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Brand New Book ***** Print on Demand *****This historic book may have numerous typos and missing text.
Purchasers can download a free scanned copy of the original book (without typos) from the publisher. Not
indexed. Not illustrated. 1917 Excerpt: .however, that all authors are competent to do this, for the art of
indexing is not as simple as many superficially suppose. The author should be the one best fitted, because he
knows better than any reader the exact meaning each of his sentences is intended to convey--and this meaning
should be expressed in the index. INDEXING THE LARGE CATALOG My personal preference as to how to prepare
the index is a system simple and easy, resulting from no little experience. It is as follows: 60 cents, the Frederick
A. Stokes Co., New York. The printer should be asked to cut some scrap of thin white cardboard or fairly heavy
writing paper to a uniform size approximately 4x2. There should be two or three such slips for every item in the
index, as many will be duplicates. One or sometimes one and one-half pages of two column 6-point index
should be required for each hundred pages of catalog. 300 blank slips would be ample for each such
prospective page of index. Specimen of slip used in indexing a large catalog. Some convenient receptacle
should be at hand in which to deposit the slips as they are written. An empty drawer, open, in the desk or a
pasteboard box on the desk, will be found satisfactory. The author may work rapidly with lead pencil. By going
through the page proofs of the entire catalog, each item selected for index will be entered upon a separate slip.
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