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FOREWORD

Tpe interest of the Bureau of the Census in the manner in which
statistical data should be arranged and described is a reflection of its
own day-to-day operations. Its publications, whether issued as
formal refp.or;s, m(;pographs, bulletins, or releases, constitute official
gources of information in many subject fields. The prim
of these publications is to provide reliable and needeg mfﬁgﬁtgﬁozg
the users of statistics—a purpose that can best be served if the tab-
ular materials are made easy to read and to understand. In itself,

- this places upon the Bureau of the Census a serious responsibility for

the development and maintenance of sound principles and standards
in tabular presentation. ,

Thi.s 'manual is designed as a reference aid for use by analysts and
technicians of the Bureau of the Census in the continuing effort to
meet t.he obligations of the Bureau in this field. "It is intended as an
operating tool, not as a book of regulations. Absolute uniformity in
presentation of the Bureau’s statistics is not contemplated. However
unnecessary variations can be most easily avoided by reference to aj
f:ommonly accepted norm. Within obvious limits, this manual is
intended to provide that norm. :

In general, this volume is intended to lead the analyst or technician
towgrd the solution of his particular problem in table design and prep-
ara,tlon.' In some cases, it may be found that the manual answers
the specific question. In other cases, it may prove desirable to adapt
the m.anual example to the specific need, a course that is entirely ap-
propriate as long as the basic principles involved are taken into account

In the ﬁn}al analysis, there are only two rules in tabular presentatior;
that s.houldﬁbe applied rigidly: First, the use of common sense when
planning a table, and second, the viewing of the proposed table from
the standpoint of the user. The details of mechanical arrangement
must be governed by a single objective; that is, to make the statistical
ta.ble as easy to read and to understand as the nature of the material
will permit.

J. C. Carr, Director,
Bureau of the Census.
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INTRODUCTION

Purpose and nature of manual.—This manual is devoted largely to
an outline of theory and practice in the presentation of statistical
data in tables for publication, llustrated by specific examples through-
out. The emphasis is placed upon principles, rather than rules, in
order to provide the necessary flexibility required by the varying needs
of the several subject divisions of the Bureau. The immediate objec-
tives are as follows:

1. To provide an operating reference manual for the use of

analysts and technicians within the Bureau of the Census in con-
nection with the planning and review of statistical tables which are

to. appear in census publications.
2. To provide a general statement in. this field, with specific

reference to the stsmdards and practices of the Bureau of the Census,
for the convenience of other producers of statistics, of Lecnmcla,ns,

and of students of the subject.

Organization of volume.—Designed as a reference volume, this
manual has been organized so as to make each major section as nearly
independent as possible. In consequence, a certain amount of repeti-
tion will be found, particularly in the case of definitions.

The basic unit of the volume is the numbered item or “paragraph ”
These paragraph numbers are keyed to the chapter numbers. Thus,
paragraphs 101 to 133 comprise chapter 1, paragraphs 201 to 226
comprise chapter 2, ete. * It follows that, while the numbering is not
continuous, no pamgmph number is repeated. - This organization and
reference principle has been carried also into the table of contents and
the alphabetical subject-index in that they have been keyed to para-
graph numbers, rather than to page numbers.

Selection of materials.—The field of tabular presentation is char-
acterized by diversity of practice, particularly in matters of detail.

The methods described here comprise a selection of those in common

use which have proved satisfactory in the experience of the Bureau of
the Census. This does not mean, however, that they constitute the
only correct methods, or even necessarﬂy the ‘“best” methods, since
viewpoints and needs differ broadly in this field. Detailed examples
have been labelled as “right,”**“wrong,” etc., primarily in terms of
Bureau of the Census practice. More general application of -these
labels must rest upon the reasons assigned and the merits of the

individual case.
X




INTRODUCTION

The material included represents, to a limited extent, a codification.
of existing practices * common to all Divisions of the Bureau of the
Census, selection where present divisional practices diverge, and a
setting-down of general principles which all of the Bureau’s statistical
publications should reflect. The practices recommentéd conform also
to the requirement that tabular presentation should be of the highest
quality consistent with the demands of mass production.

Applicability for general use.—Throughout this volume, the
emphasis is on the mass-production situation found in the Bureau of
the Census. Therefore, the problems selected for detailed discussion
will not always reflect the general experience outside the Bureau.
However, in most instances, the basic principles laid down will be

. found applicable in general statistical practice.

The basic principles of tabular presentation are the same irre-
spective of subject matter. Hence, the frequent use of age, race,
sex, and marital status for illustrative purposes does not restrict
the applicability of the manual to those and related subjects. Where
problems peculiar to a given subject or subjects are discussed, the
subject content of the examples has been adapted accordingly. Con-
siderations involved in the standardization of subject matter in the
examples, and in the selection of age, race, sex, and marital status
for the purpose, are as follows:

1. The purpose of the examples is to illustrate points in presen-
tation. = The shift from one subject to another would tend to focus
attention on the differences between subject material, example
to example, rather than on the presentation points involved.

2. The decision to illustrate the manual by examples on each

" point, run within the text, rather than to use full-page tables illus-
trative of many points simultaneously, placed a premium on the
selection of subject material which .could be compressed within

a small amount of space. Both the brevity of the individual terms

and the shortness of the complete lists of items (such as male and

female, under 45 years old and 45 and over) made the classifications
of age, race, sex, and marital status suitable to the purpose.

3. Since the manual will be used by analysts and technicians
in many subject fields, it seemed important that no user should
be required to have a specialized knowledge of a given subject
in order to understand the analytical relationship of one line or
column to another. Again, the everyday concepts of age, race,
sex, and marital status seemed appropriate.

1 An important departure from past Buresu practice provided in this manual is the use of lower case
(small letters) in stub boxes and in uppermost spanners of tabular boxheads (sce par, 1210), Traditionally,
the Bureau of the Census has used either capital letters or “small caps’ for such captions, The new style
was adopted February 4, 1948. The old style will be continued for some time in the Statistical Abstract
of the United States, which is printed, in large part, from standing type.

INTRODUCTION
General Problem of Tabular Presentation

Tabular presentation as an end-product.—Since it represents the
culmination of a long series of census or survey operations, tabular
presentation can only reflect the results of the previous stages. Even
though planned in advance, statistical tables cannot be completed
until after the census or survey planning, questionnaire designing,
epumerating or transcribing, coding, card punching, and tabulating
operations have been completed. However, the published tables,
and their accompanying text, tend to be the only results of the expendi-
ture of effort, time, and money which the using public sees; hence
the user’s evaluation of all operations tends to be based on the final
step, that is, on the statistics as presented. In itself, this makes
sound presentation vitally important, Good presentation transmits
the quality of the previous operations and, in turn, assists in making
clear the meaning of the material. Poor presentation not only fails'
to clarify the data, it tends to impair or destroy the effect of the
work that has gone before.

Basic objective.—In the design and preparation of statistical tables
the basic objective is to arrange and present data in such a way that
their meaning and significance can readily be grasped by the user:

In this respect, the statistical table represents a compromise, rather
than a solution. It is an efficient; but by no means an ideal, way of
presenting data, and its usefulness increases with multiplicity of
classification. It must be remembered, however, that many poten-~
tial, and even actual, users of statistical tables do not find it easy to
understand columns and rows of figures. #This is the group about
whom the table designer should be mfér: concerned, rather than
about his more experienced colleagues. It follows that table design
should be kept as simple as possible, taking into account the subject
matter and available space. This need not penalize users who are
statisticians since they find simplicity in presentation a decided
convenience. It is extremely important, however, to those who
may have an equal need for the data but have difficulty in reading
tables of any kind. .

-: The dividing line between good and bad presentation may best
be determined by the answer to the question: “Which method is
simple, focuses the reader’s attention on the data (rather than on
the form), and makes clear the meaning and significance of the in~
formation?”” That which clarifies the meaning of the statistics and
concentrates the attention upon them is good presentation; that
which obscures the meaning of the data or distracts the attention

from them is poor presentation.
XI




INTRODUCTION

Fundamental approach.—Tabular design must be approached from
the standpoint of the user rather than from that of the producer.
It is not enough that the table be clear to the designer, who necessarily
has an intimate knowledge of the statistics and their qualifications.
The imperative requirement is that the table be clear to the user;

INTRODUCTION

Comparative roles of content and mechanics.—The purely mechan-
ical aspects of tabular presentation, although important, can be over-
emphasized. Mechanics must be consistently thought of as-a tool of
presentation, not as an end in itself. Proper attention to mechanical
style and form is essential, but forcing statistics into a rigid physical
pattern, or an overreliance upon mechanical tricks, can easily defeat

the whole purpose of presentation.

In the last analysis the only purpose of mechanics in this field is to
help in making clear to the reader the significance of the data pre-
sented; that is, the content of the table.” The following statements
may aid in clarifying the comparative roles of content and mechanics:

1. The point of departure for both content and mechanies is the

meaning and significance of data.

2. Content is the reason for the table’s existence; mechanics
merely translates requirements of content within physmal limits.

3. Content détermines inclusion and relative placement of data;
mechanics assists in presentation of content by means of typmg,
drafting, and printing aids,

4..Content poses problems of space; the function of mechanics is
to solve them in a fashion which aids in, rather bhan detracts from,
the presentation of content.

5. Content is limited by space only in terms of the amount to be
presented, never in terms of the meaning of the data. Mechanics
is limited by space in terms first of preserving or enhancing mean-
ing, and second by rigid physical and operational requirements.

that is, the table must be so designed that the user will be able to
obtain from it that which he wishes and needs to know, so far as the
desired information is present Conformity with this requirement
is not always simple since it is difficult for the table designer to dis-
count his own knowledge and review his own work through the eyes
of the using public. “Yet that task must be performed if the purpose
of the table is to be achieved.

Nature and significance of style—Style in tabular presentation
consists of the distinctive or characteristic mode of presentation or
It construction determined upon as satisfactory by the producer of the
i statistics. In general, it refers to the aggregate of practices and meth-
u;f{:ij ods; in particular, it refers to the precise way of doing things pre-
scribed by, or agreed upon within, a given organization. The sig-
i nificance of style lies primarily in 1ts influence in simplifying
Ly the production of statistics and in facilitating their understanding
i when produced.

In terms of production, style consists of the great body of usual

practices common to any large organization and essential to any
large-scale operation. In this respect it.is merely another name for
“custom.”’ ‘

The role of style as an aid to the understanding of the data is fre-
quently overlooked. By promoting uniformity in the treatment of
many details, it builds up an attitude of “normal expectation” on
the part of the reader. This tends to remove from the reader’s notice
many points of minor detail which may distract him from the con-
tent of the table if they are forced on his attention by unaccountable
variation.

This development of “normal expectation” can be capitalized
upon by the producer of statistics. If “differences” which have
no meaning are scrupulously avoided, the reader is far more likely
to note and respect those real differences which can only find expres-
sion in the change of a single word in a phrase, or in a shift in the
terminal point of a column rule.

Style is rigid only in that it should be followed unless there is a
sound analytical ‘or mechanical reason to the contrary. It is not

‘properly a barrier to useful development and change. It is, and

should be, a barrier against unnecessary, unwarranted, or capricious
variation.

XI1I

6. Content is restricted by mechanics only so far as mechanical
limitations add to, or detract from, the presentation of meaning.
Mechanics is completely bound by content since a perfect physical
pattern fitting the space is useless if meaning is impaired or de-

stroyed.

s

Effect of different repmductxon processes on table desxgn—'—/

A_lthough the difference between letterpress and offset printing is basic
in terms of reproduction technique, it has comparatively little effect

on table design as such. In planning a table to be typewritten for

offset reproduction, however, the designer must not rely on italic,
bold face, or differences in type size, as such, to bring out relation-
ships.” The typewriter “substitutes” for these letterpress techniques
are discussed at appropriate points in the detailed materials.

In some instances, final materials for offset reproduction consist of
tabulating-machine sheets. In most such cases, these sheets will have
been planned accordingly. When designing the sheets, the normal
principles of tabular presentation should be followed as far as is prac-

2 An exception is the instanee of the use of special typewriters which provide the opportunity to use bold
face and italic type, as well as type of different sizes. In general, the same principles should be followed
in planning tables for such typing situations as for type-set composition,

X111




INTRODUCTION

ticable. Beyond that point, the obvious mechanical limitations of

the printer-tabulator must be taken into account and the detailed:

rules of presentation modified as necessary.

Request for comment and criticism.—Suggestions and comments
leading to the improvement of this manual will be appreciated. This
invitation is extended not only to analysts and technicians within the
Bureau of the Census, but also to those persons outside the Bureau
who may have occasion to refer to this volume with respect to their

own problems, and to all others who are in any way interested in this -

subject. All suggestions received will be studied carefully, acknowl-
edged, and will be taken into account in the event of a revision of this
manual. Finally, while the Bureau of the Census is unable to assure
complete and detailed answers to all questions relating. to problems
of tabular presentation, as such, any inquiries submitted on this
subject will be answered as completely as limitations in time and
personnel permit,. ' .

SUGGESTIONS, COMMENTS, AND
"INQUIRIES

should be sent to

The Director
Burean of the Census
‘Washington 25, D. C.

XI1v

Chapter 1
CLASSES OF TABULAR PRESENTATION (101-133)
Sec. 1-A. General Classes (101-102)

101. Tabular presentation defined.—Tabular presentation is a
means of bringing together and presenting related material or other
information in columns or rows. Its object is to present in a concise
and orderly fﬂ.Sthn information that could not be presented so clearly
in any other Way Since the tabular arrangement facilitates refer-
ence, comparison, and interpretation of the data, it is particularly

useful in presenting large masses of related statistics.

102, Threefold clagsification.®—In terms of construction, tabular
presentation is largely restricted to three general classes of materials:
(a) Leader work, (b) text tabulations, and (¢) formal statistical tables.
Of these, the first two are largely used to illustrate text although both
are occasionally used in footnotes.

* These three general classes are defined below. In addition, speaﬁc
descriptions of leader work and of the text tabulation are provided
in this chapter. (See secs..1-B and 1-C, respectively.) These two
forms of tabular presentation are not discussed further in this volume.
In contrast, the formal statistical table is discussed here (see sec. 1-D)
in.broad terms only, without reference to construction detail, since
the remaining chapters of this manual ‘are taken up with discussion

of the formal statistical table as such.
Sec. 1-B. Leader Work (111-114)

111. Definition.—Leader work is a form of tabular work, usually a
simple listing without title, bozhead, or rules. Ordinarily, it presents
only one or two columns of figures or indicates the relationship be-
tween two sets of facts or categories.

For examples of leader work in materials of the Bureau of the
Census, see figure 1, page 2. For other examples and details of

treatment, see GPO Style Manual, pages 135-137.

t Seo United States Government Printing Office, Sfyle Manual (rovised editicn, January 1945), p. 123.
2 This threefold classification reflects cperating practices of the Bureau of the Census and other mass
producers of Government statisties. From a theoretical point of view, the position of the text tabulation
ag a speclal class, and even its acceptability 2g a sound form of tabular presentation, may be open to question.

1




F1e. 1 CLASSES OF TABULAR PRESENTATION

sEC. 1-B

Frours 1.—ExaMrrEs oF LEADER WORK

Fxample A. Classification listing
within text:
. . . Operation expenses for some of the

trades are analyzed in the summary

tabulation by size groups as follows:

. Group number Business-size group
0050

IV e 300,000-$499,999

V. $200,000-3299,999

VI R $100,000-$199,999

Ezample B. Classification listing

as afootnote to text or to a table:

i The following is a complete list of i
States for each State: . Plota list of tho contiguous

 Contiguots States
.- Fla., Ga., Miss,, Tenn,
. Cali'x‘., Célo., N év., N, Mex.,

; Tenn,, Tex, .
California...._.... -~ Ariz,, Nev., Oreg.
Colorado. ... - AII\%" Ksans,, Nebr,, N.

ex., Okla., Utah, Wyo.
GConnecticut. . . Mass., R. L. NLYt ’ ,yo
Delaware...... - Ma., N, J, Pa.
Dist, of Columbia.... Md., Va.
Florida.. ---Ala,, Ga. L
Georgia... Ala., Fla, N. C.,, 8, 0O,
Tenn.

Utah. . .
La, Miss,, Mo, Okla,

Ezample C. Conversion listing
within text:

« « . The classes of duration of unem-

ployment that are used, and their

equivalents in terms of weeks as re-

ported, are listed below:

3 Reported duration in
Duration in months wecks
Less than 1month oo Under 3 weeks
1 month 3 to 6 weeks
2 month; -- 710 10 weeks
8months .o 11 to 14 weeks
4 and 5 months. 16 to 23 weeks
8 to 8 months. 24 to 35 weeks
9 to 11 months__ 36 to 49 weeks
-12 t0 23 moénths.. 50 to 09 weeks
24 to 59 months._ - 100 to 249 weeks
60 or more months_.__._________ 250 or-more weeks

Example D. Reproduction of
schedule inquiries:

. . . The inquiries for the latest census
read as follows:. :

If you own &ll or part of this farm—
‘Was thers azgr mortgage debt on
the Jand and buildings so owned
on Apr. 1, 19402 e

Total- amount of outstanding
mortgage debt on such land and
buildings: | i

What wasthe annual rate (con-
tract rate) of interest-on the first
g‘mrt)gage debt? (Report frac-

ons,

(Yes or No)

(Om;’t ‘cents)

Ezample E. Statement of relative aceuracy: .- P

- + . The following percentages give a Tough measure of the maximum difference
that would ever be expected between a detailed figure of the specified magnitude
and the corresponding figure that would have been obtained from a. complete

enumeration:
250,000 person
100,000 Dersons %e{’ﬁﬁﬁ?‘
25000 bersons 6% percent
25,000 person: T 8 pareent
10,000 persons et
5,000 person . 17 Dercent

src. 1-B GENERAY, CLASSES PAR, 112

112. General features.—Since leader work does not carry a table
number or title, it cannot stand alone; hence it is used largely for
illustrative purposes within text. It is introduced by a text state-
ment ending in a colon. Less formal than a table, leader work is an
integral part of the text and therefore complicates the make-up
problem; that is, its position in a text column cannot be shifted
readily to avoid breaking the presentation and running the remainder
at the top of the next column or page.

113. Footnotes.—Leader work in text may be footnoted in the same
manner as the formal table. If there are two or more separate pres-
entations of leader work within a single text, footnote reference
symbols begin again with “1”’ for each presentation. They are not
included in the same numbering series as the footnotes to text. Foot-
notes to leader work are placed at the bottom of leader work, whereas
text footnotes are placed at the bottom of the page. For treatment
where both tabular and text footnotes must appear at the bottom of
the same column (or page) of text, see section 6-F, paragraph 654,

114. Indexes and tables of contents: Special cases.—Indexes and
tables of contents constitute special cases in leader work. They are
set in the same style as text; other forms of leader work are governed
by the same rules as other tabular work. Indexes and tables of
contents are not discussed in this manual. For their treatment,

see QPO Style Manual ? page 159.
Sec., 1-C. The Text Tabulation (121-125)

121. Definition.—A text tabulation is a simple ruled table without
a table number or title, which usually appears as a part of the text of
a report or volume.* The conditions of its insertion in the text are the
same as for leader work. . Its form; however, is the same as that of the
formal table, except that the table number and title are omitted and,
in consequence, any headnotes are converted into genecral or specifi

footnotes.
122. General features.—Since it lacks an identifying table number

or title, the text tabulation cannot stand alone; it must be introduced
by an explanatory statement. Because of the disadvantages indicated
in paragraph 124, its usefulness for presenting statistics of primary
significance tends to be limited. The formal table is more adequate
for such a purpose.

In its simplest form, the text tabulation is introduced by a text
statement ending in a colon. As an integral part of the text, it com-

3 United States Government Printing Office, Style Manual (rovised edition, January 1945),
4 The form of the text tabulatior is also occasionally used in a tabular footnote.

T76554—49——2
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plicates printing (or reproduction typing) make-up in the same way as
fioes leader work. Specifically, it cannot be shifted away from its
introductory statement to avoid breaking over to the next column or
page.® Footnotes are treated in the same manner as in leader work.
(See par. 113.)

Ezample A. Text tabulation with introductory statement:

. . . The independent stores in this size group are further analyzed in the detailed -

tables herein . . . into five smaller size groups as follows:

Stores Sales

Size group

Amount
Number | Percent (add 000) Percent

943, 533 100.0 | $3,789,732 100.0

380, 545 35.0 | 2,379,165 63.6

, | nme A

$1,000 to $1,999. 145, X ' 043 [
5 R g 45, 630 15.4 214,043 5.7
Under 1,000 - 149, 744 15.9 71,658 2.1

123. Tendency toward overuse and misuse.—The text tabulation
sh'ould .be used cautiously since it lends itself readily to overuse and
misuse. Two factors contributing to this tendency should be guarded
against: ‘ ' -

a. Th.e belief that a small text table is necessarily “overburdened” if given a
formal title and number. The criteria for use of the title should be the signifi-
cance and purpose of the table, rather than its size.

b. The t?as.e with which any formal table in text can be made a text tabulation
_by the omission of the title and number and conversion of the headnote, if any
into a general or specific footnote, ’

124, Disa(.lvantages to the user.—The form of the text tabulation
may cause.inconvenience to the user. This is particularly likely
when it is substituted for the formal table; that is, when it is used to
present summary or other highly significant data.

The figures shown in text tables, including those converted to text
f,abulations by omission of table title and number, are usually those
judged by the analyst as being of primary importance. - As such, they
are selected from the mass of statistics shown in detailed tables and
brought forward into the text where their importance is . further
emphasized by the text discussion. Such figures tend to be referred
to —frequenﬂy by the user, are commonly cited by him, and are often
lifted bodily for incorporation in his own reports. .

$ This diﬂ?fculty may be overcome by assigning a table number without a title, thereby transforming the
text tabulation into a poorly identified variation of the formal table.
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The lack of a table title or table number makes the text tabulation—

a, Hard to find again when desired.
b. Difficult to cite, or to refer to, in another publication or report, whether of the

producer or user.
¢. Awkward to extract bodily for presentation elsewhere because the user is

forced either to supply his own title or to reproduce also the text statements which
introduce the data. This problem arises also where a table is numbered but not
titled. )

125. Release tables without titles: A special case.—In those
Bureau of Census releases and advance reports which contain only one
table, the table may sometimes be run without a title. This represents
a special case of the formal table. It is not a text tabulation as such.
This practice is satisfactory only if all of the following conditions are

present:

a. Only one table appears in the release;
b. The table title would be practically identical with the release title;
¢. The text is brief and serves merely to announce the release of the statistics

and to introduce the table; :
d. The basic purpose of the release is to present the statistics shown in that

table; and
e. The entire release, including the entire table, will appear on not more than

two pages.

Sec. 1-D. The Formal Statistical Table (131-133)

131. Definition.—The formal table is the most finished form of
tabular presentation. Mechanically, it is distinguished by the pres-
ence of an individual table title and number, a formal boxhead, and
by the use of tabular rules. Analytically, it is designed to be as self-
sufficient as possible. Dependence upon text explanation and dis-
cussion is replaced to a maximum extent by use of headnotes, foot-
notes, careful handling of stub and boxzhead phrasing, and precision in
tabular arrangement.

132, General purpose and special purpose tables.!—In terms of
function and purpose, formal tables are commmonly classified into two
major groups: (¢) General purpose or reference tables and (b) special
purpose or analytical tables. This classification rests primarily upon
theoretical concepts. Few Bureau of Census tables fall strictly into
either group. The difference in concept is useful, however, because
the central idea, which is funection and purpose, is paramount in

tabular presentation.

¢ For a more detailed discussion, see Mudgett, Bruce D., Statistical Tables and Graphs, Houghton Mifflin
Co., New York City, 1930, p. 30-39, and Walker, Helen M., and Walter N, Durost, Statistical Tables—Their
Structure and Use, Teachers College; Columbia University, New York City, 1936, pp. 1-3.
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a, General purpose or reference tables.—Tables in this group are sometimes
called source or repository tables. Typically, their funetion is merely to record
the results of a census, survey, or tabulation, with the materials arranged for
ready reference. Such a table is not designed to bring out any particular point
but serves merely as a repository of information of general interest. Users may
extract and rearrange portions of this source material, and develop their own
derived statistics, in accordance with their own special purposes or interests.

Although “‘the census table” is usually cited as the primary example for this
group, Bureau of Census tables actually depart from the pure type of general-
purpose table in that analytical selection is involved in determining which of the
enumerated material is to be tabulated; which of the tabulated material is to be
presented; and how the material presented is to be arranged within tables, be-
tween tables, and within and among the various published volumes or reports.
Furthermore, the many derived figures which are presented (percentages, me-
dians, averages, ete.) reflect a selective process involving a critical analysis. It
is broadly true, however, that Bureau of Census tables are intended as reposi-
tories of basic information, arranged for ready reference, and designed to provide
material for specific analysis by users in terms of their own interests and needs.

b. Special purpose or analytical tables,—Tables in this group illustrate or
demonstrate a specific analytical point or answer a specific question. Selection
of material is limited strictly to that which bears on the problem at hand. Ar-
rangement of data emphasizes those relationships pertinent to the problem and
subordinates those which are not.

Few Bureau of Census tables fall into this category except those (especially
text tables) published in monographs or other special studies. Summary tables,
although analytically invaluable, are not necessarily special purpose or analytical
tables of the type described here. This is particularly true of Census summary
tables since their purpose usually is to bring together major totals of general
purpose data, rather than to present selected data arranged to demonstrate a
particular point,

138. Complex and simple tables.—A clear distinction should be
drawn between complexity and confusion in table design. A confus-
ing presentation can rarely be justified on the grounds that the ma-

terials are necessarily complex.

_a.. Complexity of meaning versus complexity in construction.—Complezity in
mesaning of data and complexity in table mechanics are not necessarily associated.
Some tables are simple in construction but the conceptual aspects of the data
may be comparatively hard to grasp.

Erample: Figures on births and deaths, by place of occurrence and by place
of residence, for cities of & given size group, may be presented in a 4-column
table with a city stub. Few tables are simpler in construction, yet the con-
cepts and relationships involved may be confusing to the general reader. Tables
of this type sometimes include a headnote explaining how they should be read.
(See sec. 5-B, par. 512f.) Again, data on State of birth classified by State of
residence can be shown in a simply constructed table, but such a table requires
close attention when interpreting the statisties.

Other tables are complex in construction but the data and their relationships
are comparatively simple in meaning. This is the type of ‘‘complex’ table most
frequently encountered in the work of the Bureau of the Census. It exists
largely because of the need to present the maximum quantity of statistics on the
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minimum number of pages. For this reason a large number of s%na.ll tables,
simple in construction, are consolidated into one large table in which the me-

chanics may become quite complicated. . )
b. Nature of the complex table—The nature of the complex table, and its

relationship to the simple table, may be summarized as follows:
(1) The complex table is usually complex dnly in terms of arrangement,
rarely in terms of meaning.
(2) Tt is merely a collection of simple related tables brought together under

a common title. ) S ) ) )
(3) The degree of its apparent complexity is in direct ratio to the disparity

of relationship between its parts. ) '
(4) When designing a complex table the first requirement is to make clear

the meaning of the individual component parts (simple tables); the second is
fo make clear the exact relationship between them. If these needs can be
satisfied in such a way that the results are readily grasped by the reader, the
table ceases to be complex. ‘

(5) Overreliance upon mechanical tricks, or _
‘can make even a simple table too complex for the user to follow.

‘carelessness in construction,




Chapter 2

THE FORMAL TABLE: STRUCTURAL PARTS AND
TYPES (201-226) |

Sec. 2~A. Structural Parts of the Table (201-208)

201. General.—The statistical table is made up of a limited number
of structural parts, most of which appear in all formal tables. From
table to table the differences between similar parts are mainly the
variations required by subject matter and meaning. :

The accompanying illustration (fig. 2) shows some of the major
structural parts of a statistical table in relationship one to another.
This table is a “narrow’ table. (See sec. 2-B, par.216.) The running
head and folio (page number) are a function of the page and not of
the table, a distinction upon which too much stress cannot be laid.

202. The heading.—The portion of the table appearing above the
body; that is, above the top rule of the table. It comprises the table
number, title, and headnote. It does not include the folio line which
is & function of the page, not of the table. “Heading” is a general
classification term. Further discussion is confined to its component
parts, as follows: :

a. Table number.—An indicator of relative position of the table within a series.
Normally, it is omitted in a table standing alone; that is, when only one table
appears in the given publication. (See ch. 4.)

b. Title—A brief statement indicating the nature, classification, and time
reference of the data presented, and the political division or physical ares or plant
to which the data refer. It serves both as a catalog of content and a guide for

ready reference. (See ch. 8.)
c. Headnote.—A statement in brackets appearing below the title. It quali-

fies, explains, or provides information relating to the table as a whole, to an easily
identified major portion of the table, or to a constantly recurring specific term,
abbreviation, or situation. (See ch. 5.)

203. The stub.—That portion of the table, usually at the left, devoted
to a listing of line or row captions or descriptions, together with
needed classifying and qualifying centered heads and subheads.
For discussion purposes, the stubhead is considered s part of the stub
although physically it is a part of the boxhead. (See chs. 8 to 11,

inclusive.)

SEC. 2-A. ~ STRUCTURAL PARTS PAR. 203

a. Stubhead or box.—The column head or caption of the stub. It describes
the stub listing as a whole. (See par. 811 and sec. 9-A.)

b. Center head or subhead.—A classifying, descriptive, or qualifying state-
ment applying to all subheads and line captions below it until the next center
head of coordinate or superior classification is reached. (See par. 812 and sec.

9-B.)
¢. Line caption.—The basic unit of the stub. The descriptive title of the

data appearing on the given line. Special cases are colon and dash (read-in)
lines. A line caption ending in & colon (:) is a heading that describes, and one
ending in a dash (—) is an integral part of, its subentries. (See pars. 813-815

and sees. 3-C to 9-E, inclusive.)
d. Block.—A distinctive segment of the stub consisting of a group of related

line captions with their attendant heads and subheads; usually a self-contained
unit. A stub, irrespective of length, may consist of a single block; a series of
repeated blocks which are identical except for changes in heads; or a series of
independent nonrepetitive blocks radically different in content and coverage.
“Block” is & term of convenience. As such, it is not discussed further in this
manual. However, the term is used, on oceasion, in the above sense. '

204. The boxhead.—The portion of the table in which are located
the individual column heads or captions describing the data in each
vertical row or column, together with needed classifying and quali-
fying spanner heads.  (See ch. 12.) Although the stubhead is
physically a part of the box, it is classified with the stub for discussion

purposes.

a. Column head or caption.—The basic unit of the boxhead. The descriptive
title for all data appearing in the given column at the top of which the head
appears. It may or may not be qualified, supplemented, or described by one or
more spanner heads above it. (See par, 1202b and secs, 12-B to 12-D, inclusive.)

b. Spanner head.—A classifying, descriptive, or qualifying caption spreading
across (and above) one or more column heads, or across one or more lower span-
ners, and applying in varying degree to all columns or subordinate spanners thus
covered. The spanner head is the boxhead counterpart of stub center heads

and subheads and non-data line captions. (See par. 1202c¢ and sec. 12-E.)
¢. Panel.—A distinetive segment of the boxhead consisting of a group of related

column heads with their attendant spanners; frequently a self-contained umit,
(See par. 1202g.) The panel is the boxhead counterpart of the stub block.

205. The field—The portion of the table extending from the
bottom rule of the boxhead to the bottom rule of the table, and to
the right of the stub. The depository of statistical and other informa-

tion. (See ch. 14.)
a. Cell.—The basic unit of tabular presentation. The intersection of any line

caption with any column head. (See par. 1402a and sec. 14-B.)
b. Line.—A horizontal row of cells with a common classification, extending
across from a descriptive entry, or line caption, in the stub. (See par. 1402b.)
¢. Column.—A vertical row of cells with a common classification, extending
down from a descriptive entry, or column head, in the box. (See par. 1402¢.)
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" F16URE 2.—T'HE Formar TasLe AND ITs Magsor ParTs
[See pars. 201-206]

TaBLE 6.—AGE oF ALL PERSONS AND OF Crrizens
BY SEX, FOR THE UNITED STATES, URBAN AND

i
1
$
HEADING—>
\ Rurar: 1940
1
’\____. “[Age classification based on completed years]
l, """"""""""" \l (';-“A]l—'_"“"'"_' P Y
/ persons Citizens ! )
; Area and age B >4¢~BOXHEAD
. ‘e Fe-
: ; Total | Male male | Totel | Male male | .
I e e e CE CEEEE PECEE Ry "’
: UNITED STATES ;{ -'}a
1
:' Al ages.. S 769 ]
i Under 5 years 26 "
15 to 14 years.... 115 !
1 15 to 24 years. 139 i
1 25 to 34 years.. 178 !
| 35 to 44 years. 205 .
': 45 and over...... 108 :
i 21 and OVeT ... o8 415| 513 oso7| a0z 205 !
| URBAN i
| §
STUB——>{ Allages.... 453 !
] . |
1 Under 5.years... !
: 5.t0 14 years. ;g ( & IELD
1 15 to 24 year 86 > ——FIELD
} 25 to 34 years_.. 104 | o
: 35 to 44 years..... 116 :
| 45 and over... 59 ! H
! 4
. |
I; 21 and OVer...ec............... 328 !
; RURAL i
1
I,' Allages........ooeriverrn.n. S| a8 4
! Under 5 years. i
: 5 to 14 years... ‘1% :
1 15 to 24 years. 53 n’
! 25 to 34 years. 74 |
1 85 to 44 yea 89 H
1 45 and over. . 47 :
1 1
! 21 and over...... ! 239 !
RSy S I R L--J S W y;

*Includes both native and naturalized,
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Ficure 2.—TaE FormaL TaBLe AND ITs Major ParTs—Con.

[See pars. 201-206]
Tasre No.—TirLe oF TABLE

PANEL- = === m m e e e e e e [H gagnote] [ e i o e e e o
p—————— Al N The
i Spanner head ; Spanner head * column
1
Stubhead \ - [ —
{Column | Column | Column}fiColumnii Column | Column Total
| head | head |~ head |li head || head | “head °
— t it
[ CENTER HEAD
I .
| Total line caption Cell 769
: %ine captiol (C:eg 26
- ine capti 3 115
BLOCK —)< Line cagtig Cell 139
! Line caption Cell 178
! Line caption, o - Cell 205
ine capti : Cell 106
LINE ——'b:\ Line caption....oeceeeeneenne...| Cell Cell Cell Cell Cell Cell 567
| """ cENTER HEAD
1
: Cell 453 || «
| Cel | 15
' Cell 73
' Cell 86
1 Cell 104
! Cell 116
i Ceill 59
] B
: Line caption. Cell 328
: CENTER HEAD
:‘ Total line caption............. Cell 316
; Line caption. Cell 11
1 Line caption... Cell 42
| i i Cell 53
H Cell {- 74
H Cell 89
1 Cell 47
1
: Line caption............. Cell 239
1
1
I‘ *Footnote.
t B B : B
! .
\-321 and uvex‘_J 988 ﬂ 475 ‘ 513 567 ” 302 ’ 265
‘ |
BRIEF INDEX TO MAJOR DISCUSSION IN TEXT
Heading: ‘ Stub—Continued
Table number__._.___ Ch. 4 Stub bloek . ... Par. 208d
Table title omoocoonan Ch. 3 Stubhead. .- Sec. 9-A
Headnote_ .o _..____ Ch. 5 Sec. 9-B
Boxhead. oo Ch. 12 Ch. 14
Spanner head..______ Sec., 12-E .. Sec. 14-B
Column head. ______. See, 12-B Ch. 6 . .
and 12— Par, 1402¢
Par, 204c Bec. 9-D
: Ch. 8 to 11
Line caption:
Total line__ _______ Sec. 9-E Ch. 13
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2(?6. The footnote.—A statement qualifying or explaining the infor-
mation presented in, or omitted from, a specific cell, column, line,
or group of columns or lines. The use of the reference symbol makes
clear the point or points of reference. (See ch. 6.)

In the form of a general note (preceded by “Note:” instead of a
reference symbol) it may, like the headnote, qualify the table as a
whole. Because of the difference in location, greater length of state-
ment is possible in the general footnote than in the headnote.

207. The source note.—An exact citation of the source of the data
presented in the table. It may appear as a headnote or in the form
of & general note at the bottom of the table. In either case, it is
preceded by the word “Source” as “Source: Department of Com-
merce, Bureau of the Census; Sixteenth Census Reports, Population,
v_ol. I, p. 385.” As a matter of convenience, the source citation is
discussed in the chapter devoted to the footnote. (See sec. 6-C.)

208. The folio line.—A page chardcteristic in & formal report.
Although not a part of the table, it is referred to here because it is a
no%*ma'l adjunct of the statistical table in its most formal setﬁng. The
folio line usually comprises (@) the running head and (b) the folio
proper (page number). ‘

Normally, where a running head is used, the folio (page number)
appears in the outer corner at the top of the page; the inner corner
is left blank. Also, in the normal case, the left-hand running head
is the title of the book and the right-hand running head is the title
of the chapter, each in brief. Another common practice is to have
t.he left-hand running head provide the chapter title; and to have the
right-hand provide a description of the page content,

This manual is unusual in that it carries a running head at the top
of the page and the folio (page number) at the bottom. The outer
corner of the running-head line, where the folio would normally ap-

pear, is taken up by the paragraph number of the first paragraph
appearing on the page. Again, in this manual, the left-hand
running head provides the chapter title in brief; the right-hand
running head gives the section title in brief.

Sec. 2-B. Structural Types of Tables (211-226)

211. Definition.—“Structural type’” refers to the classification of -
tables according to the physical combination of their major structural
parts; particularly, the boxhead, stub, and field.

The descriptive terms used in the classification (by major structural
type—see par. 212) emphasize its mechanical nature, Thus, the
term measure is a printing term referring to the width of the type page
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or text column. The term divide means that the boxhead is split
because of space requirements and is continued to the next page, or
to a lower deck on the same page. _ ]

Available space is the determining factor; so much so, that a table
which would be one structural type on a large page, such as “census
size,” might well become another structural type on & small page, such
a8 ““document size.”” (See fig. 3 for book sizes.)

Fieure 3.—Bureav or THE CENnsUs Pagre Sizes

[“Wide document” should not be used without speecifiec prior approval of the Graphies Section. ‘‘Census
size” type page, formerly 43 x 5% picas, was changed to 4734 x 6034 picas, as shown here, efiective May 1,

1949; trim size remained unchanged]

Type page
Size In picas In elite typewriter ? Bools trim to—
Width | Depth! | Width | Deptht
Spaces Lines .
Census siZe.. . .. oo 4744 6014 190 121 | 934 x 1134 inches.
Document size: ;
Standard. ... 2814 48 106 92 | 674 x 914 inches.
Wide. 28 46 112 92 | 625 x 934 inches.

1 Page depth as given must include running head if one is used, If bottom follo is used, it is placed in

the bottom margin of the page. L.
2 Assumes & 50-percent reduction before printing,

212. Major types.—The major types of tables, according to struc-
ture, are as follows: (a) Fractional-measure, or double-up, of which the
half-measure (doubled) is the prototype; (b) narrow, the most common
form, and its subtype, the narrow-divide; (c) broad, or broadside, and
the broad-divide; and (d) parallel, or double-page spread, and the
parallel-divide. With the exception of the broad-divide and parallel-
divide, all these forms are used frequently in Bureau of Census pub-
lications. An additional table type, (e) table without stub, represents
a special case rarely used in Bureau of Census work. ' Finally, (f)
composite forms may reflect combinations of features of various major
types of tables. (See figs. 4 to 9 for illustrations.)

213. Classification not based on number of pages.—Except for the
parallel table, structural type has no effect on the number of pages
occupied by the table. Thus, fractional-measure and narrow tables
may each occupy a portion of a page, a full page, or & number of pages.
The broad table is most presentable in one or more full-page units, but
full-page units are not mandatory. ‘

The parallel table,! as such, always appears in pairs of facing pages;
therefore, it must always start on the left-hand (even-numbered) page.

1 Bee pars. 221, 222, and 226,

13
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Frcure 5,—TrE Narrow TABLE

Figure 4. —TuE FrACTIONAL-MEASURE TABLE
[Titles, headnotes, and footnotes omitted]

[Titles, headnotes, and footnotes omitted]
Ezample 5—A. Simple form; nonadditive box and stub.

