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Indexing Rules   
Rule 1:  Alphabetic Order.  Names and subjects are arranged in alphabetic order by units.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Antell Crawford
	Antell
	Crawford
	 
	 

	Dayton Distributors
	Dayton
	Distributors
	 
	 

	Harper Furnishings
	Harper
	Furnishings
	 
	 

	Harper Supplies
	Harper 
	Supplies
	 
	 

	Reynolds Dress Collection
	Reynolds
	Dress
	Collection
	 

	Reynolds Dress Shop
	Reynolds
	Dress
	Shop
	 

	Reynolds Dress Shop Fabrics
	Reynolds 
	Dress
	Shop
	Fabrics


Note:  When names in the first unit are alike, the second and sometimes the third unit determine the order.
Rule 2:  Nothing Comes Before Something.  A single letter, for example, comes before a full name or word.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	C
	C
	 
	 
	 

	Cannon
	Cannon
	 
	 
	 

	Cannon Brothers
	Cannon
	Brothers
	 
	 

	Cannon Brothers Agency
	Cannon
	Brothers
	Agency
	 


Rule 3:  Last Name First.  Names of persons are indexed by the last name as the first unit.  Other parts of the name are indexed in natural order.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Davis
	Davis
	 
	 
	 

	Bailey Davis
	Davis
	Bailey
	 
	 

	Boyd Davis
	Davis
	Boyd
	 
	 

	J. Mason Davis
	Davis
	J.
	Mason
	 

	James M. Davis
	Davis
	James
	M.
	 


Rule 4:  Prefixes.  Prefixes (such as "De," "Van," "Mc," "Mac") are considered as part of the name to which they are attached and are spelled exactly as written.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Samuel
	Dee
	Samuel
	 
	 

	Samuel Delaport
	Delaport
	Samuel
	 
	 

	Samuel De La Porte
	De La
	Samuel
	Porte
	 

	Samuel D'Lando
	D'Lando
	Samuel
	 
	 


Rule 5:  Hyphenated Individual Names.  Hyphenated names of individuals are treated as one unit.  Ignore the hyphen.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Carla Knapp
	Knapp
	Carla
	 
	 

	Mary Knapp-Fisher
	Knapp-Fisher
	Mary
	 
	 

	Davis J. Krups
	Krups
	Davis
	J.
	 

	Marlene S. Krups-Feng
	Krups-Feng
	Marlene
	S.
	 


Rule 6:  Titles.  With a complete name, ignore a title.  If there is only on name plus a title (other than a courtesy title), index the name as it is.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Dr. Mark Allen
	Allen
	Mark
	 
	 

	Bishop Wells
	Bishop
	Wells
	 
	 

	Queen Elizabeth Hotel
	Queen
	Elizabeth
	Hotel
	 

	J. Foster Queen
	Queen
	J.
	Foster
	 

	Mrs. Jacob A. Reagan
	Reagan
	Mrs.
	Jacob
	A.


Note:  Treat "Mrs." as a title if a woman uses her husband's name and you do not know her first name.
Rule 7:  Seniority Terms and Other Designations Following the Name.  Titles that are seniority terms, such as "Sr." and "Jr.," are ignored.  A degree after a name, such as "M.D.," is also ignored.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Charles Reynolds, Jr.
	Reynolds
	Charles
	 
	 

	Charles J. Reynolds, Sr.
	Reynolds
	Charles
	J.
	 

	Steven Reynolds, M.D.
	Reynolds
	Steven
	 
	 

	Tamara A. Reynolds, D.D.S.
	Reynolds
	Tamara
	A.
	 


Rule 8:  Abbreviated Names and Nicknames.  Treat an abbreviated name, such as "Wm.," as if it were spelled in full.  If a nickname is used and the full name is not known, index that name as spelled.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Wm. Monro
	Monro
	William
	 
	 

	Worden Monro
	Monro
	Worden
	 
	 

	Ray Monroe
	Monroe
	Ray
	 
	 

	Tom Monroe
	Monroe
	Thomas
	 
	 


Rule 9:  First Word First.  Treat each word of a business name as a separate unit and index the name in the order which it is written.  (If the name contains the full name of a person, consider the name as written.)

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Freeman Dresses
	Freeman
	Dresses
	 
	 

	Joseph Freeman Wholesaler
	Joseph
	Freeman
	Wholesaler
	 

	Sara Freeman Flowers
	Sara
	Freeman
	Flowers
	 

	Freeman Travel Agency
	Freeman
	Travel
	Agency
	 


Rule 10:  Articles, Conjunctions, and Prepositions.  Ignore the unimportant words that are articles, conjunctions, and prepositions.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Barnes & Roberts, Incorporated
	Barnes
	Roberts
	Incorporated
	 

	The Palace Restaurant
	Palace
	Restaurant
	 
	 

	The Palisades
	Palisades
	 
	 
	 

	A Ride on the Beach
	Ride
	Beach
	 
	 


Rule 11:  Abbreviations.  Regard all abbreviations as if they were spelled in full.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Lyndon Corp.
	Lyndon
	Corporation
	 
	 

	Lyndon Trucking, Ltd.
	Lyndon 
	Trucking
	Limited
	 

	Naismith Bros.
	Naismith
	Brothers
	 
	 

	Regan Co., Ltd.
	Regan
	Company
	Limited
	 


Rule 12:  Single Letters.  Single letters that are not abbreviations should be considered as separate units, even if the letters are joined together, as in KZOK.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	KB international
	K
	B
	International
	 

