

•	 re-cto – the right-hand page of a spread: a recto 
always has an odd page number.

•	 verso – the left-hand page of a spread: a verso always 
has an even page number. 

The recto 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 di-
vided into parts (Part I. Part II, 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.

Folios and 
running 
heads
Introduction
The term folio has two meanings in book production: it is 
used of the sheets of a script and also of the page number 
as a designed element on a typeset page. The latter mean-
ing is the one relevant to this section. 

A running head (or running headline, headline, header, 
or running title) is a book title, chapter title, or other 
heading which appears at the to p of every page or 
spread.

Folios and running heads usually fall on the same horizon-
tal 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 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.

5.1
Folio
The folio (set in lower-case Roman numerals in the pre-
lims and in Arabic numerals for the text and end matter 
of the book) usually appears at the outer top edges of the 
spread, or centred at the 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 format), those taken up entirely 
by illustrations, figures, or tables, and blank pages. On a 
chapter opening page the folio usually appears in the foot 
margin (see 3.4).

5.2
Running heads
Running heads are not found in all books: for instance, 
they may not appear in modem fiction or in highly de-
signed illustrated hooks.

Running heads, like folios, are omitted from some pages 
of the book. These include: 
•	 any section of the prelims that has no section heading 

(half-title, title, and imprint pages, the dedication and 
epigraph) 

•	 part titles 
•	 any page on which a chapter heading occurs (includ-

ing sections in the front matter and end matter) 
•	 blank pages 

They are often omitted on turned pages and on full-page 
illustrations, figures, or tables. 

The content of the running heads depends on the nature 
of the book. As a general rule, if the same running head 
is not used on verso and recto, the larger section gener-
ates the head on the verso and the smaller that on the 
recto: 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 running heads that 
change every few pages should if possible be avoided for 
the sake of economy). 

In a multi-author work authors’ names normally on the 
verso and chapter titles on the recto. 

In encyclopedias it is common to reflect the first head-
word on the verso and the last on the recto in the running 
heads, whereas dictionaries 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, how-
ever, running heads for endnotes should change on every 
page, indicating the text pages or chapters to which each 
page of notes refers: for example, ‘Notes to pages 157-99’, 
or ‘Notes to Chapter 6’, rather than just ‘Notes’.

Running heads should match the material from which 
they are derived in every respect – wording, capitalization, 
and so on. However, if the book, chapter, or other titles 
used are very long they must be truncated for the running 
heads, which should not exceed about forty characters 
(including spaces) for most books, as a very rough rule of 
thumb.

2.6.7

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 publication. Publishers may include 
such records in full on the title page verso of the book, or 
may simply note that they are 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 this 
number is essential to the catalogue record. If CIP data is 
not reproduced in full the ISBN must be included else-
where on the title page verso. The ISBN uniquely identifies 
the book in the particular edition to which it is attached. 
A new ISBN is needed for every new edition of the book, 
including reissue in a different binding. Each volume of a 
multi-volume work usually has its own ISBN, as may the 
set as a whole, though in some cases (notably where the 
volumes are not separately available for sale) a single 
number may be used for the whole set. By 1 January 2007 
the previous ten-digit ISBNs will have been replaced by the 
new thirteen-digit ISBNs. 

A serial publication, such as a journal, magazine, or year 
book, has an ISSN (International Standard Serial Number), 
which is the same for all issues of the work. 

The CIP data will often be accompanied by an indication of 
what impression a particular book represents. This may 
be a single number, or a series of numbers, the lowest 
number of which is that of the current impression. So the 
following line denotes a second impression:

10 9 8 7 6 5 4 3 2

2.6.8

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 perform the work is re-
stricted, 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.

2.6.9

Printer’s name & location
The printer’s name and location must be included on the 
title page verso. 

2.6.10

Other information
The title page verso may present further information 
about the book as a publication. Typical elements include 
details of the design and production of the book, including 
the name and size of the typeface used and the name and 
location of the typesetting firm.

2.7
Dedication
The dedication is a highly personal expression on the part 
of the author. The publisher usually accepts its wording 
and content unchanged, and its design is usually subject 
to the author’s approval when that of the rest of the book 
is not. 

Whenever possible the dedication falls on a recto (usually 
p. v), but if, for reasons of space, it must be relocated to a 
verso, one must be chosen that gives it sufficient promi-
nence (for example the last verso preceding the first page 
of the text).

2.8
Foreward
The foreword is a recommendation of the work written 
by someone other than the author. He or she is usually 
named at the end of the piece, or in its title, and in the 
contents list. 

The distinction between the foreword and the preface (see 
2.9 below) should be noted and the correct title given to 
each of these sections of the front matter. The foreword 
usually begins on a fresh recto.

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 au-
thor may include in the preface brief thanks to colleagues, 
advisers, or others who have helped in the creation of the 
work.

In a multi-author work the preface may be written by the 
work’s editor (Editors preface). All works in a series may 
contain the same preface by the series editor (Series edi-
tor’s preface), which precedes the preface by the author 
of each work. 

Successive editions of a work may have their own pref-
aces, each of which is appropriately titled (for example 
‘Preface to the second edition’). 

If one or more earlier prefaces are reprinted in a new edi-
tion, they follow, in reverse numerical order, the preface 
belonging to that new edition; for example:

1. Preface to the paperback edition
2. Preface to the second edition
3. Preface to the first edition

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

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 2.4). 

Lists in the prelims are referred to on the contents page 
as List of Illustrations, List of Abbreviations, etc., even 
though their own headings are best formulated simply as 
Illustrations, Abbreviations, etc.

Part titles, preceded by the word ‘Part’ and a number, are 
listed in full, and a page number is given unless it is that 
of the following chapter in the part. The word Chapter 
may, but need not, appear before the number and title of 
each chapter, though if it is used in the list of contents it 
should also appear at the head of each chapter in the text. 

It is customary to use upper-ease Roman numerals for 
part numbers (see 3.3) and Arabic numerals for chapter 
numbers (see 3.4).

In complex works, such as textbooks, headings within 
chapters may be included on the contents page or even as 
a subsidiary table of contents at the start of each chapter. 
In a multi-author volume authors’ names as well as chap-
ter titles are given in the contents list.

The wording, punctuation, capitalization, use of italics, and 
form of authors’ names in the contents list must match 
the headings as they appear in the text itself. No full point 
is needed at the end of any heading, nor are leader dots 
wanted between titles and page references. 

The numerals on the contents page at the editing stage 
will be those of the script, or ‘dummies’ such as ‘xxx’ or 
‘OOO’; they should be circled to indicate that they are not 
to be printed. At page-proof stage the typesetter should 
have inserted the correct page references, 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 an d list of illus-
trations (if relevant) for the entire set. Each subsequent 
volume needs lists only for that volume.

2.14
List of  abbreviations
The text of a book should be so presented as to ‘explain’ 
itself without recourse to external sources of informa-
tion. Abbreviations that readers may be unable to inter-
pret must be included in a list with the full form spelled 
out alongside each one. Well-known abbreviations that 
need no explanation (such as AD, BC, UK, and US) a re 
not included in the list, nor are any that will be common 
knowledge to the expected readership of the work. If a 
term occurs only very rarely in the text it is better to spell 
it out at each occurrence 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.

If the abbreviations are used in text or notes the list is 
best placed in the prelims of the book; if, however, ab-
breviations are used only in the bibliography, endnotes, or 
appendices, the list may be presented at the bead of the 
relevant section. Arrange the list alphabetically by abbrevi-
ated form.

2.15
List of  contributors
In a multi-author work it is customary to list the contribu-
tors and provide relevant information about each one, 
such as institutional affiliation or post held, a short biog-
raphy, or details of other publications. The more detailed 
and discursive the entries are, the more appropriate 
it will be to place the list in the end matter of the work 
rather than the preliminary pages.

The list should be ordered alphabetically by contributor’s 
surname (though names are presented in natural order, 
not inverted), and names should match the form in the 
contents list and the chapter headings. The presentation 
of each entry should as far as possible be standardized.

2.16
Epigraph
An epigraph is a relevant quotation placed at the begin-
ning of a volume, part, or chapter, and is distinguished 
typographically from other displayed quotations. An 
epigraph relating to the entire volume is placed on a new 
page, preferably a recto, immediately before the text or in 
another 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 usually sufficient: further details are 
not normally included because readers are not expected 
to want to verify the quotation.

2.17
Other sections
Many publications need a short explanation of conven-
tions, terminology, or forms of presentation used in the 
text, or guidance on how to use the book. Such informa-
tion is best placed as near as possible to the beginning of 
the text and often carries the title ‘Note to the reader’ or 
‘How to use this book’.

The Text
Introduction
The text of a work, whether it is in a single volume or 
multiple volumes, should ideally unfold in a form in which 
each division is of equivalent scale and consistent con-
struction. 

As part of marking up the text, the copy-editor will need to 
code the hierarchy of headings that articulate the struc-
ture and all displayed elements of the text those elements 
such as quotations, lists, text boxes, equations, and so on 
that need special presentation on the page. 

The designer specifies an appropriate typographic treat-
ment for the body text and for each displayed element, 
and the typesetter applies the appropriate design and 
layout wherever the copy-editor has marked a code.

3.1
Volumes
It is usual for each volume of a work published in multiple 
volumes to have its own pagination, index, bibliography, 
and so on. Even if the numbering of text pages is consecu-
tive 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 cor-
respondence or a biography, for instance, may be distin-
guished 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 own ISBN, they 
are designed to be bound together and are, accordingly, 
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 in-
cluded with the intermediate fascicles is discarded when 
the fascicles are combined into a book or books.

3.2
The introduction
The introduction is properly part of the text of the book 
(except in special contexts such as editions of literary 
texts where the editor’s introduction forms part of the 
prelims). 

The Arabic pagination begins with the first page of the 
introduction, which therefore must fall on a recto. The 
introduction may be treated (and numbered) as the first 
chapter of the work, or it may be headed simply Introduc-
tion, the numbered chapters following thereafter; when 
an introduction (or conclusion) addresses the work as a 
whole, it is usually left unnumbered.

3.3
The parts
It is useful to arrange a long or complex work in parts when 
the text falls into logical divisions of similar length. 
Parts should be numbered and may be titled; although Roman 
numerals are traditionally used for parts (Part I, Part II), 
Arabic numerals may be used or numbers spelled out (Part 
One, Part Two). The part number and title are best placed 
on a recto with a blank verso following; part title pages are 
included in the Arabic pagination of the book but the page 
numbers are not shown. Parts are divided into chapters, 
which are numbered consecutively throughout the work. 

3.4
Chapters
Most works in prose are divided into chapters, which usu-
ally 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 2.11). Chap-
ter 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 down for running heads (see 5.2).

New chapters are usually allowed to begin on either a 
verso or a recto (unlike new parts—see above); excep-
tionally, when chapters are short or economical setting is 
required, they may run on — start on the same page as 
the end of the preceding chapter—after a specified num-
ber of lines’ space. This is more common in fiction than 
in non-fiction. The first page of a new chapter lacks a run-
ning head, and the folio (page number) is either omitted 
or appears at the foot of the page (as a drop folio), even 
when on other pages it falls in the head margin (see 5.1).

The first line following the chapter heading is set full 
out (flush with the left-hand margin), with no paragraph 
indentation. In some designs large and small capitals 
are used for the first word or line of a chapter, as in ‘HE 
was gone’. If the first word is a single capital letter (for 
example I, A), then the second word is printed in small 
capitals, with no further capital. If the chapter starts with 
a personal name, then the whole name is in capitals and 
small capitals, not just the first name or title: 

‘MR THORNTON had had some difficulty...’.

3.5
Sections and subsections
Chapters may be divided into sections and subsections 
by the use of subheadings (or subheads). There may be 
more than one level of subheading, though only 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.

Sections, subsections, or even individual paragraphs may 
be numbered if this will be 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: In 
Chapter 9 the first a-level heading is numbered ‘9.1’, and 
the first a-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 refers to the subject articulated 
in the heading it must begin by reiterating 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 divi-
sion is of equivalent scale and construction. 

But: 

1.3 Text

The text of a work should ideally unfold in a form in 
which each division is of equivalent scale and con-
struction.

3.6
Paragraphs
Paragraphs are units of thought reflecting the develop-
ment of the author’s argument, and no absolute rules 
control their length. 

In the most general terms, one-sentence paragraphs are 
likely to be too short and paragraphs that exceed the 
length of a page of typeset material are likely to be too 
long to hold the reader’s attention. However, it is inadvis-
able for an editor to alter the authors delivery by running 
together short paragraphs or splitting long ones without 
fully considering the effect on the integrity of the text, 
and the author should normally be consulted about such 
changes.

The first line of text after a chapter, section, or subsec-
tion heading is set full out to the left-hand margin, with no 
paragraph indentation. The first line of every subsequent 
paragraph is normally indented; the style in which para-
graphs are separated by a space and the first line of every 
paragraph is set full out is characteristic of documents 
and some reference works, and also of material on the 
Internet. In is fictional dialogue it is conventional (though 
by no means obligatory) to begin a new paragraph with 
every 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 facilitates 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.

3.7
Conclusion, epiologue, 
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 work or (as with the introduction) headed 
simply Conclusion.