Hrample 4—~A. Half-measure, doubled, with continuous stub.
Consumption (cords of Consumption (cords of ity
i} 158 e e e o City 1940 1930 1020 1910 1900 1890 1880 1870
Kind of wood Kind of wood :
1944 1043 New York. 7, 454,995 16,930, 446 |5, 620,048 |4, 766, 883 (3,437,202 |2, 507,414 11,911,698 | 1,478,103
1944 1043 Chicago. .. 3,396, 808 |3, 376, 438 |2, 701,405 2,185, 283 |1, 698, 576 (1,099,850 | 503,185 | 208, 877
e g R L LR
Detroit....- 1,623,452 |1, 568, s s - d
Total pulpwood._._| 16,757,400 | 15, 644, 500 1,860,117 | 1,287,983 Tos Angeles.. 1,604,277 (1,238,048 | 576,673 | 310,198 | 102,470 | 50,395 | 11,183 5,728
PrY T Re—— 661, 710 687, 486 Cleveland . 878,336 | 000,429 | 796,841 | 560,863 | 381,768 | 261,853 | 160,146 | 92,829
3 o0 e | T ome 284,882 149,724 Baltimore_ . 850,100 | 804,874 | 733,806 | 558485 | 508,057 | 434,430 | 322,313 | 267, 354
9ot aas | o oosa8 160, 166 66, 617 8t. Louis. 816, 048 | 821,060 | 772,807 | 687,020 | 575,238 | 451,770 | 350,518 | 310,864
7,904,650 | 7343 615 B Boston___ 770,816 | 781183 | 748,060 | 670,585 | 560,802 | 448477 | 362,880 | 260,528
’ 4 d i e e e i
06 | e oo o | R Pittsburgh___ 671,659 | 669,817 | 588,343 | 533,905 | 451,612 | 343,004 | 285,071 | 130, 256
138, 483 174, 740 287, 335 237, 605
‘ Ezample 6—B. Simple form; additive box and stub.
Ezample 4~B. Half-measure, doubled, with repeated stub blocks. ‘ :
1,000
: Total ~n| 180 to | 260 to | 500 to ’
. Under 30| 3030 49 | 50 to 99 (100 to 179 neres
Arean and age Total || Male | Female Area and age Total || Male | Female Division gﬁ.’;ﬁ;ﬁ; acres | acres | acres | acres a?ggs aﬁgs a%z?(ges and
over
The State__._...._|489, 261 |(258,170 | 241,091 Rural-nonfarm. . _._ 211,258 |[111,631 | 99,627 .
: United States__._|6,096,799|1, 519,378| 767,282(1,201, 048]1, 209, 741| 486,386] 458,787| 163,694| 100,531

41,674 14,662 20,442). 28,608 10,075 7,886| 1,574 328
= 34,650) 01,677| 99,440 28138] 14,424 1,846 352
1,000,005]| 164,996 104, 730] 268,083 295, 624| 106,289| 18,601| 6,805 877
1,000, 574|| 100,331| 62,800 155,998 323, 065 156, 666] 195,183] 67,887 27, 74;

23,796 {| 11,974 | 11,752

Under 5 years 53,183 || 26,823 | 28,810 || Under 5 years
21, 710

5 to 14 years__. 100, 801 I 50,969 | 49,832 || 5 to 14 years.
15 t0 24 years.. 92,205 || 46,236 | 45,969 || 15 to 24 years

New England.____.._.._ 135,190
Middle Atlantic.....
East North:Cent

25 t0 34 years.. -| 71,803 || 41,843 | 30,460 || 25 to 34 years -

35 t0 44 years__ -] 65,285 |1 33,786 | 31,399 || 35 to 44 years West North Central _._

45 years'and over. ... 116,634 || 58,513 | 58 121 || 45 years and South Atlantie......_._{1,019,451|| 319,3501 175, 986| 253,000/ 164,778 53,270 37,384| 11,367 4,21
Tast South Central__..[1,023,340]| 379,072| 181,360 232,461| 148,731| 52,766 28,388| 7,752 2 0

964, 370/ 250, 663( 138,039 196,106] 194,101 84,9611 71,448 28 618
233, 497 47,152| 18,756 28,833| 34,440 12,738| 30,663 27,557

Wost South Central
276,173 131 553| 85,356 35,348 26,964 10,5643 14 890 10 198 11,321

Urben______________ 173,981 || 86,060 | 27,931 Rural-fam.__._

7,394 || Under 5 years..
14,808 || 5 to 14 years..

Under 5 years.__
5 o 14 yoars___

7,1
27,912 || 14,183 | 13,729
21,873 || 11:507°] - 10, 366

v

15 to 24 years 16,850 || 15 to 24 years_ ] : -
s AR AR S 1 1 B
35 - , 0 44 years__ -| 12,457 || 6,569 | . 5,888 - i i
45 years'and over. """ _| 42,601 || 21,558 | 21,043 || 45 yearsand ovor.oooo. 22,168 |['12/8d0 | 9,258 i Tzample 6-C. Continuous stub, with panels.
Aotitf'iar proprietl;)rs and Emplgyees (a)vemge Total %asﬁ rol§ (1,000
. - i 'm members or year) ollars;
Ezample 4—~C, Third-measure, tripled. : :
- ' - Kind of contractor 425,000 35,000 395,000
Cost Cost GCost ; : Totel || and | OB9er f ey || "and | J24er | motay | "ang | Jnder
Q over | $25,000 o | 92,000 Zad | 25,00
uan- Quan- Quan- : § ‘ o :
tity, all : tity, all tity, all : -
Year Total | Aver- Year 1y, | Total | Aver- ity. a . .
Shocies | (1,000 | “age teords) (i | ‘g || Y| spectes | 0080 | 4E « Special trade con- 206
dol- | per (eords) | “5o. per (cords) | "1 per  tracters_. .--|187,878 || 11,586 |175,787 1452,413 ||245, 117 |207,296 {607, 207 ||400,371 | 205,836
lars) | cord. lars) | cord lars) | cord . p
N o . Air conditioning. 671 187 484 | 6,754 5,601 | 1,063 | 10,715 9,634 1 . 1,181
i | Carpentermg. 32,718 470 1 32,230 | 31,282 || 5,854 | 25,428 | 32,872 || 0,315 | 23,557
1040, . _|13,742,068/109, 740! $7.99 6, 581, 674, 5,872, 870 95, 306]$16. 23 Coueretin; 4,044 365 | 4,579 | 18,106 || 8,809 | 9,207 ] 19,467 || 12,247 | 7,220
1939_~_""[10,816,466/ 84, 539| 7.82 4,557, 179] 91,539| 20. 10 Elestriont (othier than
1938.._..19, 193,991 74 433] 810 5,477, 832| 87, 386/.15. 05 power lines) . _.___.-—... 16,121 || 1,213 | 14,008 | 42,890 || 25,198 | 17,102 | 68,740 || 45,828 | 18,921
1987..°0110,393,800) 82,885 7.97 || 1027- 4,001607| 34,478 8. 62 Elevator (installatmnand
1936..... 7,628, 274] 58244 7.64 || 1925. 2 _l6, 093, 821 1,986,310 0,838 4.05 . TODAIL) - e emrmeo e 280 63| 236 7,016 || 6,320 | 695 | 15138 || 14,211 927
l ’ ‘ Elt‘ie ayating and founda- 446 69| 3877| 2,8% || n602] 1,134| 2,032 || 2,042 200
- Broavating and prading | 1,902 || 182 180 7,603 || 5457 | 4488 Boi7 %:075 3,942
E:mmple 4~D. Fourth—measure, quadrupled. . . Flooring (wqod only). - 1,197 92 | ‘1,105 | 3,050 1,888 | 1,662 4,094 y 297 1,797
- Tlooring (wom}mialcllother o 02 105 | 207 ] 3,280 | 2,652| e8| 4811 4130 681
- an
Lons ons Tons Tons s v 708 8| 69| 8| 46| 652) s3[ 28 625
Year (thou- Year (thou- Year (thou- Year {thou- : Heating and plumbing
sands) sands) sands) sands) i ETOUD e eeommmmmeoee 38,138 || 3,807 | 54,241 |108,173 || 62,604 | 45,569 |146, 622 |[101,189 | 45,433
. ‘ Insulation 508 106 | 402 6070 || 5, ggg Lawr 10,025 || 8,707 1,318
: Lathing...._ .- 608 49| 5650 | 3 253 ) 1
5. 583 8,012 6,626 ; Pfatstergxng and lathing 811 954 | s87| T7sa || 6164 | 1,500 | 11,686 || 9,040 | 1,746
‘ 4,908 7,986 6,467 : Plastering 6,045 411 | 5,634 {17,413 || 8,500 | 8,913 | 21,625 || 12,831 | 8,704
4,385 6, 844 £,926 ~ Ornamental iron__ 607 85| ‘522 2 1,839 | 783 | 3,08 || 3 051
6,854 7,329 5,195 Painting..... 2| 11,023 213 | 10,810 | 13,733 || 4,116 | 9,617 [ 16,016 || €720 | 10,187
8,222 7,334 5,324 : Other 70,147 || 3,818 | 66,328 {169,020 || 93,176 | 75,844 |223, 483 |[145, 188 | 77,297
15




FI¢. 5 THE FORMAL TABLE: STRUCTURE sEC. 2-B

Figure 5.—TrEr Nairrow Taene—Con.
[Titles, headnotes, and footnotes omitted]

Ezample 6~D. With panels and blocks. (Compare with half-measure, doubled,
and with narrow-divide.)

Excluding armed forces overseas Including armed forces overseas
Age and sex
Total White | Nonwhite Total White | Nonwhite
TOTAL
Allages._._........._ 182,563,271 ||118,602,260 | 13, 961,011 {138, 100,874 |[123,750,994 14, 309,880
34,501,078 || 30,184,483 | 4,376, 505 34, 561,078 || 30, 184, 483 4,376, 595
60, 141, 378 || 53,473, 624 6,667,754 | 65,618,360 || 58, 605, 540 7,012, 820

27,985, 588 1| 25,728,512 | 9, 257,074 | 28,046, 207 || 25.785,330 | 2260, 877

45 t0 64 years..
9, 875,229 9, 215, 641 669, 688 | 9,875,229 9,215, 641 669, 588

66 years and over___
MALE
All ages. .

....... 63,540,744 || 56,862,777 | 6,677,967 | 69,047,321 62,020,485 7,026,836

-| 17,568,925 || 15,382,872 | 2,186,063 | 17, 508, 925 || 15,382, 872 2,186, 053
27,004,168 || 24,080,889 | 3,013,279 | 32, 540, 723 29,182,378 3,358, 345
14,124,085 || 12,975,061 | 1,149,024 [ 14, 184,107 | 13,031, 280 1,152, 827

Under 15 years_
15 to 44 years_
45 to 64 years.

65 years and ove 4,763,560 || 4,423,056 | 320,611 | 4,763,566 || 4 423,955 320, 611
FEMALE
Allnges._...________| 69,022,527 || 61,739,483 7,283,044 | 69,053,553 || 61,770,509 | 7,283,044

16,902,153 || 14,801,611 | 2,100,542 | 18, 992,153 || 14,801, 611 2,190, 542
15 to 44 years.. 33,047,210 || 29,802,735 | 3, 654, 475 33,077,637 || 29, 423, 162 3,654,475
45 10 64 years.. --| 13,861,501 || 12,753,451 | 1,108, 050 13,862,100 || 12, 754, 050 1, 108, 050
65 years and over. .......... 5,121,663 4,791, 686 320,977 | 5,121,663 4,791, 686 329, 9

. Under 15 years. _

Ezample 6-F. With field spanners. (Compare with half-measure, doubled, and
with narrow-divide.) )

Num. [ Total | Total | 9% | Net | Num. | Total | Total | COZ" | e
T%E*g o osgets, sclaos;‘ ber of | assets | com- 1;;];‘1 income | ber of | assets | com- | Ped |inaome
dollars) re- | orlia- | piled | . or re- | orlia- |- piled rofit or
turns | bilities | receipts| D17k | deficit | turns | bilitles | receipts| Dront | deficit
Manufacturing Public utilities
Total.eeeo ... 78, 645!70, 070, 8,91, 6086, 2,10, 309.8’10, 300.0} 18,405/58,472, 2’15, 739, 2' 1,918, 0] 1,916.3
Under 50.. 34,822/ 686.4( 2,009.6 14,0 14.01- 10,322 = 170.2 361.0| 5, 5 5.5
50 to 99_.. - 11,939 858, 3| 2,085.2 67.9 67.8] 2,305 163.3] 245.0 11,0 -11.0
100 to 249.. -1 13,291) 2,122.9{ 4,6908.5 2486. 2 245.91 - 2,187] 345.5] 424.7| 28.0 28.0
250 to 499__. - 7,175) 2,529.8] 5,124.9] 357.5 857.2) - 1,115| 892.3| 407.2 -39.2 39.1
500 to 999... -1 4 814) 3,377.5 6,209.7| 541.5| 540.8 783| 568.1] 414.9 39,6 39.5
1,000 to 4,999 R 4, 961110, 454, 7/16, 225, 9| 1, 796. 1 1,794.0 044)-2,077.3) 1,005. 4] 128,5 128.3
5,000 and over...... 1, 64850, 041. 2 55’,162' 4] 7,286.7| 7,280.2 749154, 765. 412, 880. 9] 1, 666. 4| 1, 665. 1
Trade Service

123, 439!22, 133, 9|56, 512, 4' 2,070. 91 2,069,0; 33, 295! 4, 366, l' 4,029, 3’ 188, 7’ 188,1
76,085 1,452.8| 5,666, 8 45.7 45.6f 23,833 352.3[ 808.8] 6.2 8.2

19, 5421#1, 385. 1| 4, 664. 8 96. 8 96. 8 3,897] 274.8) 4214 15.2 151
_ 16,312) 2,542, 5/ 7,897.7| 220.7] 220.5 3,122| 483.5] 5713 25.6 25.5

250 to 499.. 6,068 2,111.5/ 5,046.9) 208.4] 2082 1,106 382.1 3727 210 21.0
500 to 999_ 2,870( 1,995.0 5,179.1 211. 6 211.3 684 474, 9, 376.1 21.9 21,9
1,000 to 4, 2,133 4,147,1]10,401. 7| 4542 453.7 582 1,197.56( 769.9 54.7 54,5
5,000 and ov 429¢ 8,499.9(16, 756.4] 833.7| 832.9 72( 1,201.0/ 629.1 4.1 43.9

16

sEC. 2-B STRUCTURAL TYPES riG. 6

Figure 6.—Tae Narrow-Divior TasLm
[Titles, headnotes, and footnotes omitted]

Ezample 6—A. Repeated stub and continuous box. (Compare with narrow table

with panels and blocks.)

Expenditures from own sources Intergovernmental transfers
Fanction |
Federal | Federal | State to
’ Total Federal | State Local | ¢-"Gtate | to local Tocal,
Total e 24,276 13,878 4,836 5,562 750 136 1,746
General control.... é, ggg 8 égg 185 . 596 4 L
ional defense... 3 , - — -
%I?gtlllows:ys and streets. 1,674 205 1,002 467 184 18 341
Agriculture and na 05 ” i
1,432 1,288 89 56
Weliare.... I Zese || 2004 548 344 331 1 407
- bat oyment
0%?1 ?1grerm?9 ey - 1,974 1,007 961 6 66 1. FTN M S
Sehools and libraries. A ggg 1 L[I)gg %? 1, ggé w30 8
555 ‘803 | 1,021 | 2,313 39 67 262
Iné(;r‘iofz;sui%ggtal Expenditures for own functions
Function Total
Local to R Federal | State | Local
U ) Federal | pmount | Percent
Total oo 69 36 24,278 100. ¢ 13,027 3,904 7,345
General control : ; ‘1;(:;,822 2g.g 8 gg 189 602
ional defense : 6, A 3 .
]I\I?gt!l:oways and streets. - 4 1,674 6.9 3 849 822
Agriculture ' and natural re- 1 432 59 1,240 13 2
AT, ' N 12 : 2,086 12.4 1,762 48| 740
e o ployment 1,074 8.1 sl v
Schools and libraries. 2, 603 10.7 3! 4m \ 287
Interest 1,678 6.9 1;110
Al other 4024 16,6 810 854 2,360

Ezample 6—B. Repeated box and stub with two decks. (Compare with narrow

table with field spanners.)

United States Urban
Country of birth
Total |Percent || Male | Female || Total |Percent|| Male | Female
: 621, 975 5.4 | 810,209 | 311,876 || 480, 406 5.4 || 240,040 | 249,456
e B dua e ak) LRl S
- .3 [| 18,6 , . , , 86
N 106, ifg 3.9 47,827 | 58,589 || 90,504 1.0l 40, 1gg 52, gosg
Irish Free State (Eire).._..| 872,031 5.0 || 244,002 | 327,930 || 513,926 5.6 || 217,0! 296,903
_— Rural-nonfarm Rural-farm
Country of birth g
Total |Percent || Male | Female | Total | Percent| Male Felpale
1,455 | 47,856 33,168 8.6 18,804 14, 364
Seona b Tel oia | 1mam | i L2l 617 | 405
0. 3,423 2,827 2,369 0.8 1,421 048
8 5,248 6, 242 4,422 0.5 2,413 2,009
3.2|| 19,443 | 24228 | 14,433 1.6 7,626 6, 807
17




gro. 2-B STRUCTURAL TYPES 16, 7

ra. 7 THE FORMAL TABLE: STRUCTURE szo. 2-B
Frgure T.—MuLTiPAGE NARROW, Conrtinvous Boxaeap—Con.

Froure T.—Murripacs Narrow, CONTINUOUS BoxHEAD . |
' {Titles, headnotes, and footnotes omitted]

{Titles, headnotes, and footnotes omitted]

Ezample 7. Common form, with repeated stub (page 2 of 2).

Ezample 7. Common form, with repeated st i '
.. t ub (page 1 of 2). (Compare with !
narrow-divide and parallel tables. A divide table with full-page decks.) l
!
) Amuse-
Finance, . Proles-
Transpor- jusur- | Business ment; | “gional "
Agrical- tation, ‘ . ance, oad | Personal [ TSTCE | and | Govern- Industry
. All ture Con- | Manu |00 Whole- { Divislon and State and repair | services tion, | pejated | ment no
Division and State indus- || forestry, | Mining | strue- | fagtur- nication, | sale and ! Ml | services and | sorvioss reported
tries and " tion fnlgl and retail ; estate related
fishery &g}tl)?lr trade services
A L
utililies : — n
: United States 1,013,207 | 787,877 (1,133,555 | 316,088 |1,472,45% 1,414,009 | 450,570
24,027,905 ||7,988,348 | 502,061 [2, 032, 032 (8,250,690 2,768, 267 | 5,509,228 k New N}«_‘.ngland 70,430 | SLTH 82,187 17,748 103,121 98,949 33,298
2,131, 7! 56, 35 N T oq aine. -. 3,586 , 179 8 1,45 , 2 , 205 , 0%
et (e W e 833,988 | 152,000 | OO ! New Haim, 2o | B | 446 S| sege| 440 234
124072 || 18500 go| L) 0L i 31,473 Vermont.— Ve | gdm| 262 Sio| svas| 4318 1763
205 30os3| 1,435| 5835 | 22767 L 18,629 Massachuse s sd7 | 20,633 | 42,603 | 9,808 ) 85,702 53,413 15,759
050,678 || 40,153 | L9 | 67,043 s 12, 264 : Rhode Island. w0 | mese| 70| L0 808 10,217 2,030
o082 || 5460 A9 Soees| 70| 1054 206, 208 ‘ Connecticut.- 18956 | 10480 | 189 | 0Ly 27O 17,266 7,365
477, 574 26, 146 581 32,660 | 218,768 28, 149 77,783 i Midlgle Ag.anl:ic__ 241,574 Ig‘}ggs 2?;%’ 28& 14, gg} 3}4, ﬂgg fog’ gg/ 1@3’ ggg
7,0 . { ~ New York. 216,106 | 101,091 | 172,66 7201 | 21,7 82, 687 5, 807
708,570 || 4L 1T 20| 2,210,031 | 700,207 | 1,000, e Neow Jorsey. - 10000 | “Onesa| dgesm | gors) o2t 4623 23, 037
Tia0157 || ariss| 8461 | 70,084 et | 111, s ] Fad Pennsylvania G602 | s3,841| 74869 | 17,642 | 106,999 80,28t | 34,988
3418270 || 188,295 | 228,310 | 140,183 | 838,200 ) 225,027 | 375,20 i 195,377 | 167,569 | 195,903 0,450 | 2% a1 2, o011 81,938
5 s eie | 41,835 | 49,881 | 155 75,500 | 67,086 | 21,337
o o || 250 7o S I 2,412,359 | 638,700 1,142,140 | 0% | loes| 27| 78| o0} ZEY 12,672
(T 10e | HBIse| 15315 | 4031 | 286,097 1o, 868 | 28 007 | DT8| srow| Tuers| 21036 9hEn) £1% 24,010
o ol g | 48 Ti3 | 114 598 preal) g 154,700 : S04 ogom| sueesy indss gy S1004 4 543 | 14,900
BIin || Yo | | e | elysm| Cer 2| Sren W | | mas| s HOo| I 0,018
West North 80672 || 263,712 | (2,450 | 3,767 226,168 53,008 | 122,151 * West ) North Central. gz | 8T 1 &, 452 2,40 150,722 118,078 4,5
st North Central ) B i innesota.-- 19, 096 17, 951 17,575 , 233 , 47 25, ,
Minnesota.. & e |12, RN I 5 B 430,288 | 200 575,023 ! Towa.._.. | ) Bus| wm| sl ozl 1588 10,565
T Shee | Ga| anoee| 87107 58,058 12, 114 ; Missouri STt | ogdee | 3nms| TEL| 22 33, 143 12,650
e Nl Sosa0| 12328 S5 6| 17,087 o0 boe 10% o ‘ North Dakota. 2,2 3,602 | 2,48 92| 6109 | 4,997 1,778
Sl Tonozr ! oz | TLodo| 4z 7 o 171. 5 | South Dakota. 2,498 3,871 2,680 1,317 6,996 1,8
Jori )l Wete | oo eim| Toes| T o 5ap Nebraska. . 20| mes| soe| g7y LI 13 814 3961
345'629 || 150,532 801 el ofoaa| m1| o ] Kansas.-.- oNe| iem| nze| BB W86 I8 534 6,030
! 4 g y Uzt ) (21 )y .
260,044 || 170,089 | 15,035 | 24,088 | 44766 | 44,505 7588 South Atlaniir.. ona5 | 2| 1702|342 1,509 | 251,220 7,700
5 elaware... T'gsz| 1,600 281 5 2, 3, 71
4,578,782 ||1,426,249 | 15530 | 280,05 98,180 | a5 15| 610,400 5 Maryland . S92l pBe| men| saoi| amem) e 53R
Maryland - oo |l Todrt| soed| as7es| van7El| s 01 -85 District of Colum S22l Timol| mweno| 20| 13w HLOE 2,286
District of Columbia 180,587 " 568 1395 | S3a7e | 19,210 5 o 82,330 Virginia..- - il | aen| 4om) BmIF) 5B 4pd 8,717
Virginis....- 0B8N oi0886 | 24,055 | 47| 15772) 58, o 36,778  West Virgi %510 | 40| gos8| 248 16270 9,704 5,072
West Virginia. 0N 2PN | 1| wam| rmam| s o &% North Oarolina... Dol 2mo| ow3w| a7E| B2 2 64| 11,08
A0 aaam | Toeri| 45460 | om0 | 37418 a0, 970 South Carolina, 5,98 5 1398 | 2074 | 12,64} 1440 3,895
Bl 067 | raws| 22| 1070s| 17 a0 . - Georgla... S| apos0| 2goor| 43s2) mas) 280 5, 334
ol |l Smese| wom | anlz| ugdor | 46,63 98,110 Florida... 90| 1leee| azeu| 8563| 1,506 2508 7,273
ot 484, 811 112,213 2, 668 43,165 66,513 41, 597 100, 805 _ 39,6‘12 67,573 12,028 7§’ggg ge’g% 2;’%87
ast South Ceniral__. 2,662, 12, 56 16, 341 4,060 21, 78 1 , 800
Kentucky... 62,419 |[1,270,83 | 106,408 1000 L R B Lot| S| zen| adom| Bawl e
Tennesseo- roasis il Spo.gas | 1482 | 42312 | 128981 0o 78,08 8, 1012| 20666 17812 16,988 7,081
Alabama_ T8 Nvhio| soook| smirs| ier| 20| 68 oft som | 1071 | LT IBI04 5 4928
|SS1] - o
Weats fssipp S53 970 || 56,230 | 187 | 25,087 | -b4,98¢| 10,828 46,107 71,350 109,652 24,;38 %zgg ug,ggg 32, gg
est Sonth Central ... 279, 36 , 7,03 10, 356 , 393 g , ;
Arkansas_ ... 8,200,208 | L2205 | 1508 17,88 | 71,008 | 24U | SR GES ) W | L | 2moes) O\ BT
TLouisiana- 557,001 || 287,081 | - 14,474 Lol Pikl o §3'1°8 13,360 | 15,842 4523 | 24871 | 20,28 7,850
Qilaboms.. B0 || Simeon | azone| 26617| s854 f6,20) 9% 159800 arsl| 1318 | oz | 6s,002| 18,580
EX8S- o von e ' 4 4 '+ . » 3 014 B
“ 1,675,496 601, 500 59,668 | 109,390 | 184,615 126, 305 287,164 26,735 29,223 9, 6655{ 4§’ (7;8 50, 37‘1; 1§‘ (;81
ountain.__ 1,014, 36, 3 3,375 1,11 9 3 6
ms | s pon| ol we wm) R bl il om) Gm) og) 'h
; T T o8| o) 1550 LOR1 G0si| o) 1sms| 140 H4
y 00T 2% | 17uss| soeiz| 2osed %104 2,803 | 3,344 83l | 5,887 , 1,801
3 2 703 550 O o 5’333 48, 440 3000 | 4,860 1,342 | 6101 5, 706 1,483
, 2o STel sl o] 1048 16,980 38| g2s| Ll 60y 5080 1,660
I 58451 | 10,018 Tl Shis| 1 a3 2 s 1,350 92 1817 | 1,807 900
i** ! 6185 | 6212| 3,08] 1764|4907 6118 sz,057 | 112,182 | 55,1081 135,98 187,377 0,707
i 1264 | 14434| 4316 231 6 , 848
. as422| SHOE| A B8 | s4,010 ) 2 526,019 S362| s 7L| 1308 s 4188
! 0411 | 2,002 | 20,4 74,184 | 27,687 o1 208 oozt | 85,914 | 48,061 | 100,083 | 124547 20,878
i oug 277 | ef7sa| 149,063 | 840,807 | 173,278 393, 705
e
P 18 776554—49——8 19




Example 8. Multipage broad table with continuous stub.
pages face, letterpress practice omits box on lower page if
page because of difficulty of maintaining typing line-up

book is in upright position.)

Figure 8, —~THE BROAD TABLE

[Titles, headnotes, and footnotes omitted]

(Need not start on left-hand
identical wtih box on upper
of columns on the two pages

Page; need not appear on facing pages. Where
page. Offset practice usuall

y repeats box on every
. Moust be

placed on page so title is at left when

Avergge Number employed on 15th day of month or nearest representative day

number

Industry employed .
during )z vary | Bebruary| March April | May | June | July | August | SePtem-| gopop.. | Novem- | Decem.
year " T ber ber

Abrasive wheels, stones, paper, cloth and related

products. _. . 7,734 7,027 7,131 | 7,171 7,300 | 7,201 [ 7,287 | 2,336 7,405 7,881 8, 610 9,177 9,186
Agricultural machinery (exeept tractors).. ... 27, 806 27, 900 29,743 | 30,142 | 30, 480 | 29, 924 28,344 | 25,653 25,719 26,033 26, 667 25,748 27,314
ﬁcraft and gartsﬁ inelu angd aircﬁﬂ: el;gin\iff. ....... 48, 638 34,433 86, 512 | 38,188 41,101 | 44, 567 | 48,057 49,832 81, 535 52, 946 56, 289 62, 601 67, 589
oying; and rolling and drawing of nonferrous
metals, except aluminum 38,816 35,418 35,503 | 35,617 | 35,452 35,543 | 35,687 | 35,812 386, 803 40,028 45,103 47, 449 47,378
Aluminum produets (including rolling and drawing - )
and extruding), not elsewhere classified___________ 17,249 14,076 14,609 | 15,620 16,031 | 16,320 | 16,390 | 16,798 17,204 17,366 19, 269 21,239 21, 968
Aluminum ware, kitchen, hospital, and household
except electrical appliances 6,297 6,063 6,104 | 6,374 6,485 | 6,382 | 6,301 6,213 6,313 6,214 8,163 6,305 6, 550

Ammunition 4,264 3,679 3,862 | 3,900 | 3,060 | 3,024 | 3,962 | 4 061 4,236 4,252 5,090 5,381 4,844

Artificial leather and oflcloth 3, ggt; 3, ggg 3, 2(5]2 3, gogg 3, ggg 3, ;73 3, 264 3, ggé 4, ggg 4, ;Eg 4, 2;7(’.)' 4, Eg 4, gg

Artists’ materials ES 6 63 .

Asbestos products (except steam packing and pipe .

and boiler coverage) 9,979 9,234 9,371 1 9,397 | 9,743| 9,538 9,817| 9,700 9,052 | 10,208 | 10,891 | 10,937 10, 875
Automobils stanlixpings_- e 8, 697 8,093 8,358 | 8,375 8,094'| 7,582 7,495 7,372 7,727 8,860 9,922 10,076 10, 312
Automobile trailers (for ent to passenger

ears) . _ ¢ R - 1,426 923 945 | 1,125 1,398 | 1,583 1,639 | 1,700 1, 575 1,474 1,518 1,589 1,643
Automotive electrical equipment_____ - " " 7" 17,495 1,217 17,110 | 16,738 | 16,768 | 16, 753 16,526 | 16,041 16, 787 18,082 19,210 18,306 20, 437
Baking powder, yeast, and other leavening com- _

ponndg ¥ ’ € ——- 2,334 2,302 2,362 | 2,337 | 2,306 2,333 1 2,334 2,366 2,345 2,333 2,333 2,329 2,834

Baskets for fruits and vegetables. ..__.________ - 8,048 5,737 6,505 | 7,431 | 7,817 , 786 { 9,003 ), 693 9, 591 9, 951 9,160 6, 615 6, 291

Batteries, storage and primary (dry and wet). ... .. 15,0341 13,657 | 13,726 | 14,259 | 13,690 | 13,616 | 13,818 | 14,308 15,504 | 16,423 | 17,827 | 17359 16, 207

Batting, padding, and wadding; upholstery filling__| 4, 505 4,425 4,476 | 4,377 | 4,232 | 4, 4,077 | 3,833 4,033 4,783 5,308 5,160 , 278

Beauty-shop and barber-shop equipment___.._..7 | L §§§ 1, ggg 1, Zgg 1, 2??, 2, {2‘,‘; 2,071 | 2, a2 1, g?g 1, ng 1, ggg % igg 1, g;; i gég

Beehi ki ¥ .- ,434 ,

nggls‘;eggg, D 10,410 6,710 3,636 | 3,631 | 4,022 | 4,368 | 4,541 | 5136 8004 | 10,040 | 27,541 | 97195 19,092

Belts (apparel) regardless of material ___.____ T .~ « 4,222 3,858 4,281 | 4,351 | 4,280 | 4,091 | 4,008 | 3,889 4, 555 4, 544 4, 547 ) 252 3,999

Biscuit, crackers, and pretzels......._______________| 29,173 28, 551 29,407 | 29,519 | 28,847 | 29,075 | 29,261 | 28,803 28,716 29, 907 29, 935 29, 440 23, 907
Blast-mrna,ce products. § s 3 19, 537 17,472 17,609 | 17,863 | 17,614 | 16,478 | 17,735 | 18,142 18,635 1+ 20,880 24,007 24,099 23, 907
Blended and d flour made from purchased.

]1(1’())111-\? e Propared flo ° oy . 706 650 676 673 878 674 696 710 694 762 753 744 758
Blowers; exhaust and ventilating fans 3,885 3, 3%2 3, 4222’ 3, 5:;? 3, 7?2 4, Oég 4, 12% 4, lgg 4, Ogg 4, Ogg 4, Oég 4, 0;% 4, Ogg
Bluing. .. . - 56 . .

Boat ‘guilding and boat re; airing.._..a_ ...... ey 2,630 2,449 2,621 | 2,090 | 3,090 | 3,396 | 3,403 | 2,965 2,444 2,117 2,214 2,316 2,450
Bolts, nuts, washers, and rivets—made in _plants

not operated in connection with rolling mifls.____. 14,331 13,417 13,500 | 13,557 | 13,326 | 13,212 | 13,307 | 13,477 14,027 14, 669 16,177 16, 540 18, 758
Bone black, carbon black, and lampblack.. . 1,574 1,437 1,601 f 1,573 | 1,579 | 1,514 { 1,509 1, 562 1, 554 1,819 1, 551 1, 660 1,684
Bookbinding and related industries.__ - 25, 690 25, 704 25,533 | 25,725 | 25,460 | 25,222 | 24,662 24,997 25,393 26, 202 26, 221 26, 356 28, 791
Books: Printing without publishing, 18, 547 17,937 15,818 | 16,082 | 16,096 | 16,775 | 15,936 17, 230 17, 244 15,958 15, 541 5, B57 17,086
Books: Publishing and printing. .__ 6, 091 5,970 6,024 | 6,060 | 6,108 | 6,125 | 6,067 6,085 6,217 6,198 6,132 6, 084 6,022
Books: Publishing without printing__ 135 133 134 136 13: 133 136 133 133 134 135 138 }38
Boot and shoe cutbstock and gndiugs ....... 5 I.s""t - 18,845 19,317 20,171 | 19,906 [ 19,008 | 17,701 | 18,072 | 18,802 18,832 18, 629 18,854 18,059 18, 600

d and other bake: roducts (except biseuit, .
Bf;:cke?s, ﬁtfnd L!;retzel;)y._? ......... ¢ P - 196,123 | 195, 585 {197, 269 |198, 820 201, 396 |202, 764 {203,880 | 204,041 | 203,858 204,121 | 205,074 204, 469
Brick and hollow structural tile 23,457 21, 687 777 | 28,514 | 31,147 | 33,072 | 32,798 33,024 32,387 31, 608 9, 971 27,387
o ph AR e RO MM em)im) Em) pm) gm) ) i
, 056 7,217 3 , 46, ) 45 f 3 s 3 s
gi‘:ﬁfﬁi' 13, 083 10,821 | 10,813 | 10, a;is 9,677 | 10, %5, 10,459 { 11, %g 11, géa 11, ggg 1% (% li, ggé
Candles. oo 785 78 767 76 24 B ) )
Ggﬁd;saud other com’ectiopery product; o 4%, %g& 48, ZI;I 4?, :5322 4?, g%g 4?, gé% 4%, g‘ég 40, 653 43, g;’é 5;, ;g; 59,238 iﬁ, gég ?8, (ég%
8§§§§§§?§§§?33 refinerios | 13 18531 | 12939 | 13610 | 15,502 | 13 vas | 13 688 15,315 | 15132 13,368 | 14818 | 14134 13, 524

' dried fruits and vegetables (includi ‘
ngggda;)(}lps? ?‘_! fruits an, ve? o (ncluding 08,022 44,056 43,309 | 47,117 | 57,133 | 58,836 | 85, 138 |134, 857 218,350 | 230,497 | 134,414 70, 820 51,728
Canned fish, crustacea, and mollusks__ 16,735 11,706 11,6864 | 12,012 } 11,288 | 12,910 | 13,537 | 12,530 20, 411 22,842 , 620 20, 384 16, 924
Canvas products (except bags)_.___ 3,869 3,026 3,238 | 3,259 ) 3,850 | 5115 5356 4,493 3,741 3,399 38,695 3,638 3,604
Carbon paper and inked ribbons. ol i 1,741 1,608 6,703 | 1,728 | 1,733 1,733 ,720 ¢ 1,705 1,708 1,723 1,763 1,838 1,843
QOarbon produets for the electrical ustry, ant

manufact; of carbon or artificial hite - 3,189 3,008 3,018 1 3,004 2,997 | 2,979 | 3,031 3,011 3,106 3,081 3, 500 3,759 3,774
Cau'pel:usf agfﬂpﬁsgs, WoOol.._ oo L g_lf 1_) ...... --| 25,500 24,711 25,342 ) 26,018 | 25,801 | 24,713 | 24,284 | 24,130 |- 24 768 25,469 26, 851 27, 588 27,404
Carpets, rugg, and mats 1gnaﬁle fro;él;l suclétmaterials .

jui 2x, sisal, cotton, cocoa

ﬁfﬁﬁdﬂggréfrﬁ%} i S - 3187|2082 3148 3953 | 3,149 | 9,087 2,862 2,798 | 2,915| 3,98 s,4m:| 348 3,490

Oarpet yarn, woolen and worsted___ - 3,137 3,206 3,540 | 3,050 | 3,010 | 2,859 | 2,931 | 2,987 2,973 3,167 3,304 3,508 3,223

d i t—railroad, street, and |
Cigil(;tmc:l%_f?}n P ! 24, 523 21,361 24,131 | 24,230 | 24,387 23,956 | 23,062 | 21, 235 21, 556 22,744 28, 012 29, 874 31,926
Cars and trucks, ind_ustria] ..... oy A.],.J._. 2,732 2,443 3 2,586 | 2,673 | 2,616 | 2,635 2701 2,787 2,761 A 3,114 3,179
O g coffins, burial coses, and other 12,4471 12,504 | 12,650 | 12,640 | 12,482 | 12,470 | 12,410 | 12,096 | 12,249 | 12,315 | 12,308 | 19,597 | 12,614
Cast-iron pipe and fittings 16, 488 15, 538 15,743 | 15,871 [ 15,918 | 16,150 | 18,277 16, 818 17,022 16, 942 17, 280 17,158 17,132
ent___.___._ 23,801 18,441 19,504 | 21,743 | 23,872 | 23,982 | 25, 744 26,170 26, 134 25, 629 25, 943 25, 237 23,737
Qs proparations. s | gin L7 | 40| Taw| phn| cim| ool paml Ll Tsm) Cges| g
....... 5, 009 4,436 3 . , 5, ¢ 3 3 , .,

Y9 Chemieals not cisewiia 60,268 | 67,002 | 57,538 | 57,557 | 57,330 | 57,675 | 57,844 | 53107 | 59, 209 61, 998 5,265 | 66,887 66, 813
Chewing gam — 2,627 2, 446 , 51, , 597 1 2,822( 2,704 ! 2,712 2,656 2,749 7 2,671 2,632 2,483
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suc. 2-B . STRUCTURAL TYPES FIG. 2

Fic. 9 THE FORMAL TABLE: STRUCTURE sEc. 2-B
Freure 9.—THE PArALLEL TABLE
{Titles, headnotes, and footnotes omitted]

Hrample 9-A. Normal type, with tracer numbers; stub omitted from right-hand page. (Paralle] tables should always appeat in pairs of facing pages, starting on
a left-hand page and ending on a right-hand page. Title and headnote center ; across each pair of facing pages and each line of table must be Iined up across
both pages. Compare with multipage narrow table which repeats stub at left of § right-hand page, and repeats title and headnote on each page.)

