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page numbering

page numbering

leaf

a book is a collection of leaves; a leaf has two sides: recto and verso; a
recto side is always odd numbered, a verso side is even numbered

all pages in a book

have a page number (a.k.a. folio), although the actual folio does not
appear on every page: there’s no folio on empty pages and other pages
where it would be esthetically displeasing; such pages do not carry a folio,
they have a blind folio

page numbering in front matter

in the Anglo-Saxon tradition front matter is numbered with (lowercase)
Roman numerals (i, ii, iii, iv, etc.); in Hungarian books they are numbered
either with uppercase Roman numerals, or more commonly with Arabic
numerals uniformly throughout the book
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headers & footers

headers

a header or pagehead or running head

◮ is the topmost line, separated from the next by vertical space

◮ on the verso and recto, headers are usually different, besides the folio
they contain
verso recto verso recto

book/part title chapter title chapter title section title
chapter number chapter title author’s name chapter title

◮ in dictionaries, lexicons, etc., headers are uniform:
first entry on page & folio & last entry on page

◮ headers are omitted on the first page of chapters; here there may be a
dropped folio (page number in the footer)

◮ headers are omitted on any other page with a blind folio

◮ although not unprecedented, it may make a page too complex to have
both a header and a footer on it
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headers & footers

headers

sample headers
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headers & footers

footers

a footer

◮ is the bottommost line on the page, separated from the previous by
vertical space

◮ typically contains the folio (if it is not in the header)
◮ uniformly centred
◮ flush right on recto and flush left on verso pages

sample footer

contains folio and line numbers of the poem
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headers & footers

parts of a book

overview

◮ cover

◮ front matter
⊲ half (or bastard) title ⊲ frontispiece ⊲ title page ⊲ copyright notice

⊲ table of contents ⊲ list of figures, tables ⊲ foreword ⊲ preface

⊲ acknowledgements ⊲ introduction

◮ text
⊲ parts/chapters/sections

◮ back matter
⊲ appendix/appendices ⊲ notes ⊲ glossary ⊲ bibliography/references

⊲ index/indices ⊲ colophon ⊲ advertising
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cover

book cover

the book cover

◮ is made up of three parts: front, back, and spine

◮ may be hardback
◮ they often have a dust jacket (with flaps to print on), too
◮ only the spine is obligatorily printed (from top to bottom in

Anglo-Saxon countries, Norway, and Holland, from bottom to top in
the rest of Europe, Spain varies acc. to publisher)

◮ the spine contains the author’s name, the title, and the publisher’s
name and/or logo

◮ may be paperback
◮ printed on all three parts
◮ front cover is like a title page (see below)
◮ back cover may contain brief description of the book, biographical note

about the author, etc.
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front matter

front matter

the front matter

consists of the following pages (items in boldface are obligatory)

p. i half title

p. ii series title or frontispiece or
title page in second language
(in bilingual books)

p. iii title page

p. iv copyright page

p. v dedication

p. v/vi epigraph

p. v/vii table of contents

— list of illustrations

recto foreword

recto preface

recto acknowledgements

recto introduction

— abbreviations

recto chronology
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front matter half title

half title, p. i, blind folio

half (or bastard) title (Hu. szennycímlap)

◮ contains the title of the book and may contain the author’s name

◮ does not carry the folio (page number), has a blind folio

sample half titles
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front matter p. ii

p. ii, blind folio

the verso of the first leaf

◮ is usually empty

◮ if not, it may contain
◮ the series title
◮ a list of related publications
◮ the frontispiece (an illustration)
◮ the title page in another language
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front matter p. ii

sample p. ii from April McMahon’s Introduction to English Phonology
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front matter p. ii

sample p. ii from Daniel Jones’ An Outline of English Phonetics
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front matter p. ii

sample p. ii from Kiss & al. (eds.) Latin et lanuges romanes
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front matter p. ii

sample p. ii from András Mohay’s Újgörög—magyar kéziszótár
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front matter title page

title page, p. iii, blind folio

the recto of the second leaf

contains

◮ the full title of the book

◮ the subtitle (usually in a smaller font)