An epilogue or an author’s note is nothing more than a 
short concluding comment on the ten. 

An afterward is much the same, though it is typically writ-
ten by someone other than the author. 

Neither of these sections bears a chapter number, though 
the headings are usually set to the same design as the 
chapter headings. One would not normally have more than 
one or two of these concluding sections in any book.

Preliminary 
matter
Introduction
Preliminary matter is any material that precedes the main 
text of the book. Preliminary pages are usually numbered 
with lower-case Roman numerals (rather than Arabic nu-
merals) so that any late changes to the content or extent 
of the prelims will not affect the pagination of the main 
text. Page numbers (called folios) are not shown on every 
page of the prelims, though every page has its number.

2.1
Constituents
Prelims will always include some, and may include any of 
the following items or sections, in this order: 
•	 half-title page
•	 half-title verso
•	 frontispiece
•	 title page
•	 title page verso
•	 dedication
•	 acknowledgements
•	 contents
•	 list of illustrations, figures, and maps
•	 list tables
•	 list of abbreviations
•	 list of contributors
•	 note to the reader
•	 epigraph

Some but not all of these sections have headings, which 
are usually set to the same design as chapter headings. 

Besides prelims and end matter, a hard back (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 endpa-
pers; 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 
reprinted in paperback.

2.2 
Half-title
The half-title page is the first page (p. i) of the book (after 
a flyleaf, if any) and thus falls on a recto. It contains the 
main title, and only the main title, of the book (or the title 
of the volume if the work is in more than one volume). Not 
all books now have a half-title, and it may sometimes be 
dispensed with as a space-saving measure.

2.3
Half-title verso
The verso of the half-title page (p. ii) is often blank, though 
it may carry announcements from the publisher such as 
a list of other books in the series to which the volume 
belongs, or a list of other works by the same author. 
Sometimes it will be given over to a frontispiece 
(see 2.4 next). 

The half-title verso falls directly opposite the title page and 
may be incorporated into a special design for this impor-
tant spread.

2.4
Frontispiece
A frontispiece is an illustration that faces the title page, 
an important position that is justified by the significance 
or representative content 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 
others. 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 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 verse, for 
example). The frontispiece is, exceptionally, listed on the 
contents page (see 2.11).

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

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 imprint).

It may also include other, similar, information: for ex-
ample, a series title; the names of other people involved 
in the book’s preparation, such as a translator or an 
illustrator; the place of publication or the cities in which 
the publisher has offices; the publisher’s logo or colophon 
(device or emblem); and the date of publication.

The roles of people other than the author are defined by 
an introductory phrase, such as:

Selected and edited by

Translated by

With illustrations by

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
•	 publishing history
•	 copyright line
•	 copyright notice(s)
•	 assertion of moral rights
•	 limitations on sales
•	 cataloguing in publication data
•	 statements concerning performing rights
•	 printer’s name and location.

2.6.1

Publisher’s imprint
The imprint consists of:
•	 the publisher’s name (or the name of a subdivision of 

the company if this bears a separate name)
•	 the publisher’s full registered postal address
•	 the place of publication.

It may also include the names of associated companies or 
offices, and the cities in which they are located.

2.6.2

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 is usually the 
same as the copyright date (see 2.6.4 Copyright).

2.6.3

Publishing history
The publishing history of the book includes:
•	 reference to simultaneous cc-publications of the work 

(with the name 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 ver-
sion of the work, each of which is dated.

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 edit ion 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 Cataloguing in publication (CIP) data).

A reprint or impression is a republication of a book for 
which no corrections 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 single year:

Reprinted 2004 (twice)

2.6.4

Copyright line
To qualify for protection under the Universal Copyright 
Convention, and for reasons of best practice, copyright 
ownership in a work must be stated in a particular form, 
giving the copyright holder’s name and the year of first 
publication, preceded by the copyright symbol:

© Ann Jones 2004

A work may have multiple copyright holders, such as 
co-authors, an illustrator, a translator, or the contribu-
tor of an introduction; the rights of each of them must be 
separately stated.

Copyright may be held by the publisher rather than by the 
creator(s) of the work, who in this case will have assigned 
the rights permanently, rather than have licensed them to 
the publisher.

2.6.5

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

2.6.6

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 
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.)

Errata Slips
Introduction 
An errata slip lists errors and their corrections; if there is 
only one correction the correct term is erratum slip.

A list of errata should be as concise as possible, making 
clear the location, the substance of the error, and the 
form of the correction.  

6.1
Format
A slip inserted loose in a book should be labelled with the 
author’s name, book title, and ISBN; alternatively the slip 
may be tipped (pasted) in. 

In a later printing or edition, if the text itself has not been 
corrected, the errata may be set as part of the prelims or 
end matter. 

When fixed to, or printed in, the book the errata may be 
called corrigenda (singular corrigendum).

Note that errata slips should be used only in the event of 
there being serious mistakes or errors of fact in the book. 

Italic type is used for editorial directions, and punctuation 
is included only where 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’
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End matter
Introduction
End matter (also called back matter) consists of any 
material that supplements the text. Sections in the end 
matter are, generally speaking, placed in order of their 
importance to the reader in using and interpreting the 
text, with the proviso that the index is always placed last.

A series of sections might be ordered as follows:
•	 endnotes
•	 bibliography
•	 notes on contributors
•	 piture credits
•	 index

End matter is paginated in sequence with the text, and the 
sections carry headings that are usually set to the same 
design as the chapter heading, though the material itself 
is often set in smaller type than the text, in keeping with 
its subsidiary position.

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 the texts 
of documents discussed. 

Multiple appendices appear under the collective heading 
Appendices, each with its own subheading and title as 
appropriate. Appendices may be numbered with Arabic or 
Roman numerals or marked with letters.

(For choice and preparation of bibliographies see 18.)

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 for explaining terms at their first 
occurrence in the text. The glossary may simply repeat the 
textual explanation or it may expand upon it, but in any 
event the definitions in text and glossary must conform.

Each entry in a glossary begins a new line. Entries may be 
arranged in two columns with terms on the left & defini-
tions on the right, or, the definition may run on from the 
headword term. In which case turn over lines are often 
indented and entries spaced off from one another to make 
the headwords more prominent. 

Bold type is often used for headwords.

For further details see 19.

4.3
Endnotes
Endnotes are an alternative to footnotes, used in a single-
author work where it is not essential (or customary in the 
discipline concerned) to position notes on the same page 
as the text to which they refer. 

In multi-author volumes, notes and other apparatus are 
usually placed at the end of each chapter or essay to pre-
serve the integrity of the author’s work: it would be inap-
propriate in these circumstances to position the reference 
material in a sequence at the end of the work. 

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 appropri-
ate – as the name suggests, a discussion of sources with 
the citations 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 References or Works cited. 

A list called Bibliography contains the works cited in the 
book and additional works of likely interest to the reader. 

A Select bibliography may be limited to works thought 
important by the author, or works cited multiple times in 
the text. 

A list of Further reading usually contains works not cited 
in the text. In general-interest non-fiction works a more 
seductive heading, such as ‘Now read on…’, may be used 
for a similar list. 

(For the decision to place notes at the foot of the page, 
the end of the chapter, or the end of the work see 17.2.2; 
for setting out notes see 17.2.4; for running heads in end 

notes see 5.2.)

4.5
Index
The index, an alphabetical list of subjects covered in the 
book, with references to the pages on which discussion 
occurs, is the last element in the end matter. 

A single index is preferred unless there is a strong case 
for subdivision into (say) an Index of works and a General index. 

General 
principals
Introduction
A book usually consists of three sections: 
•	 preliminary matter (also called prelims or front 

matter)
•	 the main text 
•	 end matter

All books have some kind of prelims, all have a text, and 
most works of non-fiction have end matter. The prelims 
and end matter usually contain a number of items or 
sections, subject to a given order and to conventions that 
control their presentation. 

1.1
Terms
In discussing the parts of a book the following terms are 
used in this text:
•	 spread or double-page spread – the pair of pages 

(left-hand and right-hand) exposed when the book is 
opened at random; the term opening is also used. The 
terms are sometimes distinguished with a ‘spread’ be-
ing a pair of pages that are designed as an entity, for 
example in a highly illustrated book, and an ‘opening’ 
being any pair of facing pages.

•	 re-cto – the right-hand page of a spread: a recto 
always has an odd page number.

•	 verso – the left-hand page of a spread: a verso always 
has an even page number. 

The recto 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 di-
vided into parts (Part I. Part II, 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.

Folios and 
running 
heads
Introduction
The term folio has two meanings in book production: it is 
used of the sheets of a script and also of the page number 
as a designed element on a typeset page. The latter mean-
ing is the one relevant to this section. 

A running head (or running headline, headline, header, 
or running title) is a book title, chapter title, or other 
heading which appears at the to p of every page or 
spread.

Folios and running heads usually fall on the same horizon-
tal 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 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.

5.1
Folio
The folio (set in lower-case Roman numerals in the pre-
lims and in Arabic numerals for the text and end matter 
of the book) usually appears at the outer top edges of the 
spread, or centred at the 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 format), those taken up entirely 
by illustrations, figures, or tables, and blank pages. On a 
chapter opening page the folio usually appears in the foot 
margin (see 3.4).

5.2
Running heads
Running heads are not found in all books: for instance, 
they may not appear in modem fiction or in highly de-
signed illustrated hooks.

Running heads, like folios, are omitted from some pages 
of the book. These include: 
•	 any section of the prelims that has no section heading 

(half-title, title, and imprint pages, the dedication and 
epigraph) 

•	 part titles 
•	 any page on which a chapter heading occurs (includ-

ing sections in the front matter and end matter) 
•	 blank pages 

They are often omitted on turned pages and on full-page 
illustrations, figures, or tables. 

The content of the running heads depends on the nature 
of the book. As a general rule, if the same running head 
is not used on verso and recto, the larger section gener-
ates the head on the verso and the smaller that on the 
recto: 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 running heads that 
change every few pages should if possible be avoided for 
the sake of economy). 

In a multi-author work authors’ names normally on the 
verso and chapter titles on the recto. 

In encyclopedias it is common to reflect the first head-
word on the verso and the last on the recto in the running 
heads, whereas dictionaries 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, how-
ever, running heads for endnotes should change on every 
page, indicating the text pages or chapters to which each 
page of notes refers: for example, ‘Notes to pages 157-99’, 
or ‘Notes to Chapter 6’, rather than just ‘Notes’.

Running heads should match the material from which 
they are derived in every respect – wording, capitalization, 
and so on. However, if the book, chapter, or other titles 
used are very long they must be truncated for the running 
heads, which should not exceed about forty characters 
(including spaces) for most books, as a very rough rule of 
thumb.

2.6.7

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 publication. Publishers may include 
such records in full on the title page verso of the book, or 
may simply note that they are 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 this 
number is essential to the catalogue record. If CIP data is 
not reproduced in full the ISBN must be included else-
where on the title page verso. The ISBN uniquely identifies 
the book in the particular edition to which it is attached. 
A new ISBN is needed for every new edition of the book, 
including reissue in a different binding. Each volume of a 
multi-volume work usually has its own ISBN, as may the 
set as a whole, though in some cases (notably where the 
volumes are not separately available for sale) a single 
number may be used for the whole set. By 1 January 2007 
the previous ten-digit ISBNs will have been replaced by the 
new thirteen-digit ISBNs. 

A serial publication, such as a journal, magazine, or year 
book, has an ISSN (International Standard Serial Number), 
which is the same for all issues of the work. 

The CIP data will often be accompanied by an indication of 
what impression a particular book represents. This may 
be a single number, or a series of numbers, the lowest 
number of which is that of the current impression. So the 
following line denotes a second impression:

10 9 8 7 6 5 4 3 2

2.6.8

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 perform the work is re-
stricted, 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.

2.6.9

Printer’s name & location
The printer’s name and location must be included on the 
title page verso. 

2.6.10

Other information
The title page verso may present further information 
about the book as a publication. Typical elements include 
details of the design and production of the book, including 
the name and size of the typeface used and the name and 
location of the typesetting firm.

2.7
Dedication
The dedication is a highly personal expression on the part 
of the author. The publisher usually accepts its wording 
and content unchanged, and its design is usually subject 
to the author’s approval when that of the rest of the book 
is not. 

Whenever possible the dedication falls on a recto (usually 
p. v), but if, for reasons of space, it must be relocated to a 
verso, one must be chosen that gives it sufficient promi-
nence (for example the last verso preceding the first page 
of the text).

2.8
Foreward
The foreword is a recommendation of the work written 
by someone other than the author. He or she is usually 
named at the end of the piece, or in its title, and in the 
contents list. 

The distinction between the foreword and the preface (see 
2.9 below) should be noted and the correct title given to 
each of these sections of the front matter. The foreword 
usually begins on a fresh recto.

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 au-
thor may include in the preface brief thanks to colleagues, 
advisers, or others who have helped in the creation of the 
work.

In a multi-author work the preface may be written by the 
work’s editor (Editors preface). All works in a series may 
contain the same preface by the series editor (Series edi-
tor’s preface), which precedes the preface by the author 
of each work. 

Successive editions of a work may have their own pref-
aces, each of which is appropriately titled (for example 
‘Preface to the second edition’). 

