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Description

General Sequencing Rules
A complete telephone directory listing may consist of four major parts:

1. name 

2. designation 

3. address 

4. telephone number

In determining the sequence of listings, each part is considered independently in the order shown below. The table below does not apply to Yellow Pages listings. 
	Listing Part
	Sequence Guidelines

	Name
	1. Surname or finding word of firm name. 

2. Subsequent name (or initials) or subsequent words of firm name. 

3. Title (A title is a term commonly used in addressing an individual to indicate social, military, professional, genealogical or honorary status.)

	Designation
	Designation describes a listing.

	Address
	1. Street name (or equivalent) 

2. Thoroughfare designation (AV, PL, LA, BLVD, etc.) 

3. Directional designation (N, S, E, W, etc.) 

4. House or building number 

5. Community name 

6. State

	Telephone Number
	--


In the examples within this document, the portion of a listing which determines the alphabetical sequence appears in bold text. Brackets appear, where necessary, to indicate the portion of the listing omitted in the alphabetical sequence.

Listing names, which appear in this document, have been chosen to exemplify specific alphabetizing conditions and do not necessarily conform to standards for listing name content.

Alphabetization of Names
Surname
· Surname listings are listings in which the name consists of a surname and usually subsequent name(s) and /or initial(s). They may include title(s) and/or subsequent name(s) and/or initial(s). They may include title(s) and/or designation.
· Surname listings are alphabetized by the first letter of each word, or second letter when the first letters are alike, or third when the first and second letters are alike, etc. 
	Directory Appearance
Alphabetizing Order

	Adams Eve

	Ball Lucille


· Like surnames are alphabetized by the first subsequent name(s) and/or initial(s). Abbreviated names are filed as if spelled in full.
	Directory Appearance
Alphabetizing Order

	Sanders D

	Sanders Donald

	Sanders Donald M


Subsequent Names
· Subsequent names are alphabetized by the first letter in each word. When the first subsequent name(s) are alike, they are alphabetized by the second subsequent name(s) and/or initial(s). Capitalized single letters following the finding word are considered as separate words in alphabetizing.
	Directory Appearance
Alphabetizing Order

	Sanders D

	Sanders D M

	Sanders Donald Frank

	Sanders Donald Frederick


Surnames with Titles
· Titles include words indicating social, military, professional, genealogical or honorary status of an individual. For example: Mrs, Mme, Sister, Rev, Dr, Prof, Capt, Brig Gen, Adm, Jr, II, III, IV. 

· Sequence of individuals' names with titles is as follows: 

· Titles are placed after the entire name.

	Directory Appearance

	Drew John Jr


· When two or more names are the same up to the titles, they are alphabetized by the first and successive units of titles as they appear in the listing.
	Directory Appearance
Alphabetizing Order

	Oliver David

	Oliver David Jr

	Oliver David Jr Dr

	Oliver David Jr Mrs

	Oliver David A


· Listings without titles take precedence over the same name with titles. 

· Abbreviations in titles are alphabetized in abbreviated form. For example, 'Jr' will be alphabetized as 'Jr' not as 'Junior.' 

· Names containing numeric titles of lineage such as II, III, IV, will follow all listings of same name with other titles, and are arranged in numerical sequence.

	Directory Appearance
Alphabetizing Order

	Dikes Rob[er]t

	Dikes Rob[er]t Jr

	Dikes Rob[er] t Rev

	Dikes Rob[er]t II [2]

	Dikes Rob[er]t IV [4]

	Dikes Rob[er]t C


Dual Name Listings
Dual name listings, without titles, takes precedence over the same name with titles.

	Directory Appearance Alphabetizing Order

	Jones Mary

	Jones Mary & John

	Jones Mary & John Co

	Jones Mary & John Jr

	Jones Mary & John II


Multi-word Names

· Names which are compounded with prefixes are treated as a single finding word  Apostrophes, hyphens, spaces or capitalization do not affect the sequence of prefix listings. Names with spaces are treated as a single word. 
	Directory Appearance

Alphabetizing Order

	 Lacey Mary

	 La Cruz Maria

	Lacush Joseph 


· Words such as Saint, Sainte, Mount, New, etc., used in conjunction with other words in a name are treated as separate words. When abbreviated, these words are alphabetized as if spelled in full.