◮ the full name of the author/editor/translator
◮ in old-fashioned publications the author’s name is introduced by

written by
◮ the editor’s name by edited by
◮ the translator’s name by translated by

◮ the name (logo) and location of the publisher
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front matter title page

sample title pages
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front matter title page

sample title pages
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front matter title page

sample title pages
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front matter copyright page

copyright page, p. iv, blind folio

the verso of the second leaf

typically contains the following

◮ biographical note

◮ publisher’s address

◮ copyright notice ( c© 2007 by Copyright Owner)

◮ year of publication (should be identical to that on the title page)

◮ publishing history (previous editions, impressions, reprints), usually only the
first and last editions are mentioned

◮ country of printing (esp. when different from that of publication)

◮ impression

◮ if a translation: original title, publisher, and copyright information

◮ the ISBN and/or ISSN

◮ CIP (Cataloguing-in-Publication) data

◮ paper durability statement
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front matter copyright page

some less evident data

impression

if only minor modifications are made (esp. correction of typos), we have a
new impression (not a new edition, for which a significant part of the book
has to be reworked); some publishers represent this as
09 08 07 06 05 04 1 2 3 4 5 means the 1st impression, published in 2004

09 08 07 06 3 4 5 means the 3rd impression, published in 2006

International Standard Book Number (ISBN) and
International Standard Serial Number (ISSN)

ISBN is a 13-digit number (10-digit number before 1 Jan 2007); it begins
with 978 or 979 and continues with 0 or 1 for English speaking
countries, for books published in Hungary it continues with 963

ISSN is an 8-digit number used for periodicals

last X the last digit is for checking, it may be “X” for both numbers

in Hungary Országos Széchényi Könyvtár assigns these numbers
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front matter dedication & epigraph

dedication, p. v, blind folio

originally books were dedicated to the author’s sponsor (usually an
aristrocrat), later to some important acquaintance of the author;
dedications should occur on a page of their own

kz & szp (delg) typo/books 22 / 46



front matter dedication & epigraph

epigraph, p. v or vii, blind folio

a smart or pertinent quote from some other work, epigraphs may occur at
the beginning of every chapter (or even section)
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front matter table of contents, list of illustrations

table of contents, p. v or vii

the table of contents

◮ should include everything that follows it, but exclude everything that
precedes it

◮ should contain the title of each part, chapter, section of the book and
the page number they begin on

◮ titles below a certain depth (e.g., subsections) may be omitted
◮ subtitles of parts, chapters, sections may be omitted

◮ page numbers are replaced by 000 or XXX or • • • in the manuscript
(most typesetting systems supply them automatically nowadays)

◮ if chapters have different authors, their names should be given here

◮ the Hungarian convention was to have the table of contents in the
back matter, the convention is changing currently
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front matter table of contents, list of illustrations

sample contents pages
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front matter table of contents, list of illustrations

a list of illustrations

◮ is not necessary if there are too few or too many illustrations, and/or if the
illustrations are all closely tied to the text

◮ is similar to the table of contents in style

◮ may contain separate sections for figures, tables, plates, maps, etc.

sample lists of illustrations
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front matter foreword & preface

foreword & preface

a foreword

◮ is written by someone other than the author

◮ therefore, is always signed

◮ usually tells about how the book came into being

◮ in later editions explains the differences between the editions

a preface

◮ is written by the author

◮ is usually signed and the place and date of writing are added

◮ often closes with acknowledgements to those who were helpful during
writing
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main text

main text

paging conventions

◮ second half title, p. 1, blind folio (occurs when the front matter is very
extensive)

◮ part title, recto, next verso empty, blind folio

◮ chapter title, usually recto, no header, dropped or blind folio

◮ chapter title must be on recto if offprints are planned to be produced
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main text

new part begins
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main text

new chapter begins
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main text

new chapter begins
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main text

chapters, sections
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back matter

back matter

the back matter

consists of some combination of the following sections

◮ appendix

◮ notes

◮ glossary

◮ bibliography/references

◮ index

◮ colophon
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back matter appendix, glossary

appendix, glossary

an appendix

◮ contains further information about the main text, texts of documents,
long lists, survey questionnaires, etc.