All contractors Building contractors ! Highway contractors Hoavy contractors Special trade contractors
i -
Total Resident Nonresident Resident Nonresident Resident Nonresident Resident Nonresident Resident Nonresident
Division and State N N v Num- | Value || 30 Value | 3 val " ;um Num: Num Num Num Num
um- um- | Value | Num- | Value || Num-| Value | Num-| Vaiue 4 " ime | ya) - | v - |y, - | Valu :
b or| Value 1 3e'or| "of | berof| of |\ berof| of ~|berof| of ber of oiY Eg‘gﬁk ber of | wor| Der of of%;gﬁk ber of |o¢ %dgx?k ber of o w0 | er of oy %vlgfk
elsgta}.lb- °[p‘7g;’_ﬂ‘ es_t%b» work eis‘t.%b- work e{S‘t%b‘ work exs_tz;lb- work 4 e]sé%b- per- e]si(;%!f- per- e]sjgz;]lz- Do e]séilz- pore efitsz;.]b its e]s!g%}f o
Jishe N tormed || S| roPeed | ments formed s | foPered |ments |formed kb |formed | popts | formed | ments | 07264 [ ments formed | ent | formed | meygs |formed
New England:
1) Maine..ceoooooonn 1,877 | 21,882 [| 1,694 | 15,851 | 183 | 6,081 178 | 4,227 34 | 1,680 22 1 2,142 91 1,581 7 088 17 { 1,632 | 1,487 | 8,496 1234 1,138 {1
5 New Hampshiro. | 1,332 | 17,282 || 989 | 10,441 | 343 | 6,841 | 120 3,182 68 | 1,173 13| 1,154 19 | 2,178 5 330 16 | 1,685 851 | 5775 240 | 1,804 | 2
3| Vermomb-....-.-- 923 [110, 616 730 | 6,624 | 184 | 8,001 93 | 2,412 36 | 1,300 15 649 19| 1,704 4 125 6 158 627 | 3,438 123 828 | 3
3 Niaseschasefie...| 8812 | 46,245 || 8,483 132,054 | 820 14,181 || 1,071 | 36,513 60 | 1,979 101 | 12,102 ] 1,97 86 | 13,596 31| 6,85 | 7,225 | 69,753 27| 8,480 | ¢
5 Rbode Island.....| 1,847 | 20,000 || 1,557 | 22,844 | 280 | 7,248 300 | 8,324 59 | 1,181 15| 2,356 8 357 2 994 30 | 4,212 | 1,224 | 11,170 193 | 1,496 | §
6l Comnecticut.....| & 036 | 90,182 || 5,307 | 83,610 | 639 115,572 816 | 28,405 | 118 | 4,009 : 70 | 11,166 18} 1,421 34| 3,139 66 | 2,611 | 4,477 | 40,810 47 7,441 16
Middle Atlantic: .
7| New York...... 665,932 {124, 561 (608, 657 | 5694 57,275 || 2,437 |124,496 | 118 8,374 206 | 48,016 35| 6,321 220 1108, 736 52 | 15,226 | 21,608 {827,410 | 304 | 27,8564 | 7
il New Jersoy. - _-| 9,880 |164,309 |l 0,000 (128,337 | 781 36,062 || 1,002 | 36,376 | 131 7,925 ] 109 | 14,684 221 1,905 641 9,045 72 | 15,631 | 7,924 { 68,232 | 556§ 10,601 | 8
9| Pennsylvania...- 17,814 (314,034 |{17,182 {271,768 | 638 (43,176 || 1,881 } 70,630 100 | 7,624 . 227 | 37,608 47 | 13,363 85 { 20,048 60 | 11,973 | 14,989 143,474 407 | 10,216
E. North Ceniral: . :

10|  Ohjo.. 19,815 227,447 |[12,371 |200,807 | 444 {17,640 || 1,623 | 67,1861 65 1 3,040 231 | 24,270 17} 1,838 85 | 14,270 42 | 6,082 | 10,432 [104,081 | - 320 | 6,680 }10

11| Indian: ' 746 [116,625 || 6,158 | 85,075 | 588 (31,550 || 771 | 20,874 97 | 9,903 97 | 12,131 24| 2,393 20 | 4,740 70 [ 10,254 | 5,201 | 38,330 397 | 9,070 11

12} Ilinois. 288, 406 ||12,801 |258,942 | 594 |29, 854 || 1,457 | €0,128 95 | 7,682 229 | 32,254 33| 1,029 110 | 26,347 83 | 11,413 | 11,005 (140,213 382 | 8530 12

13) Mlichiga 179,995 || 8 815 |163,065 | 385 |16,930 || 1,334 | 52,228 63 | 4,256 109 | 13,114 16| 872 64 | 12,225 46 | 5,942 | 7,808 | 85,488 241 | . 5,860 |13

14{ Wisconsin 139,140 || 6,693 |100,207 | 882 [11,033 || 816 | 25,205 58 | 3,674 4 182 | 1L777 | 22| 8% 64 | 9,800 47| 4,437 | 5,930 | 53,275 2855 | 2,027 14

W. North Central: ,
15|  Minnesota........| 6,179 | 98,102 || 5,971 | 92,636 | 208 | 5, 666 798 | 27,786 49| 823 244 | 14,678 16| 1,704 44 9,327 95 | 1,378 | 4,885 | 40,747 118 | 1,661 |15
"l 5,428 | 78,185 || 5,020 | 65,192 | 389 |12,003 575 | 21,207 53 18,365 144 | 12,532 24 | 1,072 311 6,681 481 4 4,289 | 25,772 264 | 4,332 |18
7 b ' o iw1as || 01| 22437 | 43| 1870 ; g4 | 6,749 21 | 1,760 41| 5,237 47| 6,564 | 5,564 (49,753 173 | 2,043 {17
B S ten || o5 | oo | 20| 608 26 (33,728 u| @ 1] @ 11 [41005 | 4607 2541 72| “483 |18
15| 1061 || ©05] 20434| 16 204 42 134,042 20 (¢ FR O 14| 4373|565 | 2,603 661 377 10
134 | 0254 || 211 8462 0] 286 73 | 5487 201 2,082 24’} 5,280 33| 5560 | 1,809 ) 11,863 71| 1,29 |20
424 13730 || 895 | 10,002 | 71| 5,272 ] 60| 6173 19| 2120 22| 2,52 531 2,001 | 2,870 | 11,077 | 301 | 3,445 |21
2 20 {81,996 8t ¢ 2| ¢ 24 141,107 638 | 7,395 184 | 2,114 |22
396 13’§§2 558 o ok s i’flaésﬁ 51| 52 21| 1,871 24 | 3,809 34| 3827 | 2,615 | 28867 | 518 | 8,053 123
207 20’375 || 215 [ 10,711 | 43 4,788 11| 86543 12 1,309 28 | 6040 1] o0849 | 224 | 0,31 [

25|  Virginia... 3,736 | 91,321 605 (27,148 737 | 23,551 | 118 ( 7,951 : 63| 8144 20| 2,091 45| 5 36| 7,706 | 2,286 [ 27,009 422 | 8,500 (25

% West Virginia. .| 1,731 | 84,778 || 1,421 | 24,138 | 310 |10,640 227 | 8,128 51 | 8,120 : 31| 6103 15 1,88 17 | 2,904 2 | 2,738 | 1,146 | 7,003 218 | 2,793 |26

2 North Carolinn._.| 2610 | 76,164 || 2406 | 63,357 | 204 112,807 || 612 27,273 37 | 2,952 32| 8085 |, 2B 4867 26| §120 26| 2,508 | 1,787 | 22,879 114 1 2,790 27

58|  South Carolina...| 1,050 | 85,149 840 | 21,939 | 219 |13,210 203 | 9,446 29 | 1,075 ] 20 | 5,384 25 | 5,076 4 340 20 | 4,310 613 | 6,769 136 | 1,849 |28

29 "I 9185 | se 717 || 1,024 | 46,079 | 211 ly7es [l 452171200 43 7,438 56 | 10,175 i3} 1,208 o1 | 4,025 23 943 | 1,396 | 15,650 132 | 2,149 [29

30 2602 | 62512 | 180 [ 9145 72 (25288| 3613 43| 8412 9 1,08 39| 4821 22| 2,168 | 1,768 2491 | 118] 2,640 30

E. South Central: .

31| Kentucky. | 3,080 | 55,988 || 2,740 | 42,420 | 381 113,568 404 | 15,399 43 | 3,186 ; 6L | 7,968 22 [ 2,418 12| 2,208 33 4,601 | 2,272 16,765 223 | 3,363 31

32| Tennessee. 2,571 | 52,628 || 2,358 | 42,927 213 | 9,701 302 | 16,578 39 | 1,002 , 33| 5162 21| 2,538 17} 3,189 28 | 4,080 | 1,916 | 17,908 125 | 2,082 |32

33| Alabama.. “I 1400 | 48,501 || 1,224 | 20,673 | 185 18,828 || 210 | 12,886 . 28 6,950 . 20| 4472 3L 3,649 12 220 9| 5614 | 882710312 101 | 2,018 |33

84| Mississippt-.ooav 1,815 | 40,941 {) 1,100 | 15,478 206 |25, 463 204 | 6,170 21 663 ki 231 3,500 b4 | 16,886 6 , 704 44 | 7,095 8761 4,104 87 810 (34

W. South Central: i .
I 334 | 24, ¥ 151 2,767 21| 2,086 14| 1,166 511 6,073 887 | 3,003 17| 1,718 35.
L ;lji"ﬁf %:é%; 13;832 %;Z %;228 ?ﬁ 2(5,;%28 §§ 1;3%3 ] 35| 6,356 10 | 2,216 36 | 5,828 50 | 90,487 | 1,283 | 17,060 126 | 6277 |36
37305 || 2,091 | 30,632 | 161 | 6,673 || 839 ) 11,618 31| 1,940 26 | 4,581 7 695 25 | 3,087 29 | 2,604 | 1,701 | 11,346 84| 1,344 137
109,540 || 8144 (170,138 | 286 [20,402 | 1,B40 | B5,283 | 46 7,446 118 | 40,373 8| 2,806 117 | 19,049 51| 14,673 | 6,074 | 55433 131 4,577 |38
‘ ) 31| 337 21| 2,465 10 | 1,651 16 | 1,870 591 | 5421 76 754 |39
15 7o T8 & 1% &0 h 5101 % }’ﬁi 13| 1,582 24| 1,90 6| 362 13| 1,44 514 | 3401 | 10| 681140
19439 (| 556 8121| 1026318 90| 2490 | 11| ‘281 15| 1,819 18| 3436 0] 74 6| 221 441 | 3,062 57| 300 |41
40,300 || 2,026 | 34,788 | 86 5,611 || 378 10,486 | 141 1,668 32| 7,889 4 713 171 2,421 14 | 2,367 | 1,602 ) 13,992 54| 875 |42
15031 || 501 | 10/810 | 105 | 4,221 1| 136 3024 15| 606 ; 18 | 8,649 5 460 41 457 21 | 2,827 | 343 2,7 641 438 |43
18,286 (| 864 | 14,395 813,801l 20| 587 6| 237 1 16| 3146 10 | 1,240 5 463 9 1,667 553 | 4,007 56 747 |44
18,665 || 1,095 | 16,308 53 | 2,857 198 | 5,499 8| 567 19 | 3,646 1 o1 6 830 104 1,205 872 { 6,333 34 494 |45
9, 669 218 | 6,330 | 108 3,330 56 | 1,935 12| 625 4 ® 7143106 2] 411,195 156 | 2,256 85 562 |46

Pacific: .

47)  Washington 90,678 || 3,464 | 78,336 | 173 (12,342 654 | 14,978 34 | 1,939 77| 9,926 2 ¢ 1,95 56 | 82,453 20| 5280 | 2,677 ( 0,979 99 | 8,220 (47

48 Oregon. .. e 37061 || 2020 | 32,553 | 104 | 4,508 (1 37| 9,05 | 18 ' 605 49 | 6,028 1] s 27 | 3,49 18| 2,648 | 1,576 (123,990 50| 683 48

49|  Californig. . ..moon 93 870 408, 137 | (23, 666 (307,940 | 104 |10,188 || 5,921 |134,395 14| 329 233 | 24,794 5 581 177 | 42,611 19 | 5,686 | 17,236 1196, 140 66 | 3,602 140

22 23 -




THE FORMAL TABLE: STRUCTURE sec. 2-B

Ficure 9.—THE PARALLEL
[Titles, headnotes, and
Ezample 9-B. With stub repeated on right of right-hand page. (Parallel tables

and ending on a right-hand page. Title and headnote center across each
Compare with multipage narrow table which repeats stub at left of right-hand

Number of farms Allland n farms
thousands of acres.
Division and State (tho )
1920 1925 1930 1935 1940 1920 | 1926 1930
6,448, 343 16,371,640 |6, 288, 648 |6, 812, 350 |6,095,799 [955,884 (924,319 [986, 771
156,564 | 159,489 | 124,925 158,241 135,190 | 16,991 | 15,858 14,283
48,227 50,033 39, 006 41,907 38,080 | 5,426 | 5,161 | 4,640
20, 523 21, 065 14,906 17,695 16,554 | 2,604 | 2,262 1, 960
29,076 27,7868 24, 898 27, 061 23,582 | 4,236 [ 3,926 3,896
32,001 33,454 25, 598 35,094 31,807 | 2,494 | 2,368 | 2,005
4,083 8,811 3,322 4,327 3,014 332 309 279
22,665 23,240 17,196 32,157 21,163 | 1,809 | 1,832 1,502
425,147 | 418,868 | 357,603 357,684 | 348,100 { 40,573 | 37, 491 | 35,047
193,195 | 188,754 | 159,808 177,025 | 168,238 | 20,633 19,270 | 17,980
29, 702 29, 671 25,378 29,375 35,835 ] 2.283 | 1,925 | 1, 758
202,250 | 200,443 | 172,419 191,284 | 160,027 | 17,658 | 16, 296 | 165,309
1,084,744 |1,051,572 | 966, 502 (1,083, 687 |1,006,095 {117,735 (112,752 110,891
256,695 | 244,703 | 219,208 | 255 146 | 233,783 | 28,516 | 22,219 | 21, 514
205,126 | 195,786 | 181, 570 200,835 | 184, 549 | 21,063 10,915 | 19, 689
937,181 | 225,601 | 214,497 | 231,312 | 213, 439 | 31,975 | 30,732 | 30,695
i 0. 196,447 | 192,327 | 169,372 196,517 | 187,580 { 10,083 | 18, 035 | 17,118
‘Wisconsin. . . 189,205 | 193,155 | 181,767 199,877 | 186,735 | 22,148 |-21, 851 | 21,874
West North Central.. 1,096,951 {1,111, 314 1,112,755 |1,179,856 [1,090,574 256, 973 (248,081 (285,488
Mipnesota ... 178,478 | 188,231 185,256 | 203,302 | 167,351 30,222 | 80,059 | 30,913
213,439 | 218,490 1 214,028 | 221, 986 | 213,318 , 475 | 83,281 | 34,019
263,004 | 260,473 | 255,040 | 278,454 256,100 { 34,775 | 32,642 | 83, 743
77600 | 75970 | 77,975 | 4,606 | 73,062 | 36,214 | 84,327 | 38,638
74,637 79, 537 83,157 83,303 72,454 | 34,636 | 32,018 | 36, 470
124,417 | 127,734 | 129,458 | 133, 616 | 212,062 | 42,225 | 42,025 44, 709
165,286 | 165,879 | 166,042 174,589 | 156,827 | 45,425 | 43, 729 '| 46, 976
South Atlantic ... 1,158,976 |1,108,061 |1,158,468 1,147,138 (1,019,451 | 97,775 | 88,589 | 86,363
Delaware_. - 10, 140 10, 257 9, 707 10, 381 8,994 94 90 901
Maryland - .oeo oo 47,908 49, 001 43, 203 44,412 42,110 | 4,758 | 4,433 4,374
District of Columbia- 204 139 104 89 85 6 4 3
Virginia ...~ .1 186,242 193,723 | 170,610 | 197,682 174,885 | 18,561 | 17,210 186, 729
West Virginia. | 87550 | 00,380 | 82,641 | 104,747 | 99,282 | 9,670 | 8980 | 8 802
North Carolina. -l 269,763 | 283,482 | 279,708 | 300, 067 | 278,276 | 20,022 | 18,594 | 18,055
South Carolina. - i 179,767 | 167,931 | . 165,504 137, 558 | 12,427 | 10, 63 10,393
) 240,006 | 255,698 | 250,544 | 216, 033 | 25,441 | 21,945 | 22,079
59, 217 58,666 | 72,867 62,248 | 6,04 5,865 | 5,027
East South Central._____ 1,051,600 1, 006, 052 1,062,214 |1,137,219 |1,023,349 | 78,897 | 70,607 | 72,817
270,626 | 258,524 | 246,499 | 278, 298 { 252,804 | 21,613 { 19,913 16,927
952,774 | 252,669 | 245,657 273,783 | 247,617 19,5611 | 17,901 | 18,003
956,090 | 287,631 | 267,395 | 273, 455 | 231,746 | 19,577 | 16,739 | 17, 655
579,101 | 257,228 | 312,663 | 311,683 | 201,002 | 18,197 | 16,083 | 17,332
996, 088 (1,017,305 {1,103, 134 1,137,571 | 964,370 173,449 165,013 183,908
232,804 | 221,991 | 242,334 253,013 | 216,674 | 17,457 | 15, 632 | 18,063
135,463 | 132,450 | 161,445 170,216 | 150,007 | 10,020 8,838 | 9,356
101,988 | 197,218 | 203,866 213,325 | 179,687 | 31,952 30,869 | 33, 791
436,033 | 485,646 | 495,489 | 601, 017 | 418,002 114,021 |108, 674 124, 707
Mountain, 244,109 | 233,392 | 241,314 271,392 | 233,497 [117,337 {131, 689 (157,450
Montana. 57, 677 46, 904 47,495 50, 564 41,823 |'85,071 | 32,736 44, 659
Idaho... 42106 | 40502 | 41673 | 45113 | 43,663 | 8376 | 8116 9,347
Wyoming 15,748 15, 612 16,011 17, 487 15,018 | 11,809 | 18, 663 23, 525
Colorado_. 69,934 , 020 59,956 63, 644 51,436 | 24,462 | 24,167 | 28, 876
New Mexi 29, 844 31,687 31,404 41,369 34,105 | 24,410 { 27,860 | 30,822
Arizona.__ 8,975 10, 802 14,173 18,824 18,468 | 5,802 | 11,065 10, 627
tah__ . 25, 662 25, 992 27,159 30, 696 25,411 5,050 | 5,001 5,613
Nevada._. 3,163 833 S442| 3,696 3,673 | 2357 | 4001 | 4081
Pacific.__... 234,164 | 265,587 | 261,733 | 299,567 | 276,173 | 56,153 | 54,268 | 60,520
66, 288 78, 267 70, 904 84,381 81,686 | 13,245 | 12,610 | 13,834
50, 206 55,911 55, 153 64, 826 61,829 | 13,542 | 14, 131 | 16,549
117,670 | 136,409 | 135,676 | 150, 360 | 132,658 | 20,366 | 27,517 | 30, 443

szo. 2-B

TasrE—Continued

footnotes omitted]

should always appear in pairs of facing pages,
pair of facing pages and each line of table must

STRUCTURAL TYPES ¥Ig. 9

starting on a left-hand page
be lined up across both pages.

page.)
All land in farms
Percent of total land area rep-
thousands of acres) Average acreage per farm §
. ( S ted g ag . resented by all land in farms | Diyiston
) and State
1936 1940 1920 | 1925 | 1930 | 1035 | 1940 | 1920 1925 | 1930 | 1935 | 1940
1, 054,515 |1,060,852 | 148,2 145.1 | 156.9 | 164,8 | 174,0 | 50.2 48,6 | 51,8 | 55.4 | 55.7 U.S8.
, 15,463 13,871 | 108,5 | 99,4 | 114,83 97.7 | 98,9 | 42.8 | 40.0 36,0 | 39.0 | 33.1 | N.E.
4,722 4,223 1 112.5 | 108.2 119.0 | 112.7 | 108.3 | 28.4 | 27.0 } 24.3 24.7 | 21.3 Maine.
2,118 1,809 | 126.9 | 107.4 | 13L.5 119.6 | 100.3 | 45.0 | 39.1 1 33.9 | 36.6 31.3 B
4,043 3,667 | 145.7 | 1413 | 156.5 149.4 | 155.5 | 72.6 | 67.2 | 66.7 | 69.2 61.8 Vt.
2,198 1,038} 77.91 70.8! 78.3| 62.6 60.8 | 48.5 | 46.0 | 39.0 { 42.7 | 88.3 Mass.
308 o9 | 82| 70.0| 841 7L1| 73.648.6]45.3 40.0 ] 46.1 } 32.8 R.IL
2,080 1,512 83.8{ 78.8| 87.4 | 647 71.5 1 61.6 | 59.4 | 48.7 1 67.4 | 48.2 Conn
36,455 33,639 | 95.4( 89.5| 98.0 91,7 | 96,6 | 63.4 | 58.6 | 54,8 { 67, 0523 M.A.
18,686 17,170 | 106.8 | 102.1 | 112.6 { 105. 6| 112.1 {67.7 | 63.2 | 50.0 | 61.3 | 86.0 N.Y
1,014 1,874 | 76.8 | 649 | 69.3 65.2 | 72.6 | 47.5 ] 40.0 | 36.6 | 89.8 | 38. 9 N.7T.
15,855 14,504 | 87.31 8.3} 888 82.9 | 86.3 | 61.5 | 56.8 | 53.4 | 55.3 | 80. 6 Pa,
116,957 | 113,655 | 108,5 | 107,2 114,7 | 107,9 | 113,0 | 74,9 71,7 | 70.6 | 74.4 | 725 | E.N.C.
22, 858 21,908 | 91.6 [ 90. 98,1 8.6 93.7(90.285.2| 825 87.7 1832 Ohio.
20, 519 19,801 | 102.7 | 101.7 | 108.4 102.2 | 107.3 | 1.3 | 86.3 | 85.3 | 88.9 R5. 5 Ind.
31,861 21,033 1 134,8 | 136, 142.1 | 136.9 | 145.4 | 88,1 | 8.7 | 85.6 88.3 | 88.7 1.
18, 460 18,038 | 96.9 | 93.8 | 101. 1 93.0 | 96.2'| 51.7149.0|46.5 1 60.2 49.4 Mich,
23,469 22,876 { 117.0 | 113.1 | 120.3 117.4 | 122.5 | 62.6 | 61.8 | 61.9 | 66.3 } 65.3 Wis.
278,077 | 274,423 | 234.3 | 223,2 238.6 | 231,4 | 251,6 | 78,6 | 75.9 81,9 | 83,5 | 84,0 W.N. C.
32,818 32,607 | 189.3 | 159.7 | 166. 91161.4]165.2 | 68,4 | 88.1 | 89.7 63.4 | 03.7 Minn.
34,359 34,149 | 156.8 | 156.9 | 158.3 1548 ) 160.1 | 94.1 | 93.6 | 95.6 | 96.6 96,3 Towa.
35,085 34,740 | 132.2 { 125.3 | 131.8 125.9 | 135.6 } 79.1 | 74.2 | 76.6 | 79.7 } 78.4 0.
39,118 37,036 { 466.1 [ 451.9 | 405.8 462.4 { 512.9 | 80.6 | 76.4 | 86,1 | 87.1 | 84.6 N. Dak
37,102 39,474 | 464.1 | 402.8 438.6 | 445.4 | 544.8 | 70.4 | 65.1 | 74.1 75.4 | 80.6 8. Dak.
46, 816 47,344 | 339.4 | 320.0 | 346.4 348.9 | 301.1 | 85.9 | 85.5 | 91.0 | 94.8 | 96.5 Nebr.
48,010 48,174 | 274.8 | 263.6 | 282.9 975.0 | 308.2 | 86.8 | 83.6 | 89.8 | 9L.7 | OL.7 Kans.
95, 987 92,565 | 84,4 79,8 | 816 83.7| 90.8 |56.8 514|502 55.7 | 53.9 | S. A,
921 g06 | 931 sn.7| 928 87| 99 617511 71.517.,6]73.3|7.7 Del.
4,384 4,108 | 99.3| 90.56 | 10L3 o8 7] 99.7 | 74.8]60.7 (68.8)68.966.3 Md,
3 2| 2781 27.4] 20.5{ 3L5| 36.0 14.8] 9.6 77| 7.1 6.0 D.C.
17,646 16,445 | 99.7| 88.8 | 08 1| 89.8| 94.0172.066.8(64.0[.68.5 04.4 Va,
9,424 8,900 | 109.6 | 99.4 106.5 | 90.0 | 89.7 | 62.2 | 68.4)567.3 61.3 | §7.8 W, Va.
19, 036 18,845 | 74.2| 65.6 84.5 | 66.2 | 67.7]64.2150.6 57.9 | 63.9 | §9.9 .0,
12,330 11,239 | 64.5] 61.6| 66.81 745 81.7 163:7 { 54.5| 53.3 { 63.2 | 7.4 8.0,
25,207 23:684 | 81.g| 831 86.4]10L 0|.100.6 | 67.7 | 58.4 | 68.7 | 67.3 | €8.2 3
6,048 8,338 | 112.0 | 99.0] 85.2 83.0 | 133.9 | 17.2 | 16.7 | 14.83 | 17.2 4.0 Fla.
79,101 77,086 | 75.0| 70.2| 68,6 69.6 { 75.3 | 68.7 { 61,5 | 63,4 68,9 | 66,7 | E.S.C
20, 699 20,204 | 78.9| 77.01 80.8 va4| 802 | 8401 77.4177.5180.5] 7.1 Xy.
19,086 18,403 | 77.2| 7.8 73.3 60.7] 7.7 |73.1]67.1|867.5]|7.5;68.9 Tenn,
19, 661 19,143 | 76.4| 70.4] 68.2] 7.9 82.6 | 59.7 ] 51.0 | 63.5 | 59.9 | 88.6 Ala.
19, 655 19,156 | 66.9 | 62.4 ] 655.4 63.1| 65.8)61.3 ] 541 58.4)66.2 63.1 IMiss.
201,118 [ 200,527 | 1741 | 162.2 166,7 | 176.8 | 207,9 | 63,1 | €0.0 66.9 | 73,1727 | W.S.C.
17, 742 18,045 | 75.0 | 70.4 e6.2 | 70.1| 83.3 | 5L.9(46.5/| 47.8 52.8 1 63.3 Ark,
10, 444 0,006 | 74.0| 66.7( 7.9 6L 4] 66.6|34.6]30.4(322]359]|3486 By
35,335 34,803 | 166.4 | 156.5 | 165.8 165.6 | 193.7 | 71.9 | 69.5 | 76.1 | 79.6 78.6 Okla,
135,507 | 187,683 | 261.5 | 235.8 951.7 | 274.6 | 320.4 | 67.9 | 65.3 | 74.3 81.9 | 8.6 Tex.
173,881 | 191,901 | 480,7 | 564.2 | 652, 5| 6407 | 821.9 | 21.3 | 24,0 | 28, 6| 3161350 Mt
47,512 46,462 | 608.1 | 697.9 [ 940, 3 | 930.6 [1,110.7 | 87.5 | 35.0 | 47.8 50.8 | 49.6 Mont.
9, 952 10,208 | 198.9 | 196.9 | 224.3 290.6 | 285.8 | 15.7 | 15,2 | 17.6 | 18.7 19.4 Idaho.
23,162 28,026 | 749.9 [1,208.2 1,469.3 |1,610:4 |1,866.2 ) 18.9 29.0 | 37.7 | 46.1 | 44.9 ‘Wyo.
29,978 81,527 | 408.1 | 416.5 | 481. 471.0 | 612.9 | 38.9 | 36.4 | 43.5 | 46.2 47.4 Colo.
34,397 38,860 | 817.9 | 878.9 | 981.5 | 83L. 51(1,189.41 31,11 355 39.3 | 43.9 | 60.0 N, Mex.
14,019 25,651 { 581.7 (1,024.4 | 742.7 { T44.7 1,388.0 f 8.0 16.2 | 14.5 19.2 | 35.3 Ariz.
6,239 7,302 | 196.8 | 192.4 | 206, . 9874 | 0.6 9.5 ]10.7(1L9]13.9 Utah.
38,622 3,785 | 745.2 |1,053.5 |1,185.8 979.9 [1,009.4| 3.4 6.8 | & 8| 52| 64 Nev.
62,476 63,694 | 239.8 | 204.3 | 231.2 | 208,6 230.6 | 27.6 | 26,7 | 20,7 | 30,7 | 8L.1 Pac.
14, 680 15,182 | 199.8 | 172.1 { 190.0 174.0 | 185.9 | 3L.0 | 20.5 (31.6 | 34.3 35.4 Wash,
17,358 17,988 | 269.7 | 252.7 | 800.1 | 267.8 200.0 | 221 | 23.1 | 27.0 | 28.4 | 20.2 Oreg.
, 438 30,5624 | 249.6 | 2017 | 224.4 3 230.1 ] 20.5 | 27.6 | 80.6 | 30.6 | 80.4 Calif.
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A “parallel table” occupying an odd number of pages is a contradiction
in terms. Usually, it represents a divide table incorrectly handled or
is composite in form.

214, Narrow table as the norm.—The narrow table represents the
normal case from which all other types are derived. It is not only the

understood. When defining all other types, the narrow table is
assumed as the point of departure.

In general, the deviations represented by the other types are deter-
mined by space requirements. Thus, if the number of columns (in an
assumed normal table) is too few for the page width, the table may
become a half-measure, doubled; third-measure, tripled; ete. If the
number of columns is too great for the page width, the table may be-
come a narrow-divide, broad, or even parallel table, depending upon
other factors in construction and upon the size of the page.

SPECIFIC TYPE OF TABLES DEFINED (215-226)

215. Fractional-measure tables.—A form used’ when the table is

not wide enough to be spread across the page and is narrow enough to

U

double up (or triple up, etc.) both the stub and the columns. (See

fig. 4, examples 4-A to 4-D.) The half measure, doubled, is the

typical case.

8. The half-measure, doubled, is set or typed half the width of the type page and
doubled up with a parallel vertical rule between the two sections. Similarly, the
third-measure, iripled, is set one-third page width and tripled up; the fourth-
measure, quadrupled, is set one-fourth page width and quadrupled up, ete.

b. Both box and stub must be doubled up to fall into this group. If the stub
is not included in the doubling up, the result is a form of narrow table; it is not a

fractional-measure table.
¢. The stub may be continucus or in repeated blocks. (See examples 4-A and

4-B, respectively.) If the stub is in repeated blocks, one or more blocks may
appear in each. table section.

216. Narrow table.—The “normal” or “upright” table, the most
common and desirable type. It permits many variations in construc—
tion. (See fig. 5, examples 5-A to 5-H.)

a. It is called “‘narrow’” or “narrow-measure’’ because printing runs across the
narrow dimension of paper. It contrasts with the “broad” or “broad-mea.sure”
table in which printing runs the broad or long way of the page.

b. It is set or typed full width of type page.

c. It has a single stub appearing at left and applying across entire table, and a
single boxhead (simple or compound) at top of table applying down full depth of
table or table page.

d. The narrow table with field spanners should not be confused with the narrow-
divide table. (See example 5-E.) In a narrow-divide, the entire boxhead ap-
pears for each deck. (See fig. 6, examples 6~A and 6-B.)
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217. Narrow-divide table.—This form is used typically when the
number of columns is found to be too great for the width of the page
but the stub is shallow, thus permitting the box and stub to be re-
peated below on the same page in the form of one or more additional
“decks.” (See fig. 6, examples 6-A and 6-B.)

a. The table is broken about halfway across figure columns and the remaining
columns ‘are brought under the first “‘deck” with both stub and box repeated.

The same process can be continued to create three or more decks.
b. The repetition of box for each deck includes the entire box, not merely that

portion which differs from the box of the upper deck. Otherwise the table becomes
a narrow table with field spanners. (See fig. 5, example 5-E.)

¢. For each deck the parallel rule is repeated at the top of the box, and the
single rule below the box extends through the stub as at the top of the table.

d. The repetition of the stub includes the wording of the stub box.

e. In divide tables, the spanner at the top of the table applies only to the upper
deck. It hasnomore influence on the lower decks than any portion of the boxhead
above one group of columns has on any adjoining group of columns which it dees
not cover. Contrast this with a narrow table with field spanners (fig. 5, example
5-E) where the column heads at the top of the table apply all the way to the
bottom of the table, with the field spanners providing additional qualifications
for the affected blocks.

218. Multipage narrow table with continuous boxhead.—This is
not a formal structural type but it warrants special attention to avoid
confusion with the parallel table which it resembles. The common
form is the narrow table with a continuous boxhead (two or more pages
required to complete the boxhead classification) and a 1-page stub
repeated on each continued page. (See fig. 7.) Basically, it is a
“divide’” table with each individual page constituting a deck. Dis-
tinctions between this form and the parallel table are as follows:

" a. Paging.—It may comprise an even or odd number of pages; need not appear
on facing pages; may start on either a right-hand or left-hand page.. The parallel
table must comprise an even number of pages; must appear on. facing pages;
must start on a left-hand and end on a right-hand page.

b. Table title.—The title is repeated separately on each page, followed by
““—Continued” on continued pages. In a parallel table, the title and headnote
run across, and are centered upon, each pair of facing pages; the title is followed
by ‘“—Continued” on continued pairs of pages.

c. Stub.—The stub is repeated on each page, always appearing in its normal
position at the left of the field. In a parallel {able, the stub normally appears on
the left-hand page only; tracer numbers appear at the left of the even-numbered
(left-hand) pages and at the right of the odd-numbered (right-hand) pages. In
& parallel table with repeated stub (a special form) the stub on the odd-numbered

(right-hand) page is always at the right of the field, never at the left.
d. Specific ruie.—If the stub is placed at the left of the right-hand page, the

table is not a parallel table, and the title should not be centered across the facing

pages.
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219. Broad table.—This form is used when the table is too wide for
the normal width of the page, cannot be run as a narrow-divide,
and is not wide enough to make & parallel table necessary. (See fig..8.)
The broad table should be avoided where possible since the publication
must be rotated to read it.

a. It is set or typed the long or broad way of the page.
~ b. Its width is less than normal page depth because the page folio line retaing
its normal position (thereby running at right angles to the table) and must be

allowed for. )
¢, It is invariably placed so it can be read after the book is rotated 90 degrees

clockwise. 'That is, regardless of whether it falls on the left-hand or right-hand

page, the top of the table is always at the left when the book is in the normal’

upright position. The reason for this becomes apparent where a broad table

continues over several pages. Specifically —
If the top of the table is placed at the left (as it should be) , the upper and lower

: pages (facing pages) may be read in proper sequence from top to bottom. For
example, if the facing pages are pages 16 and 17, the rotation clockwise will place
page 16 (the left-hand page) on the top and page 17 (the right-hand page) on

the bottom.
If the top of the table is placed at the right, it will be found that the bottom

page must be read before the top page if the statistics are to be read in proper
order. That is, after the necessary rotation counterclockwise, page 16 will be on
the bottom and page 17 on the top, an unnatural arrangement for sequential
reading.

220. Broad-divide table.—Generally, this form is undesirable. The
figure columns are broken the same way as for a narrow-divide table,
but the table runs the broad way of the page. (Not illustrated—
rarely used.) T o

221. Parallel table:? Normal ease.—~This form is used where the
table is so wide that it spreads across two pages with no room for
repeating the stub on the second page. It should be avoided where
possible. It is hard to read and the requirement that it appear on
facing pages complicates make-up and table sequence (fig. 9, examples
9-A and 9-B). The following statements refer to the normal case of
the parallel table. (See example 9-A.)

a. It is printed on facing pages with each pair of facing pagesv considered &

single unit; must begin on a left-hand page.
b. The title and headnote run across the two facing pages.

2 Parallelis a term which, in printing, refers to the treatment given any pair of facing tabular pages whereby
a stub appears on the left-hand page, but is omitted on the right-hand page. Tracer numbers are run on
the outside of both left and right pages to aid the user to keep his place while reading across. However, in
the fleld of fabular presentation this térm is descriptive of s table which consists solely of facing pages run in
parallel. Accordingly, in this manual, the term parallel teble is limited to tables set entirely in parallel;

that i3, in pairs of facing pages. (See par. 225.) :

sec. 2-B STRUCTURAL TYPES PAR. 221

¢. The figure columns are broken at a convenient, logical, or physically practi-
cable point. The columns to the right of the division.are printed on the right-
hand or odd-numbered page.

d. The stub appears only at the left edge of the left-hand (even-numbered)
page. Tracer numbers are assigned to each entry line if the stub is not repeated
on the facing page. The tracer numbers appear at the left of the stub on the
even page and on the right-hand side of the odd or facing page (example 9—A),

e. Note: If the stub is repeated in the normal position at the left side of the odd
or facing page, the table is a multipage narrow table (ig. 7). It is not a parallel
table and the title and headnote should not be run across the two facing pages.

222, Parallel table: Special type.—In a special type of parallel
table, the stub is repeated at the right-hand side of the right-hand
(facing or odd-numbered) page (fig. 9, example 9-B.). In this case,
tracer numbers are not used. »

This form (with repeated stub placed at the right) should be used
sparingly. Its justification rests upon the importance of horizontal
continuity across the page break, not upon space demands. Ob-
viously, if the stub appears at all, there is as much room for it on the

right as on the left.
rative that the specific columns on either

a. It is most 5ustiﬁed where it is imperative that the byvuiu
side of the space break be interpreted as a coordinated unit.

b. It is rarely justified where the columns separated by the page break are .
components of a simple coordinate series. Here, the additional separation caused
by insertion of the repeated stub in normal position on the facing page is probably
less harmful than the necessity of tracing the line back from & stub appearing at
the right-hand edge of the page.

¢, It is least justified where the data presented on each page copstitute inde-
pendent, though related, presentations, such as a page of data for white families
facing a page of data for Negro families.

This injunction is not intended to discourage presentation of eorresponding
figures for related universes on facing pages. In itself; this is a sound practice.
However, this objective may be accomplished by placing the stub on both pages
in its proper position and providing a continued title on the right-hand page.

In the example cited above (white families and Negro families), confusion may
arise if the data for white and Negro families require two pages for each race
group. Here, the parallel presentation will require an examination of alternate
pages to obtain white data and alternate pages to obtain Negro data. In effect
this means that alternate pages of two distinct tables have been interleaved.

223. Parallel-divide table.—This form is the same in principle as
the narrow-divide but the decks run all the way across the two facing
pages, Tracer numbers are used as in parallel tables. (Not illus-
trated—rarely used.)

224. Tables without stubs.—This is a special form used largely for
one-dimension listings; that is, listings intended to be read vertically
only, not horizontally. Such tables, usually confined to text, may
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run full width of the text column; or they may run full width of the
page, across both columns. However, if the table has only a few
columns, it may be run indented on both sides, thus: :

Tasre A—Houss Numsrrs on Oax STREET

East side | West side

5101 5102
5103 5104
5105 5108
5109 5108
5113 5110
5115 5112
5117 6114
5119 5122
5121 5124
5123 5128

225. Composite forms.—This group comprises tables which include
features of several of the standard types as outlined above. Thus, a
ta%)le with three decks may start out as a narrow-divide and end as a
third-measure, tripled. Again, a 3-page table may begin as a narrow
Fable (first page) and have the next two pages (facing éach other) set
in parallel. Just as the first example is not a narrow-divide table, as
such; neither is the second a parallel table, in the sense that the term
is used here. Both tables are composite. :

In general, composite forms are undesirable because of the need for
the user to find his way through a shifting pattern. In practice, they
sometimes are necessary, particularly in mass-production work where
the possibilities for space-saving (an important factor in printing costs)
must at times outweigh the reading problems of the user.

226. Tables in rules.—In general, tables should not be enclosed in
rules; that is, vertical side rules should not be added.? The practice
of enclosing an entire table in a box (including title, headnote, and
footnotes) also should be avoided. ' : ’

8 A possible exception is the use of vertical side rules to set off tables without stubs. (For example, se8

GPO Style Mam"ml, D. 133.) Apparently, the”purpos'e of the vertical side rules i3 to warn the reader that
the first columu is nof & stub column. The' style of the Bureau of the Census does not include use of side

rules in such instances, :
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Chapter 3
THE TABLE TITLE (301-374)
Sec. 3-A. General (301-309)

301. Definition.—The table title, placed at the top of the table, is a
brief statement of the nature, classification, and time reference of the
information presented, and the political division, geographic area, or
physical plant to which the statistics refer. These points are some-
times referred to as the “What,”” “How classified,” ‘“Where,”” and
“When” of the table. ,

302. Function.—The title’s: function is twofold. It provides a
catalog of table content and serves as a purpose indicator and reference
guide, The wording and arrangement of the component parts of the
title depend upon the comparative significance of these two factors in
the given presentation. »

303. Component parts or ‘‘title segments.”—Iach title should
indicate, specifically or by implication, four basic characteristics of
the tabular data. (See below.) The statements on these points, and
other points peculiar to the given table, are joined together by appro-
priate connectives and punctuation to form the title as a whole.
These component parts may be conveniently referred to as ‘“title

segments.”

a. Universe segment.—Specifies the nature and limits of the group or sub-
group covered by the table. (See sec. 3-C.) Examples: Wrire EmpLoyED
Workers; GENERAL REVENUE; IMPORTS OF MERCHANDISE; DOMESTIC ANIMALS
oN Farms; MareriaLs CoNsUMED; INDEPENDENT STORES; ete.

b. Classification segment.—Specifies how the universe data are classified and
cross-classified. (See sec. 3-D.) Ezamples: BY Aee aND Sux; BY SOURCE; BY
Commonrry Grours aND Amtrcrms; BY Kinp aND AeE Grours; BY KInp,
QuanTiTY, AND Co8T; BY S1zE OF STORE; ete.

c. Area or space segment.—Specifies the political division or subdivision,
geographic area, or physical plant to which the data refer. (See sec. 3-E.),. Ea-
amples: ¥or THE STATB; FOR CIrrims oF 500,000 or Morgm; FOR THE UNITE

Srares; ete. -

Nore.—Throughout this manual, examples of titles appear in caps and small caps, the style of the Bureau

of the Oensus appropriate for document-size pages. For di of capitalization, indent, and type
size for table titles, as such, see paragraphs 308 and 309, In general, titles would appear in caps on census-

size pages, except the word “T'able” would be in caps and lower case. (Seée fig. 10, p. 34.)
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d. Time-reference segment.—Specifies the point in time to which the data
refer. May be a single date, a time period, or a series of dates or time periods.
(Bee sec. 3-F.) Ezamples: 1940; 1935 To 1940; 1940 anp 1930; 1910, 1920, anp
1940; Wrex oF Marcr 24 1o 30, 1940; ete. ’

304. Relationship hetween content and arrangement.—The wording
of gach title segment reflects the content of the table. The order in
which they appear reflects the purpose or conditions of presentation.
Hence, the cataloging function of the title is fulfilled by the segment
wording; the reference-indicator function is provided for by the title
arrangement.

For a given table there may be a number of equally correct arrange-
ments of the title. A primary problem in title writing involves selec-
t%‘on of the most suitable arrangement for the given purpose and under
given presentation conditions. Only rarely is there a single title
wording or arrangement that is “correct’” for all purposes and under
all conditions. : '

Ezample: Assume a table showing the population by age; race, and
sex, each cross-classified with the other. The following listing shows
several possible titles for such a table. Kach of these is “correct’”’
under the given conditions although the tabular content is identical

for all these tables.

. AeE, BY RACE AND Spx . . . Here, the purpose of the table is to show an
age distribution by race and sex. Note, however, that if age data were shown in
all tables in the publication, the difference between tables might well be stressed
by making the title read Racw aND SEx, BY AGE . . . :

b. Race, BY AGE anp SEx... An appropriate title if the table were pre-
sented as part of & discussion of racial characteristics in order to show age and
sex differentials for each race. o

¢. NEgroES BY AGE AND SEX, WiTE CoMPARABLE DATA FoR Torar PorurLa-
TION AND OTHER RacE GROUPS ... Here, the same data are being used in 4 report
on the Negro population. The interest lies in showing data for Negroes with the
other information inserted primarily to lend signiﬁcance’ to the . Negro statistics.

305. Treatment of individual segments.—Both construction and
content of individual segments will vary widely in accordance with the
customs and needs of the general field, the nature of the given Teport,
and differences in content among the tables in the group and - the
content of the given table. B '

The various analytical factors are too numerous and varied to per-
mit establishing specific rules or even to provide a series of specific
examples. In sections 3-C to 3-F (following) a few observations are
made concerning practices generally in vogue. In addition, a few
genéral statements on content are included.

306. Coverage and brevity.—Whether the title be written as a
catalog of content or as a reference guide, and irrespective of the title-
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PAR. 306

SEC. 3—-A GENERAL

writing scheme employed, it must reflect the material shown in the

table. s
a. Content may be understated; never overstated.—The table should contain
that which the title advertises. The table may contain more; it should never

contain less. The outstanding exception to this is where the headnote is used to

qualify the title, but its use to gualify overstatement should be kept to & minimum.
Hence, if a question arises concerning overstatement or understatement, the only

safe course is understatement.
b. Titles should be brief, but adequate.—Bureau of Census table titles are

frequently eriticized because they are (1) too long, and (2) not sufficiently deserip-

tive. To an extent, both criticisms are justified. More important, however, is
the basic conflict exemplified in these criticisms. )
Title brevity ‘and completeness of coverage can be combined easily for simple

tables; that is, those with few classifications. It is not easy for the more complex
materials where the difference between tables in a series may lie in exact detail
of classification for a closely defined subgroup; or the comparative significance of
the data may depend upon the combinations shown, rather than upon the indi-

vidual classifications as such.
Minor sacrifices in coverage are warranted in order to shorten titles. In gen-

eral, a less complete title which will be read is better than a complete title which
will be ignored because of length or complexity.