If one or more earlier prefaces are reprinted in a new edi-
tion, they follow, in reverse numerical order, the preface 
belonging to that new edition; for example:

1. Preface to the paperback edition
2. Preface to the second edition
3. Preface to the first edition

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

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 2.4). 

Lists in the prelims are referred to on the contents page 
as List of Illustrations, List of Abbreviations, etc., even 
though their own headings are best formulated simply as 
Illustrations, Abbreviations, etc.

Part titles, preceded by the word ‘Part’ and a number, are 
listed in full, and a page number is given unless it is that 
of the following chapter in the part. The word Chapter 
may, but need not, appear before the number and title of 
each chapter, though if it is used in the list of contents it 
should also appear at the head of each chapter in the text. 

It is customary to use upper-ease Roman numerals for 
part numbers (see 3.3) and Arabic numerals for chapter 
numbers (see 3.4).

In complex works, such as textbooks, headings within 
chapters may be included on the contents page or even as 
a subsidiary table of contents at the start of each chapter. 
In a multi-author volume authors’ names as well as chap-
ter titles are given in the contents list.

The wording, punctuation, capitalization, use of italics, and 
form of authors’ names in the contents list must match 
the headings as they appear in the text itself. No full point 
is needed at the end of any heading, nor are leader dots 
wanted between titles and page references. 

The numerals on the contents page at the editing stage 
will be those of the script, or ‘dummies’ such as ‘xxx’ or 
‘OOO’; they should be circled to indicate that they are not 
to be printed. At page-proof stage the typesetter should 
have inserted the correct page references, 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 an d list of illus-
trations (if relevant) for the entire set. Each subsequent 
volume needs lists only for that volume.

2.14
List of  abbreviations
The text of a book should be so presented as to ‘explain’ 
itself without recourse to external sources of informa-
tion. Abbreviations that readers may be unable to inter-
pret must be included in a list with the full form spelled 
out alongside each one. Well-known abbreviations that 
need no explanation (such as AD, BC, UK, and US) a re 
not included in the list, nor are any that will be common 
knowledge to the expected readership of the work. If a 
term occurs only very rarely in the text it is better to spell 
it out at each occurrence 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.

If the abbreviations are used in text or notes the list is 
best placed in the prelims of the book; if, however, ab-
breviations are used only in the bibliography, endnotes, or 
appendices, the list may be presented at the bead of the 
relevant section. Arrange the list alphabetically by abbrevi-
ated form.

2.15
List of  contributors
In a multi-author work it is customary to list the contribu-
tors and provide relevant information about each one, 
such as institutional affiliation or post held, a short biog-
raphy, or details of other publications. The more detailed 
and discursive the entries are, the more appropriate 
it will be to place the list in the end matter of the work 
rather than the preliminary pages.

The list should be ordered alphabetically by contributor’s 
surname (though names are presented in natural order, 
not inverted), and names should match the form in the 
contents list and the chapter headings. The presentation 
of each entry should as far as possible be standardized.

2.16
Epigraph
An epigraph is a relevant quotation placed at the begin-
ning of a volume, part, or chapter, and is distinguished 
typographically from other displayed quotations. An 
epigraph relating to the entire volume is placed on a new 
page, preferably a recto, immediately before the text or in 
another 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 usually sufficient: further details are 
not normally included because readers are not expected 
to want to verify the quotation.

2.17
Other sections
Many publications need a short explanation of conven-
tions, terminology, or forms of presentation used in the 
text, or guidance on how to use the book. Such informa-
tion is best placed as near as possible to the beginning of 
the text and often carries the title ‘Note to the reader’ or 
‘How to use this book’.

The Text
Introduction
The text of a work, whether it is in a single volume or 
multiple volumes, should ideally unfold in a form in which 
each division is of equivalent scale and consistent con-
struction. 

As part of marking up the text, the copy-editor will need to 
code the hierarchy of headings that articulate the struc-
ture and all displayed elements of the text those elements 
such as quotations, lists, text boxes, equations, and so on 
that need special presentation on the page. 

The designer specifies an appropriate typographic treat-
ment for the body text and for each displayed element, 
and the typesetter applies the appropriate design and 
layout wherever the copy-editor has marked a code.

3.1
Volumes
It is usual for each volume of a work published in multiple 
volumes to have its own pagination, index, bibliography, 
and so on. Even if the numbering of text pages is consecu-
tive 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 cor-
respondence or a biography, for instance, may be distin-
guished 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 own ISBN, they 
are designed to be bound together and are, accordingly, 
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 in-
cluded with the intermediate fascicles is discarded when 
the fascicles are combined into a book or books.

3.2
The introduction
The introduction is properly part of the text of the book 
(except in special contexts such as editions of literary 
texts where the editor’s introduction forms part of the 
prelims). 

The Arabic pagination begins with the first page of the 
introduction, which therefore must fall on a recto. The 
introduction may be treated (and numbered) as the first 
chapter of the work, or it may be headed simply Introduc-
tion, the numbered chapters following thereafter; when 
an introduction (or conclusion) addresses the work as a 
whole, it is usually left unnumbered.

3.3
The parts
It is useful to arrange a long or complex work in parts when 
the text falls into logical divisions of similar length. 
Parts should be numbered and may be titled; although Roman 
numerals are traditionally used for parts (Part I, Part II), 
Arabic numerals may be used or numbers spelled out (Part 
One, Part Two). The part number and title are best placed 
on a recto with a blank verso following; part title pages are 
included in the Arabic pagination of the book but the page 
numbers are not shown. Parts are divided into chapters, 
which are numbered consecutively throughout the work. 

3.4
Chapters
Most works in prose are divided into chapters, which usu-
ally 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 2.11). Chap-
ter 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 down for running heads (see 5.2).

New chapters are usually allowed to begin on either a 
verso or a recto (unlike new parts—see above); excep-
tionally, when chapters are short or economical setting is 
required, they may run on — start on the same page as 
the end of the preceding chapter—after a specified num-
ber of lines’ space. This is more common in fiction than 
in non-fiction. The first page of a new chapter lacks a run-
ning head, and the folio (page number) is either omitted 
or appears at the foot of the page (as a drop folio), even 
when on other pages it falls in the head margin (see 5.1).

The first line following the chapter heading is set full 
out (flush with the left-hand margin), with no paragraph 
indentation. In some designs large and small capitals 
are used for the first word or line of a chapter, as in ‘HE 
was gone’. If the first word is a single capital letter (for 
example I, A), then the second word is printed in small 
capitals, with no further capital. If the chapter starts with 
a personal name, then the whole name is in capitals and 
small capitals, not just the first name or title: 

‘MR THORNTON had had some difficulty...’.

3.5
Sections and subsections
Chapters may be divided into sections and subsections 
by the use of subheadings (or subheads). There may be 
more than one level of subheading, though only 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.

Sections, subsections, or even individual paragraphs may 
be numbered if this will be 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: In 
Chapter 9 the first a-level heading is numbered ‘9.1’, and 
the first a-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 refers to the subject articulated 
in the heading it must begin by reiterating 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 divi-
sion is of equivalent scale and construction. 

But: 

1.3 Text

The text of a work should ideally unfold in a form in 
which each division is of equivalent scale and con-
struction.

3.6
Paragraphs
Paragraphs are units of thought reflecting the develop-
ment of the author’s argument, and no absolute rules 
control their length. 

In the most general terms, one-sentence paragraphs are 
likely to be too short and paragraphs that exceed the 
length of a page of typeset material are likely to be too 
long to hold the reader’s attention. However, it is inadvis-
able for an editor to alter the authors delivery by running 
together short paragraphs or splitting long ones without 
fully considering the effect on the integrity of the text, 
and the author should normally be consulted about such 
changes.

The first line of text after a chapter, section, or subsec-
tion heading is set full out to the left-hand margin, with no 
paragraph indentation. The first line of every subsequent 
paragraph is normally indented; the style in which para-
graphs are separated by a space and the first line of every 
paragraph is set full out is characteristic of documents 
and some reference works, and also of material on the 
Internet. In is fictional dialogue it is conventional (though 
by no means obligatory) to begin a new paragraph with 
every 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 facilitates 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.

3.7
Conclusion, epiologue, 
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 work or (as with the introduction) headed 
simply Conclusion.

An epilogue or an author’s note is nothing more than a 
short concluding comment on the ten. 

An afterward is much the same, though it is typically writ-
ten by someone other than the author. 

Neither of these sections bears a chapter number, though 
the headings are usually set to the same design as the 
chapter headings. One would not normally have more than 
one or two of these concluding sections in any book.

Preliminary 
matter
Introduction
Preliminary matter is any material that precedes the main 
text of the book. Preliminary pages are usually numbered 
with lower-case Roman numerals (rather than Arabic nu-
merals) so that any late changes to the content or extent 
of the prelims will not affect the pagination of the main 
text. Page numbers (called folios) are not shown on every 
page of the prelims, though every page has its number.

2.1
Constituents
Prelims will always include some, and may include any of 
the following items or sections, in this order: 
•	 half-title page
•	 half-title verso
•	 frontispiece
•	 title page
•	 title page verso
•	 dedication
•	 acknowledgements
•	 contents
•	 list of illustrations, figures, and maps
•	 list tables
•	 list of abbreviations
•	 list of contributors
•	 note to the reader
•	 epigraph

Some but not all of these sections have headings, which 
are usually set to the same design as chapter headings. 

Besides prelims and end matter, a hard back (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 endpa-
pers; 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 
reprinted in paperback.

2.2 
Half-title
The half-title page is the first page (p. i) of the book (after 
a flyleaf, if any) and thus falls on a recto. It contains the 
main title, and only the main title, of the book (or the title 
of the volume if the work is in more than one volume). Not 
all books now have a half-title, and it may sometimes be 
dispensed with as a space-saving measure.

2.3
Half-title verso
The verso of the half-title page (p. ii) is often blank, though 
it may carry announcements from the publisher such as 
a list of other books in the series to which the volume 
belongs, or a list of other works by the same author. 
Sometimes it will be given over to a frontispiece 
(see 2.4 next). 

The half-title verso falls directly opposite the title page and 
may be incorporated into a special design for this impor-
tant spread.

2.4
Frontispiece
A frontispiece is an illustration that faces the title page, 
an important position that is justified by the significance 
or representative content 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 
others. 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 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 verse, for 
example). The frontispiece is, exceptionally, listed on the 
contents page (see 2.11).

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

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 imprint).

It may also include other, similar, information: for ex-
ample, a series title; the names of other people involved 
in the book’s preparation, such as a translator or an 
illustrator; the place of publication or the cities in which 
the publisher has offices; the publisher’s logo or colophon 
(device or emblem); and the date of publication.

The roles of people other than the author are defined by 
an introductory phrase, such as:

Selected and edited by

Translated by

With illustrations by

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
•	 publishing history
•	 copyright line
•	 copyright notice(s)
•	 assertion of moral rights
•	 limitations on sales
•	 cataloguing in publication data
•	 statements concerning performing rights
•	 printer’s name and location.

2.6.1

Publisher’s imprint
The imprint consists of:
•	 the publisher’s name (or the name of a subdivision of 

the company if this bears a separate name)
•	 the publisher’s full registered postal address
•	 the place of publication.

It may also include the names of associated companies or 
offices, and the cities in which they are located.

2.6.2

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 is usually the 
same as the copyright date (see 2.6.4 Copyright).

2.6.3

Publishing history
The publishing history of the book includes:
•	 reference to simultaneous cc-publications of the work 

(with the name 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 ver-
sion of the work, each of which is dated.

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 edit ion 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 Cataloguing in publication (CIP) data).

A reprint or impression is a republication of a book for 
which no corrections 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 single year:

Reprinted 2004 (twice)

2.6.4

Copyright line
To qualify for protection under the Universal Copyright 
Convention, and for reasons of best practice, copyright 
ownership in a work must be stated in a particular form, 
giving the copyright holder’s name and the year of first 
publication, preceded by the copyright symbol:

© Ann Jones 2004

A work may have multiple copyright holders, such as 
co-authors, an illustrator, a translator, or the contribu-
tor of an introduction; the rights of each of them must be 
separately stated.

Copyright may be held by the publisher rather than by the 
creator(s) of the work, who in this case will have assigned 
the rights permanently, rather than have licensed them to 
the publisher.

2.6.5

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

2.6.6

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 
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.)

Errata Slips

Introduction 
An errata slip lists errors and their corrections; if there is 
only one correction the correct term is erratum slip.

A list of errata should be as concise as possible, making 
clear the location, the substance of the error, and the 
form of the correction.  

6.1
Format
A slip inserted loose in a book should be labelled with the 
author’s name, book title, and ISBN; alternatively the slip 
may be tipped (pasted) in. 

In a later printing or edition, if the text itself has not been 
corrected, the errata may be set as part of the prelims or 
end matter. 

When fixed to, or printed in, the book the errata may be 
called corrigenda (singular corrigendum).

Note that errata slips should be used only in the event of 
there being serious mistakes or errors of fact in the book. 

Italic type is used for editorial directions, and punctuation 
is included only where 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’
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Preliminary 
matter
Introduction
Preliminary matter is any material that precedes the main 
text of the book. Preliminary pages are usually numbered 
with lower-case Roman numerals (rather than Arabic nu-
merals) so that any late changes to the content or extent of 
the prelims will not affect the pagination of the main text. 
Page numbers (called folios) are not shown on every page 
of the prelims, though every page has its number.