◮ if there are more than one, appendices are often numbered or labelled
with capital letters (Appendix 1, Appendix 2, or Appendix A,
Appendix B, etc.)

◮ appendices should be given a title, too: e.g.
Appendix C: The bilingual questionnaire

◮ appendices may also follow the chapter they belong to (i.e., not be
back matter)

a glossary

is an alphabetized list of foreign or unfamiliar terms in the book
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back matter notes

notes

endnotes

◮ should be avoided (use footnotes)

◮ if note numbering starts from 1 in every chapter, include Notes to

pages XXX–YYY or Notes to chapter X in the header of every page
(note that endnotes are referred to as notes)

◮ are usually set in a font smaller than that of the main text

◮ may also follow the chapter they belong to
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back matter bibliography/references

bibliography, references

similarities

◮ a list of documents relevant to the book in some way

◮ usually a paragraph contains the data of one document set with
hanging indentation, in a strictly defined format

differences
a bibliography

◮ may contain documents not
explicitly referred to in the text

◮ may be sectioned according to
various considerations and the
documents are not necessarily
alphabetized

a list of references

◮ must contain all and only the
documents explicitly referred to
in the text

◮ must contain all documents
alphabetized according to their
author’s family name
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back matter bibliography/references

part of a bibliography
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back matter index

index

an index

◮ is a list of terms with page numbers indicating the pages the term
occurs on in the book

◮ usually set in two or more columns

◮ may be separated: name, subject, language, word index, etc.
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back matter index

index

how to produce an index

◮ it is not trivial to decide which occurrences of a term should be
mentioned in the index, and which should not

◮ once the terms are marked in the main text, indexes are usually
generated automatically, if not the index can be produced only after
the manuscript has been frozen

why produce an index

◮ enables faster and more detailed searches for the relevant parts of the
book than the table of contents

◮ collects the chief terms discussed in the book
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back matter index

index types
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back matter index

index types
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back matter colophon

colophon

a colophon

describes the facts of the production of the book, e.g.

THE CHICAGO MANUAL OF STYLE

Designed by Jill Shimabukuro

Typeset by Graphic Composition, Inc., Athens, Georgia

Printed and bound by Edwards Brothers, Ann Arbor, Michigan

Composed in Scala and Scala Sans,

typefaces designed by Martin Majoor in 1994

Printed on 50# Glatfelter Offset

Bound in Arrestox Linen

DISTRIBUTED BY THE CHICAGO DISTRIBUTION CENTER
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alphabetization

alphabetization (collation)

items in appendices, glossaries, bibliographies, reference lists, indices

are alphabetized

problems of alphabetization

◮ nonletter characters (digits, other symbols)

◮ nonRoman letters

◮ letters with diacritics, digraphs

◮ names are inverted to match the family name, given name

template, but what about Harry van der Hulst, Ferdinand de Saussure,

Joaquim Brandão de Carvalho
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alphabetization
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alphabetization

problematic cases

diacritics

hu a=á, ö=ő, but o<ö

fi z<ä<ö

dk z<å

de od<ö<of (in phonebooks)

digraphs

hu cukor<csipa

nl x<ij<y

sk huta<chata<ihrisko

other conventions

◮ Maam<McAllan<Macbeth<MacCarthy<McDonald<Macy<Mboko

◮ Sainsbury<Saint<St Clair<Salerno

◮ The Shining<Summer of Sam

◮ Kőműves<Kő Pál<Kőrösi vs. Kő Pál<Kőműves
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sample exam questions

sample exam questions

in which part of a book does the copyright page typically occur?

1. cover

2. front matter

3. main text

4. back matter

which does a running head typically not contain

1. folio

2. author’s name

3. publisher’s name

4. book’s title
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