307. Title wording.—Table titles are written in telegraphic style,
not in complete sentences. Verbs are commonly omitted, as are arti-
cles and other parts of speech not absolutely essential to understand-
ing. Classification statements (except those relating. to area) are
expressed in the singular unless the plural form is essential to clarity.
Standard conventionalized phrasing should be used wherever possible.
(See par. 373 for terminology in percentage titles.) 4

All of these factors, and other peculiarities of title writing, place a A

heavy premium on—

a. Careful and consistent use of terms employed,

b. Meticulous phrasing, and

¢. Precise punctuation.

308. Capitalization and indent of titles.—In general, the title of the
statistical table should be displayed in a distinctive manner. This
serves to emphasize its function and to differentiate it from the head-

note and the remainder of the table.

a. Capitalization.—Census Bureau practice is characterized by the use of full
capitals (caps), or of caps and small caps, for the title proper, with the choice made
dependent upon the width of the given table. (THIS STATEMENT IS IN
FULL CAPS; Tais Is 1x Cars AND Smarrn Cars.)

Where full caps are used, the word ‘“Table” is shown in lower case and the table
number appears in boldface, where available, as Table 5—POPULATION. . . .

Where caps and small caps are used, the word “Tasrr’ is also printed in caps
and small caps, with boldface for the table number, as TABLE 5.—Porura-

TION. . , .




sEC. 3-A ] guc. 2-B GENERAL o ¥ia. 10

pAR. 308 THE TABLE TITLE !
Where small caps and boldface are not available, as where the standard type- g E‘ ’g I'i.,g% gE
writer is employed for typewriter-offset work, full caps are used for the title B A o5 5§ g g‘ =
proper; the word ‘“Table” is shown in lower case; and the table number is in g g = 889 By
standard numerals, as Table 5.—~POPULATION. . . . . (Seefig. 10, examples » ,,5 = g B & &
A—4 and B4 : —— a ae e 2
b. Indent.—In Census Bureau practice, the indent of titles is dependent upon a Bm 8% 2 -5
the number of lines in the given title. (See fig. 10.) ' . = E‘: ;’} a3 § &a
(1) One-line title.—Center over table. . . 3 ) g @R b - =
(2) Two-line title—Run the first line flush to edge of table, both left and "é’ — - a : =8 “E oo
right; center the second line, . ‘8 = B3 E g*gﬁ 33
(8) Three-line title.—Titles occupying more than two lines are undesirable . :‘ o = Zs égg E8 o g
gince they are hard to read. However, where a three-line title appears, the first 8 & b ot R &eg ; = &
line is run fush, left and right. The second Jine is indented 2 ems (4 typewriter O 4 — 8 g g : § gg g g
spaces) at the left and runs flush to the edge of the table at the right. The third EL =t a - o 2o88 I
line also is given & 2-em indention at the left; it is permitted to run short (left = B o s g ”5‘"0 é ©g
. . X i =] Q = O = SH3E O
dangling) at the right. K 2 g & 74 = a2 L=
¢. Division of words.—In titles, as in text material, word divisions are appro- A @ = a ie) od 8.5 o
. By . - e e ] u‘g 2?2 ]
priate at the end of title lines, as necessary. Normal rules for syllabication should a g 0 Z 2 & o S p > = C
be applied. : : 2 5 ) <2 29 BEES =g
: 7 = .
; v - & He Za 2352 28
| s 7 2% 52 SixfEg
Figurs 10.—Tasre Trries: CAPITALIZATION AND INDENT g 'c;; a g g - Boad z =
. N, g 2= < g 28E -
. > = B - o3 B Eg S .
. . . . . H e O OE%q &
Style A: On tables less than 30 picas (5 inches) in width as printed: pil 3 % > j B §ﬁ‘s'§ g %
b H = aH0d E+
& O m w0 B 5 HEcd
4.2 < S0 B
Ezxample A-1. One-line title: [OIIN E 3 E g A afég% b o
. B g o
TaBLE 15.—POPULATION OF THE UNITED StaTms: 1790 To 1040 - g S [alfe) = 5 ,‘é”‘?,.E‘. 8 ° =
, a2 = Se CEES o E
g & z < < ey 2 238273 249
| | | | &8 8 Sy B9 AEES Eu
a = o s & w302 wo
58 3 B R -
Ezample A-2. Two-line title: B g é Ng' ; & &= g TH,
= P A === Z Y| o%%8g k=Y
TapLu 16.—AGE OF THE POPULATION, BY MARITAL StarTus, RacE, AND SEX, et o (=) TS sded © E ]
rOR THE UNITED STATES: 1940 anD 1930 I o Ay g a2 e - e°g S 9 ~
s 8 ] < BB Egaa e
, = = 5 8 5 <n thes BER
Brample A-3. Three-line title (letterpress): : ) 5 o B ™ E = g a £, mg o =
. . % ] — =2}
Tastm 17.—Aen or 7HE PopuLaTION, BY MaRrraL Srarus, RAcE, AND Sex, ?g - =} 8 o g A fas: z% 2o
FOR THE UNITED STATES, URBAN AND RURAL, AND FOR CrTies or 100,000 & = ° g‘i — P = AR =2HE p xR
INHABITANTS OR MORE: 1940 .. = =8 wgH gady HBEH
[ s H ¢ o eTIE B H
5 3 e B EHS  EERT BT
Erample A—4. Three-line title (typewriter-offset) : Note that &ll lines except the :E: —% = g Qi ﬁ‘. od 8 HER
first, are indented 4 typewriter spaces. The style shown here is identical with 197) 2 g g O j o E g.i’ 5 < % A
that shown in example B—4 in Style B; the only difference is in the width of S & g =i =3 EEGe EJ bl
the title; that is, in the assumed width of the table. . R R = g€ 3 ma0
~ o« & < . 3 %y I [N
' A S0 & IFE dEgh oG
Table 18.-—AGE OF THE POPULATION, BY MARITAL STATUS, RACE, AND ® =2 & < S% & 838 fog
SEX, FOR THE UNITED STATES, URBAN AND RURAL, AND FOR CITIES g‘ g‘ 9 g‘ o< = g*g B3 o 5 =
OF 100,000 INHABITANTS OR MORE: 1940 8 g 2 g 2 3854 @
K R = d & R B
|
|
| 34 | 716554—49—4 35
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309. Type size.—Where different type sizes are available, table
titles are normally shown in type one size larger than the size of type
employed in the table proper. Thus, at the Bureau of the Census,
8-point type is usually employed for titles of 6-point tables.

11_97

Sec. 3-B. Methods of ’“'de Writing (311-314)

311. Three basic methods.— Var1ous methods of title writing have
‘been devised, distinguished largely by the mechanical order or place-
ment of the title segments. The objective of each is the same; that is,
to emphasize the content and purpose of the table and the difference
between one table and another.

“Difference stress” is comparatively simple when only the universe
or the major classification is involved. The difficulty increases with
clagsification complexity; or when the difference is a function of area
or time, largely because the “where’” and “when’ are usually placed at

the end of the title.

Two methods of title writing are most commonly used in Bureau of

Census publications: (a) The conventional, and (b) the subject-phrase.
Although different in detail, both methods use a single unified title.
A third method, restricted largely to specialized fields, particularly
tables of the Census of Business, is (c) the separated-unit scheme,
characterized by a physical separation of one or more segments from

the main title.

The outstandmg general example of the separated-unit method of

table titling is the use of a subtitle to carry a portion of the title
burden. The subtitle is not normally used by the Bureau of the
Census, largely because of the demands it makes on vertical space.
For discussion and examples of the use of subtitles in general statis-
tical practice, see Walker, Helen M., and Walter N. Durost, Statis-
tical Tables, Their Structure and Use, Teachers College, Columbia
Un1ver31ty, 1936, p. 22; and. Mudgett, Bruce D., Statistical Tables
and Graphs, Houghton Mﬁﬂm Company, 1930, p. 45—46.

These methods are described below in terms of construction of the
title as a whole. More specific questions concerning which title
segment should be emphasmed are discussed in the following sections
(secs. 3-C to 3—F) in this chapter.

312. Conventional method.—So-called because most commonly used
throughout the statistical world. In its simplest form it merely
expresses the “What, how classified, where, and when” in that order,
as Porurarion BY AcE, RacE, anp Sex, ror THE UNITED STATES:

1940.  Frequently, the ‘“how class1ﬁed” is spht as AGE OF THE

POPULATION BY Race anp Szx . . .
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a. Advantages and disadvantages.—This method has several signal advantages;

‘of which the second and third (in order of listing) result from its frequency of use:

(1) Flexibility.—Ideal for small simple tables, the conventional method is
_capable of considerable manipulation and expansion to cover the more complex
tables. By careful selection of the opening phrase, many of the advantages of
the subject-phrase method may be attained without the attendant difficulty of

expressing relationship between the subject-phrase and the remainder of the

title.
(2) Easiest method to learn and to handle.—Smce most tables are titled

by the conventional method, the beginning title-writer is able to draw upon his
own experience as & user. Minor errors in judgment concerning arrangement
are unlikely to cause confusion since the average reader is familiar with the
method, ' ‘
(3) Conforms to normal expectation of user.—The user is accustomed
to titles prepared in the conventional manner and takes their construction prin-
ciple for granted. Thls alds him in noting differences and grasping content,.

Coupled with these a.dvantages are several distinet dlsadvantages ‘which other
systems attempt to overcome. These dlsadva.ntages may become acute in involved =
series of tables, particularly if the title work is performed hastily or without

proper regard to intertable relationships.
(4) Danger of undue title length.—The conventional ‘method readﬂy

lends itself to long and complicated titles which the reader tends to ignore rather
than read.

(5) May obscure important dzﬁ'erences.l—Whlle it easily handles table
differences confined to a single title segment, the conventional method may
obscure differences involving two or more segments. Differences in area seg-
ment.are particularly hard to bring out since the area segment normally appears

- near the end. If the only difference between two or more tables lies in the dif-
ference in area covered, the reader may be faced with seemingly identical titles
‘with the difference between them submerged

313. Subject-phrase or key-phrase niethod _So—ca]led because it
invariably starts the title with a key-phrase set off from the remainder
by & dash or colon. This permits increased emphasis on purpose of
presentation and difference between tables. Examples 2 follow:

1 Occasionally, an attempt is made to emphasxze {mportant words of the title by using boldface, capital
letters, or otber contrasting type. This praetice, rarely used by the Butreau of the Census, requires cautious
handling lest oddity in appearance distract, rather than aid, the reader. For examples of limited use of
bold face type for emphasizing table titles, see U. 8. Works Progress Administration, Workers on Relief in
the United States in Muarch 1935, Washington, D. ., 1839. For intensive use of capital letters for emphasis
of important words in table titles, see annual issues of Statistical Absiract of the United Stutes, 1878 to 1904,

1 The conventional method would tend to submerge the main subject of the tables and the intertable dif-

ferences as follows:
TABLE 1,—ACREAGE, PRODUCTION, AND VALUE OF POTATOES, BY STATES: 1930 T0O 1841

TABLE 2,—ACREAGE, PRODUCTION, AND VALUE OF CORN, BY STATES: 1930 T0 1941

TABLE 11.~NATIVE WHITE WOMEN BY EDUCATION OF WOMAN, MARITAL STATUS, AND AGE, FOR THE
UNITED STATES: 1940

TARLE 12.—NATIVE WHITE WOMEN BY EDUCATION OF WOMAN, MARITAL STATUS, AND AGE, FOR THE
UNITED STATES: 1930
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TasLs 1.—PoTATOES—ACREAGE, PRODUCTION, AND VALUE, BY SraTEs: 1930-T0
1941

TasLe 2.—CoRN—ACREAGE, PRODUCTION, AND VALUE, BY STaTis: 1930 To 1941

Tasrn 11.—EpvcaTioN oF WoMaN, 1940: Narive Warre WoMEN BY MARITAL
StaTUs AND Acm, FOR THE UNITED STATES

TapLe 12.—EDUcATION OF WOMAN, 1930: Namve WaITE WoOMEN BY MARITAL
SraTUS AND AGE, FOR THR UNITED STATES

a. Advantages and E.mwnqmugmmm.l,lm&m advantage gained by giving greater

prominence to the key phrase carries with it mm<mmﬁ disadvantages which should -

be taken into account. Both advantages and disadvantages are given below:
(1) Reference guide,—The separation of key phrase facilitates reference.
(2) Most useful when presenting involved series,.—The key-phrase
method tends o be most successtul in complex presentations, as in an involved
series of complicated tables; that is, at the point where the conventional method
is weakest. It is least useful for a table standing alone, or in a simple series,
where the conventional method is strongest. o :
(8) Requiires skillful handling.—As compared with the conventional
~ method, more skill and experience is required when using the key-phrase
method, particularly to maintain parallel treatment between tables in & series.
The seeming ease of selection (and wording) of a key phrase is deceptive.” Poor
selection can miake & well-organized series of tables look disconnected when the
titles are listed in a table of contents, or when the reader is leafing through the
" report. Finally, the relationship between the key phrase and the remainder
of the title may be hard to express because the break in continuity tends to
obseure back-reference to the key phrase. : o
(4) Brevity of key phrase essential.—If the key phrase is not kept short,
it will defeat its own purpose. Maximum length should be one-half of the first
line; better if kept to one-fourth of the first line. A “key phrase’” longer than
the remainder of the title usually means bad selection. =
(5) Danger of long titles.—If mishandled, - the key-phrase method may
result in even longer titles than the conventional method. A common fault
leading to this is the complete repetition of the “key phrase’’ in the remainder of
the title, A key phrase tacked-on at the front of a conventional title merely
distorts both methods with dubious advantage to the user.

314. Separated-unit method.—See facing page.
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314. Separated-unit method.—Titles from the Census of Business

may be used as examples.

gEc. 3-B

This method

provides a separate observation point for primary features of the

indicator at one side, or distributed between both.
title or for points of differences between tables.

Examples:

The separated-unit method is so-called

b.eca.use certain title segments are physically separated from the
title proper and relegated to a subtitle, to an area-indicator or class-

Table 1..—CITIES OF 25,000 INHABITANTS OR MORE

EsraBrIsEMENTS, RECEIPTS, PERSONNEL, AND PaY RoLL, By KinDs or BusiNEss

ARKANBSAS

Table 27.—MONTHLY EMPLOYMENT AND SEX OF EMPLOYEES

.BARBER SHOPS

BY GEQOGRAPHIC DIVISIONS AND STATES

a. Advantages and disadi'antages

METHODS OF TITLE WRITING
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Sec. 3—C. Universe Segment (321-325)

321. Definition.—The universe segment is that part of the table
title specifying the nature and limits of the group or subgroup covered
by the table., FExamples: Waire Emproyep WorkERs; GENERAL
RevenuE; IMrorTs oF MERCHANDISE; DoMESTIC ANIMALS ON FARMS;
MarerisLs CoNsUMED; INDEPENDENT STORES; ete.

322. Placement.—Usually appears as the first or second segment.
The universe segment precedes the segments on time and area.

a. Universe stress.—Placement of this segment at beginning of title is suitable
in—
(1) A series of tables in which each table involves a different basic universe,
(2) A table standing alone where the purpose of the presentation is to provide

general information on the universe without stressing any pa.rtlcu]ar charac-

teristic. ) .

323. Curtailment of universe segment hy use of headnote.—A long
universe description may be shortened by relegating part of it to the
headnote. The headnote, or that portion of it, then qualifies or de-
fines the title. This techmque demands careful handling to avoid

log

misleading ”«e user. 'T“ﬁus in a given series of tabmc—

a. Umverse quahﬁcatmns common to all tables may be p]aced in the headnote

and omitted from the title; but
b. -Universe quahﬁca,tlons distinguishing one table from-another should not be

placed in the headnote; they should be kept in-the tltle.

Ezample: A presentatlon is confined to 3 tableg, presenting respectlvely data
for-total, white, and nonwhite workers 25 to.34 years old. Hers, if desired, the
age qualification could be moved from the title to the headnote in ‘all tables,
with the headunote readmg “[Workers 25 to 84 years old],” since this universe
quahﬁcatlon is identical for all tables. It>would not be permissible to rele-
gate the race qua,hﬁcatlon (total, white, nonw hlte) to the headnote, since that

qualification differs for edach table.

324. Omission of universe segment or portmn thereof.— -Where the
basic universe is identical for all tables in a series, and the nature of the
universe is made clear in the report title or running head, the universe
statement may be omitted completely from the title and headnote.

325. Stating unit of presentation.—If the universe segment (or some
other po:rtlon of the title) does not specifically indicate the unit of pres-
entation, it is imperative that it be made clear at some point in the
table. (See pars. 512a and 1225a, and secs. 9-F and 14-C.) s

See. 3-D. Classification Ségment (331-336)

331. Definition.—The classification segment is that part (or parts)
of the title specifying how the universe data are classified and cross-
classified. Hramples: BY AeE aND SEX; BY SOURCE; BY CoMMODITY

40

szc. 3-D CLASSIFICATION SEGMENT PAR. 332

.Groups AND ArTICLES; BY KIND AND AGE GrOUPS; BY KinD, QUAN-

-T1rY, AND CosT; BY SizE OF STORE; etc.

332, Placement —May precede or follow universe segment or a
portion may be put in front and the remainder behind the universe

segment. The classification segment precedes the time and. area

segments.
a. Clagsification stress.—Placement of - class1ﬁca,t10n segment at begmnmg of

title is most suitable in—
(1) A series of tables with the same or similar universe Where the dxstmctlon

rests on differences in classification of data.
(2) A table standing alone, such as any special purpose table, where the pur-
pose of presentation is to stress a particular classification aspect of the data.

333. Splitting of classification segment.—When cross-classifications
are shown (such as population by age, race, and sex), the classification
considered most important is frequently placed before the universe
ségment and the remainder placed afterward. Two factors should be

taken into account in thus splitting the segment:

a. Permits stressing of one classification feature.—Here, the most important
classification (in terms of table purpose or table difference) is placed at the front
of the title, as Aer or THE PoPULATION BY RacCE AND SEX. . . .

b. Permits stressing major cross-classification.—Splitting the segment indi-
cates automatically that the characteristics preceding the universe segment are
classified by all characteristics following that segment. Nonstatistical users tead
to be confused by the multiple use of “by” to indicate cross-classification, Thus,
Age or TrE PoruraTioN, BY RACE AND SBX is less confusing than PoruraTron
BY AgEg, BY Race AND S8ex and means the same thing. (See par. 336.)

334. Showing variation in classification for two groups.—The extent
to which varying detail of classification should be shown in the title

depends largely upon whether the primary purpose of the table is such

as to make detailed description essential. Where possible, the title
should be kept short by indicating no more than the basic classifica-
tions. If this results in an overstatement, however, the situation
should be spelled out in more detail in the tltle ora qua.hﬁcatlon should
be placed in the headnote.

Example: In a given table, statistics for 1940 are shown for age
by race and sex, and 1930 statistics for age are shown only by race.
Here, three genera.l solutions are possible: ;

a. AGE . .+ »BY Race anp SEx, 1940, AND AgB BY RACE, 1930, FOR THE . , ,
Gives the 1940 picture in full with an additional statement for the 1930 picture.
Normally, in Bureau of Census practice, when figures are shown for two censuses, :

the data for the current census are stressed in the title.
b. AGE . .., BY Racg, 1940 anp 1930, anp BY.SEX, 1940, FOR THE . ., .

Descnbes the common situation in full and adds & statement on the sex factor
for 1940. This title stresses the comparable material rather than the most recenb

information.
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¢. AGE oF THE POPULATION, BY RACE, roR TEE UNrrED STATES: 1940 AND 1930.
Includes in the title only the information common to all groups. This is undesir-
able in this instance since the data for the current census should ordinarily be
stated in full; more liberties can be talken when describing data for a previous
census which are included for the reader’s convenience. This type of trimming
of title would be more appropriate, therefore, if it were the 1930 data that were
understated.

335. Titles of “‘composition tables.”’—Sometimes called “General
Characteristics Tables,” tables of this type are commonly used in
census work to bring together summary or limited information for a
given universe or area. Characteristically, this results in a table
showing: limited information for many different universes or sub-
universes with only a general relationship.

When all groups (and their classifications) cannot be mentioned in
the title, the title may be generalized as GeNeraL CHARACTERISTICS,

InpusTRIAL CHARACTERISTICS, COMPOSITION OF, etc.

a. A given ‘‘composition’’ title may be uséd only once in a given series.—To
avoid confusion, & GENERAL CHARACTERISTICS title may be used only once for
any given universe or area in the same report. Two separate tables for the same
area entitled, for example, GeNeraL Housine CHARACTERISTICS, and containing
altogether different groupings of housing data for the same time period for that

area, would confuse the reader.
b. Partial solution when two ‘‘composition’tables’’ shown.—Ordinarily, when

two tables of this type are required for a given area, a common general feature
can be found in the groups shown in each as distinet from that in the other.
If so, that feature should be stressed in each title. If this proves impracticable,
and the tables cannot be merged into a single table, a partial (but undesirable)
solution may be found by specifying the first groups hsted in each table, followed
by “ete.,” as in the following examples: .

TapLe 4,—O0ccvrpaNcy, TENURE, TYPE OF STRUCTURE, Ere,, . .. BY CoUNTIES

TABLE 5—NUMBER orF Roowms, LIG}ITING EquirMENT, S1zE or HousemoLp,
Erc¢., . . . BY COUNTIES

336 Lunltmg explanation of cmss-classxﬁcatmn.—Two dlﬁ'erent
objectives, frequently conflicting, are involved in title description of
cross-classification: First, strict statistical accuracy of statement;
and second, provision of the essential clue to lead the user to the right
table for his information. In simple-cases, both of these objectives
can be met without resulting in undue length or complexity of title.
Where multiple cross-classification is involved, particularly where
classification variation appears within the table, insistence on strict
statistical accuracy may destroy the usefulness of the title as a guide.
(See also par. 373 ff. in respect to percentage descriptions in titles.)

a. Statistical accuracy versus reader-patience.—Statistical accuracy in a title
is of dubious value if the reader cannot grasp the meaning or loses patience with it.
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Omission of cross-classification detail is desirable if it means that the title will

become more useful.
The ability to trim the classification segment of the title may depend largely

on whether “this table” is the one in the series to which the reader would naturally

refer for a given classification, even though it is not mentioned in the title.

Example A: Universe tables.—If the presentation is confined to one table
each  for several distinet universes, minimum specification of detail is
required in the titles. ‘“Composition” titles reflect this situation. The
reader interested in some aspect of any one universe will naturally turn to the
table for that universe. If his particular information is not there, he will not
expect to find it elsewhere in the presentation. This works both ways, however;
that is, it is important to specify clearly in the title any feature appearing in
the table which the reader would not normally expect to find there. -

Example B: Variation in color detail—If, for counties, only one
table is presented on marital status by color, it is not essential to specify in the
title that marital status for nonwhite is shown separately only for certain of the
counties. Such a qualification may best be placed in the headnote and the
title worded simply By Coror. The reader will expect to find in this table all
the “‘color” information presented on the subject and will turn to it auto-
matically, whether or not the detailed qualification is specified in the title.

b. Restrict use of ““by’’ to major cross (frequency tables).—Where possible,
use “by’’ to indicate the major cross-classification only. Let the readerlook at the
table to observe the detailed cross-classification. This is not desirable, of course,

where the distinction between tables lies in the exact detail of cross-classification.

Example C: Acm, BY Racw, BY Spx,—This phrasing is unnecessarily
complex if the table is the only one in the report presenting age data by race
and sex, or if it reflects the ‘“normal”’ pattern of the report. The real question is
“Would the reader seek some other table for additional detail if the title were
phrased: Ace, BY Race AND SEX, or even AgE, Race, anp Spx”? If not, the
multiple use of “by” may be an ill-advised nicety not likely to be appreciated
by the using publie. o

Example D-1: Age, BY RACE AND BY SEx.—Here the table title shows that
age is crossed separately by race and by sex, but not by both simultaneously.
Such a distinction is desirable only if it constitutes a deviation from & standard
pattern; that is, if it is an unusual feature. Its prinecipal value lies in its being
‘different from Aee, BY RACE AND SEX, so that the reader may reasonably
assume that the fable must be different also.

Example D-2: Aew, ror Eaca Race anp Sex Groue.~—This is another
approach to the same title problem. This expression may be considered more
specific than that in example D-1, above, but it may leave the reader in doubt as

- to whether the age distribution is shown for the totals (all races combined and
both sexes combined).

In any case, these distinetions tend to be over-subtle and should not be relied
upon too heavily. If the distinction needs to be made to point out inter-table
differences, then make it. Otherwise use the briefer form, even though it may be

considered statistically mcomplete
c. Use of “by’’ when “‘universe total’’ is not mcluded in crossing.—One of

the most common title problems arises where only certain segments (but not the

. total) of group A are shown classified by B.
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Problem: Table 4 shows an age distribution for the total population (not by
sex) with accompanying percentage distributions. Table 5 then shows the
data for male and female separately, but not for the total. Should the classi-
fieation in table § (male and female table) be described as AGE oF . . . BY
SEx; that is, should the same terminology be used as would be used if both
tables were combined? Would not the correct title for table 5 be MALE AND
Femarm . . ., BY Aen; SpECIFIED SEx GROUPS OF . . ., BY AGE; OR AGE OF

. .. oF EacH Sex? ]
Solution: This title distinction is useful where the title is otherwise short.

It need not be made where the remainder of the title is long or complicated. It
would be well, however, to include a headnote in table 5 saying ‘‘See table 4
for comparable age data for both sexes combined.”

Sec. 3-E. Area or Space Segment (341-352)

341. Definition.—The area or space segment is that part of the
title which specifies the political division or subdivision, geographic
area, or physical plant to which the data refer. FEramples: FOR THE
Srare; ror Crrzes or 500,000 or MorE; ror TaE UNITED STATES; ete.

342. Placement.—Normally placed toward the end of the title
immediately preceding the time-reference segment. It is placed else-
where only when the various portions of data described in the title
refer to different areas, etc. ‘

343. Standard terminology.—Use standard terminology wherever
possible. Reference to previous census reports in the given field will
usually provide a standard phrase for any given situation. A few
special features of phrasing and usage are discussed below. (For met-
ropolitan districts, see par, 1114.)

344. The United States.—The method of referring to the United
States is virtually standardized in Census Bureau publications,

a. For tEE Unirep Srares.—Normally signifies continental United States

only.

b. For ContinenTAL UNITED STATES.—Restricted almost entirely to cases
where it is necessary to emphasize that the given table is restricted to continental
United States, whereas other tables in the given series include figures for the
Territories and Possessions. In such cases, the distinction should be made clear
on each table. If, however, all but one of the tables are for continental United
States only, use ror TaE UNiTED STATES in all but that one. In the odd table
specify the ‘“‘difference’’; that is, use the term FOR THE UN’ITED StaTES, TERRI-

TORIES, AND Possmpssions.
Note that the definite article (‘‘the’) is never used when referring to continental

United States.

¢. For taE Unirep Srares, TERRITORIES, AND Possessions.— Used whenever
information is shown (within the same table) for both continental United States
and the outlying Territories and possessions, whether combined or separately.
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345. The State.—Two principal uses should be noted:

a. Specifying State name.—Use the term ror ILLINOIS, not FOR THE STATE oF
IruiNois. Ezception: For the State of Washington, use For THE STATE OF WasH-
INGTON or FOR WaAsHINGTON STATE wherever necessary to avoid confusion with
Washington, D. C.

b. Generalizing the reference.—IFor THE STATE may be used where the name
of the State is carried in a page running head, or where the given release or report
is confined to data for that particular State with the State name clearly specified in
the report or release title. Note, however, that the expression ¥orR TEE STATE
means that data are shown for the State as a whole unless additional qualification is

provided in the title.

346. Regions and divisions.—Inclusion of the term GEOGRAPHIC is
optional in titles. Thus, one may say either ror Groerararc Divi-
s1oN8 or FOR Di1vistons. When information is shown by both divi-
sions and States, it is better to say FOrR DIVISIONS AND STATES oxnitting

the “geographlc” reference.
'347. Individual cities.—When presenting data for individual cities

(one table for each city), several special problems arise:

a. When speeifying city name.—Use ror THE Crry OF X, rather than ror X, -
as FoR TEB City oF Caicaco, not For Cricago. FErception: Where the term
“city” is already a part of the city name, it is enough to say ror Jursey CIry
rather than ror TeE CiTY OF JERSEY CITY.

Ares designation (city, etc.) is particularly important where various types of
areas of the same name are presented, as Washington city and Washington State,
Chicago city and Chicago metropolitan district. When presenting city and county
data, it is important to distinguish clearly the following: New York City and New
York County, St. Louis city and St. Louis County, Baltimore city and Baltimore
County, ete.

b. Specifying State name as well as city name.—-Unnecessary for cities of
500,000 inhabitants or more since their names and general location tend to be
generally familiar. Optional, but desirable, for cities of 100,000 to 500,000 in-
habitants. The State name should invariably be included for cities of less than
100,000 inhabitants. Certain rules should be noted:

(1) State name required in special cases,—Always include the State
name (abbreviated) when presenting data for any city with a name which is the
same as that of a major city in another State. The most common ¢f these are:

Charleston, 8. C. Kansas Clty, Kans. Springfield, Ill.

Charleston, W. Va. Kansas City, Mo. Springfield, Mass.
Springfield, Mo.

Columbus, Ga. Portland, Maine Springfield, Ohio

Columbus, Ohio Portland, Oreg.

(2) Abbreviate State name,—Always abbreviate the State name in titles
of eity tables. Use standard abbreviations. Note that Idaho, Iowa, Maine, Ohio,
and Utah are always spelled out.

348. City size-groups.—When presenting data (in a single table) for
a list of cities of a given size, a common Census Bureau practice is
to omit mention of the basis of the size classification, such as Ingas-
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ITANTS In the title segment FOR Crries or 25,000 or More. "The
inclusion of this term is essential, however, When there is a possibility
of misunderstanding.

Thus, if the title states that the universe is WOMEN or CHILD-
BEARING AGE, Brrres, Dwerring Unirs, ete., the reader may assume
that the cities referred to are those with the given number of women
of childbearing age, births, dwelling units, etc. The danger of con-
fusion is increased when the data are confined to aggregate figures
for all cities combined. 'In the latter case the data are not shown
separately for each city; hence the reader, if he is uncertain, is unable
to satisfy his doubts by noting the entries for a familiar city

Where data are shown separately for each city, the omission of the
size-classification base from the title is a matter of judgment. In
general, the smaller the population of the area and the greater the
number of cases of the given type, the more important is specification
of the basis for the. classification by size. Thus, when presenting
statistics on marriage for cities of 1,000,000 mhabltam;s or more it
might not be essential to specify “inhabitants.” On the other hand,

‘when presenting data on dwelling units for urban places of 2,500

inhabitants or more, it is wise to specify “inhabitants’” since many

cities have more than 2,500 dwelling units,
Eramples: Approprlate terminology, including and excludmg size~
referent (basis of size classification), is as follows

a. Without sxze-referent'
Right: por Ciries or 25,000 oR Morg: 1940
Right: ror Crries or 10,000 To 25,000: 1940
b. With size-referent: Use INEARITANTS . rather than POPULATION 3 Use
INmaBITANTS OR MORE instead of orR Mors InmaBITANTS. Note that the phrase
or Mogp is essential where only the lower limit of the city size-group is mentloned

Right: ror Crtims oF 25,000 INEABITANTS OR MORE: 1940

Right: ror Crrims. or 10,000 To 25,000 INHABITANTS: 1940

C. 8. vor CiTies or 25,000 orR More INHABITANTS: 1940

Wrong: For CITIES oF 25,000 IngaBITANTS: 1940 (“oR MoORE" is essential)
Wrong: ror Cities or 25,000 PorurarioN ok More: 1940

Wrong: ror Crries oF 25,000 or More PoruraTion: 1940

Wrong: ror Crries or 25,000 PorpuraTion: 1940

3 The reason for use of the term “inhabitants’ rather than “population’ has been stated by Dr. Leon E,
Truesdell, Chief Demographer, in an office memorandum, as follows: “The word ‘population’ is
a collective noun in the singular and it mdy not properly be used immmediately following a numetal adjec-
tive. Do not say, for example, ‘in & city of 10,000 population.’ Say either ‘a city of 10,000 inhabitants,’
or ‘a city with a population of 10,000." This word may occasionally be used in the plural, though ordinarily
as a collective noun it carries the sense (though not the construction) of a plural. We say ‘The population
of all these cities has increased rapidly since 1930, not “The populations * * * have increased.! We
may, howaver, say ‘The populations of Indla and of Australia are so mdical]y different that eompaﬂsom
of this kind are not significant.’ *’

4 Contrary to style advocated in this manual not wrong as such.

sec. 3-E AREA OR SPACE SEGMENT PAR. 349
349.  Urban and rural.—The expression used to designate urban
and rural data differs according to whether or not data are shown

(within the same table) for Lhe State as a whola.

a. Data included for State as a whole—Use For THE STA’I‘E, URBAN AND
RURAL, if the data are shown separately for the State as a whole, for. the urban
area, and for the rural area. The common separation of rural data into “Rural-
nonfarm” and ‘Rural-farm’ does not affect title description unless the table is
being shown for one of these parts only.

b. Data for urban and rural, but not for the State—TUse ror URBAN AND
RURAL ArREAs OF THE STATE if both are shown, or ror THE URBAN AREA OF THE
STATE, FOR THE RURAL-NONFARM AREA OF THE STATE, etc., if only one such area

is shown.
c. Appending part of area reference to universe segment.——For many- types of

data, the expressions “Urban,” “Rural,” “Rural-nonfarm,” and “Rural-farm?’
may be prefixed to the universe statement if the data are shown for only one of these
areas, as URBAN POPULATION, BY . . . FoR THE STATE, RURAL-NoNFARM DWELL-
ivg UniTs, BY . . . FOR THE STATE, etc. -The expression FOR THE StaTE (Or
ror ILuiNots, ete.) is needed here to make clea.r the general area for which the

urban or rural part is being shown

350. Gmission and curtaalment of area reference.—Under certain
conditions the area reference may be omitted entirely or may be
curtailed, as follows: .

a. Omission.—If all tables in a given report are for the same area as s whole,
the area reference may be omitted from the.individual table tltle, prov1ded it is
plainly sta,ted in the report title.

Ezample: If all tables in a given report are for the United Sta,tes a8 a whole,
the expression For THE UNITED STATES may be omitted from the table titles.
This does not apply, however, to a United States summary report which reca-
pitulates data presented in a series of individual State reports. “Regardless of
whether the series of reports is to be bound eventually into a single volume, the
area reference should appear in all table titles, subject to curtailment methods
outlined below

" b. Curtailment.—When a report or chapter is restncted to data for a smgle

‘major area, with some tables showing data for the area as a whole and others for

that major area classified by subareas, the titles of the latter tables need not
mention the major area as long as it is specified in the running head or in the

report title.

Ezamples:

United States Summary.—Use FOR DIVISIONS AND STATES, not FOR THE
.~ UNITED STATES BY DIVISIONS AND STATES.

State report.—Use BY COUNTIES, not FOR THE STATE BY COUNTIES

City report.——Use BY WARDS, not ror THE C1TY BY WARDS.

351. Using ‘‘for” and “by’” in area reference.—Distinguish

‘between the meaning of “for’” and “by” in indicating presentation of
subareas, particularly when the speclﬁcatlon of the area bemg 'divided

has been omitted.
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a. ‘“‘By”’ indicates inclusion of totality data.—Use By if (within the same table)
data are presented for the major area in the same or greater detail as for its
subareas. ‘

Ezample: 1f data are shown for the United States as a whole, followed (in
the same table) by comparable data for each division and State, use BY Drvi-
'sI0NS AND STATES, rather than o0& DIVISIONS AND Stares.

Similarly, in a table presenting data for the State as a whole, followed by
comparable data for each county, use sy Counries, not ror CoUNTIES,

b. “For’’ indicates presence of subarea data without totality figures.—Use
¥or in the following situations: )

(1) Where data are shown (in a given table) for each subarea (such as divi-
sions, States, counties, etc.) but not for the major area (such as the United
States, or the State). The titles should then read For Di1vIisioNs AND STATES;
ror COUNTIES; ete. . .

(2) Where only & grand total line (or column) is shown for the major area
in ecombination with a detailed distribution for the subareas.

(8) Where cities are listed, since the city data will never add to a State total
line or block. Use ror even though a total is shown for all city data combined.
(See below for area reference for a table with both city and county data.)

c. City and county data in same table.—In this case use FOR COUNTIES Or BY
CounTres depending upon the presence of State total data in the same detail as
shown for the counties. Use ror Crrigs, invariably. Combine as follows, being
careful fo see to it that the city-size reference is plainly applicable to the cities
only, not to the counties, ‘

Right: By Countrrs, AND For CITIES OF 25,000 or More: 1940

Right: ror CountiEs, AND For Crrims or 25,000 or MorE: 1940

352, Use of terms “‘Selected”’ or ““Specified.”—When showing &
major area classified by subarea, use the term SELECTED or SPECIFIED
when the listing of subareas for which data are shown separately does
not include all of the subareas of the type described in the title.
These terms should never be employed where the stub (or box) listing
includes ail subareas of the type described in the title. '

a. *‘Selected.”’~—By definition, this term makes clear that some specific cri-
terion has been applied in determining which areas to include aad to exclude, - If
SerLECTED is used in the title, the basis of selection should be stated specifically
in the title or in the headnote, or the headnote should refer the reader to the
appropriate portion of the text for the explanation.

Eramples: ror SzrmctEp CoUNTIES
Wirs Data ror NONWHITE ¥OR SELmoTED Crrrms
FOR SErECTED CrTIES OF 10,000 0% MORE

b. *‘Specified.”’—Used ordinarily when the criterion is too complex to explain;
where enumeration or processing difficulties are the determining factor; or where
the data would not be significant for the remaining areas, but the circumstances
do not warrant detailed explanation. SeecrFep does not demand explanation
in the title; headnote, or text, although a generalized. text statement may be made
on the subject if desired. :

Examples: ror Specrrizp CountiEs
ror Serorriep Crtizs or 10,000 or Morm
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Sec. 3-F, Time-Reference Segment (361-368)

361. Definition.—That part of the title which signifies the poi.up n
time to which the figures refer. May be a'single date, a time period,
or & series of dates or time periods. Hramples: 1940; 1935 To 1940;
1940 anp 1930; 1910, 1920, anp 1940; WrEK oF MarcH 24 To 30,
1940; etc. ) B

362. Placement.—The time-reference segment is placed after that
portion of the title to which it applies.

a. Same time-reference for all portions of title.—Place at end of title, preceded
by a colon,

Right: Aee oF THE POPULATION, BY RACE AND SEX, FOR THE UNITED STATES:
’ 1940 anp 1930

Wrong: AGE oF THE PoPULATION, BY RACE AND SEX, 1940 AND 1930: FOR THE
UNITED STATES

b. Different time-reference for different portions of title.—Place each reference
after portion to which it applies. Usually each is set off by commas, although it
may be introduced by “in,” “for,” or “during.” Even though one of the time-
references may thereby appear at the end of the title (see last example, below),
the colon must not be used unless the reference applies to the entire title,

Right: AceE BY Race AND SEX, 1940, aNp AGE BY RacEk, 1930, ror THE

. Unitep STATES

Right: Aer BY RAcE AND SEX roRr THE Unsirmp Srarss, 1940 anp 1930,
AND BY RacE For DivisioNs anp StaTEs, 1940

Right: Aee BY RAcE aND SEX, ForR THE UNITED STATES, 1940 Anp 1930;
AND BY Racg, ror Divisions anp Stares, 1940

Confusing: Ace BY RACE AND SEX FOR THE Unirep Srares, 1940 anp

' 1930, anp BY RacE ror Drvisions AnND Stares: 1940

363. Punctuation.—As illustrated above, an "interspersed‘ timf_;_ ‘
reference is usually set off by commas. A termipal time-reference is

set off either by a.colon or a comma. _
a. Colon.—Precedes terminal time-reference only when the reference upplies to
the title as a whole; otherwise use a comma. This distinction is important.
Incorrect usage leads to confusion. =(See example under par. 862b, gbove.)
b. Comma.—Use commas to set off interspersed time-references; that is, to set
off each time-reference which applies only to that portion of the title ifhmediately
preceding the given reference, regardless of whether such reference be within or

at the end of the title. i
¢. Semicolon.—Use a semicolon after interspersed time-references whenever

_clarity will thereby be increased.

364. Exact dates not essential in table titles.—Although precise
time specification is imperative in any report, partioula.rly. fo.r statistics
subject to seasonal or other time fluctuation, time description should
be held to an absolute minimum in table titles. The burden of de-
tailed statement of the time factor should be borne by the accompany-
ing text, if any, or by the headnote or some other portion of the table.
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In general, dates or time periods which -depart from the normal
expectation of the user should be spelled out in full in the title. Those
which reflect a standard or expected situation should be curtailed
sharply. ®

In particular, in any series of tables with identical tihae-reference,
only the most imperative part of the reference should,be included in
the table titles unless it is important to distinguish that series from
some other series (in the same report) which has a different time-

reference.

a. Regular census dates.—Such dates as those for the Censuses of Population,
Agriculture,’ etc., may be shown merely as 1940, 1930, 1920, 1910, rather than
Arrin 1, 1940, Aprin 1, 1930, Janvary 1, 1920, Arrir 15, 1910. These dates
are so well-known that there is rarely any point in specifying in fullin table titles,
In tables showing comparative data for several censuses, however, the exact dates
should be shown in the boxhead or stub if the difference in month of eaumeration
needs to be taken into account by the user. In any case, the exact dates should
be stated clearly in the text of the report.

b. Regular census periods.—For statistics which cover a regular’; ‘survey perlod
(rather than being as of a given date) such as information gathered in the Bien-
nial Census of Manufactures or the Census of Business, the time-reference is
normally stated merely as 1939, or 1937, rather than in the longer and mors pre-
cise forms DUurING THE YEAR 1939 or FOR THE YEAR 19376

¢. Other dates.—Specify exact date or period in table title only in those cases
where misinterpretation of the statistics' would arise if it were not stated exactly;
where it is impraeticable to state it elsewhere in the table; or where it is insufficient
to confine the exact tlme-reference to the accompanying text.