2.1
Constituents
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Preliminary matter is any material that precedes the main 
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 affect the pagination of the main text. Page numbers 
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though every page has its number.

2.1
Constituents

Further Development

End matter
Introduction
End matter (also called back matter) consists of any 
material that supplements the text. Sections in the end 
matter are, generally speaking, placed in order of their 
importance to the reader in using and interpreting the 
text, with the proviso that the index is always placed last.

A series of sections might be ordered as follows:
•	 endnotes
•	 bibliography
•	 notes on contributors
•	 piture credits
•	 index

End matter is paginated in sequence with the text, and the 
sections carry headings that are usually set to the same 
design as the chapter heading, though the material itself 
is often set in smaller type than the text, in keeping with 
its subsidiary position.

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 the texts 
of documents discussed. 

Multiple appendices appear under the collective heading 
Appendices, each with its own subheading and title as 
appropriate. Appendices may be numbered with Arabic or 
Roman numerals or marked with letters.

(For choice and preparation of bibliographies see 18.)

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 for explaining terms at their first 
occurrence in the text. The glossary may simply repeat the 
textual explanation or it may expand upon it, but in any 
event the definitions in text and glossary must conform.

Each entry in a glossary begins a new line. Entries may be 
arranged in two columns with terms on the left & defini-
tions on the right, or, the definition may run on from the 
headword term. In which case turn over lines are often 
indented and entries spaced off from one another to make 
the headwords more prominent. 

Bold type is often used for headwords.

For further details see 19.

4.3
Endnotes
Endnotes are an alternative to footnotes, used in a single-
author work where it is not essential (or customary in the 
discipline concerned) to position notes on the same page 
as the text to which they refer. 

In multi-author volumes, notes and other apparatus are 
usually placed at the end of each chapter or essay to pre-
serve the integrity of the author’s work: it would be inap-
propriate in these circumstances to position the reference 
material in a sequence at the end of the work. 

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 appropri-
ate – as the name suggests, a discussion of sources with 
the citations 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 References or Works cited. 

A list called Bibliography contains the works cited in the 
book and additional works of likely interest to the reader. 

A Select bibliography may be limited to works thought 
important by the author, or works cited multiple times in 
the text. 

A list of Further reading usually contains works not cited 
in the text. In general-interest non-fiction works a more 
seductive heading, such as ‘Now read on…’, may be used 
for a similar list. 

(For the decision to place notes at the foot of the page, 
the end of the chapter, or the end of the work see 17.2.2; 
for setting out notes see 17.2.4; for running heads in end 

notes see 5.2.)

4.5
Index
The index, an alphabetical list of subjects covered in the 
book, with references to the pages on which discussion 
occurs, is the last element in the end matter. 

A single index is preferred unless there is a strong case 
for subdivision into (say) an Index of works and a General index. 

General 
principals
Introduction
A book usually consists of three sections: 
•	 preliminary matter (also called prelims or front 

matter)
•	 the main text 
•	 end matter

All books have some kind of prelims, all have a text, and 
most works of non-fiction have end matter. The prelims 
and end matter usually contain a number of items or 
sections, subject to a given order and to conventions that 
control their presentation. 

1.1
Terms
In discussing the parts of a book the following terms are 
used in this text:
•	 spread or double-page spread – the pair of pages 

(left-hand and right-hand) exposed when the book is 
opened at random; the term opening is also used. The 
terms are sometimes distinguished with a ‘spread’ be-
ing a pair of pages that are designed as an entity, for 
example in a highly illustrated book, and an ‘opening’ 
being any pair of facing pages.

•	 re-cto – the right-hand page of a spread: a recto 
always has an odd page number.

•	 verso – the left-hand page of a spread: a verso always 
has an even page number. 

The recto 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 di-
vided into parts (Part I. Part II, 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.

Folios and 
running 
heads
Introduction
The term folio has two meanings in book production: it is 
used of the sheets of a script and also of the page number 
as a designed element on a typeset page. The latter mean-
ing is the one relevant to this section. 

A running head (or running headline, headline, header, 
or running title) is a book title, chapter title, or other 
heading which appears at the to p of every page or 
spread.

Folios and running heads usually fall on the same horizon-
tal 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 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.

5.1
Folio
The folio (set in lower-case Roman numerals in the pre-
lims and in Arabic numerals for the text and end matter 
of the book) usually appears at the outer top edges of the 
spread, or centred at the 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 format), those taken up entirely 
by illustrations, figures, or tables, and blank pages. On a 
chapter opening page the folio usually appears in the foot 
margin (see 3.4).

5.2
Running heads
Running heads are not found in all books: for instance, 
they may not appear in modem fiction or in highly de-
signed illustrated hooks.

Running heads, like folios, are omitted from some pages 
of the book. These include: 
•	 any section of the prelims that has no section heading 

(half-title, title, and imprint pages, the dedication and 
epigraph) 

•	 part titles 
•	 any page on which a chapter heading occurs (includ-

ing sections in the front matter and end matter) 
•	 blank pages 

They are often omitted on turned pages and on full-page 
illustrations, figures, or tables. 

The content of the running heads depends on the nature 
of the book. As a general rule, if the same running head 
is not used on verso and recto, the larger section gener-
ates the head on the verso and the smaller that on the 
recto: 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 running heads that 
change every few pages should if possible be avoided for 
the sake of economy). 

In a multi-author work authors’ names normally on the 
verso and chapter titles on the recto. 

In encyclopedias it is common to reflect the first head-
word on the verso and the last on the recto in the running 
heads, whereas dictionaries 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, how-
ever, running heads for endnotes should change on every 
page, indicating the text pages or chapters to which each 
page of notes refers: for example, ‘Notes to pages 157-99’, 
or ‘Notes to Chapter 6’, rather than just ‘Notes’.

Running heads should match the material from which 
they are derived in every respect – wording, capitalization, 
and so on. However, if the book, chapter, or other titles 
used are very long they must be truncated for the running 
heads, which should not exceed about forty characters 
(including spaces) for most books, as a very rough rule of 
thumb.

2.6.7

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 publication. Publishers may include 
such records in full on the title page verso of the book, or 
may simply note that they are 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 this 
number is essential to the catalogue record. If CIP data is 
not reproduced in full the ISBN must be included else-
where on the title page verso. The ISBN uniquely identifies 
the book in the particular edition to which it is attached. 
A new ISBN is needed for every new edition of the book, 
including reissue in a different binding. Each volume of a 
multi-volume work usually has its own ISBN, as may the 
set as a whole, though in some cases (notably where the 
volumes are not separately available for sale) a single 
number may be used for the whole set. By 1 January 2007 
the previous ten-digit ISBNs will have been replaced by the 
new thirteen-digit ISBNs. 

A serial publication, such as a journal, magazine, or year 
book, has an ISSN (International Standard Serial Number), 
which is the same for all issues of the work. 

The CIP data will often be accompanied by an indication of 
what impression a particular book represents. This may 
be a single number, or a series of numbers, the lowest 
number of which is that of the current impression. So the 
following line denotes a second impression:

10 9 8 7 6 5 4 3 2

2.6.8

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 perform the work is re-
stricted, 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.

2.6.9

Printer’s name & location
The printer’s name and location must be included on the 
title page verso. 

2.6.10

Other information
The title page verso may present further information 
about the book as a publication. Typical elements include 
details of the design and production of the book, including 
the name and size of the typeface used and the name and 
location of the typesetting firm.

2.7
Dedication
The dedication is a highly personal expression on the part 
of the author. The publisher usually accepts its wording 
and content unchanged, and its design is usually subject 
to the author’s approval when that of the rest of the book 
is not. 

Whenever possible the dedication falls on a recto (usually 
p. v), but if, for reasons of space, it must be relocated to a 
verso, one must be chosen that gives it sufficient promi-
nence (for example the last verso preceding the first page 
of the text).

2.8
Foreward
The foreword is a recommendation of the work written 
by someone other than the author. He or she is usually 
named at the end of the piece, or in its title, and in the 
contents list. 

The distinction between the foreword and the preface (see 
2.9 below) should be noted and the correct title given to 
each of these sections of the front matter. The foreword 
usually begins on a fresh recto.

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 au-
thor may include in the preface brief thanks to colleagues, 
advisers, or others who have helped in the creation of the 
work.

In a multi-author work the preface may be written by the 
work’s editor (Editors preface). All works in a series may 
contain the same preface by the series editor (Series edi-
tor’s preface), which precedes the preface by the author 
of each work. 

Successive editions of a work may have their own pref-
aces, each of which is appropriately titled (for example 
‘Preface to the second edition’). 

If one or more earlier prefaces are reprinted in a new edi-
tion, they follow, in reverse numerical order, the preface 
belonging to that new edition; for example:

1. Preface to the paperback edition
2. Preface to the second edition
3. Preface to the first edition

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

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 2.4). 

Lists in the prelims are referred to on the contents page 
as List of Illustrations, List of Abbreviations, etc., even 
though their own headings are best formulated simply as 
Illustrations, Abbreviations, etc.

Part titles, preceded by the word ‘Part’ and a number, are 
listed in full, and a page number is given unless it is that 
of the following chapter in the part. The word Chapter 
may, but need not, appear before the number and title of 
each chapter, though if it is used in the list of contents it 
should also appear at the head of each chapter in the text. 

It is customary to use upper-ease Roman numerals for 
part numbers (see 3.3) and Arabic numerals for chapter 
numbers (see 3.4).

In complex works, such as textbooks, headings within 
chapters may be included on the contents page or even as 
a subsidiary table of contents at the start of each chapter. 
In a multi-author volume authors’ names as well as chap-
ter titles are given in the contents list.

The wording, punctuation, capitalization, use of italics, and 
form of authors’ names in the contents list must match 
the headings as they appear in the text itself. No full point 
is needed at the end of any heading, nor are leader dots 
wanted between titles and page references. 

The numerals on the contents page at the editing stage 
will be those of the script, or ‘dummies’ such as ‘xxx’ or 
‘OOO’; they should be circled to indicate that they are not 
to be printed. At page-proof stage the typesetter should 
have inserted the correct page references, 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 an d list of illus-
trations (if relevant) for the entire set. Each subsequent 
volume needs lists only for that volume.

2.14
List of  abbreviations
The text of a book should be so presented as to ‘explain’ 
itself without recourse to external sources of informa-
tion. Abbreviations that readers may be unable to inter-
pret must be included in a list with the full form spelled 
out alongside each one. Well-known abbreviations that 
need no explanation (such as AD, BC, UK, and US) a re 
not included in the list, nor are any that will be common 
knowledge to the expected readership of the work. If a 
term occurs only very rarely in the text it is better to spell 
it out at each occurrence 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.

If the abbreviations are used in text or notes the list is 
best placed in the prelims of the book; if, however, ab-
breviations are used only in the bibliography, endnotes, or 
appendices, the list may be presented at the bead of the 
relevant section. Arrange the list alphabetically by abbrevi-
ated form.

2.15
List of  contributors
In a multi-author work it is customary to list the contribu-
tors and provide relevant information about each one, 
such as institutional affiliation or post held, a short biog-
raphy, or details of other publications. The more detailed 
and discursive the entries are, the more appropriate 
it will be to place the list in the end matter of the work 
rather than the preliminary pages.

The list should be ordered alphabetically by contributor’s 
surname (though names are presented in natural order, 
not inverted), and names should match the form in the 
contents list and the chapter headings. The presentation 
of each entry should as far as possible be standardized.

2.16
Epigraph
An epigraph is a relevant quotation placed at the begin-
ning of a volume, part, or chapter, and is distinguished 
typographically from other displayed quotations. An 
epigraph relating to the entire volume is placed on a new 
page, preferably a recto, immediately before the text or in 
another 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 usually sufficient: further details are 
not normally included because readers are not expected 
to want to verify the quotation.

2.17
Other sections
Many publications need a short explanation of conven-
tions, terminology, or forms of presentation used in the 
text, or guidance on how to use the book. Such informa-
tion is best placed as near as possible to the beginning of 
the text and often carries the title ‘Note to the reader’ or 
‘How to use this book’.

The Text
Introduction
The text of a work, whether it is in a single volume or 
multiple volumes, should ideally unfold in a form in which 
each division is of equivalent scale and consistent con-
struction. 

As part of marking up the text, the copy-editor will need to 
code the hierarchy of headings that articulate the struc-
ture and all displayed elements of the text those elements 
such as quotations, lists, text boxes, equations, and so on 
that need special presentation on the page. 

The designer specifies an appropriate typographic treat-
ment for the body text and for each displayed element, 
and the typesetter applies the appropriate design and 
layout wherever the copy-editor has marked a code.

3.1
Volumes
It is usual for each volume of a work published in multiple 
volumes to have its own pagination, index, bibliography, 
and so on. Even if the numbering of text pages is consecu-
tive 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 cor-
respondence or a biography, for instance, may be distin-
guished 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 own ISBN, they 
are designed to be bound together and are, accordingly, 
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 in-
cluded with the intermediate fascicles is discarded when 
the fascicles are combined into a book or books.

