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Standard Order for Front. and Back Pages of Manuals 

ABSTRACT: 'l1!.e sec;uence of paqes precedinq and followinq t.be t.e:r.t in a 
soft.ware or bardware aanual is established, t.be required 
prelilllinary and back aatt.er pages are listed, and each 
part. of t.he preliainaries and back aa.':ter is defined. 
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The goals of tl1.s standard are: 

to establish the sequence of pages precE'ding and following the 
teEt 1n a DIGITAL Ilanual 

to .ake lIIanuals easier to read 

to Ilalte lI.anuals easier to write 

to .. ake "anu"ls uniform in appe"rance 

Scope 

This standard applies to: 

all new hardware or softw"re lIIanuals 

all other corporate .anuals that are prcduced according to 
standards and practices established for software or hardware 
manuals 

revisions of hardware, software, or other corporate .anuals. so 
far as ~s practicable 

No manual should be revised for the sole purpose of conforming to this 
standard. 

This standar:'! does not apply to: 

the covers of Ilanuals 

any documents that by their nature cannot conform to the stand"rd 
(example: Illustrated Parts Breakdowns - IPBs) 

the co;:tent or format of any page 

History of Previous Standardization Efforts 

Technical documentaticn has issueC! a series of style guides for the 
use of hardware writers, documentation production groups, and other 
groups that desire such information. The series includes: 

Technic"l Doculllentation Style Guide 1971 
preliminarf Style Guide 1973 
DocUllentatl.On Style Guidp 1975 

The Software Documentation group adapted the applicable portions of 
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the slyle guide and, in "arch, 1975, incorpo!:ated portions of it into 
a Style Guide tor Sottware Manuals. Some parts ot the s'lttwarc 
docuFlent have since been superseded by standards. 

Alth-luqh none ~t the style guides discusses page order. this standard 
has evolved tram a joint effort to create a COrpo(ate standard in 
areaS common to both hardware and !;ottware documentation. 

DEC STD 14] Standard tor Updating Hardware/Software Man;Jals 

DEC STD 124 Proposed Format Standard for Manuals Produced On 
Typeset Media 

Hardware Documentation only: 

DEC STD 90] Hardw"re Manual Writer's Guide (two sections) 

Sottware Documentation only: 

DEC STD 118 Standards and Practices for Indexes, Appendixes. 
Running Heads. and Section Numbering for Software 
Documentation Manuals Retrieval No. IHI5-01i'J]-035-nn 

Future Strndards Activities 

Standards are being developed relating to: 

symbology 

copyright notices and discla}.mers 

manuals produced on nOn typeset media 

system messag,. m .. "uals 

Sections 4.1 through 4.17 define components of a manual. 

Chapter-or iented 

Documentation conventions 

The manual componer.ts that 
text body 

The manual is dillided into separate 
chapters. 

11 list of wordS or symbols or both to 
which special meanings are attached, in 
order to make a speciflc manu"l .. asier 



Nonchapter-or ient 

P!:eliminaries 

Preprinted pages 
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The manual is not d1victed into separate 
chapters. 

,;:, e m"nual components that precede tI,e 
t"xt body. 

Preprinted pages contain text that is 
ident1cal fo!: all hardware or all 
soft .... are llIan'Jals. A partially 
preprinted page allows the insertion of 
material that changes ~or every manual. 

Righthand page 

Lefthand page 

The pages that must appear in hard"are and software manuals are listed 
belOW. 