365. General problem of listing two er more dates in table titles.—
Bagically, the order of listing dates in. the tltle should reflect the

order in which statlstlcs for those dates appear in the table" (from’

the top reading down and from the left-hand side reading scross).
In the arrangement of the figures (see pars. 1122-1 124) two methods
are in common use in the statistical world, as follows: -

a. Direct- method.—This method places the earliest statlstlcs first and the most
recent, sta.tlstlcs last. - Thereby, the historical sequence is stressed and an identical
arrangement of ‘dates in the table title is made possible. . ‘

b. Indirect method.—This method reverses the. order of presentation by placing
the most recent figures first and the earliest figures last. . Thereby,.the most
recent information .is stressed, . However, since: such an expressmn as 1940 TO
1870 is unsatisfactory, the indirect listing of dates in the table title is genera.lly

restricted to cases where only two or, under certain conditions, three dates are”

to be-cited. Where four or more dateés are involved, the dates are listed forward
in time in the title (resorting to the direct method) without disturbing the back-

ward arrangement of figures in the table.

$In the volumes of the.Agriculture Census, the term CENsSUS OF 19— is commonly employed in table
titles where a single table presents both inventory data as of a given date and statistics for tle preceding
crop year, In such az instance, specifie identification is provided within the table. This practice repre-

sents a solution of a problem similar to that cited in par. 364b.
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The general rule for title deseription of statistics arranged backward in time
may be stated as follows:

General rule: Where statistics are arranged backward in time, the same a.rrange-
ment should be used in the table title as long as brevity is mmntmned

c. Bureaun of Census practice.—The Bureau of the Census uses the indirect
method, that is, it normally places the most recent information first in the table and
arranges the dabes in the title accordingly.® The primary reason for publication
of Census statistics is to present the information from the most recent census or
survey; statistics from other censuses are characteristically inserted for the

" convenience of the reader.

366. Order of listing two or more dates.—In general, dates should
be listed in the table title in the same order that they appear in the
boxhead or stub. If the earliest year appears at the top in the stub (or
at the left in the boxhead), the dates should be listed forward in time

in the title, as 1930 anDp 1940.

If the latest year is placed at the top in the stub (or at the left in the
boxhead), the title listing should be backward in time if not more than
two dates are involved, as 1940 aAnp 1930; but forward in time if more
than two’ dates, as 1920 To 1940 (decennial statistics), or 1939 ro 1941
(annual statistics), The following discussion assumes normal census
arrangement in the tables; that is, that the statistics are shown with

the latest year first.
a. Two dates or time periods.—List them backward in time; that is, show the
most recent date first, followed by the earlier date, and join them with AND.

Right: 1940 anp 1930

C. 8.:8 1930 axDp 1940
. Wrong: 1930 To 1940 (implies presence of figures for intervening dates)
_ Right: 1940 anp 1920 :

C. 8.:8 1920 AND 1940

Wrong: 1920 To 1940 (implies 1930 shown also)

Wrong: 1920-1940 (implies 1930 shown also)

b. Three dates in an incomplete series; or not in standard series.— Where
three dates are shown which represent three independent dates (or periods) not
comprising a standard time-series, or where they represent three out of four points
in a standard time-series, list each date separately with the most recent placed first,

(1) Incomplete standard series.—If decennial census statistics on a given
subject are available (for example) for only three out of the four censuses from

1910 to 1940, the hstmg should be as follows:

e nght 1940, 1920 AND 1910 (if 1930 not shown)
3 Right: 1940, 1930, anp 1910 (if 1920 not shown)
%5 Wrong: 1910 To 1940 (implies all census years appear)

;@; ‘Wrong: 1910-1940 (implies all census years appear)

¢ For comment on usage in the Statistical Absiract of the United States, see footnote 7, par. 1122b.

7 For exoeptlon, see par, 366b, below.
¢-Contrary to Bureau of Census style, not wrong as such, Actually, in volumes with historical emphasis,

this style (direct method) frequently s desirable.
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.{2) Independent dates.—Frequently when statistics are presented for a
special census or survey, comparable information is available for two or more
past dates or periods which may or may not include regular censuses. The
three dates should be listed as follows, with inclusion of exact dates depending
on: analytical needs, opportunity to express them elsewhere in the table, and
presence of accompanying text. .

Right: Seer, 1, 1944, Arrin 1 1, 1940, and Fzs. 18, 1932
Right: 1944, 1940, anp 1932

C. 8.:9 1932, 1940, AnD 1944

Wrong: 1932 To 1940 (time coverage open to doubt)

c. Three or more dates in continuous series.—Where three or more dates or
time periods comprise all, or a complete segment, of a continuous time-series (no
standard date or period missing within the group), list them forward in time; that
is, Hst first the earliest period and place the most recent date or time period last,
separating them by To. This method does not emphasize the most recent or
current date but is required by the need for brevity.

i Right: 1910 To 1940 (if 1910, 1920, 1930, and 1940 are all shown)

C. 8.:4 1910-1940 (use To, not hyphen)

Wordy: 1910, 1920, 1930, anp 1940

Wordy: 1940, 1930, 1920, anp 1610

d. Combinations invelving future time.—In all gombpinations which include &
reference to future time, list in chronological order beginning with the past and
ending with the future. The question of a separate listing for each date or time
period shown depends upon whether a continuous or broken series is involved.

Right: 191Q ro 1980 (if figures are presented for each standard period, such

as every 2-, 5-, or 10-year period)

Right: 1910 To 1940, 1960, anp 1980 (if figures not shown for 1950 and 1970)

Right: 1900, 1920 To 1940, 1960, anD 1980 (if figures not shown for 1910,

1950, and 1970)

Right: For Seeciriep Pmriops, 1910 To 1980 (avoids detailed listing to

indicate gaps; headnote explanation not required—see par. 352b)

Right: FOR SELECTED PERIODS, 1910 TO 1980 (requ.lres headnote explanation

of basis of selection—see par. 352a)

367, Use of TO, hyphen (-), AND, and DURIN G.—These connec-
tives should be used carefully. The following may prove helpful. . In
general, the examples relate to decennial census dates.. However, the
same principles apply to other dates or tnne pemods

a. TO.—Four points govern the tse and meamng of To in Census practice.

(1) Signifies that all speczf ed and intermediate standard dates. qre

shown.—The use of 10 between dates or time periods signifies inclusion of
figures for both dates mentioned and also for all standard intermediate dates,

unless preceded by the term ror SpecrFiEp DATES or FOR SPECIFIED PERIODS. )

Ezample: The expression 1910 10 1940 means that figures are shown separately
for 1910, 1920, 1930, and 1940, and not merely for 1910'and 1940. (For excep-

tiong, see par. 368¢, below.)
(2) May represent ‘‘change’ involving time.—Tables restricted to

“increase,” “‘decrease,’”” or other types of ‘“ehange’” in terms of time require

4 Contrary to style advocated in this manual, not wrong as such,
? Contrary to Bureau of Census style, not wrong as such, This is correct when using the direct method.
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the use of To (as 1930 To 1940), or such expressions as Brrwary 1030 Anp

1940. If three points in time are involved, this may be stated either simply

and briefly, as (example) 1920 TO 1940, or more exphcltly as 1920 TO 1930,

AND 1930 To 1940.

(8) Three or more consecutive dates or time periods must be in-

. volved.—TUse 70 in only those cases where three or more dates are presented in
a continuous series. If only two dates are involved, use AND, except as pro-
vided in the paragraph immediately below. . - S
(4) Requires listing dates forward in iime.—Where 7o is used, the
listing must necessarily be forward in time; that is, the earllest date is listed

firgt, as 1920 To 1940, never 1940 To 1920, .

b. Hyphen (=) —TIt is suggested that the hyphen not be used except Where
extreme demand for space necessitates. However, where used by the Census
Bureau, the hyphen  (as in 1870~1900) is subject to the same rules as T0;it should
not be substituted for ANp or DUrING. .

¢. AND.—The use of AND conforms to the ordinary rules of rhetomc

(1) To join any combination of two dates.—If the listing is comprised
solely of that combination, the current or most recent date is normally- placed
first in Census Bureau practice. )

nght 1940 anxp 1980 (if statlstlcs are shown only for 1940 and 1980)

C. S.:11 1980 anp 1940 (wrong order)
Wrong 1940 To 1980 (implies figures are shown for 1950, 1960 and 1970,
also; that is, for more than the two dates)

Right: 1940 anp 1930

C. 8.:1 1930 anp 1940 (wrong order)

Wrong: 1930 To 1940 (use anp for two dates) .

(2) To join the last two members of a series.—This represents the
normal practice of using AND in & series. Note that both Anp and To'may be
used in a series of dates where the use of To covers three dates or periods.

‘Right: 1880, 1900 To 1920, aNp 1940 (if 1890 and 1930 are not shown)
Right: 1940, 1930, axD 1910 (if 1920 is not shown)

d. DURING.—*During” implies an’ action that was taking place contiriuously
during the specified period; or which might have occurred at any time, or at vary-
ing combmatmns of times, during that period. Avoid 'this term where possible.
Its primary use is as & part of the universe-clagsification segiient where it limits
the group to which reference is made. It is rarely used as a part of the time-
reference segment as such; but when used, it always reads in;¥? that is, no comma
or colon separates. it from the rest of the time speclﬁca,tlon .

Right: Aer or Emrrovep WoRkERs WrO WORKED Lmss TeAN 12 MonTrs
. 1IN 1939, BY Racm AND Sux, For THm UNiTED SraTms: 1940
Right: Acge axp SEx or WorkErs EMrroyep Durive WEEK or Marcr 24
T0 30, 1940
Wrong: Aee AND SEX oF EMrroysp WORKERS: DUrine WEEK oF MARCHE
24 7o 30, 1940 .

10 Technically, in typeset composition, the *1-en dash” (-) is substituted for the hyphen (-) in tabular
work. However, since the distinction involves a printing technicality, and the difference betweéen these
characters is scarcely distingnishable to the nonprinter’s eye, the term hyphenis tised throughout this
manual, N

11 Contrary to Bureau of Census style.
direct method.

12 For definition of ‘‘read in,” see par. 927.

#1940 and 1980 and 1930 and 1940” would be correct With bthe

53




PAR. 368 THE TABLE TITLE sr0. 3-F

368. Omission and curtailment of time-reference.—In certain cases
the time-reference may be omitted completely from the table title,
or curtailed sharply therein, even though this may mean a minor
sacrifice in the cataloging function of the title.

a. Complete omission from title.—The time reference may be omitted if the
statistics shown in all tables in the given report are for the same date or time
period, and the date or time period is specified in the running head of the page.
This type of omission is risky if statistics for any other period appear in any table.
If the time-reference is brief, it is better to include it in all tables.

b. Omission of all reference to incidental statistics.—Omit all reference to
incidental statistics within a given table which have & time-reference other than
that for the main body of the table, particularly when the classification is not
88 detailed. Thus, if all but a few lines of a full-page table are for 1940 and the
few lines (for 1930) have been added merely as a convenience to the user, no
reference to the 1930 statistics need be made in the table title unless the items are
of -paramount interest or are not a logical part of the table in terms of subject
matter.

¢. Disregarding missing members in a time-series.—Use of such éexpressions as
1850 To 1940 is undesirable unless statistics are shown for all intervening censuses,
but occasionsally may be justified under the following conditions: :

(1) One missing member in a long-term standard series.—If only one
member is missing in a standard long-term time-series, and if the remainder of
_the title is necessarily long, the time-reference may be shortened by ignoring
the gap, provided that the headnote specifies the missing member The ex-
ample assumes statistics for decennial census periods. '

Right: 1850 To 1880; anp 1900 10 1940 - )
Permissible: 1850 7o 1940 (with headnote readmg “Statisties  not-shown
for 1890") o
Inappropriate: For Sprciriep CEnsusms, 1850 o 1940 (use of. SPECII‘X}:.D
is mapproprlate when only one member is mlssmg)

(2) Two or more members missing in a lony~term standard series.—
If two or more nonconsecutive members are missing, one of two procedures
is possible, listed below in order of preference. The example assumes that
statistics are shown for all decennial censuses from 1850 to 1940, e:ccept 1890
and 1910. :

Right: 1850 To 1880, 1900, anp 1920 To 1940
Permissible: ror Spmcrrrep Censuses, 1850 To 1940
Avoid: 1850 To 1940 (even with headnote explanat]on)

If all of the missing members are consecutive,.specify the censuses shown.
The following example assumes that all members from 1850 to 1940 appear
except 1890 and 1900.

Right: 1850 To 1880, anD 1910 To 1940
Insppropriate: ror SrrciFiEp CrNsuses, 1850 To 1940
Avoid: 1850 To 1940 (even with headnote explanation)

d. Omitting mention of minor variations in dates in a time-series.—In:a time-
series where all but a few points are for the same day in the month (or same
month in a year) and the remainder vary as to day and month, do not mention
the variation in the title. If necessary, make it clear in a headnote or elsewhere
in the table. : . :

src. 3-F TIME-REFERENCE SEGMENT PAR. 368

e. Including only major aspect of time-reference.—In general, give only the
most imperative 8 part of a time-reference in the title. If the date is an exact
day, it usually is sufficient to mention only the month in the title, or it may be
reduced to the year if it is & standard census date. Similarly, use only the year
if the time-reference is to a month, unless the month specification in the table
title is absolutely essential.®® Frequently it is sufficient to mention the month
in the accompanying text and refer only to the year in the table title. (See
par. 364,)

Sec. 3-G. Title Description of Percent Data (371-374)

371. General.—Correct identification of the base is the paramount
consideration in describing percentages. A second requirement is
correct description of the class-groups into which each universe, or
subuniverse, is distributed. Since these objectives must be achieved
by fine distinctions in phrasing and word-order, flexibility in title
treatment is reduced drastically in comparison with titles for frequency
tables.

Percentage description usually must be independent of description
of frequencies presented in the same table; that is, although certain
words or phrases may be identical for both descriptions, they usually
must be repeated separately for each. The need for independent
description for each type of data naturally adds to title length and
complexity.

372. Percentages and frequencxes appearing in same table.—-—Many
tables’ contain both percentage and frequency data. In general,
title treatment depends on the primary purpose of the table as a
whole and the conditions or circumstances of inclusion of the two
types of data.

a. Frequency table including percentages.—Here the primary purpose of the
table is to show frequencies. The percentages are of secondary importance and
are inserted for reader-convenience or to clarify, or add significance to, the fre~
quency information.

. .Rule: Confine title to deseription of frequencies. Omit title-reference for the
percentage data unless they—
(1) Are of outstanding significance in themselves, or
(2) Are not a natural byproduct of the frequencies shown; that is, they
comprise pereentages which would more logically be placed elsewhere and which
have been included in the given table only because of available space.

b. Percentage table including frequencies.—Here the primary reason for table
existence lies in the percentage presentation. The frequencies are of secondary
significance.” Thus, it may be desirable to include in a percentage table the fre-
quency rims used as the bases of the percentages.

_Rule: Confine title to deseription of percentages. Omit fitle-refererice for the
frequency data unless they—

18 The:-interpretation of ‘“‘imperative’” and “essential’’ depends upon the nature of the statistics, Thus,
for highly seasonal phenomens, a failure to specify the month or season might be & gerious error.
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" (1) Are of outstanding significance in themselves, or

(2) Are not the bases of the percentages but comprise “supplementary’’
frequentcy information which appear in the given table because of difficulty

-of inclusion in some other table where they logically belong, or because their

nature is such that they cannot be presented in a separate table.

‘c. Doubiful cases.—Where the amount of frequency and percentage data is
aboit equal, or where the primary purpose of the table (in terms of presenting
frequency or percentage data) is in doubt, the general rule is to assume that it is
a “frequency table including percentages” and title-it according to the rule in

paragraph 372a, above. .

373. Problem of distinctive phrasing of percentage titles.—When a
number of percentage tables which have been titled at various points
in time are compared with each other, it may be found that the
descriptive terminology has not been used consistently, even where
all the tables were titled by the same person. Thus, identical phrasing
(in respect to essentials) may have been used to describe basically
different distribution patterns, or different phrasing may have been
uséd to describe identical patterns, or both. Obviously, then, some
of -the tables have not been titled properly, since the reader cannot
ascribe the same meaning at all times to the same phrasing.

. Use of & predetermined method.—Theoretically, the solution to the above
problem would be to tifle all tables in accordance with some predetermined
scheme broad enough in scope to provide distinctive phrasings for at least the
most common situations. .

Tn this connection, it. must be remembered that the title-writer and the user
approach the title from opposite directions. The title-writer works from table
to titlé; that is, knowing the content of the table, he tries to describe it. The
user, however, works from title to table; that is, he tries to deduce the content
from the descriptive title. It follows that the title-writer should avoid terms
which he and the user will not interpret in the same way.

The first prerequisite to a common understanding is the consistent use of
descriptive phrases. Use of a standard scheme would promote consistency not
only among titles written by the same person, but also among titles written by
different, persons. However, any scheme which atterapts to differentiate between
all major possibilities tends to become cumbersome where applied. Also, the
distinctions in phrasing may become too fine-drawn to be useful to most readers.
(See par. 336.) '

An experimental method is illustrated in fig. 11, pp. 57-58. This scheme states
the problem; it does not solve it.  The phrasings provided there are better
suited for the description of simple than of complicated tables.

374, Appending percentage description to frequency titles.—Where
it becomes necessary to call specific attention to the presence of per-
centages in a frequency table, the reference usually is_inserted pre-
eeding the area segment (assuming area specification is the same as
for the frequencies) and is introduced by Wirs.

Right: Agr oF THE PoruraTioN BY COLOR AND SEX, Wrra PerceNT Dis-
TRIBUTION BY AGE, FOR THE STATE: 1940
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" Figure 11.—EXPERIMENT IN FORMAL TERMINOLOGY FOR PERCENT TABLES
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PAR, 403 . THE TABLE NUMBER ) sEC. 4~A

403. Symbol combinations.—In order to distinguish subseries of
tables, or to indicate direct table relationships, certain symbols may
be used in combination. In general, those combinations are best
which tend to be most familiar to the user. In the following list a
means any small letter, 2 means any Arabic numeral, etc.

Preferred Acceptable Not acceptable
2a 2~A 2-2 or 2-11
A-2 A~II A-A or A=a
II-A IIa II-1I or II-2

a~2, a-A, or a-a

404, Omit number for single tables.—When the entire tabular
presentation consists of a single table, the table number may be omit-
ted since it rarely performs a useful purpose. Note, however, that
this does not apply to an unrelated table among a group of related
tables. Tt refers to such cases as a release coritaining only one table,
or a smgle table typed for inclusion in correspondence,

'405. No duphcatmn.-Wlthm a given report, no two tables should
bear the same number unless a standard table scheme is involved.
(See sec. 4-B.) However, table numbers differentiated by preﬁxes
or suffixes do nob constitute dupxlCd.mUDS umess the entire combination

UL e

is identical.
406. Normal numbering scheme.——UnIess there are spemﬁc reasons

to the contrary, tables should be numbered in a smgle series of con-
tinuous Arabic numerals begmnmg with 1.

407. Tables in text and in tabular section.—In a report which

presents analytical or summary tables within the text with the bulk
of the statistical presentation segregated in a tabular section of de-
tailed tables, two numbering schemes are available. (See also par.

423.)
'a. Numbering in same series.—Assign number 1 to the first text table and con-
tinue the series without a break through the tabular section.

(1) Most suitable when text tables and detailed tables, taken together, con-
stitute & logical development.

(2) Least suitable when text tables constitute a summary or ana.lytlcal geries
covering the entire group of detailed tables.

(8) :May cause operating difficulties: In general, the text material tends to
be subject: to change after the detailed tables in the tabular section have been
frozen. - A change in the total number of text tables (by adding, omitting, com-
bining, or dividing a table) will throw off the numbering of all the detailed
tables.

b. Numbering in separate series.—Number text tables in one series; start &
new series for the tabular section.

(1) Most suitable where the two series are not continuous in development, as
when the text tables comprise figures selected from the tabular section either
for summary purposes or to illustrate analytical points discussed in the text,
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(2) Least suitable when text tables and detailed tables, taken together,

develop the materials seriatum.
(3) Most convenient system for operating purposes since revmons in text do

not affect the tabular section.
(4) Requires two different types of symbols to avoid duphcatlon of table

‘numbers. The preferred symbol (Arabic numerals) should be used for the de-
tailed tables. Either capital letters or Roman numerals may be used for the
text series, with capital letters preferred. However, see also sectlon 4-C,

paragraph 423.
Sec. 4-B. Numbering Standard-Series Tablez_s (411-414)

411. Standard series defined.—A method of tabular organization in
which a series of table forms is established for a given area or analytical
group, and the same series is repeated for each comparable area or

group.
Ezample: Any Bureau of the Census volume with State chapters (or sections)
in which tables identical in form are presented for each State.

412. Purpose and mse of standard series.—Facilitates analysis,

reference, and production. ,
a. Insures parallelism of presentation.—Within obvious limits, a characteristic
or classification presented for any one group or area is automatically presented
for all comparable groups or areas. In this way, the more important features are
assured a uniform coverage. Moreover, this method does. not prevent insertion of
additional tables for features peculiar to & given area. (See sec. 4-D, pars.

433- -435,)
b. Facilitates reference.»——The standardization as t0 content tells the reader

referring to a given area the minimum he may expect to find for any similar area
or group for which the same problem exists. The identity of table number also
provides him with the table number for all 'similar tables for all smnlar areas or

groups.
¢. Simplifies production.—Instructions common to all similar areas or grqups

can be prepared at one time. Problems common to all can be handled by general
rulings. The attention can then be focused on individual problems peculiar to
specific areas or groups. Worksheets can be reproduced in quantity with com-
mon captions already entered instead of being written by hand on each sheet,
413. Numbering scheme.—The standard numbering scheme is an
important feature of the standard series. "Its existénce emphasizes
the standardization and makes it apparent to the user. The number-
ing method should conform to the following requlrement st&ted here
from two different points of view: ‘
8. Tables with identical numbers should have comparable content and coverage.
b. Tables with comparable content and coverage should have identical _numbers.
414. General consequences of standard table numbering.—Certain
general consequences follow from the use of a standard series number-

ing scheme, and certain obligations are automatically incurred:
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a. Automatically arranges report in parts or sections, irrespective of formal
designation. The formal organization of the report should be adapted to this
arrangement.

b. Requires clear desxgnatmn either in the running head or in the table title,
of the particular universe for which each table is presented. That is, since thers
may be a number of tables numbered 1, the distinctive feature of each must be
made clear at a glance.

¢. Prevents continuous numbering in those sections where a table is omitted
from the series because it is not applicable for the given area or group covered
by the section. That is, if table 4 is omitted for Idaho, table 5 of the standard
series should not be renumbered as table 4 since then table 4 (and following tables)
for Idaho would not be comparable with table 4 (and following tables) for other
States.

d. Requires specific explanation of table omission at the pomt where tbe
omitted table would have appeared. That is, the explanation should appear at
the point where the user would expect to find the table, not merely in the table
of contents.

Examples of statements inserted in the tabular section following tables 3 and
34, respectively.

(Table 4 of the standard series for the State omttted because there
are no-cities of 50,000 or more in Idaho reported by wards)
(Tables 35 to 52 of the standard series omitted because there are no
cities of the given size-group in this State)

e. ‘Converts the listing of tables on the contents page of the combined volume
to a tabular arrangement. Where all table titles and numbers have been stand-
ardized, there is no point in repeating the same series of titles for all similar areas,
with the page number opposite each listing. Instead, the contents page should
specify the important features of the standard scheme and provide the list of
standard titles. A tabular index should then be presented showing, for example,
the State narhes in the stub, the standard table numbers in ‘the boxhead, and the
apphcable page numbers in the cells.

f. Requires establishing of standard titles within close limits. Only minor
variations are permissible. Outstanding differences tend to run counter to the
purpose and function of standardization.

g. May demand specialized treatment for page running heads. If, as usually
is true, the standard titles used omit the specific name of the area or group com-
mon to the entire section, that name must appear in the running head of the page.
Thus, if the titles end with the words . . . For THE SraTe: 1040, the running
head of the page should provide the State name.

Sec. 4—C Use of Prefix Letters (421-424)

421, Definition.—A capital letter (rarely a small letter) placed in
front, and considered a part, of the table number. Example: The
A and J in Tasre A-1 and Tasrm J-12, respectively.

'422. General use.—The use of prefix letters usually is restricted to
two mtuatmns

a. To distinguish a series of tables appearing in the text, or in appendixes, from
the main series appearing in the tabular section of a report; or
b. To identify a standard table scheme of & compound nature. (See par. 424.)
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423. Text and appendix tables.—Here, the use of prefixes may arise
from a desire to use an Arabic-numeral scheme but to avoid any im-
plication that the text or appendix tables are part of the same basic
series as the detailed tables. (See par. 407.)

a. Text tables.—Numbers may be run in a single continuous series using Arabie
aumerals, all prefixed by the capital letter A, as TaprLm A-1, A-2, etc. '

Again, if the text is divided into chapters or readily recognizable sections of
any length, prefix A may be used for the first chapter or section, prefix B for the
second, ete., starting with 1 again for each such section, as TapLE A-1, TaBLE
A-2 ..., Tasie B-1, Tasie B-2. ., ete. However, this system has the obvious
disadvantage of complexity and, in the case of numbered chapters, the prefix will
not tie in with the chapter number.

b. Appendix tables.—In a single appendix, prefix A may be added to all table
pumbers, running them as TaBre A-1, TaBLE A-2, etc. This makes clear that
the appendix tables are not eontinuous in development with the detailed tables,
This method is impracticable, however, if prefix A already has been assigned to
text tables. In that case, the use of prefix B for appendix tables might imply a
relationship to text tables which is unlikely to exist.

The prefix scheme is most useful where two or more appendixes exist which
might appropriately be designated as appendix A, appendix B, ete. Tables in
appendix A may then be numbered TaBre A-1, TaBLE A-2,...; and those in

appendix B numbered Tarsre B-1, Tasiz B=2. ., ste.

424. Standard-series tables.—Where possible, prefix letters should
be-avoided in standard-series arrangements. As in any reference-code
scheme, that which seems simple and obvious to the designer may
prove confusing to the user who is interested in occasional quick refer-
ence rather than in intensive study or analysis. Where used, the
prefix scheme should be as easy to grasp as possible. = Also, it should
be explained clearly in the table of contents or introduction.

a. Basic principles.—In any prefix scheme for table numbers, reader-grasp will
be helped by maintaining the following principles:

(1) The numerical component (as 2 in TaBLE A~2) represents an identity
of table form and classification of data. That is, all tables with the same
numerical component in their table number (all tables numbered 2) should
provide strietly comparable data, with the only varlable that of universe or area
as gsymbolized by the alphabetical prefix.

(2) The alphabetical component (as prefix A in TABLE A-2) represents an
identity of universe or area. That is, within a given section of the report all
tables in series A, as indicated by the prefix, should be for the same universe or
area. Here the variable is one of content and classification as symbolized
by the numerical component.

(8) Summary example.—It follows that tables A-1 to A-10 should always
be for the same major group or area, but they may be expected to differ in the
subgroup shown or in the way the data are classified. Contrariwise, tables
A-4, B~4, C-4, D-4, ete., should always present the same subgroups classified
in the same way, but they may be expected to differ in the universe or area for
which the data are distributed.

b. Circumstances of use.—Prefix schemes are not adwsable in standard-series
tables except as a last resort and then only in a compound series. In general,
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prefix schemes instandard-series fables should be confined to cases where all datafora
given universe or area must appear together, and the universe or area designation
cannot be shown effectively in the running head.

‘(1) Not needed in simple series.—Prefizes should not be used in 8 simple
standard series such as astandard series repeated for each State. Here the report
tends to organize in State sections, and the resultant presence of the State name
in the variable running head makes a prefix scheme unnecessary.

(2) Combining tables to avoid prefixes.—When comparable data are to
be presented for a number of areas in the form (for example) of standardized
tables 1 to 10, separate tables for each area need not be established if the
Tasur 1 for the first area is followed immediately by Tasrk 1 for each other
area; and the resultant group of tables numbered 1 is followed by TaBLE 2 for
each area, etc. Here the normal expedient of combining all tables num-
bered 1 into a single multipage table solves the problem. Assigning prefixes
to the table number is then unnecessary since there is only one TaBLE 1, one
TABLE 2, ete.

(8) Use of prefixes in a compound series of standard tables.—On occa~-
sion, a report will consist of a section for each State with a standard series
of tables presented not only for the State as a whole, but also for subareas
within the State. In cases where the nature of the data makes it essential that

. all data for a given subarea be kept together, standardized tables 1 to 10 may
- be presented for the first subarea; followed by tables I to 10 for.the second
" subarea; etc.
Here the running head of the Si;a,te section distinguishes tables for one Sta,te
from those for another. But the running head cannot also be expected to
_ differentiate, within each State section, between the table 1 for each subarea
(such as table 1 for the State as a whole) and table 1 for each other subarea
(such as that for the first major city in the State, for the second ma,;or city,
ete.).
This problem may be solved by assigning prefix A to the tables for the first
subares; prefix B to the tables for the second subarea; ete. Then standardized
tables A~1 to A-~10 are followed by standardized tables B-1 to B~10, ete,

Sec. 4-D. Use of Suffix Letters (431-435)

431. Definition.—A small letter placed after, and constituting a
part of, the table number. Ezample: The a and ¢ in TasLe 2a and
TasLe 8¢, respectively.

432, Basic principles of table relationship and position.—The use of
suffix letters is properly limited by the following principles of table
relationship and position. :

~a. Table relationship.—Tables with suffixed table numbers should bear an
easily noted, preferably obvious, relationship to their “master” table (that is,
to the table of the same number without a suffix), even though the master table

does not appear.
b. Table position.—Tables with suffixed table numbers constitute a subseries

and should not be separated from each other. The master table should appear
first, followed by its suffixed tables. In turn, the suffixed tables should be
a.rranged in alphabetical order of suffix, as table 5, 5a, 5b, etc.
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433. General objectives in usage.—Suffix letters should not be
automatically assigned whenever the qualifying table relationships
appear. Even within the framework of the basic principles of re-
lationship and position, they are best used only—

a. To bring out the table relationships in a series where the relationships might
be seriously obscured by the normal numbering scheme; or

b. In standard-table schemes to permit insertion of added information for cer-
tain areas or universes without disrupting either the standard table form or the

standard numbering scheme,

434. Types of relationship to master table.—Three general types of
relationship to the master table are most frequently found, as follows:

a. Component-part tables.—These are tables which basically constitute asingle
whole but are split apart (but follow one another) for reasons of convenience,
The relationship is commonly stated as “Tables 5a, 5b, 5c, and 5d add up to
table 5. More precisely, the addition of corresponding cells in tables 5a, 5b, 5e,
and 5d totals to the entry in the corresponding cell of table'5. Where the data
are more significant when presented by subgroup than when combined, the master
or totality table may not appear.

(1) When totality table appears.—Suﬁixes ldentlfy the component-part

tables as subordinate parts of the totality table. .

* (2) When totality table does not appear.——Sufﬁxes unify the component-
part tables by indicating that they are all part of the same basic presentation,
b. Expansion table following master table.—Here the suffixed table provides a

more detailed distribution of only one of several physiecal parts of the master
table; or it presents comparable data for only one of several components of the
master-table data. Suffix use for this situation is la.rgely confined to extra.”
tables in a standard-table scheme.
(1) More detailed distribution for one part of a master table.——The
suffixed table (such as table 5a) shows one panel (or block) of table 5 in greater
detail than the form of table § permits or than it is practmable to present, for all

panels (or blocks) of table 5,

Fxample: Table 5 shows 5-year age groups by race, with panhels for all classes,
white, Negro, and other races. Additional age deta.ll (single years) is deslred
for the white, not for the other race groups. A new table is-inserted, therefore,
showing single years of age for the white population, and becomes table 5a.

(2) Comparable figures for one component of a master table—A -
special case of the component-part table scheme. Here, the figures are reqmred
separately for only one of the several components which make up the combined

figures shown in the master table.

FEzample: Table 6 shows a given distribution for all races combined. Table
6a shows the same distribution for the nonwhite only., No table is presented
for the other component, the white.

c. Derived table following a frequency table.—Where a frequency table is

followed immediately by a table presenting a percent distribution for those figures
(or medians, rates, ete.; relating to them, or derived from them) the relationship

may be expressed by a suffix letter.
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This use of suffixes is common in standard table schemes where it is desired to
present derived data for certain tables in certain areas only. In general, these
added suffix tables should be treated as standard tables when so used. That is,
table 7a for one area should correspond to table 7a for another.

Ezamples: (1) Table 5 presents frequencies. Table 5a presents a percentage
distribution of table 5. (2) Table 7 presents frequencies. Table 7a presents
the percentage relationship of cell frequencies in table 7 to corresponding cell
frequencies in some other table. Table 7b presents averages for data in table 7.
Note that the relationship between tables 7a and 7b is not direct, but both

guffix tables are obviously related to table 7.

435. Summary and examples of suffix numbering.—The following
summarizes and illustrates suffix numbering, »

8. Component-part tables following totality table.—Assign the regular, or
master, number to the totality table. Add a suffix to each component-part table
and arrange alphabetically in order of suffix.

Right: Table 8 (totality); table 8a (male); table 8b (female)
Wrong: Table 8a (totality); table 8b (male); table 8¢ (female)

b. Component-part tables without tetality table.—Frequently these are mis-
numbered, If the totality table is not present, the regular or master number
(standing alone) should not be assigned to any table, However, the component-
part tables should carry suffixes as though the master table were present.

Right: Table 8a (male); table.8b (female)
. Wrong: Table 8 (male); table 8a (female)

¢. Derived tables following frequency tables.—Here, the master or base table
should carry a regular number without a suffix, The derived table should carry a
suffix, If thereis more than one derived table, arrange them in order of analytical
or reference convenience and assign suffixes alphabetically.

Righ't; Table 8 (frequency or base table); table 8a (percent distribution);
table 8b (medians)
Right: Table 8 (frequency table); table 8a (medians); table 8b (cells in
table 8 as percent of cells in some other table)
Wrong: Table 8a (frequency table); table 8b (first derived table); table 8¢
(second derived table)

d. Expansion tables (all types).—The same principle applies as for derived
tables. The master table should carry aregular number without a suffix.. The
expansion table should carry the suffix a. If more than one expansion table
appears, arrange them in analytical or reference order and assign suffixes alpha-
betieally.

Right: Table 8 (master table—age by race) ; table 8a (single years for white)
Wrong: Table 8a (master table); table 8b (single years for white)

" 'Right: Table 8 (all races combined); table 8a (nonwhite only)
Wrong: Table 8a (all races); table 8b (nonwhite only)
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THE HEADNOTE (501-523)
Sec. 5-A. General (501-506)

501. Definition and function.—A statement (or statements) en-
closed in brackets and appearing between the table title and the top
rule of the table.

In general, the headnote is & means of providing information (essen-
tial to the understanding of the data) when the point in question can-
not be made clear elsewhere in the table or is too general for effective

handling in footnotes. -
Specifically, the headnote provides mforma,tlon qualifying, explain-

ing, or otherwise relating to—

a. The table as a whole (prlmary function);
b. An easily identified major portion of the table; or
¢. A constantly recurring specific term, abbreviation, or situation.

502. Relationship of headnote to title—Both the headnote and
title have as their primary function the explanation or description of
the table ag a whole. Their close relationship is manifested in two
principal ways; that is, the headnote may act—

a. As a limited form of subtitle.—The headnote fréquently provides additional
title information crowded out of the title because of the need for brevity; or

b. As a title footnote.—The headnote may define & term in the title or qualify a
specific statement made there. In this way it acts as a footnote to the title with-
out the necessity of a reference symbol. This is one of the most important uses of

the headnote.
Formal footnotes to titles (reference symbol in title and footnote at bottom of

table) are undesirable, Usually, they reflect a contradiction in function. Ordi-
narily, & title footnote represents a misplaced headnote.

503. Relationship of headnote to footnote.—A sharp distinction
must be drawn here if confusion in usage is to be avoided. The fooi-
note is used to expla;in or qualify & specific cell, line, column, or portion
of the table which is clearly identified by placement of the given
reference symbol. In contrast, the headnole primarily qualifies the
table as a whole; its secondary use to explain a particular part of the
table should be sharply restricted since the user is not given a warning
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This use of suffixes is common in standard table schemes where it is desired to
present derived data for certain tables in certain areas only. In general, these
added suffix tables should be treated as standard tables when so used. That is,
table 7a for one area should correspond to table 7a for another.

Bramples: (1) Table 5 presents frequencies. Table 5a presents a percentage
distribution of table 5. (2) Table 7 presents frequencies. Table 7a presents
the percentage relationship of cell frequencies in table 7 to corresponding cell
frequencies in some other table. Table 7b presents averages for data in table 7.
Note that the relationship between tables 7a and 7b is not direct, but both
suffix tables are obviously related to table 7. .

435. Summary and examples of suffix numbering.—The following
summarizes and illustrates suffix numbering.

a. Component-part tables following totality table.—Assign the regular, or
master, number to the totality table. Add a suffix to each component-part table
and arrange alphabetically in order of suffix.

Right: Table 8 (totality); table 8a (male); table 8b (female)

Wrong: Table 8a (totality); table 8b (male); table 8¢ (female)

b. Coniponent-patt tables without totality table.—Frequently these are mis-
numbered, If the totality table is not present, the regular or master number
(standing alone) should not be assigned to any table, However, the component-
part tables should carry suffizes as though the master table were present.

Right: Table 8a (male); table 8b (female)
Wrong: Table 8 (male); table 8 (female)

"¢, Derived tables following frequency tables.—Here, the master or base table

should carry a regular number without & suffix. The derived table should carry a
suffix. If there is more than one derived table, arrange them in order of analytical
or reference convenience and assign suffixes alphabetically. i

Right: Table 8 (frequency or base table); table Sa (percent distribution);
table 8b (medians)
Right: Table 8 (frequency table); table 8a (medians); table 8h (cells in
table 8 as percent of cells in some other table)
Wrong: Table 8a (frequency table); table 8b (first derived table); table 8c
(second derived table) .

d. Expansion tables (all iypes).—The same principle applies as for derived
tables. The master table should carry s regular number without a suffix. The
expansion table should carry the suffix a. If more than one expansion table
appears, arrange them in analytical or reference order and assign suffixes alpha-
betically.

Right: Table 8 (master table—age by race); table 8a (single years for white)
Wrong: Table 8a (master table); table 8b (single years for white)

Right: Table 8 (all races combined); table 8a (nonwhite only)

Wrong: Table 8a (all races); table 8b (nonwhite only)
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THE HEADNOTE (501-523)
Sec. 5-A. General (501-506)

501. Definition and function.—A statement (or gtatements) en-
closed in brackets and appearing between the table title and the top
rule of the table. . o )

In general, the headnote is a means of providing ‘m.fczrmatm]% (essen-
tial to the understanding of the data) when 'the point in question can-
not be made clear elsewhere in the table or is too general for effective
handling in footnotes. o B o

Specifically, the headnote provides information quailying, expiai-
ing, or otherwise relating to—

a. The table as a whole (primary function);

b. An easily identified major portion of the table ;or ] .

e. A constantly recurring specific term, abbreviation, or situation.

502. Relationship of headnote to title. Both' the headn'ott? and
title have as their primary function the explanation or ‘descrlpplon of
the table as & whole. Their close relationship is manifested in two
principal ways; that is, the headnote may act— - :

a. As a limited form of subtitle.—The headnote frequently provides additional

itle i i i f the need for brevity; or
title information crowded out of the title because o 5 re N
be As a title footnote.—The headnote may define a term in the title or.qx_mh.f.y a
: In this way it acts as a footnote to the title with-
This is one of the most important uses of

specific statement made there.
out the necessity of a refe;ence symbol.

the headnote. o
Formal footnotes to titles (reference symbol in title and footnote at bottom of

table) are undesirable. Usually, they reflect & contradiction in funetion. Ordi~
narily, a title footnote represents a misplaced headnote.

503. Relationship of headnote to footnote.—A s}}arp dlstmct;on
must be drawn here if confusion in usage is to 1_39 avoided. The jqot-
note is used to explain or qualify a specific cell, line, column, or por'tlon
of the table which is clearly identified by plaqemept of the glvleln
reference symbol. In contrast, the headnqte prlma,'rﬂy quahﬁes; the
table as a whole; its secondary use to explain a .partmu.lar part o t 8
table should be sharply restricted since the user is not given 8 Warning
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at the place where the data actually appear. These restrictions are
indicated below. Where the specified situations do not exist, ex-
planations of major portions of tables, specific terms, etc., should be
handled in footnotes.

a. Headnote relating to an easily identified major portion of the table.—
Properly restricted to cases where either—

(1) The given major portion is referred to in s title statement which, in
itself, needs qualification or explanation, or

(2) The table arrangement is such that the table portioa referred to cannot
be clearly indicated by placement of a footnote reference symbol. In some
cases, there may be no place to put the symbol within the table. In other cases,
the limits of the mass of data to which the symbol refers may not be clear.

b. Headnote explaining specific terms, abbreviations, etc.—Properly restricted
to cases of consiant recurrence; that is, to cases where the given item keeps recurring
and the resultant multiplicity of identical recurrent footnotes would detract from
the presentation rather than add to it. .