	Directory Appearance
Alphabetizing Order

	M[oun]t Pleasant

	Mount Royal

	Mountain Top Resort

	S[ain]t Anne Catholic School

	Saint Dee

	S[ain]t John Joseph

	S[ain]t Peter & Paul Church


 Names Containing Hyphens

Use of a Hyphenated or Non-Hyphenated Double Surname – Residence

· Customer can request use of hyphenated or non-hyphenated double surname. 
Example :

McCloud-Snyder, Susan or Snyder-McCloud, James

McCloud Snyder, Susan or Snyder McCloud, James

A combined double surname will appear alphabetically. For instance, James Snyder-McCloud will appear listed under SnyderMcCloud. Susan McCloud-Snyder will appear under McCloudSnyder.  Place Listing As (PLA) is required.
Use of a Hyphenated or Non-Hyphenated Business Firm Name

Business customers can request use of hyphenated or non-hyphenated names for their business listings.  What is populated in LNLN and LNFN fields determines the finding name for White Pages and how the listing will be placed in the Directory. 
Afro-American Market Research (customer will file as Afroamerican)  

LNLN = Afro-American 

LNFN = Market Research

PLA = AFROAMERICAN MARKET RESEARCH
Afro-American Market Research (customer will file as Afro)

LNLN = Afro  

LNFN = -American Market Research

PLA = not required

Names Containing Numbers
· Where numbers are used in any part of the finding word, they are alphabetized as though spelled in full. Since the number can be interpreted in several ways, it is left to the end user to express the proper interpretation of the listing. For example, '195 Broadway Corp' could be 'One Nine Five Broadway Corp,' 'One Hundred Ninety Five Broadway Corp,' or 'One Ninety Five Broadway Corp.' 
· Place Listing As (PLA) instructions are required for the end user's desired positioning of the listing. 
· Where numbers are used in any part of subsequent words, they are sequenced numerically if the listings are alike up to the numbers. When listings are alike up to and including numbers, they are sequenced by words following numbers. 
· A Pound Sign (#) will not affect alphabetical sequence. 
· Listings containing numbers as subsequent words sequence after the alpha word listings. For example, 'Local Variety Store' precedes 'Local 35 ILGWU.'
	Company Name
	Place Listing As Instructions
	Directory Appearance Alphabetizing Order

	Local #91 IBEW
	Local Number Ninety One IBEW
	Local #91 IBEW

	Local 91 Warehouse Workers Union
	Local Ninety One Warehouse Workers Union
	Local 91 Warehouse Workers Union

	Local 35 ILGWU
	Local Thirty Five ILGWU
	Local 35 ILGWU

	Local Union #3
	Local Union Number Three
	Local Union #3

	Local Variety Store
	--
	Local Variety Store


· Names containing Roman numerals as subsequent words (such as II, III, and V) should follow all listings of the same name, and are arranged in numerical sequence.
	Company Name
	Place Listing As Instructions
	Directory Appearance
Alphabetizing Order

	Mark 5 Garage
	Mark Five Garage
	Mark 5 Garage

	Mark IV Industries
	Mark Four Industries
	Mark IV Industries

	Mark Mason Auto Parts
	--
	Mark Mason Auto Parts


Names Containing Apostrophe
· Use of an apostrophe, in a surname, business name or firm name, to denote possession, plural or to indicate the omission of one or more letters does not affect the sequence of listing. 

	 Directory Appearance
Alphabetizing Order

	Beech Co

	Bee's

	Bees Bakery


Names Containing Parentheses
· Parentheses in names are treated as spaced and will not affect the alphabetical sequence of listing. Each part is considered a separate word.
	 Directory Appearance
Alphabetizing Order

	Cine Richard T (Dick)

	Cine Richard T (Red)

	Cine Richard T (Rich)


Designations
· When two or more listings are the same except for the designation, the alphabetical sequence of such listings is determined by designations as they appear in the directory either abbreviated or spelled in full. A listing without a designation will precede the same listing with a designation. 
· A listing without a title will precede the same listing with a title, even if the listing without a title contains a designation. 
	Directory Appearance

Alphabetizing Order

	Jones A

	Jones A lbr

	Jones A rl est

	Jones A Jr

	Jones A Mrs florst

	Jones A Mrs rl est

	Jones A R


Addresses
When two or more listings are the same except for the address: 
· Named streets (or equivalent) precede numbered streets, and are arranged alphabetically. 
· Numbered streets are arranged numerically.
	Directory Appearance
Alphabetizing Order

	Jones A 50 Grove

	Jones A 10 Pine

	Jones A 10 7th Av