3.2
The introduction
The introduction is properly part of the text of the book 
(except in special contexts such as editions of literary 
texts where the editor’s introduction forms part of the 
prelims). 

The Arabic pagination begins with the first page of the 
introduction, which therefore must fall on a recto. The 
introduction may be treated (and numbered) as the first 
chapter of the work, or it may be headed simply Introduc-
tion, the numbered chapters following thereafter; when 
an introduction (or conclusion) addresses the work as a 
whole, it is usually left unnumbered.

3.3
The parts
It is useful to arrange a long or complex work in parts when 
the text falls into logical divisions of similar length. 
Parts should be numbered and may be titled; although Roman 
numerals are traditionally used for parts (Part I, Part II), 
Arabic numerals may be used or numbers spelled out (Part 
One, Part Two). The part number and title are best placed 
on a recto with a blank verso following; part title pages are 
included in the Arabic pagination of the book but the page 
numbers are not shown. Parts are divided into chapters, 
which are numbered consecutively throughout the work. 

3.4
Chapters
Most works in prose are divided into chapters, which usu-
ally 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 2.11). Chap-
ter 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 down for running heads (see 5.2).

New chapters are usually allowed to begin on either a 
verso or a recto (unlike new parts—see above); excep-
tionally, when chapters are short or economical setting is 
required, they may run on — start on the same page as 
the end of the preceding chapter—after a specified num-
ber of lines’ space. This is more common in fiction than 
in non-fiction. The first page of a new chapter lacks a run-
ning head, and the folio (page number) is either omitted 
or appears at the foot of the page (as a drop folio), even 
when on other pages it falls in the head margin (see 5.1).

The first line following the chapter heading is set full 
out (flush with the left-hand margin), with no paragraph 
indentation. In some designs large and small capitals 
are used for the first word or line of a chapter, as in ‘HE 
was gone’. If the first word is a single capital letter (for 
example I, A), then the second word is printed in small 
capitals, with no further capital. If the chapter starts with 
a personal name, then the whole name is in capitals and 
small capitals, not just the first name or title: 

‘MR THORNTON had had some difficulty...’.

3.5
Sections and subsections
Chapters may be divided into sections and subsections 
by the use of subheadings (or subheads). There may be 
more than one level of subheading, though only 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.

Sections, subsections, or even individual paragraphs may 
be numbered if this will be 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: In 
Chapter 9 the first a-level heading is numbered ‘9.1’, and 
the first a-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 refers to the subject articulated 
in the heading it must begin by reiterating 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 divi-
sion is of equivalent scale and construction. 

But: 

1.3 Text

The text of a work should ideally unfold in a form in 
which each division is of equivalent scale and con-
struction.

3.6
Paragraphs
Paragraphs are units of thought reflecting the develop-
ment of the author’s argument, and no absolute rules 
control their length. 

In the most general terms, one-sentence paragraphs are 
likely to be too short and paragraphs that exceed the 
length of a page of typeset material are likely to be too 
long to hold the reader’s attention. However, it is inadvis-
able for an editor to alter the authors delivery by running 
together short paragraphs or splitting long ones without 
fully considering the effect on the integrity of the text, 
and the author should normally be consulted about such 
changes.

The first line of text after a chapter, section, or subsec-
tion heading is set full out to the left-hand margin, with no 
paragraph indentation. The first line of every subsequent 
paragraph is normally indented; the style in which para-
graphs are separated by a space and the first line of every 
paragraph is set full out is characteristic of documents 
and some reference works, and also of material on the 
Internet. In is fictional dialogue it is conventional (though 
by no means obligatory) to begin a new paragraph with 
every 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 facilitates 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.

3.7
Conclusion, epiologue, 
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 work or (as with the introduction) headed 
simply Conclusion.

An epilogue or an author’s note is nothing more than a 
short concluding comment on the ten. 

An afterward is much the same, though it is typically writ-
ten by someone other than the author. 

Neither of these sections bears a chapter number, though 
the headings are usually set to the same design as the 
chapter headings. One would not normally have more than 
one or two of these concluding sections in any book.

Preliminary 
matter
Introduction
Preliminary matter is any material that precedes the main 
text of the book. Preliminary pages are usually numbered 
with lower-case Roman numerals (rather than Arabic nu-
merals) so that any late changes to the content or extent 
of the prelims will not affect the pagination of the main 
text. Page numbers (called folios) are not shown on every 
page of the prelims, though every page has its number.

2.1
Constituents
Prelims will always include some, and may include any of 
the following items or sections, in this order: 
•	 half-title page
•	 half-title verso
•	 frontispiece
•	 title page
•	 title page verso
•	 dedication
•	 acknowledgements
•	 contents
•	 list of illustrations, figures, and maps
•	 list tables
•	 list of abbreviations
•	 list of contributors
•	 note to the reader
•	 epigraph

Some but not all of these sections have headings, which 
are usually set to the same design as chapter headings. 

Besides prelims and end matter, a hard back (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 endpa-
pers; 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 
reprinted in paperback.

2.2 
Half-title
The half-title page is the first page (p. i) of the book (after 
a flyleaf, if any) and thus falls on a recto. It contains the 
main title, and only the main title, of the book (or the title 
of the volume if the work is in more than one volume). Not 
all books now have a half-title, and it may sometimes be 
dispensed with as a space-saving measure.

2.3
Half-title verso
The verso of the half-title page (p. ii) is often blank, though 
it may carry announcements from the publisher such as 
a list of other books in the series to which the volume 
belongs, or a list of other works by the same author. 
Sometimes it will be given over to a frontispiece 
(see 2.4 next). 

The half-title verso falls directly opposite the title page and 
may be incorporated into a special design for this impor-
tant spread.

2.4
Frontispiece
A frontispiece is an illustration that faces the title page, 
an important position that is justified by the significance 
or representative content 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 
others. 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 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 verse, for 
example). The frontispiece is, exceptionally, listed on the 
contents page (see 2.11).

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

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 imprint).

It may also include other, similar, information: for ex-
ample, a series title; the names of other people involved 
in the book’s preparation, such as a translator or an 
illustrator; the place of publication or the cities in which 
the publisher has offices; the publisher’s logo or colophon 
(device or emblem); and the date of publication.

The roles of people other than the author are defined by 
an introductory phrase, such as:

Selected and edited by

Translated by

With illustrations by

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
•	 publishing history
•	 copyright line
•	 copyright notice(s)
•	 assertion of moral rights
•	 limitations on sales
•	 cataloguing in publication data
•	 statements concerning performing rights
•	 printer’s name and location.

2.6.1

Publisher’s imprint
The imprint consists of:
•	 the publisher’s name (or the name of a subdivision of 

the company if this bears a separate name)
•	 the publisher’s full registered postal address
•	 the place of publication.

It may also include the names of associated companies or 
offices, and the cities in which they are located.

2.6.2

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 is usually the 
same as the copyright date (see 2.6.4 Copyright).

2.6.3

Publishing history
The publishing history of the book includes:
•	 reference to simultaneous cc-publications of the work 

(with the name 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 ver-
sion of the work, each of which is dated.

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 edit ion 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 Cataloguing in publication (CIP) data).

A reprint or impression is a republication of a book for 
which no corrections 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 single year:

Reprinted 2004 (twice)

2.6.4

Copyright line
To qualify for protection under the Universal Copyright 
Convention, and for reasons of best practice, copyright 
ownership in a work must be stated in a particular form, 
giving the copyright holder’s name and the year of first 
publication, preceded by the copyright symbol:

© Ann Jones 2004

A work may have multiple copyright holders, such as 
co-authors, an illustrator, a translator, or the contribu-
tor of an introduction; the rights of each of them must be 
separately stated.

Copyright may be held by the publisher rather than by the 
creator(s) of the work, who in this case will have assigned 
the rights permanently, rather than have licensed them to 
the publisher.

2.6.5

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

2.6.6

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 
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.)

Errata Slips
Introduction 
An errata slip lists errors and their corrections; if there is 
only one correction the correct term is erratum slip.

A list of errata should be as concise as possible, making 
clear the location, the substance of the error, and the 
form of the correction.  

6.1
Format
A slip inserted loose in a book should be labelled with the 
author’s name, book title, and ISBN; alternatively the slip 
may be tipped (pasted) in. 

In a later printing or edition, if the text itself has not been 
corrected, the errata may be set as part of the prelims or 
end matter. 

When fixed to, or printed in, the book the errata may be 
called corrigenda (singular corrigendum).

Note that errata slips should be used only in the event of 
there being serious mistakes or errors of fact in the book. 

Italic type is used for editorial directions, and punctuation 
is included only where 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’
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End matter
Introduction
End matter (also called back matter) consists of any mate-
rial that supplements the text. Sections in the end matter 
are, generally speaking, placed in order of their importance 
to the reader in using and interpreting the text, with the 
proviso that the index is always placed last.

A series of sections might be ordered as follows:
•	 endnotes
•	 bibliography
•	 notes on contributors
•	 piture credits
•	 index

End matter is paginated in sequence with the text, and the 
sections carry headings that are usually set to the same 
design as the chapter heading, though the material itself 
is often set in smaller type than the text, in keeping with its 
subsidiary position.

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 ac-
commodated within it, such as a chronology or the texts of 
documents discussed. 

Multiple appendices appear under the collective heading 
Appendices, each with its own subheading and title as ap-
propriate. Appendices may be numbered with Arabic or 
Roman numerals or marked with letters.

(For choice and preparation of bibliographies see 18.)

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 for explaining terms at their first oc-
currence in the text. The glossary may simply repeat the 
textual explanation or it may expand upon it, but in any 
event the definitions in text and glossary must conform.

Each entry in a glossary begins a new line. Entries may be 
arranged in two columns with terms on the left & defini-
tions on the right, or, the definition may run on from the 
headword term. In which case turn over lines are often 
indented and entries spaced off from one another to make 
the headwords more prominent. 

Bold type is often used for headwords.

For further details see 19.

4.3
Endnotes
Endnotes are an alternative to footnotes, used in a single-
author work where it is not essential (or customary in the 
discipline concerned) to position notes on the same page 
as the text to which they refer. 

In multi-author volumes, notes and other apparatus are 
usually placed at the end of each chapter or essay to pre-
serve the integrity of the author’s work: it would be inap-
propriate in these circumstances to position the reference 
material in a sequence at the end of the work. 

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 appropri-
ate – as the name suggests, a discussion of sources with 
the citations 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 References or Works cited. 

A list called Bibliography contains the works cited in the 
book and additional works of likely interest to the reader. 

A Select bibliography may be limited to works thought 
important by the author, or works cited multiple times in 
the text. 

A list of Further reading usually contains works not cited 
in the text. In general-interest non-fiction works a more 
seductive heading, such as ‘Now read on…’, may be used 
for a similar list. 

(For the decision to place notes at the foot of the page, the 
end of the chapter, or the end of the work see 17.2.2; for 

setting out notes see 17.2.4; for running heads in end notes 
see 5.2.)

4.5
Index
The index, an alphabetical list of subjects covered in the 
book, with references to the pages on which discussion 
occurs, is the last element in the end matter. 

A single index is preferred unless there is a strong case for 
subdivision into (say) an Index of works and a General index. 

General 
principals
Introduction
A book usually consists of three sections: 
•	 preliminary matter (also called prelims or front 

matter)
•	 the main text 
•	 end matter

All books have some kind of prelims, all have a text, and 
most works of non-fiction have end matter. The prelims and 
end matter usually contain a number of items or sections, 
subject to a given order and to conventions that control 
their presentation. 

1.1
Terms
In discussing the parts of a book the following terms are 
used in this text:
•	 spread or double-page spread – the pair of pages 

(left-hand and right-hand) exposed when the book is 
opened at random; the term opening is also used. The 
terms are sometimes distinguished with a ‘spread’ 
being a pair of pages that are designed as an entity, for 
example in a highly illustrated book, and an ‘opening’ 
being any pair of facing pages.

•	 recto – the right-hand page of a spread: a recto always 
has an odd page number.

•	 verso – the left-hand page of a spread: a verso always 
has an even page number. 

The recto 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 di-
vided into parts (Part I. Part II, 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.

Folios and 
running 
heads
Introduction
The term folio has two meanings in book production: it is 
used of the sheets of a script and also of the page number 
as a designed element on a typeset page. The latter mean-
ing is the one relevant to this section. 

A running head (or running headline, headline, header, 
or running title) is a book title, chapter title, or other 
heading which appears at the to p of every page or spread.

Folios and running heads usually fall on the same horizon-
tal 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 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.

5.1
Folio
The folio (set in lower-case Roman numerals in the prelims 
and in Arabic numerals for the text and end matter of the 
book) usually appears at the outer top edges of the spread, 
or centred at the 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 format), those taken up entirely 
by illustrations, figures, or tables, and blank pages. On a 
chapter opening page the folio usually appears in the foot 
margin (see 3.4).

5.2
Running heads
Running heads are not found in all books: for instance, 
they may not appear in modem fiction or in highly designed 
illustrated hooks.

Running heads, like folios, are omitted from some pages of 
the book. These include: 
•	 any section of the prelims that has no section heading 

(half-title, title, and imprint pages, the dedication and 
epigraph) 

•	 part titles 
•	 any page on which a chapter heading occurs (including 

sections in the front matter and end matter) 
•	 blank pages 

They are often omitted on turned pages and on full-page 
illustrations, figures, or tables. 