A special case of this type, frequently encountered, is the headnote explanation
of a standard reference symbol (such as an asterisk), & mathematical sign (such as
a minus sign appearing in a column headed “Increase’), or & standard code
symbol used throughout the table. Here the symbol or sign is not only recurrent;
it is so distinctive that once noted the reader tends to carry its meaning in hig
mind. Note, however, that recurrent reference symbols in the form of num-
bers (%) are properly explained in footnotes; never in headnotes.

504. General restrictions on headnote use.—To be included in a
headnote, & statement should be both (a) essential to the understand-
ing of the data and (b) a point which cannot be made clearin the title
or in the table proper. The ideal table would carry no headnote
since in the ideal situation all of these points would be brought out
clearly in the title, box, or stub. Following are several general
injunctions as to headnote inclusion. C

a. Avoid using headnotes where possible but do not hesitate to insert them
where needed. .
~ b. Avoid using headnotes for general discussion or for explanations of general
interest. Such discussions or statements usually belong in the text.
" *Note: If it is impracticable to include text in the report, or the text must be
closely restricted as in the Statistical Absiract of the United States, the burden of
general definition and qualification must fall largely upon the headnote. This
does not affect the general rules provided here. It merely exemplifies necessary
adaptation to an extreme situation. .

¢. Rely upon text for definitions of terms. Headnote only where the term is
not used as defined in text or is subject to gross misinterpretation.

d. Do not present in the headnote an explanation common to all tables in the
series unless the omission is likely to result in a definite misapprehension. Place

the explanation in the text.
e. In general, do not use headnotes to refer to text for an explanation which (1)

the user would normally expect to find in the text, or (2) could not logically be
found anywhere else.
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f. Unless a given table has been designed specifically to make possible the pres-
entation of a chart, avoid headnotes which imply that the chart is the reason for
the table’s existence, such as “Statistics for chart IX."”

Where charts are prepared to facilitate grasp of general relationships, the user
should be directed to a source table for the figures. Indicate the tabular source
upon the chart as “Source: TasLe 12”7 or “See table 127 The headnote of
table 12 might well include the statement ‘“See also chart IX.”

_.505. Repetition on ‘‘continued pages’’ of multipage table.—Four
practices are described here, listed in order of preferred usage..

a. Repeating headnote in full.—A common Census Bureau practice is to repeat
the headnote in full on each page of the table, This method simplifies opera.,tions,
particularly when standard table forms! are used. It is least successful in the

case of extremely long headnotes. ) )
b. Omitting headnote on continued pages.—This method is theoretically sound

since a headnote placed at the beginning of the table covers the entire table. In
practice, short headnotes can be repeated without material troubl.e and the
user is helped by them. Omission on continued pages is best practiced where
the headnotes are necessarily long and detailed. .

c. Inserting reference to first page.—Here, the continued pages carry a head-
note reading ‘“‘See headnote, p. —,” or ‘“‘See headnote at beginning of te}ble.”
This warns the user, and the reference occupies little space on the eontinued

ages.
P g Repeating pertinent portion enly.—This practice provides for Iiepetition (on
continued pages) of only that portion of the headnote applying specifically to the
.given page. In using this scheme several precautions are necessary. _

(1) First establish the basis of selection, Then make sure th:?,t the same
criteria are applied for each continued page. (The full headnote is shown on
the first page.)

(2) Review each continued page after it is in type, or typed for offset, to

" make sure that paging and make-up adjustment have not so- shiftec.l the data

that the headnote portion shown no longer applies.

(3) Avoid footnotes on continued pages reading merely ‘‘See hea@note."
Where used, be sure the portion of the headnote at the top of that page con-
tains the information needed. It may not occur to the reader to turn back
to the first page where the entire headnote appears. (See par. 615b.) -

506. Practices to avoid.—Several questionable practices are suffi-

ciently common to warrant special attention.
' a. Arbitrary restriction of headnote to a single statement.—Based on a false
premise, this ides is incorrect in theory and causes serious trouble in application.
The headnote should be kept as brief as possible, but as many statements should
be included as the needs of the presentation demand.

b. Footnoting headnotes.—A footnote to a headnote is like a footnote to a

footnote. Both are incorrect. . .
¢. Beginning with ‘“Note:””.—The headnote should not begin with ‘“Note:” or

“General note:’, The existence and placement of the note are s_uﬁicient to
identify it as such; the use of brackets makes clear it is not a subtitle. There

1 Thag is, page forms printed in advance with identical stubs, boxheads, headnote?s, and titles. Then the
cell entries are filled in for different areas, Where the same preprinted page form is used for all pages of &
multipage table, the complete headnote will automatically appesr on all pages.
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is no more reason to identify it by starting with “Note:”” than there is for placing
“Title:” at the beginning of each title. :

(See also pars. 615a-615¢, which discuss objections to the footnoting of titles
and the use of footnotes reading “See headnote.”) :

Sec. 5-B. Specific Use of the Headnote (511-513)

) 511. Genen:al.—The following lists of specific uses, and the examples
cited, are subject to two important qualifications. '

a. Hlustrative only.—The categories listed, and the examples cited, are merely
illustrative of headnote problems frequently encountered in Census Bureau work,
(1) Not all-inclusive.~Equally appropriate headnote instances may arise
which are not covered here. N

(2) Not mutually exclusive.—~Examples cited under one category may
apply equally well under another category, depending upon the wording of
the table title, the treatment of data in the table, or the point of view.

(3) Wording not standardized.—The wording of any particular example
i§ not to be construed as representing the “standard’” wording for that particular
STtua.tion. Such wording may properly vary depending upon the purpose and
circumstances of the presentation. In part, such variation tends to be & func-
tion of the given report. Within any one report identical situations should
be handled identically. k
b. Headnoting permissible; not mandatory.—Tlie cases cited represent per-

missive situations. 'A headnote should mnot be inserted in any table merely
because the prototype is included in these lists. Headnotes should be used when
they are essential to the understanding of the data, not otherwise,

512. Qualifying table as a whole or an easily identified part of it.

. To define or specify the unit of presentation. Ina long headnote, place the
_unit of presentation at the beginning, preferably in boldface type.
[In tons of 2,000 pounds]

[Number of persons 14 years old and over working the equivalent of 2 or more days during.
specified weeks])

b. To define, clarify, or qualify the title as a whole, or any part of {t;
[Data for irrigated farms limited to 20 specified States in 1940}
[Exclusive of stillbirths] )
¢. To describe the enumerative or reporting base or coverage, particularly wyh‘eyn
it differs from table to table: )
[Based on Sample D}
[Complete census returns]

[Based on incomplete reports; totals may differ from those in table X which represent complete
coverage] :
d. To indicate limitations of the data or reliability of estimates:

[Statistics for 1946 are subject to sampling variation. Figures identified by an asterigk (%)
subjeet to particularly large sampling variation and should be i dinl
caution. See text statement “Reliability of estimates’] Interpreted with special

e. To indicate the basis of selection of areas or items shown:

[Figures for nonwhite shown separately for areas having, in 1940, 25,000 or m
. women 15 to 49 years ol(f] T ore nonwhite

[Limited to stores which report an analysis of their sales by commodities]
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f. To describe the method of reading an involved table:

[The first column shows the number of births which oceurred in the given city, regardless of
whether the mothers’ permanent home was in that city. The second column shows the
number of births te mothers whose permanent home was in that city, regardless of whether

the births cccurred in that city or elsswhere]
g. To refer the user to the text or to a related table:
[For definitions of terms, see text, p. 24] .
[For total number on all farms (base for percentages), see table 652]
h. To qualify or explain the significance of an implicit characteristic of the
presentation:
[Figures prior to 1916 relate to years ending June 20, thereafter to calgmdar years]

j. To warn against an unsound:interpretation:

_[Relative wealth of the several States is not shown by these figures because of differences in the
basis of assessment and practices thereunder]

[Encrease from census to census includes that due fo annexation of territory as well as to direct
. £row!

k. To specify source of data where a source note does not appear at the bottom

of the table: )
» [Based on detailed table 24}
[Figures for 1940 are those reported in the census for that year. Estimates of future population
are reproduced with -the cooperation of the National Resources Planning Board and of
Warren S. Thompson and P. K. Whelpton, of the Scripps Foundation for Population
. .Research, who prepared them for the National Resources Committee] )

-:513. Qualifying a constantly recurring factor.—A headnote may be
used to qualify or explain a constantly recurring specific term, abbre-
viation, or situation in order to avoid the multiple recurrence of a
standardized footnote.

' a. To explain the significance of a standardized reference symbol such as an

asterisk (¥): . .

{For explanation of asterisk (*), see text statement, ““Coefficient of Variation’’]
[Places marked with an asterisk (*) were classified as urban in 1640]
b. To explain significance of a mathematical sign, such as a minus sign (—)

in an ““Increase’’ column:
o [A minus sign (—) denotes decrease]

 ¢. To indicate that derived data are not shown where less than a specified
valué or where based on less than a given amount or number:
: -[Percent not shown whers less than 0.1 or where base is less than 100}

d. To define or qualify a term constantly recurring in the box or stub:
| Figures for “All dwelling units”’ include vacant units]

Sec. 5-C. Wording of the Headnote (521-523)

'

521, Frame of reference.—Headnotes can be shortened, and phras-
ing simplified, by taking into account the basic frame of reference of
the table. - The headnote is an integral part ofithe table and should
be handled accordingly.

- a. Basic reference is to table.—Headnote statements, by definition, refer
solely to information shown in the given table unless otherwise specified. This
basic principle affects headnote wording in two ways.
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(1) Tt reduces the need for specifying ““These statistics” or ‘‘Statistics
in this table” when referring to the data in general.
) Terse: [Based on Sample D]
" Verbose: [The statistios in this table are based on Sample D]
(2) It requires specification of the category or item referred to if the state-
ment-does not apply to the entire table,

Vague: [Based on Samples O and W]
Clear: [Statistics for 1040 based on Sample O; those for 1910 based on. Sample W]

Clear: [Statistics based on Sample D except “total population” which represents result of a
complete census]

b. Order of wording.—The headnote should start with that which the reader
can see, or is likely to assume, and move to that which is not apparent or not
known to him. The reader should not be asked to read an explanation before
he discovers what is being explained; or to read a qualification of an item before
he discovers what the item is, -

Accurately stated: [Because of differences in the basis of assessment and practices thereunder, figures
do not show the relative wealth of the several States]

But this is better: [Relative wealth of the several States is not shown by these figures because of dif-
ferences in the basis of assessment and practices thereunder]

522. Need for brevity.—Under the best of circumstances, headnotes
are hard to read. Special attention needs to be paid to brevity, but
clarity must come first. The following should be kept in mind:

a. {The coverage -of many different points prevents rapid reading and reduces
_the chance that any one part will be noted. . NN

b. Reader patience is quickly exhausted because of— :

(1) Mechanical reasons: The smallness of type and great length of lin
make headnotes hard to read.

(2) Content and form: Headnotes are parenfhetical in nature. Fre-
quently, they comprise a series of unconnected ideas, This makes them hard
to comprehend. .

523. Style—Headnotes should be written in telegraphic style,
Articles and other parts of speech not essential to understanding may
be omitted. Standard conventionalized phrasing should be used
wherever possible. Use the same abbreviations and phrasings in the
- headnote as in the remainder of the table. Unrelated statements

should not be joined by a semicolon merely to reduce the number

of headnote “‘sentences.” Use as many sentences as required.

Lower case is used throughout the headnote; do not use caps and
lower case’ The entire headnote is enclosed in brackets. Where
individual tables are typewritten for inclusion in correspondence,
parentheses may be used instead of brackets, provided that parentheses
‘are not also used within the headnote.

No period at end.—No period should appear at the end of the head-
note even though the last statement is a complete sentence. Periods
are used internally where sentence structure warrants them. (Ip
contrast, footnotes always end with a period.) -

% This Is in Caps and Lower Case. This is in lower case,
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Chapter 6
THE FOOTNOTE (601-665)
Sec. 6-A. General (601-606)

601. Types of footnotes.—As the term implies, any statement or
note inserted at the foot (or bottom) of the table may be considered a
“footnote.” ‘

In practice, it may take one of three distinct forms, each subject to
its own rules and conditions of proper usage. The three forms ay be

identified as follows:
a. The spéciﬁé footnote, involving reference to & specifically designated port_ion;

of the table. o
b. The source nete, used to indicate the source of the data. This might

reasonably be considered a distinctive component of statistical tables rather than

8 type of footnote, It is included here as & matter of convenience in discussion:
“¢. The general footnote, involyving reference to the table as a whole or major

portion of it. )

602. Scope of discussion.—Most problems of footnoting aljise "m
connection with the specific footnote. The general footn_ote is vir-
tually never used by the Bureau of the Census since its normal
function is adequately taken care of by the use of the headno.te. The
source note involves the dual problem of appropriateness of insertion:
and correctness of wording. The latter problem (corre@ffness of word-
ing) involves technical practices in the field of bibliographical reference,
a subject not within the scope of this manual. However, a general
discussion of the source note is included as section 6-C. ' :

In the present section (sec. 6-A) each of these three forms of foot-
notes is defined. The definition of the general footnote is accom-
panied by a brief statement of appropriate use. No further discussion
of it is provided in this manual.

603. The specific footnote defined.—Located at the bottom of the
table, the specific footnote is a ‘keyed” statement W}ne!l qualifies,
describes, or explains the information presented in (_or omitted from)
a specific cell, column, line, or group of columns or lines; or defines or
clarifies the meaning of a stub or box entry. ‘“Keyed” means tha',t tk%e
item (or items) thus qualified is assigned a reference s_ymbol which is
repeated at the beginning of the footnote, thereby relating the footnote
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to the point (or points) of reference. For detailed discussion of the
specific footnote, see section 6-B; for discussion of the use of reference
symbols, see section 6-D.

Ezample: * Includes 489 farms reporting no land owned or leased.

For the purposes of this manual, the specific footnote is considered
the ‘“normal case.” References to footnote practices appearing
throughout this book relate to the specific footnote unless otherwise
specified. :

604. The source note defined.~—Generally located at the bottom of
the table, the source note is & statement indicating the specific source
of the statistics, or of a designated portion of them. (See sec. 6-C.)
On occasion, it may comprise the headnote, or appear as a part of it.

General example:
Source: Federal Security Agency, Social Security Board, Bureau of Employment Security;
Social Sectrity Yearbook, 1042, " v ’ Vi

605. The general footnote defired.—(Rarely used by the Buresu ot

the Census.) Located at the bottom of the table, the general footnote
is a statement which qualifies, describes, or explains the table as a
whole, or an easily identified major portion of it. It is introduced by
the word “Note” or “General note” followed by a colon.

Comparison of the above definition with that for the headnote (see

par. 501) will show & virtual identity in concept. This fact, & cause
of considerable confusion in the field of table design, may be attributa-
ble in part to historical development. The headnote appears to be a
comparatively recent innovation intended to bring to the early atten-
tion of the reader important information which otherwise might not
be brought to his notice until the end of the table is reached. The
 reasoning involved may be likened to that which has established as
Census Bureau practice the placement of group totals above, rather
than below, their component parts. ' :
606. The general footnote: Restricted use.—The general practice
of the Bureau of the Census restricts the use of the general footnote

to—

a, Tables presented without titles, such as text tabulations, or the special case
of the release table without title (see par. 125). Here, the headnote cannot be
used since it is physically an adjunct of the title, Where the data affected are
sufficiently localized within the table (which has no title) to permit placement ‘of
a reference symbol, such headnote-type of statement ordinarily should be inserted
a8 & specific footnote. Where the localization of reference is impracticable, or

where & multiplicity of identical footnote reference symbols would result, the

general footnote may be used.

Ezamgples (placed at bottom of tables without titles):
Note: Statistics exclude 6 countles for which data were incomplete.
Note: Median not shown where base is less than 100,
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" notes on the tabular attachment.

b. Tables presented without text; specifically, tables accompanying corre-
spondence. At times it is desirable to confine & transmitting letter or memoran-

dum to nontechnical material and to include detailed technical explanations or
The use of the general footnote is appropriate

where the desired explanation is t0o long to permit incorporation in the headnote
or the nature of the discussion makes headnoting inappropriste. Usually such
notes congsist of a discussion or detailed explanation of the data in technical terms.

Sec. 6-B. The Specific Footnote (611-615)

" 611. Purpose of specific footnote.—The specific footnote is & means
of providing information essential to the understanding of the par-
ticular datum or data to which it is keyed by the given reference
symbol. (The term “footnote’ as used in the following materials is
to be interpreted as meaning “specific footnote.”)

612. Relationship of footnote to headnote.—A sharp distinction
must be drawn here if confusion in usage is to be avoided. The
footnote is used to explain or qualify a specific cell, line, column, or

~ portion of the table which is clearly identified by placement of the

given reference symbol. The headnote primarily qualifies the table
as a whole, Its secondary use to explain a particular part of the
table is sharply restricted. These restrictions are indicated in some
-detail under the discussion of the headnote (see par. 503). Where the
situations specified in that statement do not exist, explanations of
major portions of tables, specific terms, etc., should be handled in
footnotes. ) ;

613, Relationship between footnote, headnote, and title.—The title
describes the main features of the table. The headnote may relieve

" the title of a portion of this burden by describing general features of

the table or by qualifying specific title statements. The footnote is
required when a highly specific part of the table (below the headnote)
must be explained. The relationship between the title and headnote
is frequently close; that between the title and footnote is usually
remote. Title-footnoting is undesirable since one of the primary func-
tions of the headnote is to act as a footnote to the title without use of
a reference symbol.

614. General restrictions on footnote use,—To be included in a
footnote a statement must be both (a) absolutely essential to the
understanding of the data, and (b) a point which it has not been prac-
ticable to make clear in the title, headnote, boxhead, stub, or field.
The ideal table would carry no footnotes since in the ideal situation
all such points would be brought out clearly elsewhere in the table.
The general injunctions concerning headnote usage described in
paragraphs 504a to 504e, inclusive, may be applied also to the use

of footnotes.
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_615. Practices to avoid.—Several questionable practices are suffi-
ciently common to warrant special attention.

a. Footnoting titles.—Title footnotes represent a contradiction in function.
Qualification of title is one of the most important and obvious purposes of the
headnote. Practically all headnotes qualifying the table as a whole woul
qualify as title footnotes if such a practice were adopted generally. )

An extreme case, sometimes encountered, is where a given qualification is
placed in a headnote where it: belongs, but the title is also footnoted with the
footnote reading merely “See headnote.” This interrupts the user when reading
the title and sends him to the bottom of the page (or to the end of the table if
the footnotes are assembled there) only to tell him to look up to the top (or at
the beginning) again.

b. Footnotes reading ‘‘See headnote.”’—An extreme case of this type has been
cited immediately above in connection with title-footnoting. The more common
case arises from overcaution of the table-designer. That is, after inserting a
headnote to qualify a recurrent item, column head, ete., the table-designer fears
that it may be overlooked by the reader. Therefore, he also inserts a footnote
reference symbol against the particular item. Recognizing the absurdity of
repeating the statement at the bottom of the page he tries fo get around the
problem by making the footnote read “See headnote.”

Such overcaution may defeat its purpose since the result is likely to distract
and even annoy the reader. Where this overcaution is coupled with concen-
tration of notes at the end of & multipage table the result can be infuriating.
- If, in addition, the full headnote is not repeated on every page, the footnote
. Injunction “See headnote’” may be misleading since the reader is likely to glance
at the portion of the headnote appearing at the top of the last page (where the
footnote statement appears) and find that no part of that headnote applies.
Solution: Either the statement should appear in the headnote and the foot-
note reference omitted from the item or column head; or the headnote statement

should be omitted and the explanation restricted to the footnote.

Undesirable method:

TaBLE 5.—PorULaTioN BY Age AND CoLor: 1940 anp 1030
[Figures for 1936 white population revised to include Mexicans classifled as nonwhite in the 1930 reports}

stc. 6-B THE SPECIFIC FOOTNOTE

d. Beginning with “‘Note.”’—Wrong for a specific footnote since the presence of
the reference symbol identifies it sufficiently, Necessary for a general footnote.

e. Footneting beyond the level of significance.—Avoid footnoting for detail
beyond the level of significance. This can become a nuisance to both the producer
and the user. Thus, when presenting data in considerable detail it may be
nécessary to call attention to deficiencies of statistics in the more detailed level of
clagsification. But when the qualified data are submerged in a presentation
confined to totals for major groups, qualification of details not shown separately
may become statistically insignificant or even inapplicable. In such cases the

footnotes may be omitted. )
Ezample A: When dealing with areas, it is reasonable to footnote data up to
. the county level for deficiencies concerning the minor civil divisions listed.

Carrying such footnotes to the State totals would rarely be appropriate;

carrying them to geographic division or region totals, or to United States totals,

would rarely be necessary.

Ezample B: When showing data for manufacturers classified according to
detailed lists of products, it may be important to indicate that products of a
particular type which might be expected to be included in subgroup A are
actually included in subgroup C. If both of these subgroups are in the same
major group, then this footnote would be inapplicable in any presentation con-
fined to major group totals with the affected subclassifications not shown
separately., However, shifts of this type involving subgroups in two different
major groups must continue to be noted.

f. Failure to footnote at all points of recurrence.—A footnote applies only to the
items covered by the reference. Its effect is not carried to other points of re-
currence of the same stub or column listing. Therefore, in a recurring situation
the footnote should appear at each point of recurrence, not merely the first time.
This goes back to a basic principle of footnoting; that is, that the absence of a
footnote may provide as specific information as its presence but in the opposite
direction!

(1) Omission of feotnote without warning.—The examples assume that
the stub listing “Widowed and divoreed”’ occurs twice in a given table, footnoted
the first time but not the second. The footnote gives no warning that it is
supposed to apply throughout the table.

Ezample C-1. First occurrence: Ezample C-8. Second occurrence:’

- Single. Bingle. ———
1940 1930 Married. . e D
Age ‘Widowed and divorced !-eeeeemaaeennnn ‘Widowed and divorced-..-eevm- . R
Total || White | Nonwhite | Total [| White! | Nonwhite L 1Includes unknown marital status.

Allages...— oo 1,243 057 28| 112 842 o84 | Interpretation: This combination clearly states two thlvngs to ‘the reader.
Under 45 years p— - | On the first oceurrence, the presence of the note warns him specifically that
dBand over oot e oo h o by 1 “Widowed and divorced” includes persons of unknown marital status (not
e CER RN ESY | S BN—— 13 5 8 normally so included in that category). On the second oceurrence, the absence

 Seo headnote of the note (in view of its presence on the first ocecurrence) elearly implies that
: “Widowed and divoreed” covers exactly what the listing states; that is, it does

nof include persons of unknown marital status,

Preferred methods: (1) Omit the footnote reference symbol and the footnote; (2) Warning the reader of subsequent omission.—The situation is

rely upon the headnote. (2) Another solution would be to omit the headnote and i 3 ing i i i
retain the footnote. In the case illustrated, the first solution is better since, :(ff‘ ::zg.:;;lg;: Vfﬁu:.y fosluding Ja she sbove foofuato & warming fha 1t covers
3 :

actually, both the white and nonwhite figures are affected.
c. Footnoting headnotes.—A footnote to a headnote is like a footnote to a : Efa,?hik DI'; # this table ( i
oughou e (Or series
tus.

footnote. Both are incorrect. persons of unknown marital sta of tablee) the eategory “Widowed and divorced”” includes
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Firstly, the reader is given no warning at the point of recurrence that the
affected statistics are qualified elsewhere. This is particularly likely to be
serious in a multipage table. .

Secondly, this is obviously a headnote-type of statement. .

‘E'xception:‘On rare occasions, this practice may be justified where all three
of the following conditions exist: (z) No other practicable means is available,
(b) the qualification is noted solely for the sake of the record, and (c) its effect
on the data is statistically negligible. .

(3) Solution: Either use a recurrent footnote or a headnote. If neither is
practicable, examine the possibility of inserting an explanation in the accom-
panying text, if any. It is more reasonable to expect the reader to examine
the text than to expect him, upon referring to certain figures, to examine &ll
footnotes on all previous pages on the chance that a qualification of the given

“figures may have been stated there but not repeated. This difficulty doesnot
arise with the headnote since the reader is obligated to readit, just as he is
obligated to read the table title.

See. 6-C. The Source Note (621-624)

621. The source note defined.—Generally located at the bottom of
the table, the source note is a statement indicating the specific source
of the statistics or of a designated portion of them. ~On occasion,
it may comprise the headnote, or appear as a part of it.

General example: : S : : :
Soﬁsﬁr%%cgﬁ%?% ;i%uggtg i&giez'ncy, Social Securiﬁ Board, Bureau of Employment Security;

622. General principles.—Where a table presents sufvey results
directly and the report is & primary source, source notes are not needed
since the report itself is the source. :

Where the tables include data from other surveys for background
or comparison, or where the report is secondary in nature, each table
should have a source note so that the user may, if he wishes, examine
the figures in the original setting or obtain additional detail.

By “primary source’ is meant, generally, the first report of a survey
(or given phase thereof) prepared by the responsible agency. By
“secondary source” is meant any document making use of, or present-
ing, data previously published elsewhere; that is, in an earlier report
of the same agency or in a report issued by another agency. '

Most publications of the Bureau of the Census constitute primary
sources since their function is to report to the using public the basic
results of censuses and surveys conducted by the Bureau. For this
reason, the source note, as such, is given only cursory treatment here.
The Statistical Abstract of the United States may be referred to for its
many examples of source notes. .

623. Appropriate use.—In general, the source note serves two

functions: (@) It refers the user to the original source, and (b) it.

gives credit to the originating person or organization.
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Trom s statistical reference standpoint the first function is more im-
portant. However, the second function must not be overlooked, par-

- ticularly where the information originates outside the Bureau of the

Census.! Where Bureau records and reports are involved, the statis-
tical reference aspect assumes paramount importance.

General rule: T material is used originating outside the Bureau of the
Census! always give credit in Bureau reports, even though statistically
the reference is neither significant nor particularly useful. If the data

‘originate inside the Bureau of the Census,’ let the statistical reference

usefulness decide.
Specific rules: Ordinarily, in Bureau of Census operations, the

source is cited only when all, or a portion, of the statistics shown in the
table have been transcribed, abstracted, or adapted—
a. From a document or volume published outside of the Bureau of the Census.

If the figures as cited differ in any way (other than rearrangement) from those in
the réport from which taken, the source note should so state, or at least imply, by

‘i1se of such opening terms as shown in the following examples:

Egzamples:
Souree:- Based on data from ...
Source: Adapted from -
Source: Selected from :

Includes Burean of Census adjustments for.._.onmon

" p. From lnforfnation furnished in unpublished form by a source outside the

Bureau of the Census.—Here the citation should refer to the organization -or
government department or bureau from which the information has been obtained.

If based on general worksheets or records the source note may so indicate by
using the terms “Not published elsewhere”” or “Official records.” If transcribed
or adapted from a manuscript not yet published, the formal name of the manu-
geript may be cited with an appended statement “In press,” ‘In preparation,”
or “Unpublished manuscript,” as the circumstances warrant. (See par. 624.)

Ezamples: ‘

Source: U. 8. Department of the Interior, Buresu of Reclamation. Official records.
ch, Statistics, and Finance;

Source: U. 8. Works Projects Administration, Division of Resear nan
Manusl of Instructions for the Preparation of Text, Tables, Charts, Maps, etc., for Publication

Purposes, Unpublished manuscript. .

¢. From information prepared by, or abstracted from the published reports of,
Subject Divisions of the Bureau of the Census other than the Division issuing the
table which is being footnoted.—A rule of reason should be followed here with
primary emphasis upon direct usefulness to the user. Thus, in a report of the
Buresu of the Census, there is little point in indieating source for a single popula~
tion figure. On the other hand, there may be a great deal of value to the user in
an indication of the source of figures involving & detailed subclagsification in a

specialized field.
Ezamples:
Source: Bureau of the Census, Sixteenth Census Reports. Agriculture. Territories and
Possessions, p. 112.
Series M35a. Farm Machines and

Source: Bureau of the Census, Facts for Industry,

Equipment, 1945, p. 24, table 7,
Source: Bureau of the Census. State and Local Government Special Study, No. 20 (final),

Financing Federal, State, and Local Governments, 1941, p. 17.

t Assuming that the Bureau of the Census is the agency preparing the table on which the source note is to
appear. :
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d. From the detailed tables of a given report for use in texi tables at the begin-
ning of the same report.—Here again, the use of a source note should be restricted
to cases where it will be of significant help to the reader. This type of source note
is frequently inserted in the headnote.

Ezramples:

Source: Detailed table 19.
Source: Derived from basic data shown in table 32 for Ilinois,

624. Citation of manuscripts not yet puklished.—Two rules should
be observed rigorously. Firsf, a manuseript or report which has not
been published should never be cited without appending an indication
of status, as “In press,” “In preparation,” etc. Second, misuse of

, the term “In press” should be guarded against. It means exactly

what it says; that is, that the report or volume is physically in the -

printing office with instructions to print. It does not mean that it
is ready for the printer or that it will be sent to the printer shortly.

The reason why the term “In press’” should be maintained inviolate
should be clear. From the standpoint of the future user, there is
little distinction between a volume indicated as existent (in published
form) in a source note written five years earlier, and a volume de-
scribed as “In press” at that earlier date. In either case, the future
user expects that the volume cited will be in existence in printed
form (at that future time), that it will be titled exactly as cited, and
that it will contain the material credited to it.

The following usages are suggested:

a. Use “‘In press” if the manuscript is physically in the hands of the printer

with instructions to print. ,
b. Use “In preparation’” where work on the report is actually under way and
printing plans are reasonably definite.
¢. Use “Unpublished manuseript’” if the work has been halted after substantial
completion (including at least a first draft of the text), and final completion is

uncertain, Use this term also where & report has been completed but printing

plans are uncertain.
d. Use ‘““Official records” if the material eited is from material which it is not

planned to publish, or where a report on the subject is merely contemplated.

e. When in doubt as to the exact status, do not use “In press.”” In general,
“Official records,” or ‘‘In preparation,” are preferable or some other term that is
indefinite as to the assured future existence of the unpublished volume,

Sec. 6-D. Reference Symbols: Type, Placement, and Sequence (631-640)

631. Reference symbol defined.—A reference symbol or reference
mark is an identifying sign used to key together two or more physically
distinct portions of a table or report. In tabular presentation it is
typically used to refer the reader to a footnote, although occasionally
a reference symbol (other than numerical) may be explained in a

headnote.
Examples: ! 6,452 791 438,512
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632. Function and purpose.—The reference symbol refers the
reader from one part of the table to another. Its presence in the stub,

-boxhead, or field warns the reader that an explanatory or informative

statement bearing the same symbol may be found among the footnotes
or in the headnote. Contrariwise, the presence of a footnote or head-
note bearing a reference symbol indicates that the same symbol will
be found elsewhere in the table, affixed to the data being qualified.:

633. Types of symbols.—Three principal types of reference symbols
are in common use in the general field of tabular presentation: Arabic
numerals (%); capital or small letters (*) (*); and arbitrary symbols
such as the asterisk (*).  Census Bureau practice is restricted almost
entirely to Arabic numerals except for “recurrent reference” situa-
tions where the asterisk (¥) is frequently used (see¢ par. 640).

a. Arbitrary symbols.—The use of various arbitrary symbols such as the asterisk
(*), dagger (1), paragraph mark (), étc., has largely been abandoned in general
material because of their unsightliness and their inherent lack of position signifi-
cance in terms of g series. That is, if several different footnote references are
used in a given table, the location of any one of these arbitrary symbols provides
no easily recognized guide as to where a preceding or succeeding symbol may be
found. Their current use is largely restricted to material involving mathematical
or chemical formulae where superior figures and letters (exponents, superscripts,
ete.) are already used with a different meaning.?

h. Alphabetical symbols.—Capital or small letters are rarely used by the Bureau
of the Census for reference symbols. Their one advantage over Arabic numerals
lies in the lesser likelihood of confusion when g footnote reference symbol is placed
against a numerical entry. This danger is reduced, however, where superior
figures (see par. 633c) are used for reference symbols or where the reference
symbol is otherwise elevated or is identified by a caret or its typewriter
equivalent (_/).

¢. Arabic numerals.—Superior figures, the preferred form of reference symbols,
are available both in letterpress (type-set) and on many statistical typewriters.
‘““Superior figures” or ‘“‘superseripts” are figures which are smaller in size than
those used for numerical entries, and are elevated in placement.

Eramples: 1334, ate,
634. Form of symbol for letterpress versus typing.—The proper
form of symbol for letterpress and typewriter use is as follows:

" a. Letterpress,—Use superior figures.
b. Typing:
(1) Reproduction typing.—Use superior figures.
(2) Other typing.—Use superior figures where available. Otherwise use
full-sized figures set off as shown. In double-spaced typewritten material,
elevate the symbol. The typewriter diagonal should always follow the under-
score regardless of position of symbol in front or behind the item.

* A suggested sequence of arbittary reference symbols Is as follows: Asterisk (*), dagger (1), double dagger

(1), section mark (§), parallels (), paragraph mark (§). Where more symbols are needed, these may be
doubled in the same sequence: **, t, §, §l. 99-
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Framples: A. In letter- B. Reproduction . - C. Standard
press typewriter typewriter
Total t Total ! Total 1/
11,376 11,376 1/1,376

Note: When preparing copy for the printer or reproduction tvgmt always
insert ‘an inverted caret under each symbol, regardless of its form, and repeat
this on each printer’s proof including the final one. Otherwise a numerical
symbol may be confused with a numerical entry and an entry of ? 50,553 may be

printed as 350,553. Insertion of the caret should be a routine part of verifica~

tion of each footnote reference on each proof.
Eramples: 750,555 /50,555 350,553 Vs 553

635. New series for each table.—Each table is assigned its own
independent series of footnote reference numbers, beginning with 1
in each case. When tables are run within text, one series of footnote
symbols is used for the text; another series for the first table; another
for the second table; ete. For this purpose, leader work run in text,
and the text tabulation, are treated as tables. That is, each presenta-
tion has its own independent series of reference symbols. (See par.
654 for placement of footnotes when a text table falls at the bottom
of the page and footnotes appear for both table and text.).

636. Series treatment for multipage tables.—In s multipage
table (a table starting on one page and ending on another) two
methods are available for footnote numbering. It is recommended
that footnotes be placed at the bottom of each table-page Where the
given reference symbol appears.

Method A: Table-page basis.—Begin the reference numbering over aga,m w1(:h
“1” on each page of the table. This demands placement of footnotes at the
bottom of the affected table-page; they must not be gathered at the end of the
table since there will be as many footnotes for reference number 1 as there are
table-pages with reference numbers on them. Listing them in page groups at
the end of the table, preceded by page numbers, as "Footnotes for page —

is not a satisfactory solution.
Methed B: Table basis.—Number the references continuously in a single series

for the entire table, irrespective of page. This permits the recommended practice
of placing the footnotes at the bottom of each affected table-page, or they may
be gathered together at the end of the table.

637. Placing symbols in front er behind the item qualified.—It is
sometimes thought that a reference symbol must always be placed
at the end of a reader entry,’ stub entry, or column-head entry even
though the qualification applies only to a portion of the entry.
This is not the case; place it against the affected word or phrase.

¥ Any cell entry containing a word or phrase instead of a numerical entry.
¢ Note the consequence if footnote 3 had been placed here (end of sentence) instead of against the affected

words (“reader entry”),
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After placement, be sure to review the effect in terms of footnote
wording. Queries: Is the footnote such that the reader might
erroneously assume that it applies only to the word or phrase im-
mediately preceding the symbol when it is intended to apply to some
other portion of the statement? Is he likely to assume that it applies.
to a greater portion of the statement than is intended? If confusion
is likely, remove the danger by rewording the footnote or shifting
the symbol, or both.

a. Stub entries and column heads.—Place the symbol after the affected word or
phirase, date, or figure.

Beamplea: Nuniher in family Ofil-bearing crof)s | SO e

19401 A
S — -, Supplies and materialsé___
Housing,? fuel, and light

1 ’21

1 .
Total !, - | None

b. Cells with numbers (except dates).—Place the symbol mfront of the number.
This insures the vertical line-up of all final digits. It reduces the column width
except where the symbol is placed against a total entry. (The total entry usually
constitutes the largest entry and determines the column width unless the box-

head wordmg demands additional space.)

Right: ‘Wrong:
7,654 7,664
1125 1251
1,354 1,354

¢. Dates.—Place the symbol after thé date, whether it is in the boxhead, stub,
or field, FHrception: Where the last (right-hand) column on a page is a date
column (entries in cells are dates), place the symbol in front of the affected date
instead_of after it. This does not affect placement in the other columns of such &

table.

Instub: 10402 L. coeaoet S,
In column head: 19401

d. “Blank” cells.—In a figure column or date column a footnote reference
standing alone is placed in parentheses and centered horizontally in the cell. In
a reading eolumn it is placed at the left in parentheses and is followed by leaders,
unless it is in the last column; in the last column (if a reader column) it is followed

by a period, as if it were a word.

In cells, except last column: 1940 !
In cells in last column: ! 1840

{u last "
Total Date Coverage Figure columns cg ‘rlégé‘eﬁ,‘
column)
g 2 3 . ®» ® .
¢ )163 (;940 E&;l worlers. 61 75 | Yes.

e. Reader cells.—Insert the symbol after the affected word or phrase. (A
reader cell is a cell which contains a word or phrase instead of a numerical Qntry.)

Expected Month
completion gtarted
N In Augtec.ccrennnn Feh.t
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638. Numbering sequence: General.—Whether in text or tables,
footnote references are numbered in sequence reading from left to
right on each line, beginning at the top and running down the table-
page. This principle applies irrespective of continuity of numbering
of references between table pages. '

Note: In a parallel table, each pair of facing pages of the book is considered a
single table-page, hence references are numbered in sequence across the pair of
book pages.

639. Numbering sequence: Boxheads.—The boxhead presents
special problems in placement sequence of reference symbols. In
theory, the line-for-line rule (par. 638) is exchanged for a “level-for-
level”” principle, but its application is not self-evident except in the
simplest cases. The primary problem, caused by the varying levels
and depths of boxes, is “which boxes are to be considered as being on
the same ‘line’ or level’?” * No completely satisfactory rule is avail-
able. Frequently, common sense is the only recourse.

Four distinct placement methods are described below, each differing
in the criteria employed in determining coordinate level of box.
Method A is recommended and may be expected to cover satisfactorily
the vast majority of cases. The remaining methods are illustrated so
as to provide a description of the several alternatives considered.

For illustrative purposes & fairly complex boxhead is presented (see
fig. 12) with reference symbols in all columns. In practice such a
multiplicity of reference symbols would be objectionable.

Method A. (Recommended.) Number in sequence reading from left o right
on each box-level and from top to bottom within spannerst—TOP LINE-UP.—
The top rule of the given column or spanner head is used as a guide to determine

the “level” for each individual box or spanner. For numbering purposes the
boxhead is divided into as many vertical segments as there are columns or spanners
riging to the top rule of the table. )

The columns appearing under each top spanner are numbered downward with
those on the same Ilevel (according to top line-up) numbered from left to right
within the given spanner group. In the example shown in figure 12, three levels
appear, comprised as follows:

First level: Column heads e and j, and spanners A and C.
Second level: Column heads f, k, and l; and spanners B and D.
Third level: Column heads g, h, m, and n.

The resultant sequence of numbering throws together the footnotes pertaining
to related material, Also, the numbering may be said to follow the customary
path of the eye when the boxhead is being read.

Method B. (Not recommended.) Number reading from left to right in each
box-level across the entire table—~BOTTOM LINE-UP.—Here the bottom rule
of the given column or spanner is used as a guide to determine which boxes are
on the same level. In the example in figure 12 the levels are as follows:

& For definition of “‘spanner,” see par. 1202c.
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Fieure 12.—NUMBERING SEQUENCE FOR FooTNOTE REFERENCE
SyuBoLs 1N BoxErADS OF STATISTICAL TABLES (See par. 639)

Method A. Recommended. Number in sequence reading from left to right on
each box-level and from top to bottom within spanners—TOP LINE-UP

Spanner A ¥ c . . Spanner C*¢
Col- ) Spanner B ¢ Col- 4 Spanner D 12
Stubhead ! | ol head | o | car- ~
et | MM | oL | Col- | ¢ | M@ | UOR | oo | ColL
I hea‘d urmn nmn -| head | head nrm nmn
% | head | head O I head | head
gs R? mB T 1é

Method B. Not recommended. Number reading from left to right in each box~
level across the entire table—BOTTOM LINE-UP

Spanmer A® s Spanner C
Ool- Spanner B+ | Col- » ) » Spanner D& ‘
Stubhead ! head | Col- hed | oo | ool |—
et | Fead Sal- | ol | g ) Pad | head | Gdl- | Col-
umn umn umn,
£ | head | head k- 1% | head | hesd
g9 h?Y . mB nH

Method C.- Not recommended. Same as method A exc‘ept;that the coordinate

level of box is determined by the BOTTOM LINE-UP of individual boxes

Spanner A # . Spanner C ¢
Col- Spanner B ¢ Col- Spanner D 10
Btubhead ! head | ot ad | Cok | Col-
e1 | I o | Qol- | j8 | BB UM gol | Qol-
heajd umn | umn head | head | ymp | ymn
£% | head | head ki ) 18 ) head | head
gs h1 m 13 ni

Method D. Not recommended.. Same as method B except that the coordinate
level of box is determined by the TOP LINE-UP of individual boxes

Spanner A ¢ Spanner C 8
Col- Spanner B? | Col- Spanner D 10
umn x
Stubhead 1 e u%% oo | Qok- | -Gok

el Col- | Qol- | j+ | 4ma | umn | gg | Qo :
hes:d omn | omn Jbead | headf| .non legmn
£% | head | head k& 1% T head |lhead:!

gu hiz m 13 a4
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First level: Spanners A and C.

Second level: Spanners B and D.
Third level: All the individual column heads 1rrespect1ve of the height to

which they rise. ! .
This might be considered as-a logical adaptation of the line-for-line principle.
In practice it tends to be confusing since the distinction upon which coordinate

level is based is too subtle for the reader.

