Suggested Guide for Identifying Index Terms

Although an index is not required for every publication, an index is beneficial for many long and complex publications.  Index terms are best identified by the author or other subject matter expert. Indexing requires a use of good judgment to anticipate what terms a reader might wish to look up (or find interesting) and which sections of text ought to be associated with each term.   

 The suggested process is:
· If possible, read through the manuscript twice after the final draft has been completed.
· On the first reading, only attempt to identify potential index terms. Keep a list of the index terms and their synonyms or cross references. Decide what terms to include in the index and how to reference synonyms, geographic locations, species, and concepts. For every word in the text, ask (quickly), “would I want to be able to find this word in the index?” The function of an index is to supplement the table of contents, providing location pointers to select useful keywords, usually nouns. A subcategory structure may be practical for terms with several meanings or specific variations. Use the first reading (or readings if necessary) to structure the index and complete the task with an alphabetical draft list of terms and their subcategories.  

· On the second reading, identify in the text the locations to which index terms should point. Not every word needs to be indexed, and not (necessarily) every occurrence of a term be highlighted. For every idea in the text, ask (quickly), “would I want an index search to lead me to this passage?” In a manual process, an index term and target location is indicated in the text by flagging (highlighting or marking) a select word (see following example). If the index term itself does not appear (a synonym or general concept is used in text), the specific term (as found in index) is noted in the margin near a highlighted passage. Marginal notation can be used to indicate subcategory or otherwise clearly identify the appropriate term that appears in the index. If logical errors in the selection and designation of index terms becomes evident, make appropriate changes.   
·    When the truly final version with pagination is known (and will not change), the Publishing Staff will flag passages and complete the indexing process. Authors don’t need to worry about which page the index term appears on, just highlight the term in the final draft paper copy. 
Sample text marking: Highlight, on the page where it occurs, the desired term that you want to be included in the index. Only highlight the term on the page you want to point the reader to.
[model, simulation]

Baker and Durham (1997) describe a transect survey for mistletoe in young jack pine and a model to simulate expansion of infection or mortality centers. Marsden and others (1993) evaluate management options for Southwestern ponderosa pine stands with Armillaria root disease and dwarf mistletoe with data from a systematic grid of inventory plots and the Forest Vegetation Simulator. Chapter 8 provides further information on use of models to evaluate silvicultural treatments.

[impact, resource]

When dwarf mistletoe sanitation practices are planned or have been undertaken, an important consideration is to determine both the potential and realized benefits. In many regions of Western North America, sanitation treatments after harvesting have been a common practice for several years or even decades. Post-control or post-suppression surveys and evaluations have been undertaken in several regions (Hawksworth and Johnson 1989b, Knutson and Tinnin 1986, Van Sickle and Wegwitz 1978).

Index example:

impact 


resource 

jack pine, see Pinus banksiana

model


simulation 
Pinus banksiana 

Pinus ponderosa 

ponderosa pine, see Pinus ponderosa

root disease 