Title p .. ge 

~~~i~~£=t page 

Text 
Reader's Comments 

'ritle page 
Copyr ight page 
Contents 
Preface 
Text 

Reader's Comments 
Mailer 

The writer determines the need for other pages. All pages, both 
required .. nd optional, follow the sequence defined in Section 4.1. 

4.11 Oi::FINITION OF THE STANDARD 

In the following lio;t, recto indicates that the page (or the first 
page, if the ite .. contains more than one page) is a tight-hand page. 
Other pages in the item follow in the left-and··right order. A verso 
(left-hand} page is always a single page. This distinction between 
verso and recto pages applies only to documents printed on both sides 
of the pages. Normally. docum"r.ts printed on only one side of the 
pages contain only right-hand page". 

Title 1'1Ige (recto) 
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Copy~ight p<,-ge (ve~so) 

Contents (including illustrations a,d tables) (recto) 
Fo~e"'ord (recto) 
P~eface (recto) 
Ackno.,led<;!mentc; (recto) 
Introductlon (If not part of text) (recto) 
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Other preliminary m<lteria1 (documentation conventions, glossa~y*, 
etc.) (recto; 
Ralf-title page (~ectol 

Frontispiece (verso) 

Appendixes (recto) 
Glossary* (~ectol 
Bibliography (recto) 
Reader's Comments (recto) 
l'!aile~ (ve~sol 

following definitions of 
identification purposes only. This stand a does not define the 
content Or the format of any page; othe~ standards, howeve~, m3.Y make 
such definitions (see secti:>ns l.~ and 1.5 of this standard). 
Preprinted p"ges "re identified; the formats for all oth"r pages 
described in the standard for the appropriate prodUction medium. 

4.1 Title Page 

The title page shows the manual'S title and document number and 
company name and address. This page may be paetially prep~inted. 

<1.2 Copy! ight Page 

Tne copyright page contains the copyright notice. The copyrlght page 
is usually preprlnted. 

The contents lists titles and page numbers for the components of ,~ 

llIanual. The contents does not list pages that do not hav~ page 
numbers. The lists of figures and tables, with page numbers, are part 
of the contents. 

*" glossary may be placed in eithf'( the preliminaries or the h.oC"k 
matter, ;;t the d1scretlon of the "leiter and the approprlate 
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4.4 Fo~eword 

~ foreword is a statement by someone other than the author. 

A preface is a statement by the author, eIplaining- th" scope, 
lntention or background of a document. 

4.6 Acknowledgment 

Cites pe!:mission to uSe material covered by copyright of anothe!: 
company or person. 

A relatively long 'ntroduction not suitable for inclusion in the teIt 
is part of the preli .. ir,aries. If the first chapter or the first l'art 
of the first chapter is termed -Introduction", an ~ntroduct.ion in the 
prelilliinaries is "mitted. 

Other appropriate preliminary material includes a gloss1IIY, a list 
doculllentation conyention3, etc. 

4.9 Half-title Page 

The half-title page contains only the title of the document. It is 
used to avoid a hlank recto ?agc ..-hen a frontispiece (3ee Section 
4. HI) is inCluded in a lIanual and the p<eceding preliminary .. "'terial 
ends with a printed verso page. 

4.10 Frontispiece 

The frontispiece is usually "n illustr"tion on the verso page facing 
the first page of tellt. It may h"ve '" figure caption, but no number, 
and is not 1 isted in the contents. 



The text for" ,n;;h"pte[-Orlent~:'! milnu,,\ b""'llnS con -J [e<:;:o p"gC'. 
t"xt for "'3ch ~~ilpte[ of 3 ;;,_oot"[-ori,,nt,,"d [,unudl b'Oglns on a n('101 

recto page. 

4.12 Append ,xes 

An I\ppi'ndix* is ~ collection of suppl"rr,enti'fY milt,,"[l~l at th'! "nd of a 
book. E.:1ch Clpp;enuix begi:1s on il new r.,,<:to pilgi'. 

GIOFsary 

A gloss<I'Y is ~ voc:"bul~ry of specj,;llzed t ... rms with a;;eomp~nYlng 

Each gJossacy beglns on a new r"eto page. 

4.14 Elbliograph'i 

,~ bibliogrc'p"'i .5" list of th? inform3tlon sourc""s rf'f",rr",d to 
docum"'nt. E<I;;h blbllogr·phy beqlns On a new r,.,.<:to PJge. 

An i;'ldex* is <In ~lphClb~t12e·J list\~.g of topi:;s it1<:luded in a mdnu~1, 
·.;ith ~ccomp<lnying page n",,,,b,,,,s. Each index begins on a new reeto 

pr"pr inted form on Which readers of a 
questions. It is a re<:to p3gf' whose 

Punning 
M~nuals, 
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The maile~ is a verso page preprinted with Digital Equipment 
Corporation's address. It is inserted at the back of every manual as 
the reverse side of the Re"der's ComPlents. The page can be ~ePloved 
froID. the manual, folded with the Reader's COl'lllD.ents on the inside, and 
mailed to DIGITAL. 

~D~DD~D 
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