Meéthod C. (Not recommended.) Same as method A except that the coordi-
nate level of box is determined by the BOTTOM LINE-UP of individual
boxes.—In the example shown, the sequence tends to be illogical in terms of

relationships.
Method D. (Not recommended.) Same as method B except that the coordi-

nate level of box is determined by the TOP LINE-UP of individual boxes.—
This pattern tends to be very confusing to the reader.

640. Footnoting a recurrent reference.—Frequently an identical
situation may arise in more than one place within a table which de-
mands qualification by an identical footnote. The same footnote
reference symbol may be assigned at each appearance. Either a
reference number or an arbltrary symbol such as an asterisk (*) may
be used.

This device helps the user, who quickly discovers that footnote
reference (3) (for example) always means the same thing. Also, it
reduces the number of footnotes since the recurrent footnote state-
ment is listed only once at the bottom of the affected page, or at the
end of the table if the notes are gathered there, . (For placement of
_recurrent-footnote statement, see par. 655.) e

a. Use of common reference number.—If a common reference number is
assigned, the number is determined by the position of its first appearance.

Erample:

Color; T
White. . 2362 4110
Nonwhite.. 178 415

1
3 Incomplet

b. Use of asterisk.—The use of a common reference number for a recurrent
footnote is necessarily confined to those cases where the reference numbering is
on a table basis (see par. 636) Obviously, the use of a common reference number
throughout the entire table’is impracticable where numbering is on a table-page
basis; that 1s, where?symbols}[begm again with 1fon each page of table. Instead,
an a.rbItrary svmbol such’a as, ®an &sterlskL(*)Fmay,be asmgned to the recurrent item.
Footnotes keyedwith an arbxtra.ry symbol are listed above" “thoselin & numbered
series (see par. 656).

If desired, the qualification may be piaced in a headnote, such as *‘[Asterisk (*)
denotes . . . .J,or “[. . ... is denoted by an asterisk (*)].” TUse of the head-
note is not desirable if a common reference numeral is employed,
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Sec. 6-E. Reference Range of Symbols (641-643)

641. General.—Correct placement of the reference symbol is im-

‘perative. Serious errors may be caused where the range of influence

of the reference symbol is greater or less than that intended by the
table-designer. Unless otherwise specified in the footnote, the refer-.
ence range is as indicated below. See also fig. 13, p. 88. (For special
problems relating to total cells, columns, and lines, see pars. 642-3.)

a. The cell.—A footnote reference placed within a given cell qualifies or explains
that particular cell entry only. If entries in two cells are to be qualified similarly,
a reference symbol must be placed in each, unless the table construction permits
placement of the symbol against a stub entry or column head under the conditions
outlined below.

b. Column head.—A reference number placed against a column head applies
the footnote qualification to all entries in that particular eolumn unless the foot-
It does not apply to adjoining columns. If the quali-
fication applies to some, but not all, of the entries in the given column it is im~
portant that this be made clear, The same principle applies to the spanner head;
that is, a reference placed against it qualifies everything under it.

c. Stub entry.—Same principle as for the column head. A reference symbol
placed against a stub entry applies the qualification to all entries on that par-
ticular line unless the footnote specifies otherwise.

d. Subhead in stub.—Theoretically, the same principle applies as for a spanner
head in the box. However, an important practical difference must be noted. In
the box, the spanner head is immediately above both the individual column heads
and the columns of data. Hence it is easy for the user, while reading the figures,
to note the presence of the reference symbol against the spanner. In the stub,
however, the subhead is above the individual stub entries and, particularly where
the listing is long, may be far removed from the cells where the figures appear.

For this reason, special caution should be observed when keying references to
subheads of the stub. The least danger is involved when the footnote statement
relates exclusively to a classification level in the stub, or a characteristic of the
subhead itself. The greatest danger arises when the reader is.expected to note
and to remember that the qualification affects vitally the cell entries most remote
from it.

Solution: No specific solution can be offered. In general, however, it is well to
explore such possibilities as (1) use of the headnote to state the case; (2) placement
of references in column heads; or, in extreme cases, (8) use of spanner heads within
the field (see sec. 14-D), even though such heads are, in themselves, undesirable.

642. Footnoting ““Total’’ cells, columns, and lines.— Because of the
difference in viewpoint of the designer and user, confusion may result
from incautious placement of reference symbols against cells, columns,
or lines containing total entries.

2. From designer’s viewpoint,—The designer, who has built up the statistics,
is likely to think of the total entry in its mathematical sense; that is, as the summa-

tion of its component parts, wherever found in the table. Hence, he may feel that
any qualification of all component parts is made clear by a single reference number

placed against the total.
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Figurn 18.—RanGE or RurERENCE OF Foornore Symsois (Pars.
641-643)
[The range of reference of footnote symbols is as indicated by the dotted lines]

inle A. Referenece symbols in boxhead:

All classes ‘White Nonwhite

Area and age
Total!i|| Male | Female||] Total || Male | Femalej] Total {| Male | Female
UNITED STATES 7
All ages. 2,385 1,187 { 1,188 2,065 1,030 { 1,035 320 167 153
Under 45 years.. -1 1,276 846 630 1,105 556 - 549 171 90 81
45 years and Over—_...._ 1,100 551 558 960 474 486 149 k4 72

URBAN ’ :

All ages 1,867 935 932 1,642 816 826 225 119 108
Under 45 years .. .- 993 499 494 872 435 437 121 . B4 .. 87
45 years and OVer. ... 874 436 438 | 770 381 389 104 ||i___2 851 49

RURAL |

Allages. ccceemenee 518 262 1 . 266 - 423 214 209 95 48 47
Under 45 years._. ... 283 L 147 136 233 121 112 50 26 24
45 years and over........ 235 115 120 190 93 97 45 22 23

1 Column head, see par 641b
2 %panner head, ses par. ﬂ41b
ell, see par. 64la. o

Ezample B. Reference symbols in stub:

All classes White Nonwhite
Area and age -
Total || Male | Female|| Total || Male | Female| Total || Male | Female
UNITED STATES
Allages ... 2,385 || 1,197 [ 1,188 || 2,065 || 1,030 | 1,085 320 167 | 153
I Under 45 years i 1,976 646 [ 630 1,105 I 90 81}
45 years and over..-...-.| 1,109 551 558 960 474 486 149 77 72
URBAN
PN — 1,867 985 | 682|] 1,648 86| 826 92 11677108}
] - 1
Under 45 years.______ 992 400 494 872 435 437 il (3 7
45 years and OVer-......- 874 436 438 770 381 389 49
RURALY T T i
N )
PR 518 262 266 423 214 209 95 48 a7
1
Under 45 years_.. 283 147 138 233 121 112 50 26 24}
45 years and over.. 236 115 120 190 93 97 45 22 28}
|

1 Stub entry, see par. 64lc.

2 Total line, see par 643,

3 Cell, see par. 6

+Subhead in stub, see par. 641d.
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b. From user’s viewpoirt.—The user, who finds the mass of data neatly
arranged in front of him, is far more likely to interest himself in a partieular item
of detail. He expects to find qualifications indicated in a footnote keyed closely
In terms of footnote refer-
ence he is likely to think of the total in mechanical terms; that is, as just another
cell, column, or line. '

¢. Solution.—Obviously both viewpoints cannot be completely satisfied. But
the designer already knows the data; the user does not. The purpose of table
design is to make the material available to the user. Hence, the user's view-
point must be given the preference.

Rule 1; Where possible, restrict placement of reference symbols against a
total cell, column, or line to those cases where the footnote is intended to cover
only that specific area. Evample: A footnote explaining that the total includes
figures for & subclass not shown separately.

" Rule 2: Where a qualification extendsbeyond the usual range of the reference
symbol, be sure to specify accordingly in the footnote. This applies with added
foree where symbols are placed against totals.

643. Effect of substituting classification term for ‘“Total.”’—Fre-
quently, in order to save space or to eliminate the need for center-
heads in the stub, a classification term is substituted for the word
“Total” on the total line; that is— :

Tnsiead of this expanded form This simplified form may be used

TRBAN
Total o ieeeee Urban. .o
Under 45 YearS. .o eoaeeeniannn Under 45 years

45 years angd OVer - ceevreraean 45 years and OVer----euce---

This practice is perfectly sound but questions as to clarity of refer-
ence range may arise if it becomes necessary to qualify (a) the classi-
fication term as such; (b) the entire block of data with respect to an
inclusion or exclusmn affecting all ﬁgures in the block (especially
where the group included or excluded is not of a class listed sepa-

rately in box or stub); or (c) the total line only.
For illustrative purposes assume the following footnotes as repre-

‘sentafive of these three types of qualifications, and that there are

sound reasons why the first is not placed in a headnote.
1 Qutside metropolitan districts of 100,000 inhabitants or more.
2 Excludes persons of unknown ‘marital status.
3 Includes persons of unknown age, not shown separately.
a. Expanded form of stub.—Here the problem is fairly simple since there are
two separate pegs on which to hang the reference symbols.

Irample A-1:

URBANK ! (Employment status)
Total 2. . eemna 1,000 40 * o oF ¥ 16
Under 45 years. 70 32 * r ¢ ¥ 9
200 6 * ¥ » W% 5

45 years and OVer-. -eoaecvracmeranann

1 Qutside metropolitan districts of 100,000 inhabitants or more.
Excludes persons of unknown marital status
2 Includes persons of unknown age, not shown sepatately.
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b. Simplified form.—This may be confusing.
Erample A-2: (Employment status)
Urban!________ ... 1,000 406 * * * » 16
Under 46 years. 750 32 0+ * v = 9
45 y6ars 8N4 OVer. .o uwee oo 200 [ A 4 5

! Qutside metropolitan districts of 100,000 inhabitants or more.
Excludes persons of unknown marital status, Includes persons of
unknown age, not shown separately.

In example A-2, how is the reader to know what portions of the footnote
relate to all figures in the block and what portions relate to only the total line?
Rephrasing would help in this particular case, but the basic problem remains.

Note algo that in this simple example the reader can tell at & glance that the
two age groups do not equal the total. However, if the stub classifiéation were
many lines long, perhaps extending over to another page, this would not be

practicable.
¢. Solution.—In the above case, the obvious solution is to change back to the
expanded form of stub and to explore the possibility of placing one or both of the
first two sentences in a headnote, Each instance must be analyzed on its merits.
Rule 1: Avoid this situation by adjustment of stub construction where
possible, and by making use of headnotes to relieve the burden,
Rule 2: Expand the footnote statements to make clear the
reference in each ease. (See par. 663.)

range of

Sec. 6-F. Placement and Arrangement of Footnotes (651-656)

651. General.—Footnotes are placed at the bottom of the table-
page or at the end of the table. -

a. Omne-page table.—Place footnotes at end of table. If more than one table
(or portion thereof) appears on the same page, arrange their respective
footnotes under each table; do not gather them at the bottom of the page.

b. Multipage table.—Footnotes always should be placed at the bottom of the
page on which the reference appears, If the footnotes are numbered on s table
basis (a continucus series for the entire table) they may be gathered at the bottom
of the last page but this is not recommended because they then do not appear

where needed.

652. Cross-reference to footnotes placed at end of table.——-Where
footnotes are gathered at the end of the table, the statement ‘“See
footnotes at end of table’” must appear at the bottom of each table-
page containing one or more footnote reference symbols. This
statement is unique in that it is never keyed by use of a symbol nor
is it preceded by the word “Note.”

Ezample:
oo T oo
White. . 1845 218 336
Nonwhite. T TR s

See footnotes at end of table.

653. Arrangement of notes.—Footnotes appear in order of reference
number. To facilitate reference, each is usually placed on a separate
line. Where a number of short footnotes appear, they may be
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8EC. 6-F PLACEMENT AND ARRANGEMENT
arranged across the page. Bureau of the Census practice is to arrange
them in order of reference number, reading from left to right on each
line; they are not ordinarily arranged in columnar form with reference

numbers reading down in each column.

a. Brief notes:
Ezample A~I. Normal:
1 For the original registration States.
3 For the death-registration States of 1920,
% Values for Negroes prior to 1929 are not included.
Ezample A-2. Permissible:
1 No data. 2 Automotive starter motors only.
3 Includes parts and supplies. 4 Revised.
Ezample A-8. Wrong sequence:
1No data, 3 Includes parts and supplies.
' "1 Automotive starter inofors only. ¢ Revised.
Emample A-4. Not recommended:
! Discontinued. 3 Data incomplete.
Gllzslgnmgs 4 Not svailable for publication.

b. Long notes involving overruns:
Ezample B-1, Normal:

1 Based on acreage that works were capable of supplymg with water.

2 Based on acreage assessed by enterprises serving 5 units or more.
3 Relgtes to entegprlses reporting no irrigation in 1939 but having works capable of supplying

water in 1940.

TEzample B-g, Permissible:
! Based on acreage that Works were capable of supplying with water, ! Based on acreage
assessed by enterprises serving 5 units or more, 3 Relates to enterprisesreporting no irrigation

in 1939 but having works capable of supplymg water in 1940.
654. Arrangement where text tables fall at bottom of page.—In
text material containing tabular data, the tabular presentation may fall
at the bottom of the text column or page. If both text and table

include footnotes, a problem of arrangement arises since tabular
presentations in text are not footnoted in the same series of reference

numbers as the text footnotes.
Solution: The normal solution ! ig illustrated here where the follow-

ing table is assumed to be found at the bottom of a page (or column)

of text. ‘
TaBLe A.—DistriBUTION oF “X’ BY “Y”

Classes of “Y”’
Classes of “X"’ Total -
1 2 3 4 5
110 22| 22 22 2 22
1% : ) 165 33 33 33 3 33

1 Tabular notes appear first, placed in normal position under the table.

‘1 Text notes appear below, separated from tabular notes by a cut-oft rule.
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655. Arrangement for recurrent footnote.—Two questions arise:

a. Frequency of appearance.—Even though the recurrent symbol appears more
than once on & given table-page, the footnote statement must appear only once
at the bottom of that page. Thus, in the following example, the footnote state-
ment for the recurrent symbol (1) appears only once, even though it appears

twice on the table-page.

Erample A:
WhIe oo 1620 352 2110
Nonwhite. ... ..o 185 178 315

b. On continued pages.—In a multipage table whete the footnotes are numbered
consecutively throughout the table (table basis), and the footnotes appéar at the
bottom of the affected table-page; the recurrent footnote statement must appear
on every page carrying the recurrent symbol, not merely on the first page.

Ezample B (Represents p. 2 of 2 pp. of the table represented as example A):

818 259
109 162
Rural-farm. 181 98 59

: Incomplete.

656, Placement of feotnotes bearing arbitrary symbols such as an
asterisk (*).—Where both arbitrary symbols and numbered references
appear, the footnotes for the arbitrary symbols are listed first.

Ezample:
White_ .. g '"""("2 7360
Nonwhite. oo 3412 118 158

* Not-repoited.

: Incomplete.

Sec. 6~G. Wording of the Footnote (661-665)

661. Need for brevity.—Since footnotes are hard to read, they
should be as brief as possible, but clarity must never be sacrificed for
brevity. The following factors should be kept in mind:

a. The smaliness of type and great lengfh of line make footnotes hard to read;

and—
b. Footnotes tend to be parenthetical in nature with the subject-noun frequently

omitted. This makes them hard to comprehend.

662. Style—Footnotes are written in telegraphic style. Even
though not a complete sentence, the footnote always ends in a period.
Articles and other parts of speech not essential to understanding are
commonly omitted. Standard conventionalized phrasing should be
used wherever possible. Use the same abbreviations and phrasings
in the footnote as in the remainder of the table.

663. Frame of reference.—Footnotes can be shortened, and phras-
ing simplified, by taking into account the basic frame of reference
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established by the “keying” of the note to the material qualified.
The footnote is an integral part of the statistics, or class description,

: qﬁaliﬁ'ed and should be handled accordingly. Superfluous identifying

phrases and words should be omitted.

a. Basic reference is to material identified by symbel.—A footnote statement,
by definition, refers solely to the information to which it is“ keyed’’ by the reference
symbol. (See pars. 632-634.)

(1) Intended coverage same as normal reference range.—There is no
“need to specify “These statistics” or “This item” or to describe or name the
data or entries qualified. Furthermore, note that if the same type of qualifica-
tion (such as ‘“Incomplete”) is to appear for quite different groups, unneces-
sarily exact specification of the category covered would make it impossible to
use a recurrent symbol and footnote.

Ezample A: Ezxample B:
o White - B .
Fomale e 142 Operatives 1.l .. . __
(Terse)  !Includes. (Terse)  IIncludes -
(Verbose) ! Figures for white fomals fncinder. (Verbose) ! These statistics include....._....._
(Terse) ~ +Comprises..._._ ____..._.___.___.

(Verbose) lThe category ‘“‘Operatives” com-

(2) Intended coverage LESS than normal reference range.—Demands
careful ‘specification of categories or items qualified when intended reference
range is less than normal. . .

Ezgmple C (Assume qualification intended only for 1930 figurés): o
1940 1930 1940 - 1930

Operatives I__ 75 18 45 30

(Right) 1 Figures for 1930 exclude...enrecnenn
(\'Vrong) 1 Exclude.

(8) Intended coverage MORE. than normal reference range.—This
practice is NOT RECOMMENDED. When: it occurs, however, it is im-

perative that the vfootnote provide clear warning,
b. Order of wording.—As in the instance of the headnote, a footnote should

gtart with what the reader can see, or is likely to assume, and move to tha’b which
is not apparent or not known to him. (See par. 521b )
Erample:

Cotton manufactures ! RN
Silk and rayon Toanufactires t .

Accurate statement: -1 Because of 4 tabulating error discnvered too late for correction, the figures for
“Cotton manufactures” include about 2,200 employed females me should have

been tabulated as in ‘‘Silk and rayon mannfactures.”

But thig is better: 1 Figures for ‘‘Cotton manufactures’’ include about 2,200 employed females who
should have been tabulated ag in “Silk and rayon manufactures”, tabulation error

discovered too late for correction,

664. Numbers and fractions.—In footnotes, numbers are expressed
in figures, even at the beginning of a note or sentence. ' Fractions
standing alone are spelled out at the beginning of footnotes.

665, Introduction required to tabular footmotes.—If the footnote
consists entirely or partly of a table or leader work, the footnote table
is indented on the left. It must be preceded by introductory matter
carrying the reference symbol. If no other introductory matter
seems required, insert an introductory line, such as ““? See the following

table;”,
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Chapter 7
ALLOCATION TO STUB AND BOXHEAD (701-713)
Sec. 7-A. General (701-703)

701. General relationship.—The relationship between stub and
box may be stated in general terms as follows:

a. Identity of basic functions.—The purpose of both the box and the stub is to
deseribe the specific data and to make clear the relationship among the data.

b. Basis of allocation of items.—This depends largely upon several factors which
vary in influence from table to table. The final allocation usually represents a
compromise. (The first two factors listed are discussed bneﬁy hele The

second two are discussed in detail in-see.*7-B.)
(1) Table purpose or presentation intent.

(2) Relationship between tables in a series.
(8) Comparative mechanical advantages and hmltatlons on-ability of each

to indicate intra-table relationships.
(4) Comparative space requirements,

702. Infiuence of table purpese.—The primary influence of table
" purpose is manifested by .the need for juxtaposition of certain data.
Thus, if a fundamental condition of presentation is to make possible
a comparison of frequencies of classes A and B in terms-of variable
C, it is apparent that both A and B should appear on the same axis,
and that C should appear on the other axis. _ '

Theoretically, it may be argued that it is easier to compare data
by having them appear directly under one another in successive lines,
rather than side-by-side in adjacent columns. Practically, the
question tends to be academic. In only a few instances is it possible
to place all of the important comparisons on successive lines or in
successive columns., The more important practical consideration is
“In which axis will it be most feasible to present the two (or more)
classifications which must appear on the same axis?”

Similarly, when designing tables of the Bureau of the Census, the
question of relative prominence provided by the stub and boxhead
tends to be academic. Again, the problem of making maximum use
of all available space takes precedence.

703. Relationship between tables in a series.—Frequently, series
of tables are shown where all classifications except one remain constant.
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Here it is & decided convenience to the user if & constant pattern in
content of box and stub is maintained from table to table.

The question as to where the variable (the classification that is new
to each table) should be placed is again largely academic. No matter
where it is, if it is properly handled, the user will spot the point of
difference readily in a series where the table pattern is otherwise held
constant. Shifting of the common classifications from one axis to
the other, table to table, will do more to obscure the location of the
classification that is new to each table than will its constant appear-
ance in either the box or the stub, whichever may be argued as giving

it greater prominence.
Sec. 7-B. Allocation Principles and Problems (711-713)

711. Summary of allocation principles.—Certain specific consider-
ations should enter into the question of allocating classifications to
boxhead or stub. The summary listings given here should not be
thought of as independent of one another. Each must be qualified in
terms of the particular situation. However, all other things being
equal, the following statements ‘are generally true. :

a. Boxhead presentation is more efficient for—
(1) Classifications confined to comparatively few items.

(2) Classifications with brief captions.
(8) Constant subelassifications comprised of one, two, or three items, such as

total, male, and female, repeated for various classes of data.
(4) Classifications involving possible misunderstanding as to unit of presenta-

tion, since a spanner can be used to make the unit clear.

(5) Classifications which, to be understood, must be read carefully in terms
of superior heads which can be presented in spanners immediately above.
b. Stub presentation is more efficient for—

(1) Classifications involving numerous lists of items.

(2) Classifications requiring long and detailed captions.

(3) Constant subclassifications under different heads, involving a large

number of entries on each occasicn.
(4) Multiple subclassifications so numerous as to pass quickly beyond page

limits for columns. )
(5) Classifications requiring more than three levels of boxhead to present.

¢. Standard boxes and stubs advantageous.—In a series of tables, the advan-
tages of standard boxes, stubs, or both, outweigh many minor sacrifices in presenta-
tion practice. (See par. 703.) .

712. Comparative mechanical advantages in emphasizing rela-
tionships.—The boxhead, as compared with the stub, has one great
advantage; that is, its greater ability to emphasize relationships
among data, particularly those in adjoining columns. The stub, in
contrast, is better equipped to handle multiple levels of classification.
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-4 The boxhead.—In the boxhead, heads of superior level are shown in the
form of spanner heads. These usually are located directly above the affected
column heads. - Even where several levels of spanners are employed, the individual
column heads are very close to the uppermost spanner affecting them, This, in
itself, is & signal advantage in terms of clarity of relationship.

« Furthermore, the uppermost spanners divide the boxhead into & relatively few,
and easily noted, panels, The major classifieations thus shown are readily noted
by the user.
~ However, these “advantages” rapidly disappear as the boxhead becomes more
complex either in number of levels or in length of captions.

b. The stub.—The stub excels where the boxhead is weakest; that is, in showing
multiple levels of classification. The line caption, itself, constitutes one level.
Indent patterns and the use of the total-line caption. for classification supply
several more levels. Colon lines, centered subheads, and center heads add to
the possibilities. A situation too complicated for boxhead presentation can

- be handled easily in the stub. In addition, captions which would take up several
lines in the box may occupy only one line in the stub. Overruns in the stub
are easier to read than in the box.

¢. Conclusion.—Everything else being equal, place involved classifications in
the boxhead if they can be presented in not more than three levels of box. This
applies partlcularlv to instances where proper understanding of subclassifications
depends upon keeping the major and minor heads well in mind at every point;
and the caption length and box arrangement are such as to permit ease of reading.

Place in the stub, however, classifications involving many levels and sublevels.
The boxhead becomes forbidding in aspect when more than three levels are shown,

713. Comparative space requirements.—This question divides itself
into two parts.

a. Fewer columns than lines per page, irrespective of capiion length.—
Obviously, fewer columns than lines are possible on an upright page since a
column occupies more space than a line,

(1) The boxhead.—Practically, the box can rarely carry more than 15 to 17
separate columns on a large size ! (such as census-size) page of frequency data,
or 20 to 25 columns of percent data. 'To accomplish this, the column captions
must be such as to appear to advantage in extremely narrow boxes. The
number of columns on a smaller! page (such as doeument-size) will be corres-
pondingly less.

(2) The stub.—In contrast, the stub will carry from 75 to 90 line captions
on a large-size page, with the total differing in terms of the number of centered
heads, space and analytical breaks, overruns, and space required by title,
headnote, and boxhead. The document-size page will carry still fewer line
captions.

@) Conclusion.—Everything else being equal, the classifications with the
fewest number of intervals should be placed in the box. Classifications in~
volving numerous listings should appear in the stub. Long stubs are preferable
to long boxes. Continued stubs are easier to follow and to refer to than con-

tinued boxes.

1 See par, 211, for comparative page Sizes.
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b. Bex demands briefer captions.—By its nature, the box eannot handle lbng
detailed individual captions, The stub, with its grea.ter flexibility as to line

length, is better adapted for this purpose.
(1) The baxhead.—Width of individual column heads should be held, where

possible, to two spaces more than required by the maximum cell frequency
which will appear. This conserves horizontal space and insures more columns
per page.

In addition, where possible, no lower box. should be run more than three or
four lines deep, at most. Otherwise, the captwn tends to be extremely hard
to read.

(2) The stub.—Although brevity is essential in stub captions, the same
restrictions do not apply as for boxhead captions, True, overrun lines are not
desirable, particularly lines overrunning to make more than two or three lines.
However, in the stub the restrictions may be set aside freely as needed without

. too great an impairment of readability.

(8) Conclusion.—Everything else being equal, assign to the box those

classifications with briefer captions. Assign to the stub those requiring long

captions.
1
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Chapter 8
THE STUB: GENERAL AND DEFINITIONS (801-835)
Sec. 8~-A. General (801;-803)

801. Organization of discussion of stub.—In this manual the dis-
cussion of the stub is distributed among four chapters. The present
chapter defines the stub as a whole and each of its component parts.
In general, each definition is accompanied by a highly condensed

description of the material involved.
Chapters 9 through 11 discuss the various component parts in

considerable detail. Specifically, chapter 9 describes such classifying »

. . .
linae cantions and unit-

and descriptive devices as the center heads, line captions, a
indicators. Chapter 10 is devoted to construction aids to clarity
such as indention, leaders, and space breaks. Chapter 11 discusses the
standardized arrangement of items for various subjects; arrangements
which, in some cases, are based on scientific evaluation and, in other
cases, rest upon custom.

Two other chapters have a direct bearing on stub treatment; that
is, chapters 7 and 13. Chapter 7 discusses the relationship between
the stub and boxhead. Chapter 13 describes the use of horizontal
and vertical rules. In respect to horizontal rules, it must be remem-
bered that, although they do not normally extend through the stub,
their presence or absence frequently is crucial to clarification of stub
listings. '

802. Definition,.—The stub is that portion of the table, usually
comprising the first column on the left, in which is located the listing
of line or row captions or descriptions, together with needed classifying
and qualifying center heads and subheads. For descriptive pur-
poses, the column head (or caption) of the stub is considered a part
of the stub of the table, although in terms of location and physical
requirements it is a part of the boxhead.

803. Funetion of component parts.—In terms of construction the
stub is made up of a number of easily identifiable component parts.
Those most frequently used are listed and defined briefly immediately
below. In general, the fewer the number of parts used, the greater
thelsimplicity of the stub. Note, however, that these parts are
devices designed to facilitate reader-understanding. No part should
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be used which will operate against this requirement. = A part should
be used without. hesitation if clarity will.thereby be increased.

Sec. 8-B. Definitions of Component Parts (811-821)

811. Stubhead or box.—The column head or caption of the stub
which describes the stub listing as & whole in terms of the classification

presented. (See sec. 9-A.) .

Ezamples:

Division and State

Census year

Type of enterprise

Tenure and race of operator

. 812. Center head and subhead.— A classifying, descriptive, or
qualifying statement applying to all subheads and line captions fol-
lowing it until the next center head or subhead is reached which
has a coordinate or superior classification. (See sec. 9-B.)

Ezamples:
e TEXTILES AGE
Cotton ) Under 45 Yars. _ ....cocameeea- e
Rayon 45 Years and OVer . ceeeeooevocacuann
COUNTIES 3 PERCENT
.3 o) 1 - ANUATY - vevenseososrsaassana
Bgﬁer g .................... February....o.vveuvevvenuans

813. Colon and dash (read-in) lines.—Stub entries (other than
centered heads and subheads) on lines which contain no data or other
entries within the field of the table. They are subject to the same
rules of indent as are the line captions on data lines. Actually, the
colon line is a heading; the dash line is a fragment, not a line in itself.
They are discussed together because the one is so frequently confused

with the other in table design. (See sec. 9-C.)

a. Colon line.—A heading within the detail of the stub. Ending in a colon (3),
it usually (1) indicates the nature of the classification presented in its subentries
(lines indented below it); (2) indicates the group covered when the terminology
of the subentries relates to a subordinate classifieation only; or (3) maintains the
identity of a subgroup for which data are presented for the component parts but
not for the group total. It does not “read in,” as such. (See pars. 922-925.)

Erample:
Unglazed structural file:
Nonload bearing. - " 2,654
Load-bearing, back-up tile..oocoeo... 1,827

b. Dash (read-in) line.—Comprises an opening word or phrase which, common

to several consecutive lines, has been removed and placed on a line by itself aipd
The dash (—) indicates that it is an integral part

of each of its subentries and is to ‘‘read in” to each of them; that is, it is' a
fragment, not a complete caption in itself. (See pars. 926-933.)

Example:

Produced at refineries from—
Domestic petroleum . - ... oo eiiaaaaaan 645
Foreign pefroleum. . ..o 129
7766564-—49——8
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' -814. Line caption: Data line.—Basic unit of stub. A descriptive
title of the data appearing on the given line. A data line is any line
containing any cell entry whatsoever, even though the sole cell entry
be leaders, a footnote reference symbol, or any symbol which has a
standard meaning or is explained in the headnote. The data-line
caption is always followed by leaders in the stub. (See sec. 9-D.)

Ezamples: .
Whiteo e 467 Urban oo 547
Negro. 31 Rural-nonfarm . 362

Rural-farm ®

815. Line caption: Total or subtetal lines.—A descriptive title of a
data line comprised of grand totals, group totals, or subtotals; a
special case of the line entry for the data line. (See sec. 9-E.) It
may specify the unit of presentation where necessary., Where it is
‘obvious that the line is a total line, the word ‘“Total”’ may be omitted
from the line caption and the name of the ares or major group inserted
in its place, as in the following example. (Also, see par. 956b)
This tends to reduce the number of center heads or subheads in the

stub. (See par. 956f)

Examplea
THE STATE
TOta) oo ool 1,000 1,000 (total lines)
[537:7 W -~ 750 Eother data lines)
Rural. el 250 250 other ddta lines)

816. Unit-indicator.—A device for indicating the presentation unit
for & specific line. The unit-indicator is used when the unit varies

from line to line and is not made clear by the normal wording of the

line caption. The unit-indicator is placed on the right-hand side of
the stub. On occasion, it may be used to specify the effective time-
period or other varying factor. (See sec. 9-F.)

Eramples:
Letterpress Offset
. 1,000 gals

1,000 1bs.
......... 1 000 oz.
.................... '$1,000.

NorE.~In letterpress, unit-indicators are lined up at the right; in offset, it is permissible to lme them
up at the left. (See par. 963a.)

817. Stub leaders.—In letterpress, a row of small and closely set
“dashes,” or in typewriter offset, a row of typewriter periods, ex-
tending from the last letter of a stub entry to the column rule at the
right of the stub, lining up at the bottom of the given line. The
purpose of leaders is to maintain horizontal legibility by helping the
eye maintain the same level between the end of the stub entry and
the point where the figures begin. (See sec. 10-B.)

Ezamples:
Letterpress. . _ - 664 329 152 87 39
1 39

Typewrdter offset ... i it iiinieninnass 654BE[ 329 162 §87

................
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- 818. Space break.—An open space or blank ‘line” inserted at
periodic intervals to break up solid blocks of entry lines. It improves
horizontal legibility by grouping the entries. The space. break ex-
tends the full width of the table and thereby provides ‘‘guide’ lines
across the page. (See sec. 10-C.)

Bramples:
A. 10-line break

B. b-line break

California....

Cn]nrnd o

819. Continued line.—A line (or lines). appearing at the top of con-
tinued columns of the stub which indicates the nature of the continued
classification (or classuﬁcatlons) carried over from the precedmg
column. Each line carried over is given the same indent as on the p&ge

where it originally appeared.

Ezamples: )
' GROUP 0.—ANIMALS, ETC., INEDIBLE—Continued

Patent upper leather:
Patent side upper leather.
Goat and ki

L7721
¥R W W W R W ETw

Fruits and vegetables—Continued.
Salad dressings—Continued.
Fruits other, gra es:
Liquors, distilled. o ceoe e e e
Wines.

¥ Ok F K X kK K & ¥ ¥ %

820. Tracer numbers.—A guide number placed at the beginning,
and again at the end, of each data line. In Bureau of the Census
practice they appear only on parallel tables where the stub is not re-
peated on the right-hand (facing) page. Tracer numbers are placed
at the left of the stub on the left-hand page and to the right of the last
column on the right-hand page. They are set off from the rest of the
table by vertical rules. (See example at end of par. 821, and fig. 9,
example 9-A, pp. 22-23.)

Tracer numbers aid horizontal legibility by identifying that portlon
of the line which appears on the right-hand page (which has no stub)
with the portion of the same line which, accompanied by the line
caption, appears on the left-hand page. The presence of tracer
numbers reduces the danger of confusion caused by possible bad
line-up of the two pages when printed. The series of tracer numbers
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is continuous down the page but starts again with number 1 at the
top of each pair of pages. This device is a function of mechanics
and not of content. (Compare with par. 821, “Group or line num-
‘bers,” below.)

821. Group or line numbers.—A series of nummbers or symbols,
usually presented at the left of, but sometimes within, the stub, which
identify categories or subcategories in terms of a particular classifica-
tion scheme or code. A function of content and not of mechanics,
they are often confused with tracer numbers, described above in
par. 820,

In a given table the group or line numbers may or may not start
with 1 and they may not necessarily run consecutively in a con-
tinuous series. Each caption or heading assigned such a number
always carries the same number whether the listing is complete or
incomplete, expanded or condensed; or whether it appears on an
office worksheet or a machine sheet or as & component of a formal
printed presentation.” Hence, in the printed report there is no
mechanical repetition of the series with each new page., The same
numbers iay repeat within a given page if the categories Whlch ‘they
lden{nfy are presented in repeated blocks, or ths numbers may run
in a series extending over many pages if there is no repetition of a
given category. '

Group or line numbers are not confined to parallel tables. When
they appear in parallel tables, they may or may not appear on the
right-hand page; if they do appear on the right-hand page, they may
be inserted either on the left-hand or the right-hand side of that page.
(In contrast, note that tracer numbers always appear on the right-
hand side of the right-hand page of parallel tables.)

The example given below, illustrating both tracer and group
numbers, comprises the first six lines of the stub of a parallel table.
(See Sixteenth Census, Manufactures, 1939, vol. I, p. 22, table 5,

for complete table.)

G{ﬂ,‘fp Industry group and industry

All industries, total

-

GROUP

' Food and kindred products.
Tobacco manufactures
Textile-mill products and other fiber manutacturm
Apparel and other finished products made from fabrics and similar materialS. oo oocoeeco-

Lumber and timber basxc hrnd"r’ﬂ
* ¥ ¥ % X £ K ¥ & %k Kk ® A X £ ¥ % *

CT TN
O 0909
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Sec. 8-C. Standard Stub Arrangements (831-835)

831. Summary.—The arrangement of materials in the stub depends
upon (@) the nature of the classification and the purposs of presenta-
tion; and (b) the limitations of space, typography, and’ typmg
(See secs.’ 11-A‘and 11-B.)

Stub preparation of tables of the Bureau of the Census must first
take into account the high degree of standardization of presentation
developed for many subjects over a long period of years. However,
in a report dealing with-a. particular subject the normsl rule is to
place first. the data comprising the subject of the report, even though
in & standard listing that factor may be subordinate. :

The following general rules on stub arrangement therefore must be
qualified. in terms. of () the standardized practice, if any, for the
subject covered, or of the Subject Division! involved (within the
Bureau of the. Census), and (d) the specialized purpose of the glven

presentatlon
832, Areas.——The fo]lomng statements are general only. For
detalled chscussmn, see section 11-A. ,

. a; Regions and lelSlOIlS —Usually presented geographscaﬂy

b. States.—Geographieally under region and division headings if the data
display marked regional dxfferences Alpha.betxcally if the geographic 'facto;' is
not significant in analyszs T

-¢. Smaller areas. ——Usually alphabetmally within Sta.tes However, at ’clmes,’
places may be arranged in groups classified according to size, listed alphabetically
within each separate size-group. Hxample: An alphabetical listing of cities. under’
the headmg “Cities, of 25,000 Inhabitants or More.” Another common practice
is to list cities, towns, etc., alphabetically within counties; with the counties, in

turn, alphabetically w1t'hm States.
833. Time senes.——The most recent date may be shown either

- first or last, depending upon the presentation purpose and the nature

of the material. (See sec. 11-B. See also pars. 365-366.)

a. Decennial or quinguennial census reports,—Show the most recent date first
with remainder of listing receding in time (down the stub or across to the right).

b. Future time.—Start with the earliest time and carry through the present
into the future.

¢. Historical development or survey tables.—Normally, start with the earliest
date and lead to the present. That is, place the earliest date at the top of the

list or in the first column of the table.
d. Current continuing surveys.—Normally, start with the earliest date and

lead to the present,

1 That is, the Agriculture Division, Business Division, Foreign Trade Division, ete., each of which is
a Division of the Bureau of the Census in charge of censuses, statistics, etc., relating to its assigned sub-

Ject ﬂeld

103




PAR. 834 THE STUB: GENERAL AND DEFINITIONS sEc. 8-C

834 Quantitative classifications.—May be arranged according to
Physwal properties, such as size, value, weight, or number, in increas-
ing or decreasing order according to presentation purpose and the
nature of the data. In general, the practice of the Bureau of the
Ctensus tends toward arrangement in increasing order of size, V&lﬁe,
ete. .

_ 835. Qualitative elassifications.—The many qualita,tivé classifica-
tions employed by the Bureau of the Census are usually subject to
standard methods of listing which have been worked out for each
field or subfield. Such standard listings are usually thought of in
terms of scores, or even hundreds, of lines.” However, even simple
f,.wo—line classifications are ordinarily subject to customary. order in
listing.. The user is accustomed to this order, and it is reflected in
worksheets and machine sheets of all kinds. No departure should
be made from it without ample and demonstrable cause. '

Tt is impossible to list these materials here.  However, two exa.mpleé
may be given to illustrate the point that even simple listings may
have their standard arrangement. Thus, age data are almost invari-
ably aitl'ra,nged fro(in‘%le youngest to the oldest; listings for race are
normally arranged, “Native white, ign- hite, N "
“Other races,” %n that order. ,'quelgn bor Wh}te, _Negl'Q, aﬂd
Mfmy' detailed stubs have been developed for classifications in
varying detail which should be followed. rigorously as to order of
~ Listing and terminology, spelling, punctuation, abbreviations, ete. A

few of the fields thus covered are “Kind of business,” “Occupation,”
"Infiustry,” “Commodities,” and “Crops.” In many of tliese ﬁ-ek,is
various standard stubs are existent to serve various requirements of
analytical content and mechanical spacing. Standard listings may
run from two lines to many pages.-
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Chapter 9

THE STUB: HEADS AND CAPTIONS (901—966)
Sec. 9—A. The Stubhead or Box (901-909)

901. Definition and purpose.—The column head or caption of the
stub which describes the stub listing as & whole in terms of the classi-
fication represented by the stub entries. Its function is threefold,

as follows:" N
a. To describe the stub listing in terms of classification and subject.
b. To serve as a reference guide. Because of this function, it should be kept
as brief as possible to permit the reader to note, at a glance,—

(1) The principal content of the stub.
(2) The allocation of entries to the stub as compared with the boxhead.
¢. On occasion, to make clear by amplification a classification whose deseription

lLias been overcondensed in the title and stub.

902, Coverage description—In general, only major classifications
great detail in indication of

cross-classification should be avoided.

a. Indicating major classifications.—By ‘‘major classifications” is meant those
of fundamental importance in terms of table-purpose, irrespective of heading.or
indent levels. Thus, in a table designed primarily to present “age insingle years”
by race, sex, and urban-rural residence, the age classification (if presented in the
stub) would be most important in terms of presentation objective, even though
the age entries may be listed under various subheads. }

b. Indicating cross-classification. In general, indication of cross-classification
should be avoided in the stub heading, except where it can be stated simply or

where it is peculiar to the specific problem involved. Thus, if & stub shows
h each crossed with the other two, it usually

listings for age, race, and sex, wit
is sufficient to label it in the stubhead as “Age, race, and sex,”’ rather than to
" or “Age, by race and by sex.”

attempt to spell it out as “Age by race and sex,
A useful ‘comparison may be made betweeén treatment for the stubhead and the

table title. The table title not only appears directly above the materials which
it describes; it may also be listed elsewhere, as in the table of contents of the

report. This places & greater premium upon exact specification in the title than
in the stubhead since the stubhead never appears except immediately above the
listings it describes. In spite of this, it is recommended that even the table title
should not include too highly involved descriptions of cross-classification. (See

par. 306.) This applies to the stubhead with added force.
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903. Use of “‘Subject,” ‘‘Class,” or “Item.’—Where the stub
listings are comparatively unrelated and cannot be generalized in a
few words, it may be necessary (but rarely desirable) to confine the
stubhead description to such a term as “Subject,” “Class,” “Group,”
or “Ttem,” standing alone. Although in practice these terms fre-
quently are used interchangeably, they may be distinguished roughly
as follows: :

a. ‘‘Subject.”’—*Subject” is suggested where the stub presents listings in
several b;oad fields with a comparatively slight @mount of detail presented for

each.
b. *Class.”’—Class” is suggested where the stub listings’ relateto a single

common field and that Beld is being divided into a variety of subgroupings with
minimum  detail shown for each. “Group,” generally speaking, may be used

interchangeably with ‘“Class.” .
¢. “Item.”’—"“Item” is suggested where the emphasis is upon detail in classifi-

cation or where the stub is composed of & long list, or lists, of coordinate esptions,
particularly of quantitative material.