The content of the running heads depends on the nature 
of the book. As a general rule, if the same running head is 
not used on verso and recto, the larger section generates 
the head on the verso and the smaller that on the recto: 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 running heads that change every few pag-
es should if possible be avoided for the sake of economy). 

In a multi-author work authors’ names normally 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 tend to give the first and last head-
word 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, how-
ever, running heads for endnotes should change on every 
page, indicating the text pages or chapters to which each 
page of notes refers: for example, ‘Notes to pages 157-99’, 
or ‘Notes to Chapter 6’, rather than just ‘Notes’.

Running heads should match the material from which they 
are derived in every respect – wording, capitalization, and 
so on. However, if the book, chapter, or other titles used 
are very long they must be truncated for the running heads, 
which should not exceed about forty characters (including 
spaces) for most books, as a very rough rule of thumb.

2.6.7

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 publication. Publishers may include 
such records in full on the title page verso of the book, or 
may simply note that they are 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 (Inter-
national Standard Book Number), because this number is 
essential to the catalogue record. If CIP data is not repro-
duced in full the ISBN must be included elsewhere on the 
title page verso. The ISBN uniquely identifies the book in 
the particular edition to which it is attached. A new ISBN is 
needed for every new edition of the book, including reis-
sue in a different binding. Each volume of a multi-volume 
work usually has its own ISBN, as may the set as a whole, 
though in some cases (notably where the volumes are not 
separately available for sale) a single number may be used 
for the whole set. By 1 January 2007 the previous ten-digit 
ISBNs will have been replaced by the new thirteen-digit 
ISBNs. 

A serial publication, such as a journal, magazine, or year 
book, has an ISSN (International Standard Serial Number), 
which is the same for all issues of the work. 

The CIP data will often be accompanied by an indication of 
what impression a particular book represents. This may 
be a single number, or a series of numbers, the lowest 
number of which is that of the current impression. So the 
following line denotes a second impression:

10 9 8 7 6 5 4 3 2

2.6.8

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 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.

2.6.9

Printer’s name & location
The printer’s name and location must be included on the 
title page verso. 

2.6.10

Other information
The title page verso may present further information about 
the book as a publication. Typical elements include details 
of the design and production of the book, including the 
name and size of the typeface used and the name and loca-
tion of the typesetting firm.

2.7
Dedication
The dedication is a highly personal expression on the part 
of the author. The publisher usually accepts its wording 
and content unchanged, and its design is usually subject to 
the author’s approval when that of the rest of the book is 
not. 

Whenever possible the dedication falls on a recto (usually 
p. v), but if, for reasons of space, it must be relocated to 
a verso, one must be chosen that gives it sufficient promi-
nence (for example the last verso preceding the first page 
of the text).

2.8
Foreward
The foreword is a recommendation of the work written by 
someone other than the author. He or she is usually named 
at the end of the piece, or in its title, and in the contents 
list. 

The distinction between the foreword and the preface (see 
2.9 below) should be noted and the correct title given to 
each of these sections of the front matter. The foreword 
usually begins on a fresh recto.

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 au-
thor may include in the preface brief thanks to colleagues, 
advisers, or others who have helped in the creation of the 
work.

In a multi-author work the preface may be written by the 
work’s editor (Editors preface). All works in a series may 
contain the same preface by the series editor (Series edi-
tor’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’). 

If one or more earlier prefaces are reprinted in a new edi-
tion, they follow, in reverse numerical order, the preface 
belonging to that new edition; for example:

1. Preface to the paperback edition
2. Preface to the second edition
3. Preface to the first edition

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

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, chap-
ter titles, and all sections in the end matter, including the 
index. It usually includes reference to the frontispiece if one 
is present (see 2.4). 

Lists in the prelims are referred to on the contents page 
as List of Illustrations, List of Abbreviations, etc., even 
though their own headings are best formulated simply as 
Illustrations, Abbreviations, etc.

Part titles, preceded by the word ‘Part’ and a number, are 
listed in full, and a page number is given unless it is that of 
the following chapter in the part. The word Chapter may, 
but need not, appear before the number and title of each 
chapter, though if it is used in the list of contents it should 
also appear at the head of each chapter in the text. 

It is customary to use upper-ease Roman numerals for 
part numbers (see 3.3) and Arabic numerals for chapter 
numbers (see 3.4).

In complex works, such as textbooks, headings within 
chapters may be included on the contents page or even as 
a subsidiary table of contents at the start of each chapter. 
In a multi-author volume authors’ names as well as chapter 
titles are given in the contents list.

The wording, punctuation, capitalization, use of italics, and 
form of authors’ names in the contents list must match 
the headings as they appear in the text itself. No full point 
is needed at the end of any heading, nor are leader dots 
wanted between titles and page references. 

The numerals on the contents page at the editing stage will 
be those of the script, or ‘dummies’ such as ‘xxx’ or ‘OOO’; 
they should be circled to indicate that they are not to be 
printed. At page-proof stage the typesetter should have 
inserted the correct page references, 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 an d list of illustrations (if 
relevant) for the entire set. Each subsequent volume needs 
lists only for that volume.

2.14
List of  abbreviations
The text of a book should be so presented as to ‘explain’ 
itself without recourse 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 explana-
tion (such as AD, BC, UK, and US) a re not included in the 
list, nor are any that will be common knowledge to the 
expected readership of the work. 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.

If the abbreviations are used in text or notes the list is best 
placed in the prelims of the book; if, however, abbreviations 
are used only in the bibliography, endnotes, or appendices, 
the list may be presented at the bead of the relevant sec-
tion. Arrange the list alphabetically by abbreviated form.

2.15
List of  contributors
In a multi-author work it is customary to list the contribu-
tors and provide relevant information about each one, such 
as institutional affiliation or post held, a short biography, 
or details of other publications. The more detailed and 
discursive the entries are, the more appropriate it will be 
to place the list in the end matter of the work rather than 
the preliminary pages.

The list should be ordered alphabetically by contributor’s 
surname (though names are presented in natural order, 
not inverted), and names should match the form in the 
contents list and the chapter headings. The presentation of 
each entry should as far as possible be standardized.

2.16
Epigraph
An epigraph is a relevant quotation placed at the beginning 
of a volume, part, or chapter, and is distinguished typo-
graphically from other displayed quotations. An epigraph 
relating to the entire volume is placed on a new page, pref-
erably a recto, immediately before the text or in another 
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 position-
ing 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 usually sufficient: further details are not nor-
mally included because readers are not expected to want to 
verify the quotation.

2.17
Other sections
Many publications need a short explanation of conventions, 
terminology, or forms of presentation used in the text, or 
guidance on how to use the book. Such information is best 
placed as near as possible to the beginning of the text and 
often carries the title ‘Note to the reader’ or ‘How to use 
this book’.

The Text
Introduction
The text of a work, whether it is in a single volume or mul-
tiple volumes, should ideally unfold in a form in which each 
division is of equivalent scale and consistent construction. 

As part of marking up the text, the copy-editor will need to 
code the hierarchy of headings that articulate the structure 
and all displayed elements of the text those elements such 
as quotations, lists, text boxes, equations, and so on that 
need special presentation on the page. 

The designer specifies an appropriate typographic treat-
ment for the body text and for each displayed element, and 
the typesetter applies the appropriate design and layout 
wherever the copy-editor has marked a code.

3.1
Volumes
It is usual for each volume of a work published in multiple 
volumes to have its own pagination, index, bibliography, 
and so on. Even if the numbering of text pages is consecu-
tive 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 con-
tent of the work: each volume in a collection of correspond-
ence 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 own ISBN, they 
are designed to be bound together and are, accordingly, 
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.

3.2
The introduction
The introduction is properly part of the text of the book 
(except in special contexts such as editions of literary texts 
where the editor’s introduction forms part of the prelims). 

The Arabic pagination begins with the first page of the 
introduction, which therefore must fall on a recto. The 
introduction may be treated (and numbered) as the first 
chapter of the work, or it may be headed simply Introduc-
tion, the numbered chapters following thereafter; when 
an introduction (or conclusion) addresses the work as a 
whole, it is usually left unnumbered.

3.3
The parts
It is useful to arrange a long or complex work in parts when 
the text falls into logical divisions of similar length. 
Parts should be numbered and may be titled; although Roman 
numerals are traditionally used for parts (Part I, Part II), 
Arabic numerals may be used or numbers spelled out (Part 
One, Part Two). The part number and title are best placed 
on a recto with a blank verso following; part title pages are 
included in the Arabic pagination of the book but the page 
numbers are not shown. Parts are divided into chapters, which 
are numbered consecutively throughout the work. 

3.4
Chapters
Most works in prose are divided into chapters, which usu-
ally 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 2.11). Chap-
ter 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 down for running heads (see 5.2).

New chapters are usually allowed to begin on either a ver-
so or a recto (unlike new parts—see above); exceptionally, 
when chapters are short or economical setting is required, 
they may run on — start on the same page as the end of 
the preceding chapter—after a specified number of lines’ 
space. This is more common in fiction than in non-fiction. 
The first page of a new chapter lacks a running head, and 
the folio (page number) is either omitted or appears at the 
foot of the page (as a drop folio), even when on other pages 
it falls in the head margin (see 5.1).

The first line following the chapter heading is set full out 
(flush with the left-hand margin), with no paragraph inden-
tation. In some designs large and small capitals are used 
for the first word or line of a chapter, as in ‘HE was gone’. 
If the first word is a single capital letter (for example I, A), 
then the second word is printed in small capitals, with no 
further capital. If the chapter starts with a personal name, 
then the whole name is in capitals and small capitals, not 
just the first name or title: 

‘MR THORNTON had had some difficulty...’.

3.5
Sections and subsections
Chapters may be divided into sections and subsections 
by the use of subheadings (or subheads). There may be 
more than one level of subheading, though only 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.

Sections, subsections, or even individual paragraphs may 
be numbered if this will be 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: In 
Chapter 9 the first a-level heading is numbered ‘9.1’, and 
the first a-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 refers to the subject articulated 
in the heading it must begin by reiterating 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 divi-
sion is of equivalent scale and construction. 

But: 

1.3 Text

The text of a work should ideally unfold in a form in 
which each division is of equivalent scale and construc-
tion.

3.6
Paragraphs
Paragraphs are units of thought reflecting the development 
of the author’s argument, and no absolute rules control 
their length. 

In the most general terms, one-sentence paragraphs are 
likely to be too short and paragraphs that exceed the length 
of a page of typeset material are likely to be too long to 
hold the reader’s attention. However, it is inadvisable for 
an editor to alter the authors delivery by running together 
short paragraphs or splitting long ones without fully 
considering the effect on the integrity of the text, and the 
author should normally be consulted about such changes.

The first line of text after a chapter, section, or subsec-
tion heading is set full out to the left-hand margin, with no 
paragraph indentation. The first line of every subsequent 
paragraph is normally indented; the style in which para-
graphs are separated by a space and the first line of every 
paragraph is set full out is characteristic of documents 
and some reference works, and also of material on the 
Internet. In is fictional dialogue it is conventional (though by 
no means obligatory) to begin a new paragraph with every 
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 facilitates all kinds of 
internal referencing. In this case the double and triple-num-
bering 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.

3.7
Conclusion, epiologue, 
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 work or (as with the introduction) headed simply 
Conclusion.

An epilogue or an author’s note is nothing more than a 
short concluding comment on the ten. 

An afterward is much the same, though it is typically writ-
ten by someone other than the author. 

Neither of these sections bears a chapter number, though 
the headings are usually set to the same design as the 
chapter headings. One would not normally have more than 
one or two of these concluding sections in any book.

Preliminary 
matter
Introduction
Preliminary matter is any material that precedes the main 
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 affect the pagination of the main text. 
Page numbers (called folios) are not shown on every page 
of the prelims, though every page has its number.

2.1
Constituents
Prelims will always include some, and may include any of 
the following items or sections, in this order: 
•	 half-title page
•	 half-title verso
•	 frontispiece
•	 title page
•	 title page verso
•	 dedication
•	 acknowledgements
•	 contents
•	 list of illustrations, figures, and maps
•	 list tables
•	 list of abbreviations
•	 list of contributors
•	 note to the reader
•	 epigraph

Some but not all of these sections have headings, which are 
usually set to the same design as chapter headings. 

Besides prelims and end matter, a hard back (or case-
bound) book may have endpapers at both ends of the 
book, often of slightly stronger paper than the text; endpa-
pers 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 alto-
gether in library copies of the book or when it is reprinted 
in paperback.

2.2 
Half-title
The half-title page is the first page (p. i) of the book (after 
a flyleaf, if any) and thus falls on a recto. It contains the 
main title, and only the main title, of the book (or the title 
of the volume if the work is in more than one volume). Not 
all books now have a half-title, and it may sometimes be 
dispensed with as a space-saving measure.

2.3
Half-title verso
The verso of the half-title page (p. ii) is often blank, though 
it may carry announcements from the publisher such as 
a list of other books in the series to which the volume 
belongs, or a list of other works by the same author. Some-
times it will be given over to a frontispiece 
(see 2.4 next). 