	KING Television
	K
	I
	N
	G

	Q & L Music
	Q
	L
	Music
	 

	FX McRory's Pub and Restaurant
	F
	X
	McRorys
	Pub


Rule 13:  Hyphenated Firm Names.  In company names, hyphenated expressions are treated as a single unit.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	H. Frederick Harris
	Harris
	H.
	Frederick
	 

	Harris-Baker Industries
	Harris-Baker
	Industries
	 
	 

	Gregory and Martin, Inc
	Gregory
	Martin
	Incorporated
	 

	Gregory-Saroff Products
	Gregory-Saroff
	Products
	 
	 


Rule 14:  One or Two Words?  If a firm name can be written as one word or two, treat it as one indexing unit.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	World-Wide Air Lines
	World-Wide
	Air Lines
	 
	 

	Worldwide Airways
	Worldwide
	Airways
	 
	 

	World Wide Tours
	World Wide
	Tours
	 
	 

	World Wide Web Designs
	World Wide
	Web
	Designs
	 


Rule 15:  Possessives and Contractions.  Consider all letters in a possessive or a contraction, but disregard the apostrophe.  

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	The Anderson Company
	Anderson
	Company
	 
	 

	Anderson's
	Andersons
	 
	 
	 

	Andersons' Bakery
	Andersons
	Bakery
	 
	 

	Anderson's Garage
	Andersons 
	Garage
	 
	 


Rule 16:  Numbers.  If a firm name contains a number, index the number as if it were spelled out and treat it as one unit.  Use as few words as possible; for example, treat 2106 as twenty-one hundred six, not two thousand one hundred six.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	5th Avenue Hotel
	Fifth
	Avenue
	Hotel
	 

	5100 Apartments
	Fifty-one Hundred
	Apartments
	 
	 

	Latitude 47 Restaurant
	Latitude
	Forty-seven
	Restaurant
	 


Rule 17:  Parts of Geographic Names.  Each part of a geographic name is treated as a separate indexing unit.  (Exception:  If the name is hyphenated, treat it as one unit.)

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Los Angeles Times
	Los
	Angeles
	Times
	 

	North Dakota Mining Co.
	North 
	Dakota
	Mining
	Company

	St. Louis
	Saint
	Louis
	Bottlers
	 

	U.S. Data Consultants
	United
	States
	Data
	Consultants

	West Seattle Herald
	West
	Seattle
	Herald
	 


Rule 18:  Addresses.  If two names are identical, index them by address in this order: city, state, name of street, number of house or building.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Hard Rock Cafe, Los Vegas
	Hard
	Rock
	Cafe
	Los

	Hard Rock Cafe, Orlando
	Hard
	Rock
	Cafe
	Orlando

	Martin Rogers, Chicago
	Martin
	Rogers
	Chicago
	 

	Martin Rogers, Miami
	Martin
	Rogers
	Miami
	 


Rule 19:  Banks and Other Financial Institutions.  Index names as written, with each word being treated as a separate unit.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Cascade Federal Credit Union
	Cascade
	Federal
	Credit
	Union

	Federated Savings Co.
	Federated
	Savings
	Company
	 

	First National Bank of the West
	First
	National
	Bank
	West


Rule 20:  Hotels and Motels.  Hotels and motels are indexed in the order written.  (Exception:  If the name starts with "Hotel" or "Motel," make this the last unit.) 

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Twin Teepees Motel
	Twin
	Teepees
	Motel
	 

	Motel 6
	Six
	Motel
	 
	 

	Hotel Regency Plaza
	Regency 
	Plaza
	Hotel
	 

	Hotel Monaco Seattle
	Monaco
	Seattle
	Hotel
	 


Rule 21:  Hospitals and Religious Institutions.  Index in the order written, treating each word as a unit.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Childrens' Hospital
	Childrens
	Hospital
	 
	 

	Dar-us-Salaam Mosque
	Dar-
	us-
	Salaam
	Mosque

	St. James Cathedral
	Saint
	James
	Cathedral
	 

	Swedish Medical Center
	Swedish
	Medical
	Center
	 


Rule 22:  Educational Institutions.  Index in the order given, considering each word as a unit.  If a word like "University" or "College" is at the beginning of the name, consider the distinctive parts first.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Chief Sealth High School
	Chief
	Sealth
	High 
	School

	Seattle Vocational Institute
	Seattle
	Vocational
	Institutue
	 

	University of Washington 
	Washington
	University
	 
	 

	College of William & Mary
	William
	Mary
	College
	 


Rule 23:  Federal Government Names.  Consider United States Government as the first three units.  Then consider the names of the department.  Finally, index the name of the agency, bureau, board, or other subdivision.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	U.S. Department of Treasury, Internal Revenue Service
	United
	States
	Government
	Treasury

	 
	UNIT 5
	UNIT 6
	UNIT 7
	UNIT 8

	 
	Department
	Internal
	Revenue
	Service


Rule 24:  State and Local Government Names.  Index first under the classification, such as the state, town, city, and so on.  Then consider the name of the subdivision.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	King County, Department of Health
	King
	County
	Health
	Department

	City of Seattle, Department of Public Safety
	Seattle
	City
	Public 
	Safety


Rule 25:  Foreign Government Names.  The rule is the same as that for federal government names, except that the first unit is the name of the country.

	NAME
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4

	Dominion of Canada, Department of Labour
	Canada
	Dominion
	Labour
	Department


 