The half-title verso falls directly opposite the title page and 
may be incorporated into a special design for this impor-
tant spread.

2.4
Frontispiece
A frontispiece is an illustration that faces the title page, 
an important position that is justified by the significance 
or representative content 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 
others. 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 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 identi-
fied by a caption, which may be printed beneath the image 
or close by (at the foot of the title page verse, for example). 
The frontispiece is, exceptionally, listed on the contents 
page (see 2.11).

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

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 imprint).

It may also include other, similar, information: for example, 
a series title; the names of other people involved in the 
book’s preparation, such as a translator or an illustrator; 
the place of publication or the cities in which the publisher 
has offices; the publisher’s logo or colophon (device or 
emblem); and the date of publication.

The roles of people other than the author are defined by an 
introductory phrase, such as:

Selected and edited by

Translated by

With illustrations by

2.6
Title-page verso
The title page verso (p. iv, also, variously, called the copy-
right, biblio, or imprint page) contains the essential print-
ing and publication history of the work. It presents at least 
the following details:
•	 publisher’s imprint
•	 date of publication
•	 publishing history
•	 copyright line
•	 copyright notice(s)
•	 assertion of moral rights
•	 limitations on sales
•	 cataloguing in publication data
•	 statements concerning performing rights
•	 printer’s name and location.

2.6.1

Publisher’s imprint
The imprint consists of:
•	 the publisher’s name (or the name of a subdivision of 

the company if this bears a separate name)
•	 the publisher’s full registered postal address
•	 the place of publication.

It may also include the names of associated companies or 
offices, and the cities in which they are located.

2.6.2

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 edi-
tion of a work the date of publication is usually the same as 
the copyright date (see 2.6.4 Copyright).

2.6.3

Publishing history
The publishing history of the book includes:
•	 reference to simultaneous cc-publications of the work 

(with the name 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 ver-
sion of the work, each of which is dated.

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 edit ion 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 Cataloguing in publication (CIP) data).

A reprint or impression is a republication of a book for 
which no corrections 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 single year:

Reprinted 2004 (twice)

2.6.4

Copyright line
To qualify for protection under the Universal Copyright 
Convention, and for reasons of best practice, copyright 
ownership in a work must be stated in a particular form, 
giving the copyright holder’s name and the year of first 
publication, preceded by the copyright symbol:

© Ann Jones 2004

A work may have multiple copyright holders, such as 
co-authors, an illustrator, a translator, or the contribu-
tor of an introduction; the rights of each of them must be 
separately stated.

Copyright may be held by the publisher rather than by the 
creator(s) of the work, who in this case will have assigned 
the rights permanently, rather than have licensed them to 
the publisher.

2.6.5

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

2.6.6

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 pa-
ternity (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 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.)

Errata Slips
Introduction 
An errata slip lists errors and their corrections; if there is 
only one correction the correct term is erratum slip.

A list of errata should be as concise as possible, making 
clear the location, the substance of the error, and the 
form of the correction.  

6.1
Format
A slip inserted loose in a book should be labelled with the 
author’s name, book title, and ISBN; alternatively the slip 
may be tipped (pasted) in. 

In a later printing or edition, if the text itself has not been 
corrected, the errata may be set as part of the prelims or 
end matter. 

When fixed to, or printed in, the book the errata may be 
called corrigenda (singular corrigendum).

Note that errata slips should be used only in the event of 
there being serious mistakes or errors of fact in the book. 

Italic type is used for editorial directions, and punctuation 
is included only where 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’
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End matter
Introduction
End matter (also called back matter) consists of any 
material that supplements the text. Sections in the end 
matter are, generally speaking, placed in order of their 
importance to the reader in using and interpreting the 
text, with the proviso that the index is always placed last.

A series of sections might be ordered as follows:
•	 Endnotes
•	 Bibliography
•	 Notes on contributors
•	 Picture credits
•	 Index

End matter is paginated in sequence with the text, and the 
sections carry headings that are usually set to the same 
design as the chapter heading, though the material itself 
is often set in smaller type than the text, in keeping with 
its subsidiary position.

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 the texts 
of documents discussed. 

Multiple appendices appear under the collective heading 
Appendices, each with its own subheading and title as ap-
propriate. Appendices may be numbered with Arabic or 
Roman numerals or marked with letters.

(For choice and preparation of bibliographies see 18.)

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 for explaining terms at their first 
occurrence in the text. The glossary may simply repeat the 
textual explanation or it may expand upon it, but in any 
event the definitions in text and glossary must conform.

Each entry in a glossary begins a new line. Entries may be 
arranged in two columns with terms on the left & defini-
tions on the right, or, the definition may run on from the 
headword term. In which case turn over lines are often 
indented and entries spaced off from one another to make 
the headwords more prominent. 

Bold type is often used for headwords.

For further details see 19.

4.3
Endnotes
Endnotes are an alternative to footnotes, used in a single-
author work where it is not essential (or customary in the 
discipline concerned) to position notes on the same page 
as the text to which they refer. 

In multi-author volumes, notes and other apparatus are 
usually placed at the end of each chapter or essay to pre-
serve the integrity of the author’s work: it would be inap-
propriate in these circumstances to position the reference 
material in a sequence at the end of the work. 

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 appropri-
ate – as the name suggests, a discussion of sources with 
the citations 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 References or Works cited. 

A list called Bibliography contains the works cited in the 
book and additional works of likely interest to the reader. 

A Select bibliography may be limited to works thought 
important by the author, or works cited multiple times in 
the text. 

A list of Further reading usually contains works not cited 
in the text. In general-interest nonfiction works a more 
seductive heading, such as ‘Now read on…’, may be used 
for a similar list. 

(For the decision to place notes at the foot of the page, 
the end of the chapter, or the end of the work see 17.2.2; 
for setting out notes see 17.2.4; for running heads in end 

notes see 5.2.)

4.5
Index
The index, an alphabetical list of subjects covered in the 
book, with references to the pages on which discussion 
occurs, is the last element in the end matter. 

A single index is preferred unless there is a strong case 
for subdivision into (say) a seperate Index of works and 
a General index. 

General 
principals
Introduction
A book usually consists of three sections: 
•	 Preliminary matter (also called prelims or front 

matter)
•	 The main text 
•	 End matter

All books have some kind of prelims, all have a text, and 
most works of nonfiction have end matter. 

The prelims and end matter usually contain a number of 
items or sections, subject to a given order and to conven-
tions that control their presentation. 

1.1
Terms
In discussing the parts of a book the following terms are 
used in this text:
•	 Spread or double-page spread: the pair of pages 

(left-hand and right-hand) exposed when the book is 
opened at random; the term opening is also used. The 
terms are sometimes distinguished with a ‘spread’ be-
ing a pair of pages that are designed as an entity, for 
example in a highly illustrated book, and an ‘opening’ 
being any pair of facing pages.

•	 Recto: the right-hand page of a spread: a recto always 
has an odd page number.

•	 Verso: the left-hand page of a spread: a verso always 
has an even page number. 

The recto 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 di-
vided into parts (Part I. Part II, 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.

Folios and 
Running 
Heads
Introduction
The term folio has two meanings in book production: it is 
used of the sheets of a script and also of the page number 
as a designed element on a typeset page. The latter mean-
ing is the one relevant to this section. 

A running head (or running headline, headline, 
header, or running title) is a book title, chapter title, or 
other heading which appears at the to p of every page or 
spread.

Folios and running heads usually fall on the same horizon-
tal 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 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 re-
stricted to the textual material, excluding the folio.

5.1
Folio
The folio (set in lower-case Roman numerals in the pre-
lims and in Arabic numerals for the text and end matter 
of the book) usually appears at the outer top edges of the 
spread, or centred at the 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 format), those taken up entirely by 
illustrations, figures, or tables, and blank pages. 

On a chapter opening page the folio usually appears in the 
foot margin (see 3.4).

5.2
Running heads
Running heads are not found in all books: for instance, 
they may not appear in modem fiction or in highly de-
signed illustrated hooks.

Running heads, like folios, are omitted from some pages 
of the book. These include: 
•	 any section of the prelims that has no section heading 

(half-title, title, and imprint pages, the dedication and 
epigraph) 

•	 part titles 
•	 any page on which a chapter heading occurs (includ-

ing sections in the front matter and end matter) 
•	 blank pages 

They are often omitted on turned pages and on full-page 
illustrations, figures, or tables. 

The content of the running heads depends on the nature 
of the book. As a general rule, if the same running head 
is not used on verso and recto, the larger section gener-
ates the head on the verso and the smaller that on the 
recto: 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 running heads that 
change every few pages should if possible be avoided for 
the sake of economy). 

In a multi-author work authors’ names normally on the 
verso and chapter titles on the recto. 

In encyclopedias it is common to reflect the first head-
word on the verso and the last on the recto in the running 
heads, whereas dictionaries 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, how-
ever, running heads for endnotes should change on every 
page, indicating the text pages or chapters to which each 
page of notes refers: for example, ‘Notes to pages 157-99’, 
or ‘Notes to Chapter 6’, rather than just ‘Notes’.

Running heads should match the material from which 
they are derived in every respect – wording, capitalization, 
and so on. However, if the book, chapter, or other titles 
used are very long they must be truncated for the running 
heads, which should not exceed about forty characters 
(including spaces) for most books, as a very rough rule of 
thumb.

2.6.7

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 publication. Publishers may include 
such records in full on the title page verso of the book, or 
may simply note that they are 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 this 
number is essential to the catalogue record. If CIP data is 
not reproduced in full the ISBN must be included else-
where on the title page verso. The ISBN uniquely identifies 
the book in the particular edition to which it is attached. 
A new ISBN is needed for every new edition of the book, 
including reissue in a different binding. Each volume of 
a multivolume work usually has its own ISBN, as may the 
set as a whole, though in some cases (notably where the 
volumes are not separately available for sale) a single 
number may be used for the whole set. By 1 January 2007 
the previous ten-digit ISBNs will have been replaced by the 
new thirteen-digit ISBNs. 

A serial publication, such as a journal, magazine, or year 
book, has an ISSN (International Standard Serial Num-
ber), which is the same for all issues of the work. 

The CIP data will often be accompanied by an indication of 
what impression a particular book represents. This may 
be a single number, or a series of numbers, the lowest 
number of which is that of the current impression. So the 
following line denotes a second impression:

10 9 8 7 6 5 4 3 2

2.6.8

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 perform the work is re-
stricted, 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.

2.6.9

Printer’s name & location
The printer’s name and location must be included on the 
title page verso. 

2.6.10

Other information
The title page verso may present further information 
about the book as a publication. Typical elements include 
details of the design and production of the book, including 
the name and size of the typeface used and the name and 
location of the typesetting firm.

2.7
Dedication
The dedication is a highly personal expression on the part 
of the author. The publisher usually accepts its wording 
and content unchanged, and its design is usually subject 
to the author’s approval when that of the rest of the book 
is not. 

Whenever possible the dedication falls on a recto (usually 
p. v), but if, for reasons of space, it must be relocated to a 
verso, one must be chosen that gives it sufficient promi-
nence (for example the last verso preceding the first page 
of the text).

2.8
Foreward
The foreword is a recommendation of the work written 
by someone other than the author. He or she is usually 
named at the end of the piece, or in its title, and in the 
contents list. 

The distinction between the foreword and the preface (see 
2.9 below) should be noted and the correct title given to 
each of these sections of the front matter. The foreword 
usually begins on a fresh recto.

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 colleagues, advisers, or oth-
ers who have helped in the creation of the work.

In a multi-author work the preface may be written by the 
work’s editor (Editors 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 pref-
aces, each of which is appropriately titled (for example 
‘Preface to the second edition’). 

If one or more earlier prefaces are reprinted in a new edi-
tion, they follow, in reverse numerical order, the preface 
belonging to that new edition; for example:

1. Preface to the paperback edition
2. Preface to the second edition
3. Preface to the first edition

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

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 2.4). 

Lists in the prelims are referred to on the contents page 
as List of Illustrations, List of Abbreviations, etc., even 
though their own headings are best formulated simply as 
Illustrations, Abbreviations, etc.

Part titles, preceded by the word ‘Part’ and a number, are 
listed in full, and a page number is given unless it is that 
of the following chapter in the part. The word ‘Chapter’ 
may, but need not, appear before the number and title of 
each chapter, though if it is used in the list of contents it 
should also appear at the head of each chapter in the text. 

It is customary to use upper-case Roman numerals for 
part numbers (see 3.3) and Arabic numerals for chapter 
numbers (see 3.4).

In complex works, such as textbooks, headings within 
chapters may be included on the contents page or even as 
a subsidiary table of contents at the start of each chapter. 

In a multi-author volume authors’ names as well as chap-
ter titles are given in the contents list.

The wording, punctuation, capitalization, use of italics, and 
form of authors’ names in the contents list must match 
the headings as they appear in the text itself. No full point 
is needed at the end of any heading, nor are leader dots 
wanted between titles and page references. 

The numerals on the contents page at the editing stage 
will be those of the script, or ‘dummies’ such as ‘xxx’ or 
‘OOO’; they should be circled to indicate that they are not 
to be printed. At page-proof stage the typesetter should 
have inserted the correct page references, but they must 
be checked by the proofreader. 

The first volume of a multivolume work published simulta-
neously 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.

2.14
List of  abbreviations
The text of a book should be so presented as to ‘explain’ 
itself without recourse to external sources of informa-
tion. Abbreviations that readers may be unable to inter-
pret must be included in a list with the full form spelled 
out alongside each one. Well-known abbreviations that 
need no explanation (such as AD, 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. If a 
term occurs only very rarely in the text it is better to spell 
it out at each occurrence 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.

If the abbreviations are used in text or notes the list is 
best placed in the prelims of the book; if, however, ab-
breviations are used only in the bibliography, endnotes, or 
appendices, the list may be presented at the bead of the 
relevant section. Arrange the list alphabetically by abbrevi-
ated form.

2.15
List of  contributors
In a multi-author work it is customary to list the contribu-
tors and provide relevant information about each one, 
such as institutional affiliation or post held, a short biog-
raphy, or details of other publications. The more detailed 
and discursive the entries are, the more appropriate 
it will be to place the list in the end matter of the work 
rather than the preliminary pages.

The list should be ordered alphabetically by contributor’s 
surname (though names are presented in natural order, 
not inverted), and names should match the form in the 
contents list and the chapter headings. The presentation 
of each entry should as far as possible be standardized.

2.16
Epigraph
An epigraph is a relevant quotation placed at the begin-
ning of a volume, part, or chapter, and is distinguished 
typographically from other displayed quotations. An 
epigraph relating to the entire volume is placed on a new 
page, preferably a recto, immediately before the text or in 
another 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 usually sufficient: further details are 
not normally included because readers are not expected 
to want to verify the quotation.

2.17
Other sections
Many publications need a short explanation of conven-
tions, terminology, or forms of presentation used in the 
text, or guidance on how to use the book. Such informa-
tion is best placed as near as possible to the beginning of 
the text and often carries the title ‘Note to the reader’ or 
‘How to use this book’.

The Text
Introduction
The text of a work, whether it is in a single volume or 
multiple volumes, should ideally unfold in a form in which 
each division is of equivalent scale and consistent con-
struction. 

As part of marking up the text, the copy-editor will need to 
code the hierarchy of headings that articulate the struc-
ture and all displayed elements of the text those elements 
such as quotations, lists, text boxes, equations, and so on 
that need special presentation on the page. 

The designer specifies an appropriate typographic treat-
ment for the body text and for each displayed element, 
and the typesetter applies the appropriate design and 
layout wherever the copy-editor has marked a code.

3.1
Volumes
It is usual for each volume of a work published in multiple 
volumes to have its own pagination, index, bibliography, 
and so on. Even if the numbering of text pages is consecu-
tive 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 cor-
respondence or a biography, for instance, may be distin-
guished 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 fascicles) rather than volumes. While fascicles are 
technically separate works, each with its own ISBN, they 
are designed to be bound together and are, accordingly, 
through-paginated. The first fascicle contains prelimi-
nary 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.

3.2
The introduction
The introduction is properly part of the text of the book 
(except in special contexts such as editions of literary 
texts where the editor’s introduction forms part of the 
prelims). 

The Arabic pagination begins with the first page of the 
introduction, which therefore must fall on a recto. The 
introduction may be treated (and numbered) as the first 
chapter of the work, or it may be headed simply Introduc-
tion, the numbered chapters following thereafter; when 
an introduction (or conclusion) addresses the work as a 
whole, it is usually left unnumbered.

3.3
The parts
It is useful to arrange a long or complex work in parts 
when the text falls into logical divisions of similar length. 

Parts should be numbered and may be titled; although Ro-
man numerals are traditionally used for parts (Part I, Part 
II), Arabic numerals may be used or numbers spelled out 
(Part One, Part Two). The part number and title are best 
placed on a recto with a blank verso following; part title 
pages are included in the Arabic pagination of the book 
but the page numbers are not shown. Parts are divided 
into chapters, which are numbered consecutively through-
out the work. 

3.4
Chapters
Most works in prose are divided into chapters, which usu-
ally have a number (customarily in Arabic numerals) and 
often, especially in nonfiction, a title. The use of the word 
‘Chapter’ before the number is optional (see 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 down for running heads (see 5.2).

New chapters are usually allowed to begin on either a 
verso or a recto (unlike new parts – see section above); 
exceptionally, when chapters are short or economical set-
ting is required, they may run on – start on the same page 
as the end of the preceding chapter – after a specified 
number of lines’ space. This is more common in fiction 
than in nonfiction. The first page of a new chapter lacks a 
running head, and the folio (page number) is either omit-
ted or appears at the foot of the page (as a drop folio), 
even when on other pages it falls in the head margin (see 
5.1).

The first line following the chapter heading is set full 
out (flush with the left-hand margin), with no paragraph 
indentation. In some designs large and small capitals 
are used for the first word or line of a chapter, as in ‘HE 
was gone’. If the first word is a single capital letter (for 
example I, A), then the second word is printed in small 
capitals, with no further capital. If the chapter starts with 
a personal name, then the whole name is in capitals and 
small capitals, not just the first name or title: 

‘MR THORNTON had had some difficulty...’.

3.5
Sections and subsections
Chapters may be divided into sections and subsections by 
the use of subheadings (or subheads). There may be 
more than one level of subheading, though only 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.

Sections, subsections, or even individual paragraphs may 
be numbered if this will be 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: In 
Chapter 9 the first a-level heading is numbered ‘9.1’, and 
the first a-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 refers to the subject articulated 
in the heading it must begin by reiterating 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 divi-
sion is of equivalent scale and construction. 

But: 

1.3 Text

The text of a work should ideally unfold in a form in 
which each division is of equivalent scale and con-
struction.

3.6
Paragraphs
Paragraphs are units of thought reflecting the develop-
ment of the author’s argument, and no absolute rules 
control their length. 

In the most general terms, one-sentence paragraphs are 
likely to be too short and paragraphs that exceed the 
length of a page of typeset material are likely to be too 
long to hold the reader’s attention. However, it is inadvis-
able for an editor to alter the authors delivery by running 
together short paragraphs or splitting long ones without 
fully considering the effect on the integrity of the text, 
and the author should normally be consulted about such 
changes.

The first line of text after a chapter, section, or subsec-
tion heading is set full out to the left-hand margin, with no 
paragraph indentation. The first line of every subsequent 
paragraph is normally indented; the style in which para-
graphs are separated by a space and the first line of every 
paragraph is set full out is characteristic of documents 
and some reference works, and also of material on the 
Internet. In a fictional dialogue it is conventional (though 
by no means obligatory) to begin a new paragraph with 
every 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 facilitates 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.

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 work or (as with the introduction) headed 
simply Conclusion.

An epilogue or an author’s note is nothing more than a 
short concluding comment on the ten. 

An afterward is much the same, though it is typically 
written by someone other than the author. 

Neither of these sections bears a chapter number, though 
the headings are usually set to the same design as the 
chapter headings. One would not normally have more than 
one or two of these concluding sections in any book.

Preliminary 
matter
Introduction
Preliminary matter is any material that precedes the main 
text of the book. Preliminary pages are usually numbered 
with lower-case Roman numerals (rather than Arabic nu-
merals) so that any late changes to the content or extent 
of the prelims will not affect the pagination of the main 
text. Page numbers (called folios) are not shown on every 
page of the prelims, though every page has its number.

2.1
Constituents
Prelims will always include some, and may include any of 
the following items or sections, in this order: 
•	 Half-title page
•	 Half-title verso
•	 Frontispiece
•	 Title page
•	 Title page verso
•	 Dedication
•	 Acknowledgements
•	 Contents
•	 List of illustrations, figures, and maps
•	 List tables
•	 List of abbreviations
•	 List of contributors
•	 Note to the reader
•	 Epigraph

Some but not all of these sections have headings, which 
are usually set to the same design as chapter headings. 

Besides prelims and end matter, a hard back (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 endpa-
pers; 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 
reprinted in paperback.

2.2 
Half-title
The half-title page is the first page (p. i) of the book (after 
a flyleaf, if any) and thus falls on a recto. It contains the 
main title, and only the main title, of the book (or the title 
of the volume if the work is in more than one volume). Not 
all books now have a half-title, and it may sometimes be 
dispensed with as a space-saving measure.

2.3
Half-title verso
The verso of the half-title page (p. ii) is often blank, though 
it may carry announcements from the publisher such as 
a list of other books in the series to which the volume 
belongs, or a list of other works by the same author. 
Sometimes it will be given over to a frontispiece(see 2.4 
next). 

The half-title verso falls directly opposite the title page and 
may be incorporated into a special design for this impor-
tant spread.

2.4
Frontispiece
A frontispiece is an illustration that faces the title page, 
an important position that is justified by the significance 
or representative content 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 
others. 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 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 verse, for 
example). The frontispiece is, exceptionally, listed on the 
contents page (see 2.11). As a frontispiece may not always 
be reproduced in all subsequent editions of a book (a 
paperback edition, for example), the author should avoid 
referring to it in the text.

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 imprint).

It may also include other, similar, information: for exam-
ple, a series title; the names of other people involved in 
the book’s preparation, such as a translator or an illus-
trator; the place of publication or the cities in which the 
publisher has offices; the publisher’s logo or colophon 
(device or emblem); and the date of publication.

The roles of people other than the author are defined by 
an introductory phrase, such as:

Selected and edited by

Translated by

With illustrations by

2.6
Title-page verso
The title page verso (p. iv, also, variously, called the copy-
right, 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
•	 Publishing history
•	 Copyright line
•	 Copyright notice(s)
•	 Assertion of moral rights
•	 Limitations on sales
•	 Cataloguing in publication data
•	 Statements concerning performing rights
•	 Printer’s name and location.

2.6.1

Publisher’s imprint
The imprint consists of:
•	 the publisher’s name (or the name of a subdivision of 

the company if this bears a separate name)
•	 the publisher’s full registered postal address
•	 the place of publication.

It may also include the names of associated companies or 
offices, and the cities in which they are located.

2.6.2

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 is usually the 
same as the copyright date (see 2.6.4 Copyright).

2.6.3

Publishing history
The publishing history of the book includes:
•	 reference to simultaneous co-publications of the work 

(with the name 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 ver-
sion of the work, each of which is dated.

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 edit ion 
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 Cataloguing in publication (CIP) 
data).

A reprint or impression is a republication of a book for 
which no corrections 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 single year:

Reprinted 2004 (twice)

2.6.4

Copyright line
To qualify for protection under the Universal Copyright 
Convention, and for reasons of best practice, copyright 
ownership in a work must be stated in a particular form, 
giving the copyright holder’s name and the year of first 
publication, preceded by the copyright symbol:

© Ann Jones 2004

A work may have multiple copyright holders, such as 
co-authors, an illustrator, a translator, or the contribu-
tor of an introduction; the rights of each of them must be 
separately stated.

Copyright may be held by the publisher rather than by the 
creator(s) of the work, who in this case will have assigned 
the rights permanently, rather than have licensed them to 
the publisher.

2.6.5

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

2.6.6

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 
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.)

Errata Slips
Introduction 
An errata slip lists errors and their corrections; if there is 
only one correction the correct term is erratum slip.

A list of errata should be as concise as possible, making 
clear the location, the substance of the error, and the 
form of the correction.  

6.1
Format
A slip inserted loose in a book should be labelled with the 
author’s name, book title, and ISBN; alternatively the slip 
may be tipped (pasted) in. 

In a later printing or edition, if the text itself has not been 
corrected, the errata may be set as part of the prelims or 
end matter. 

When fixed to, or printed in, the book the errata may be 
called corrigenda (singular corrigendum).

Note that errata slips should be used only in the event of 
there being serious mistakes or errors of fact in the book. 

Italic type is used for editorial directions, and punctuation 
is included only where 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’ 
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Endnotes

For	the	physical	documentation	of	my	workings	
please	see	the	corresponding	A4	folder	also	in-

closed	in	this	box	and	the	B1	folio	for	the	finished	
printed	poster.

To	find	out	more	please	visit	and	read	my	blog	at:	
isabellerina.wordpress.com

This	project	had	been	one	of	the	most	sustained	throughout	-	I	kept	
edititing	and	tweaking	the	design	almost	constantly	-	always	finding	
someting	to	change	or	improve	on	everytime	I	looked	at	it	-	I	found	it	
hard	to	feel	that	I	had	actually	ever	fully	‘finished’	it.

I’ve	realised	the	complex	structure	and	work	behind	a	seemingly	
simple	poster	design	and	believe	it	to	have	been	the	hardest	medium	I	
have	worked	with	so	far	-	everything	is	on	show	-	there	is	no	hiding,	all	
must	be	perfect.

The	process	of	the	project	has	been	the	most	pratical	and	useful,	
learning	through	doing	and	the	correct	way	of	working	-	printing	out	
of	the	design	regularly	to	see	it	at	full	scale	-	looking	back	though	I	
wished	I	had	started	to	work	on	paper	when	initilaising	the	design,	
sketcing	and	drawing	ideas	and	layouts	by	hand,	meausuring	and	
placing	by	eye,	having	faith	in	my	judgement	-	I	found	working	on	the	
computer	restricting	and	you	could	get	lost	especialy	when	working	
on	to	such	a	scale.