904. Order of listing: General.—The necessity of a consistent
pattern is the most important considergtion in determining the order
in-which classification terms should be listed in the stubhead, particu-
larly for all tables within any given report. -

~a. Dangers of inconsistency.—If identical stubs appear in several tables
(table differences being confined to the boxhead), the user may be confused if the
several stubs are deseribed differently, such as “Age, race, and sex,” “Sex, race,
" and age,” or “Age by race and sex.” '

Frequently, stubs which look alike at first glance are radically different in
content. In such cases, variation in stubhead description must be relied upon to
warn the reader. Improper and “meaningless” variations of equal, or greater,
magnitude appearing within the same set of tables will effectively destroy the
likelihood that the reader will note the shifts that have a real significance. L
b. Metheds of insuring consistency.—The need for a standard rule is greatest

where the details of table design for a large number of tables must be worked on by
a number of people over & period of time, Three methods are outlined below in
par. 905. One of these should be selected at the outset and the decision made

known to all.

905. Order of listing: Specific.—Of the following three systems,
either of the first two is normally acceptable. The third is recom-
mended particularly for tables comprising a series. However, in
Bureau of Census practice the term “Area,” or the area designation
“County,” “City,” “State,” etc., is normally listed first in the stub
heading if the stub includes an area classification.

Method A. Descending order of stub levels (satisfactory),—The most com-

monly used method. List first’ (After “Area”) that classification which describes
the main centered headings. Then follow with the remaining classifications in
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SEC. 9=A THE STUBHEAD OR BOX

such as secondary center heads, classifications described on

descending order,
d in individual line captions.

total lines, and classifications deseribe
Example A-1:

County, color, marital
status, and age

ALLEN COUNTY

Single oo .

Under 45 years.
45 years and over.

Erample A-2:

County, color, age, and
marital status

WHITE
Allen County
Under 45 years.

Single. aoaaemeaaan
Married o eeccmeeeammammmm—nean

ctory).—Seme principle as
d. That is, of the items
) the least significant in
e classifica-

M ethod B. Ascending order of stub Ievels (satisfa
for descending order except that the listing is reverse
chosen for listing in the stubhead, list first (after “Area
terms of indent or level of head. The others follow accordingly, with th
tion shown in the main head listed last.

Ezample B-~1:

County, age, marital
status, ané color

ALLEN COUNTY
White
[238 7t [N

Under 45 years.---
45 years and OVer-.-oooooommmaunn

Frample B-2:

° County, marltal status, age,
and color

WHITRE
Allen County

Under 45 years ......o-cnnea-
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© Method - C. Emphasizing table or stub purpose (recommended for series
tables).—Place first (after “Area’) the most important classification in terms of
table purpose if that classification appears in the stub. Otherwise, place first
(after “Area’) that stub classification which most strongly differentiates the stub
listing in the given table from the stub listings in other tables in the same series.
In each case, list the remaining classifications as in method A, or B, above.

Ezm.nple: Assume a series of three tables, the stub of each showing citizens
and aliens classified by sex, with the following purposes of presentation:

Table 1: An age distribution; .
Table 2: A color distribution; and
Table 3: A marital status distribution.

Following are hypothetical stubs of such a set of tables captioned according to
method C. Below each, for comparative purposes are shown captions according
to methods A and B. Note that methods A and B stress features common to
all three stubs. Method C stresses the difference between them ; thereby applying
to stub “titles” the same principle of ‘‘difference” applied to table titles in par-
agraphs 311 and 332,

Ezample C. Stub captions according to method C:
Table 1 Table 2 ) Table 8

Age, citizenship, and sex Color, citizenship, and sex Marital status, citizenship, and sex

CITIZENS ' CITIZENS CITIZENS
Allages...._.___.___ .. .. Total oo
Male.. Male.. o Male s —
Fptnnle Female Temale.
Under 45 years. ..o oo ‘Whito. Single
Male oo Male. ... .-~ Male
Female. — Female - . Female -
-46andover...._..__________ Nonwhite ._............
Male . Male : - Mal}awmmd """""""""""
Female. — Female. - o
ALIENS R AYLIENS
Allages .. ________ Total oo
Male. Male. e
» * - * L * = * * * * *
Stub captions of above according to methods A and B:
Tabdle 1 Table 2 Table 8

C;tizenship, marital status, and
ex
Sex, maritalstatus, and citizenship

Method A: Oitizenship, age,and  Oltizenship, color, and sex

sex
Method B: Sex, age, and  Sex, col .
eitizenship ! ' x, color, and citizenship

906. Disadvantages of mechanical listing.—Method C (par. 905,
above) overcomes the principal objections to listing mechanically
on the basis of stub level, whether descending (method A) or ascending
(method B). In either case (methods A and B), the mechanical list-
ing may result, particularly in a series of standard tables, in stressing
(by placing first) that classification which is common to all tables in
the series.! In consequence, the differentiating characteristic may be
buried in the middle or at the end of the stub description.

1 ’1‘1}9 Bureau of Ce.nsus practice of giving “Area precedence in the stub box (see par. 905, 3rd sentence)
constitutes an exception to this rule. This is because the reader’s first problem, when using Census Bureau

reports, is to ]oc:.wte the srea In which he is interested, This problem does not arise when a series of tables is
presented for a single area, or where the area classification is shown elsewhere than in the stub.
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Example: In a report containing 25 tables devoted to a detailed age
distribution of various groups of the population, a stubhead listing
based on method B might well result in ““Age’” appearing first in the
stub description of all tables. Such a stress is of dubious value to the
reader who knows from the report title that age data are the primary
subject of the report. Actually, the differentiating feature between
table stubs might be that described in a secondary level of center head
in the stub. In this case, use of either methods A or B will tend to
bury it. By use of method C, the differentiating factor can be given
prominence irrespective of its placement level within the stub proper.

907. Amplifying title description.—On occasion, & classification
description may be highly condensed in the title because of space
considerations or because inclusion of the full description would make
the table ftitle difficult to read. In such cases, sssuming that the
classification involved is presented in the stub, the stub heading

might well carry the description in full.

FExample: Assume the existence of three different standard stubs
comprising industry descriptions, the difference between the stubs
being confined to the number of classifications shown; that is, to the
difference in stub length or number of items. In such cases; normal
practice requires that a distinctive description be assigned to each,
such as “Major industry group,” “Intermediate industiy group,”
and “Detailed industry group.”

a, All listings represented.—If, in a series of tables, all three types of listings
are represented, then the table titles and the stub boxes.should carry the full
description; that is, ““Major industry group,” “Intermediate industry group,” ete.

b. One listing represented.—If, in a given series, only one table appears with
anindustry classification, or if the same industry classification is used in all tables,
it is permissible, and frequéntly wise, merely to carry INDUSTRY in the table title,
and to rely upon the stubhead to carry the full formal description, such as “Major

industry group.” - .

908. Stubhead captions te be aveided.—The stubhead is sometimes
used as a depository for descriptive or other statements which belong
elsewhere in the table or for which no other ‘“convenient’’ location
can be found. TUse of the stub box as a miscellaneous file ihterferes
with its true function. At times, this practice may lead to confusion.
Common practices to be avoided are as follows:

a. Improper indication of presentation unit,—Unit indication in the stub box
should be restricted to that which refers specifically to the stub classification.

Even then it might better appear—
(1) As a part of the headnote if the unit indicated is common to the entire

stub;
(2) As a parenthetical expression under a descriptive center head if it applies

only to a given stub block; or
(8) At the right-hand side of the stub (or in a unit-indicator column) if it

varies from line to line.
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However, if the unit indication applies to the entire stub,.it is acceptable to
place it in the stubhead. For detailed discussion of handling unit-indicators, see

paragraphs 961 to 966.
Ezample A. Reference Is to stub classification.
Acceptable, but better to insert “vears’ after
line captions where :space permlts

Sex and age (years) Total
Mezle, Id and over_..__........
148019 o
206024 ol
25 10 44. -
- * - » * »*

Ezample B. Reference is to figures appearing in
table field. Not acceptable

Amount (number of sales) "g’fg

‘Total amount. ..

Under $50,000.____.
$50,000 to $100,000. -
$100.000 to $150 000 ...

b. Headnote-type of statement.—Avoid use.of the stub box for insertion of
qualifying statements properly placed in the headnote. Ordinarily such state-
ments are permissible in the stub héading in only those cases where the headnote
is already so extensive that the qualifications, although of imperative importance,
would tend to'be buried. However, if a qualification of this type is at all appro-
priate for placement in the stubhead, it is usually such that it would better be
placed in a footnote, if headnoting is impracticable.

In the example which follows, the original tables carried no headnotes in many
cases and an exceedingly brief headnote in others. All tables carried the stub-box
statement “ For definitions and explanations, see text”’ even though (1) in many
of the tables the statement applied also to the boxhead classifications, (2) foot-
noting of some types of explanations was extensive, and (8) there was no place
other than the text where the user could be expected to look for such definitions and

notes.
within the boxhead not in the stub.

' Example C-1. Otigmal presentation: Headpote reading “For the 17
Western States and Arkansas and Louisiana’; stubhead as follows:

Item

[For definitions and explanations, ses text. Major basin totals from 1930 and 1920
Censuses include figures for unidentified tributary basins. A composite map index-number
is shown in parentheses for each drainage basin} .

Example C-2. Revised presentation: Confine stubhead to “Item,” omit

reference to text, and shift remainder to headnote, revised as follows:

(For_17 Western States, Arkansas, and Louisians. Major basin totals from 1930 and 1620
Censuses include figures for unidentified tributary basins. Figures in parentheses in box-
hem‘ll3 as ()IV) or (66), constitute composite map Index-numbers assigned to specified drain-
age basin]
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¢. Footnote-type of statement.—Avoid use of the stub box for insertion of
statements which could as well be placed in footnotes. Thus, in the above
example, if headnote space had not been available, the reference to major basin
totals might well have been placed in a footnote with the reference!number
attached to the stubhead, as “Item 1"’ The footnote would read “! Major basin
totals . . . .’ ‘ : -

909. Cross-references.—Crossreferences in the stubhead should
be held to a minimum, particularly generalized cross-references to
text. Obviously, it would be easy to include in every boxhead such
a statement as ‘“‘(For definitions, see text).” Furthermore, since
such a cross-reference should apply to the stub as a whole, it might
more reasonably appear as a footnote to the stubhead; or, better
still, it might appear as a headnote.

However, on rare occasions a cross-reference to anobher table may
be inserted parenthetically—

a. To remind the reader of an 1mportant relationship between this stub and
a classification presented elsewhere in the same report; or .

b. To indicate the location of some figure, listing, or fact which is important
to the understanding of the classification shown.

Ezample A:

- Labor force status
(mcludes institutional population omitted in table 6)

Ezample B:

Owner-occupied units by mortgage status
(see table 2 for total dwelling units)

Sec. 9-B. Center Heads and Subheads (911-920)

911. Definition.—Center heads or subheads, as their names
imply, are descriptive or classifying headings centered horizontally
in the stub.

912. Purpose and function.—The purpose and function of the
center head or'subhead is threefold:

&. To define, describe, or qualify stub entries following it.

b. To separate the table into readily identifiable blocks in terms of major

aspects of the data.
¢. To state or imply relationships among the various sections of the table, or

within that section to which the given head or subhead applies.

913. Comparison with colon and dash lines.—The center head
and subhead and the colon line perform identical functions. How-
ever, the colon line is subject to normal rules of data-line indent;
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it is not centered in the stub. In contrast, the dash (read-in) line
is not a heading. It is an integral part of each data-line caption
indented under it, and it is intended to be read as such.

The use of colon and dash lines is frequently confused in table
design. 'I‘herefore in order to bring out the essential dlﬁerences in
purpose and treatment they are discussed together in section 9-C,

below.

Egample A. Colon line: Erample B, Dash, or read-in, Iine:

Number of families having—

By race: .
Wit el cciemeee No children
Negro.... Onechild. ... .. _____________._

Other races- . weeeceooooe

Typlcal instances of the misuse of the colon and dash are (a) the

colon is used where no end punctuation is needed for the caption, and
(b) the dash is. mistakenly substituted for the colon.~

914. Range of influence.— A given center head or subhead qual-
ifies all succeeding subheads and line captions until another center
head or subhead of equal or hlgher level is reached: No excepuon to

this rule is permissible.
a. Basic questions.—The principle involved here seems 50 obvious that it

tends to be taken too much for granted. Over-concentration on the answer to

the first of the two questions listed below is the most frequent cause of error.
Both questions are equally important.

Question 1: Is this particular segment of data of sufficient importance to

warrant emphasis by insertion of a centered head or subhead? If “Yes,”
insert it; if “No,” be sure to take question 2 into account.

Question 2: (Assuming center heads or subheads have already been
inserted in other portions of the stub) Is it necessary to insert a centered
head or subhead here to make clear that these date are not a part of the data
described by the immediately preceding center head or subhead?

b. Conclusion.—A center head of subhead must frequently be inserted, not
because the data affected are important in themselves, but merely to prevent their
erroneous inclusion within the range of influence of the immediately precedmg

head:
Ezample A. Omission of heading for initial group;

A-1, Undesirable because time period for first
block not stated: . A-2, Preferable:

Year or quarter Year or quarter

YEAR

1942,
1941 -
1040, -

QUARTER
1942: 1st quarter_

2d quarter.
3d quarter.
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Ezample B. Omission of heading for ferminal group:

-1 Wrong, because region for last block not B-2. Right:

stated

Region and country

Region and couritry

* % ¥ %

AMERICA

& ok ¥

AMERICA

Canada—French
Canada—Other.

Newfoundland

Mexie0- ... s (oo S

Other America. .. . oo oomoeaeann Other America.

Australiss. | ool ALL OTEER

Azores_ Australia.

Other and not reported ... AZOTeS. oo
Other and not reported

- 915. Levels of center heads.—The coordinate or subordinate
relationships between centered heads and subheads must be made clear
by difference in mechanical presentation, such as differences of type
size, face, or boldness, or by use of capitalization schemes. In offset
work prepared with the standard typewriter, reliance must be placed
on capitalization only since variation in type size, face, and boldness
cannot readily be achieved when typing? (See par. 916 and fig. 14.)
a. General principles.—Irrespective of reproduction method,. the following
general principles are applicable:
(1) Center heads of superior classification are shown in larger or bolder
type, or with greater use of capital letters, than heads of inferior classification.
(2) Within a given table, center heads of coordinate construction-level
should be in the same presentation form (that is, the same type size, face,
boldness, and capitalization). Thus, in example A-2, the heading “Rural-
nonfarm’ should be in bold caps since in construction-level it is coordinate with

“URBAN.”

Ezample A-1. Right: Ezrample A-2. Wrong:

URBAN TURBAN

Male Male

* ¥ . . *
RURAL-NONFARM (x) Rural-nonfarm

Male Male

(8) Between tables, particularly within the same series, all heads of com-
parable construction-level should be identical in presentation form even though
this may mean a difference between tables for headings-consisting of identical

terms.

. 2 When the Varitype machine is used, boldface and italic type and various printing-style type faces are
available for photo-ofiset work. The effect produced, and the flexibility provided, is intermediate between
thatachieved by use of the standard typewriter equipped for typing statistical tablesand the resultsachieved
by the use of letterpress (type-set) composition, whether it be by means of the monotype, linotype, or inter-
type, of is hand-set. The Electromatic Proportional-Spacer typewriter also offers improved legibility for
typowriter offset material; high-speed typing production is combined with a printing-style type-face.
Finslly, the use of standard typewriters can be combined with typewriters constructed with special sizes
and faces of type to provide italic and boldface lines and Jarger type for stub centered heads and table titles.
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Dzample: In table 1, age data are classified by urban-rural residence and
then by sex; in table 2, age data for males and females are classified by color.
The primary heads are in bold caps, as “URBAN’’ in table 1; “MALE" in

i table 2. The two subordinate heads are also treated alike but are in lower case
(small letters), as “Male” in table 1; “White"” in table 2, (See example B.)

Ezample B. The capltalization shown here is correct in each case; also, the two presentstmns are Con-

sistent with each other:
Table 1 Table 8
URBAN MALE
Male ‘Whits
Allages _____ ____________ All ages___

Under 45 years...
45 years and over.

Under 45 years._.
46 yearsand over. ......._...._.

The fact that the term ‘‘male” is a center head in both tables does not mean

it must appear with the same capitalization both times. On the contrary,

the presentation-form depends entirely on the given construction-level at
each appearance. ; ‘

b. Restrictions on number of levels.—Not more than three levels of center heads
should be used in either letterpress or offset work, If the number of levels to be
presented numbers more than three, the table plan should be re-examined to deter-
mine the possibility of splitting the table so as to make two or three tables. . -

(1) Mechanical limits.—In letterpress, the number of type sizes and faces
ig virtually unlimited in theory but is definitely limited in practlce In type-
writer-offset, the limit exists both in theory and in praectice. :

@) Reason for practicable limits even in letterpress.—No reader cdn
be expected to note, or to remember, subtle distinctions in type size, boldness,
and face. Thus, few readers can distinguish between short lines of 6-point and
8-point type of identical face, boldness, and eapitalization unless the lines in-
volved are placed fairly closely together. The same is true for isolated words
of typewriter pica and typewriter elite when separated by a mass of text
or figures.

To be of value, level-distinction in headings must be such that the reader
cannot only grasp it quickly when locking at a given page, but also ean carry
that impression from one page to another in a multipage table. Distinctions
that are not obvious distract the reader from the subject matter of the table
and may even mislead him.

916. Methods of level- disﬁnction.—Although exact methods of
level-distinction are necessarily different in letterpress and offset,
in each instance established methods exist in Bureau of the Census
practice which take the various limitations into account.

a. Letterpress methods.—In letterpress work (type-set composition) the dis-
tinetion among various levels of center heads may rest upon various combina-
tions of boldness (blackness) of the type and the capitalization. Any one of
the three combinations shown in figure 14 is acceptable.. However, combination
3 is not suitable in cases where two or three levels of heads are used with one level
consisting of a specification of a year (1940) standing alone. (See’ par. 9164,
below.) Other combinations are possible but should be approached cautiously.

b. Offset methods.—Except where special typewriters are employed, the. dis-
tinction between center-head levels in materials typed for offset must be confined
to capitalization and underscoring schemes. An acceptable combination is

illustrated in figure 14,
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Fiaure 14.—LETTERPRESS AND TYPEWRITER-OrrsET COMBINATIONS
ror Center Heaps iv Stus (See par. 915a)

A. Letterpress E}iamples

[Combination 1 is used throughout this manualj

. Combination 1 Combination 2 Combination 8.
Single level only: FOREIGN BORN - Foreign Born "© FOREIGN BORN
Two levels of heads: FOREIGN BORN Foreign Born FOREIGN BORN

Widowed and Divorced Widowed and divorced Widowed and divorced

Three levels of heads: FOREIGN BORN FOREIGN BORN FOREIGN BORN
ao WIDOWED AND DI- Widowed and Divorced Widowed and Divorced
. VORCED. .-

First papers First papers
First papers

B. Type Specifications for Letterpress Examples
Combination 1 Combination 2 - Combination 8

i H 1) 6-point antique or (1) G-pomt antique or (1) 6-point caps
Bingle Joval only @ bgid, €aps < bold, caps and lower
case

1) 6-point antique or (1) 6-point antique "or (1) 6-point caps
@ &po 4 bold, caps and Jower
case

Two levels of heads:

(2) 6-point caps and lower (2) 6-point Italics, lower- (2) 6-point ifalics, lower
case case case

Three levels of heads: (1) 6-point antique or (1) 8-point antique or (1) 6-point caps

old, caps ) bold, ca; .
(2) 6-point caps ’ (2) G-pOint caps and lower (2) 6-point  caps  and
g : lower case .

(3) 6-point italics; lower (3) 6-point italics, lower (3) 6-point italics, lower
case case case .

C. Typewriter-Offset Examples With Specifications

Ezamples Specifications
Single level only: FOREIGN BORN _(1) All caps
FOREIGN BORN (1) All caps

Two levels of heads:?

Widowed and Divoroed (2} f[nitia} oaps (oaps and lower
case

FOREIGN BORN (1) All caps
Widowed and Divorced (2) Initial caps (caps and lower
case), underscored

{3} Small letters (lower case)

Three levels of heads:

B First papers
t Where two levels only appear, and one level is composed of year-specification standing alone, underscore

the uppermost level as: ‘
1940 FOREIGN_BORN

* Forelgn born 1940

776554—40——9 SR 115
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¢. Total block given same level as components.—In a table composed of re-
peated blocks of data of coordinate. classification, preceded by & totality or sum-
mary block, the center head for the summary block, is not distinguished from
those for the subordinate blocks. This is in accordance with the principle that
no more head levels should be established than is absolutely necessary.
Ezample: Where a table is comprised solely of blocks for “Total,” “Male,”
and “Female,” assign the centered head for “Total” to the same level as for
“Male’” and “Female.” (Letterpress head combination No. 1 is used for

purposes of the example; see fig, 14.)

Ezample D-1. Customary: Ezample D-2. Unnecessary distinetion:

TOTAL TOTAL
MALE Male
Female

FEMALE .
d. Lack of distinction between lower case, and caps and lower case.—No
attempt should be made to indicate difference in the level of center heads by
relying exclusively upon the difference between caps and lower case (This Is
in Caps and Lower Case) and lower case (This is in lower case). Since the distine-
tion rests entirely upon the use of initial caps for the important words, a single-
word heading (such as “White”) or a specification of a year (such as “1940”)%
will appear exactly the same with both methods of capitalization. Combinations
1 and 2 suggested in figure 14, p. 115, avoid these difficulties. Combination -3
avoids it for single words, but not for years. .

Ezample E. Comparisons:

Ceps and lower case Lower case
Widowed and Divorced ‘Widowed and divorced
‘White White
1940 1940

Solution: See combinations offered in fig. 14.

917. Omission of center heads in special cases.—In some cases it
may be worth while to omit center heads, particularly where a satis-
factory substitute can be found or where the omission will not be
misleading. ‘

a. Substitute colon lines, or use group total lines, in short tables where (1)
only one level of heads would be required and (2) only a few lines of data are to
appear under each heading.

Ezample A~1. Top-heavy: Ezample A-2: Satisfactory:

AGE
All 8ges. - cceaeae
Under 45 years.... -
45 years and-over._.._.____.. . 45 years and over-..___.__.
RACE Race:
All classes___
Whi
Sex:

Total o

Male.
Female o oommuonemniinain

8 The latter problem (*1940" standing alone as a centered head) also arises between caps, on the one hand;
and small caps, on the other, since small-cap numerals rarely are available. Combinations 1 and 2 in fig.
14, have been designed specifically to solve all problems of this type. On each level, in these combinations,

the type selection is distinctive for both letters and figures.
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Exzemple A-8, Satisfactory:

All ages
Under 45 years.

45 years and OVer......o..._..

_ b. Omit ‘“NUMBER” where only “NUMBER” and “PERCENT" heads
appear if there is no likelihood of misunderstanding. It is usually sufficient to
run the remaining head in lower case if it is the only one in the table.

Fzample B-g. Simpler and clear:

Erample B-1, “NUMBER’’ not essential:

Age Age
NUMBER ~ 654
All ages. . 654 Under 45 years. .. 429
Under 46 years.... 429 45 years and over. - 225
45 years and over.. 225
PERCENT
PERCENT All ages. 100.0
All ages ) 100, 0 Under 45 years. ... .ooommcneenns 65,6
Under 45 years. - —comvvvucuen 65.6 45 years a0d OVer. ueemeeecen.- 34.4
45 years and OVer. o ceeeccevenn- 34.4

¢. Omit the first heading if it describes suminary lines inserted merely to
establish the framework of the distribution which follows.

" Hzample C-1. First heading superfluoms:

Major occupation group and industry group

POPULATION AND EMPLOYMENT STATUS

. Total population (all ages)
All persons 14 years old and over.

In labor forgs.
Employed workers (except on public emergency. work) . .. ..oveeen-

MAJOR OCCUPATION GROUP

Employed (except on public emergency work). ... eeoeeeooeeooo
ional workers._ ..
* * L * * L *

-+ -+ Occupation not reported
INDUSTRY GROUP
Employed (except on public emergency work) .. ..__..__.___._.__

Agriculture, forestry, and fishery
N Agrieulture
* * - - * - - -

Ezample C-2. Simpler and clear:

Major occupation group and industry group

Total population (all ages)

All persons 14 years old and over.

In labor force. .

Employed workers {(except on public emergency work) . .ov.e---
MAJOR OCCUPATION GROUP

Employed (except on public emergency work).o.oooeeeevoncuunna-
Professional workers. - . ——
*® L L * ® * * *
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918. Combination of head Ievels: General.—The question of pos-

sible combinations of head levels arises in two different types of cases.

a. To avoid multiple Ievels of heads.—On the one hand, it is desirable that
center heads be as brief as possible sq that the content may be grasped quickly
and remembered readily. On the other hand, single-word heads, particularly
in typewriter-offset work, do not stand out well in themselves, even though one
level is in caps or is underscored, and distinctions as to comparative head-level
tend to. be overlooked.

Combination of two levels of heads may lead to clarity in siich cases. In effect,
‘this means repeating the upper level whenever the lower level is to be inserted.
The following examples are in typewriter-offset style (see fig. 14, p. 115) but the
same situation may oceur in letterpress, particularly if the upper of the two levels
is not in a contrasting type face.

In example A~1 the “head level” of the numerals is not particularly hard for
the reader to grasp readily because each block contains only a few lines. However,
the inherent defect may be serious where the blocks of data include a large number
of lines each, particularly in multipage tables.

Ezemple A-1, Without combination: Ezample A-8: With combination:

1940 . a11 1940: ‘TOTAL
AECS . u i iiniir ey
411 ages Total Under 45 years..... .
: Under 45 years..c.vvivarness . 45 years and ovexj
45 years and OvVer.......... 1940 WHITE
: . S ALL BEeS . ittt e
White Under 45 years...........o0vu.s

45 years and OVer........,,.,.
1940; NONWHITE

All BEES. . .iiviirrennnnaacasnnns
Under 45 years.............
45 years and over..........

Nonwhit : ALl BEOS.ueeitnennnennrennenasnnns
ALl ages onwhiie gnder 45 years...iviiieeaaia..
Jeder 45 yoars creeneees 5 years and OVer.e...vsvsuaaan
45 years and over . 1830: TOTAL
A1l BEES....uuuunnasannnnanannnns
1930 Under 45 ¥BarS...eeervueernn.,
a1 Total 45 years and OVeTuuuuvetiuinn
BEBB. ittt i iitis i, .
Under 45 years............. A11 1930: WHITE
45 years and over.......... ggg::'-'&é‘:}éé}é """
a1 White 45 years and ové;":: .......... .
1 ages...... Seaeraneeaneraaa
Under 45 years............. A11 1980: NONWHITE
45 years and over.....!.!., Onder it yoare !
Nonwhite 45 years and over.
All BEES. icvrriareronnnn
Under 45 years....... ..
45 years and OvVer..........

b. Te make possible an essential fourth level.—In typewriter-offset work the
mechanical limitations on methods of level-distinction make more than three
levels of center heads or subheads impracticable. In letterpress work this is
not true to the same extent but it is still hard for the reader to keep in mind more
than three level-distinctions in terms of type size, face, boldness, ete.

Where four levels are essential, two main choices appear, of which the first is
preferable.

(1) Use the group total line to indicate the lowest level, or
(2) Combine two levels of heads by use of colons or dashes. However, if
this be done, care must be exercised in making the combination, as indicated

below in par. 919.
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919. Selection of head-levels when combining.—The following
general principles should be observed:

a. Combine consecutive heads.—Thus; if four levels are involved, combine the
first and second, or the second and third, or the third and fourth. Obviously, if
nonconsecutive heads (such as the first and third) are combined, table rearrange-
ment will be nécessary. .

b. Maintain same order in combination as when not combined.—Reversal of
order in combination is confusing unless the order of appearance of the data is

also reversed.
¢. Combine the shorter heads, clarity permitting.—This rule merely conform_s

to the need for brevity in headings.

Ezemple A-1. Easily grasped:
URBAN—MALE

Ezample A-2. Hard to grasp:
NOT IN LABOR FORCE—INSIDE
METROPOLITAN DISTRICTS

d. When combining heads -of unequal length, place the briefer head first, if
possible, - Otherwise, the briefer head is likely to become lost. However, do not

reverse order to achieve this, (See par. 919b, above.)
Ezample B-1. Easily grasped: o Ezample B8, Hard to grasp:
URBAN—INSIDE METROPOLITAN INSIDE METROPOLITAN DISTRICTS —

DISTRICTS ) URBAN

e. Examples.—The first listing below (example C-1) shows a four-level problem

Both the double and single underscore are used here to

Since in practice, the double underscore should not be

Note applications of rules ¢ and d.

in typewriter-offset.
differentiate head-level.
used, the problem is how to get rid of it.

Example C-1. A 4level listing (Not acceptable): Ezample C-2. Combination A (Acceptable):

URBAN URBAN--INSIDE METROPOLITAN DISTRICTS
Inside Metropolitan Districts . Married

Years of school completed

Married

Years of school completed
Erample C-3. Combination B (Acceptable):
URBAN

Ingide Metrovolitan Districts

Married-~Years of school completed

Eremple C-4. Combination € (Acceptgble):
URBAN-~INSIDE METROPOLITAN DISTRICTS
Married--Years of School Conmpleted

Ezample C-5. Combination D (Undesirable):
URBAN
fnside Metropolitan Di§irig§§—M§;r;L' ad
Yearg of school completed

920. Combination of head levels: Limitations on use.—Head com-
binations should be avoided unless they overcome a specific difficulty.
In general, the combinations tend to be hard to read and to grasp.
Their only merit is the avoidance of even worse situations,
as only three levels of headings will be required if no combination is
made, do not combine except to take care of the situation described
in par. 918a, above; that is, to avoid single-word heads in a context
where they do not stand out well in themselves.
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pAR. 921 THE STUB: HEADS AND CAPTIONS sEC. 9-C
Sec. 9-C. Colon and Dash (Read-in) Lines (921-933)

921. General.—These two types of stub entries have little in

common except (a) strong similerity of appearance and placement and

(b) the fact that cell entries never appear opposite them. = Errors in
their usage are almost exclusively due to a misunderstanding as to
their difference in function. Typically, the dash tends to be used
(erroneously) in place of the colon; rarely, the other way around.

a. The. colon line is a heading and should be handled as such. The only real
difference between it and a center head or subhead is that the colon line, running
within the stub detail, is subject to indent rules instead of being centered. The
colon line does not “read in'’ 4 to its subentries. Each subentry of a colon line
is a complete line caption in itself.

Ezample:
Nonwhite:

Negro . ... emmemmm— e mmamm
Other._..

b. The dash (read-in) line is a fragment; it is never complete in itself. A
device to avoid repetition of an identical word or phrase at the beginning of s
group of consecutive coordinate entries, it is an integral part of each of its sub-
entries taken individually. As such, it always “reads in” smoothly to each

such subentry.

Ezample:
Needing major repairs, thh—
White

N onwhite occupants.

THE COLON LINE (922-925)

922. Colon line defined.—A descriptive, classifying, or qualifying
heading run within the detailed stub, conforming to data-line indent
and ending in a colon (:). No cell entries appear opposite it in the

field of the table.

Ezample:
By month:
January. ... 46
February...
March

923. Colon line compared with dash line.—The use of the colon
line arises from the need for classification or description of its sub-
entries. The use of the dash (read-in) line arises from the desire to
avoid repetition of an opening word or phrase common to a number of
successive lines. The colon line is not designed to “read in’’ to each
of its subentries; if it is capable of “reading in” it is & coineidence.
The dash (read-in) line is designed specifically to “read in” to each of
its individual subentries taken separately (not as a series); if it does
not “read in” properly, the use of the dash is incorrect. For com-
parative use of colon and dash lines, see fig. 15.

4 For definition of “read in,” see par. 927.
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FiG. 15

Freure 15.—CoroN AND Dasy Lines: Terr Use anp Misvuse
(See par. 923)

[Arrow (=) signifies lines with incorrect or faulty use of dash or colon]

Ezxample P, Original stub
(abridged)

STEEL WORKS AND ROLLING MILLS
All products, total value.
Unrolled steel,-total
Ingots—

14

Produced and consumed in works. ...

For sale and interplant transfer_..._.
Direct steel castings—

Produced and consumed in works....

For sale and interplant transfer.....

Figis;h;ad hot-rolled products and forgings,
X2

Produced and consumed in works....._

For sale and interplant transfer_

- Conerete reinforcing bars.
> Mg&chlant bars, mill shafting, ete.
12) SR U,

Bo]t and nut rods, spike and cham
rods, etc.
Wire rods...

WIRE AND WIRE PRODUCTS (ALL
. METALS)

All indusiries, total value.

Iron and steel wire:
Plain wire, total.
For sale and interplant transfer......
Produced and consumed in works....

Galvanized wire: For sale and inter- -

" plant transfer.

=>» Copper wirs:
For sale and interplant transfer_.
Produced and consumed in works.

Fabricated wire products for sale:
Iron and steel—
Nails, brads, and spikes...---_..___..
Tacks.

Staples
Other fabricated iron and steel wire
products.

= Nonferrous wire products—
-> Fly screening—
Copper and bronze. -

Other wire cloth—
Copper and bronze
Other metals

Copper strand, except insulated.........

Ezample F-2. Corrected stub

STEEL WORKS AND ROLLING MILLS
All products, total value,

Unrolled steel, total
Ingots—
Produced and consumed in works.___
For sale and interplant transfer.....__
Direct steel castings—
Produced and consumed in works....
For sale and interplant transfer.......

F]f.;ni)lshed hot-rolled products and forgings,

Produced and consumed in works_
For sale and interplant transfer_
Concrete reinforcing bars_ ...
Mserehlant bars, mill shafting, e
teel.

Iron -
Bolt and nut rods, spike and chain.
1048, 61C. v e
‘Wire rods.

WIRE AND WIRE PRODUCTS (ALL
METALS)

All industries, total value___..____...__

Iron and steel wire:

Plain wire, total. ..o oo
For sale and interplant transfer..
Produced snd consamed in works.._

Galvanized wire: For sale and inter-
plent transfer .o o in e

Gopg‘er wire—
or sale and interplant transfer. ..
Produced and consumed in work:

Fabricated wire products for sale:
Iron and steel— .
Nails, brads, and spikes._ ..........___
Tacks

Staples.. : :
Other fabricated iron and steel wire

products.

Nonferrous wire products:
Flg screeniny

opper and bronze

Other metals. ... _..__.._

Fourdrinier and cylinder wi

Other wire cloth:
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924. Single subentry.—Where colon lines are used, and one (or
more) of the categories has only a single subentry, the subentry should
be run in on the same line as the colon line, preserving the colon.
(Note: For dash lines, the same rule apphes except that the dash is
then omitted, see par. 929.)

Right: Undesirable:
Increase: 19300 19856 ... o coooieioionen. Increase:
1930 to 1935 . -

925. Typical uses.—The colon line is used for many purposes. A
few of the more common uses are illustrated below.

a. To indicate the nature of the classification employed in its subentries, par-
ticularly when such classification differs from that utilized in the data lines in the

preceding group.

Fzample A-1: Frample A-8:
Race:: By kind:
WHhite o e v Anthracite coal
Negro._.._. Bituminous coal..
Other races Coke purchased ... -
Sex: By use:
Male__.. - Generator and boiler fuels -
Female. ... Bituminous coal carbonized......_.__._._

b. To indicate the kind of data classified by the subentries, or. the ares or
group covered, when the subentries do not make it clear in themselves.

Erample B-1: « - . - ’ Frample B-£:
Diphtheria: * Birmingham:
B%l;]s:xes R S ﬁ Immediate rate. -...nv.n.... SR 4.98
e 1 Objectiverate. .. .o . oao . .. 4.92

¢. To maintain the identity of a group for which data are presented for the
component parts but not for the group total.

Eham;{;lc o1 Erample C-8:
White.. 40 Automotive dealers:
Nonwhite: Automobiles and traflers
Negro. - 8 Accessories, parts, ete. .
Other. 2 Fﬂjmg tation

d. To indicate the presentation unit for the data classified by the subentries
when, otherwise, the presentation unit might be in doubt. (Note that this is a
means of avoiding use of a field spanner above the figures in the field. See par

1434c.)
Ezample D-1: Ezample D-2:
‘Thousands of dollars expended: Number of families:
1927. One person
B T'wo persons..
%ggg - Thres or more
Thousands of units produced: Ezample D-8:
1927. - Per 1,000 of the population:
1928. - Under 45 yearsold...._.._.________.___.__
1929 - 46 years-old and over....__.____..._______
1930.
e. To indicate a common effective date or portion of a year.
Ezample E-1: Ezrample B-2:
First quarter: First !
Under 45. " IQ%Ither
45 a]éld )over ...................................................................
July 1, 1941: July 1—-(but)
Under 45. 1941
45 and over. 1942
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THE DASH (READ-IN) LINE (926-933)

926. Dash (read-in) line defined.—A stub entry, terminated by a
dash, designed to be read as an integral part of each individual line
indented under it. That is, it is a part of each subentry taken sep-
arately, not of the group of subentries as a series. It is a device
designed primarily to avoid repetition of the same opening phrase for
a number of consecutive data lines of coordinate significance.

a. Basic principle.—The basic principle involved is that—

is another way of saying this:

b. Construction method.—The common opening phrase is removed from all
members of the group, is inserted by itself above the first affected data line, and is
terminated by & dash (—), not @ colon. The data-line captions thus shortened

are then indented under it.

Ezample A-1 (Before insertion of dash line}:
Cropland harvested on farms operated by owners.._._acres.. 218
Cropland harvested on farms operated by managers._.acres_. 451
Cropland harvested on farms operated by tenants...acres.. 762
Crop failure....... acres.. 63

Ezample A-2 (After insertion of dash line):
Cropland barvested on farms operated by—

Owners_..... aeres.. 218
™M £,0res. 451
Tenants.... - .acres-. 762
Crop failure. B.CTES. 63

927, ““To read in’’ defined.—Most errors in construction of non-
data lines arise from the use of the dash where the colon is required.
Correct usage of the dash rests upon proper understanding of the
term ‘“to read in.” '

A lime caption “reads in”’ to each of its subentries if each separate
combination will read smoothly when the two portions (the dash
portion and the subentry portion) are run together without the dash.
The line does not “‘read in” if smooth reading requires—

a. Insertion of & colon at the joining point;
b. Addition of any word or phrase to the combination;

¢. Rearrangement of wording; or

d. Running in the subentries as a series with the read-in portion at the beginning.

Exception: The “residual” type of subentry (such as “All other”)
is a special case discussed in paragraph 928, below.

928. Residual snbentries: A special case.—Residual ® subentries
may, at times, be exempted from the rule that the dash line must
“read in’ smoothly to each of its subentries. Since by custom the
wording of residuals tends to be condensed heavily, they frequently
cannot be “read into” properly. The following is faulty in this

8 For discussion of the residnal, see par. 1143a.
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respect but is permissible since the defect is limited to the residual
(“Owned homes with other races”). :
Faulty: Owned homes with—
‘White ceeupants.

Negro occupants
Other racesl.)._

Alternatives: Several are possible. The dash may be retained, or a
colon substituted, as in the examples which follow, but note that each
has its own limitations. In particular, caution is necessary when
transposing words in such headings lest the meaning be changed.
Thus, in “Alternative D”’ helow, a faulty transposition has changed
the unit of presentation from “Owned homes” to “Occupants of
owned homes.” Frequently, it is better to accept a residual line that
is faulty in terms of “reading in” than to attempt to reword it. How-
ever, this exception to the “read-in’ requirement applies solely to
residual entries; not to “last lines of a group,” as such. '

Alternative A . Alternative B
Owned homes occupied by— Gwned homes with—
hd 1te:'q. ............................ . White occupants. .
5 te‘%:; —- . Negro occupants_____-
; - Occupants of other races. ..

Alternative C

Other races :

929. Single subentry not permissible.—The use of the dash line

with only one subentry is incorrect by definition. Run the subentry

in with the dash line and delete the dash, thereby forming a unified

line caption. (Nofe: For colon lines the same mechanical procedure
is followed, except that the colon is preserved.)

Right: Wrong:
Having one child or more.......oooo .. - Having—
One child 0r mMOre.-—c.oo oo

930. Counfusion of terminal with internal dash.—The sole function
of -the terminal dash is to indicate that the line “reads in’’ with each
of its subentries. Do not confuse this with other uses of the dash
when it appears within a given line.

. If a beginning word or phrase, common to two or more entries
is separat:,ed by a dash from each, do not lift it and use it as a read-iri
line, retaining the dash. In such cases, the dash should be changed
to a colon when the phrase is placed above the group. (In the follow-
ing example, the use of the dash in the “original form” is questionable;
commas would have been more appropriate.) ,

Ezample A-1. Original form: Ezemple A-8. Wrong: Ezample A-8. Right:
Softwoods—balsam fir_...._..._..__ Softwoods— Softwoods: '
Softwoods—cedar. ... Balsam fir. S alson
Softwoods—cypress. edar_______ .10 o F—
Softwoods—Douglas Cypress.._. Cg'%g_séu R

Douglas fir.____.___ Douglas fir____._.__"_
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931. Consecutive read-in lines permissible.—If table requirements
make it desirable, one read-in line may follow immediately upon
another as long as the read-in principle is maintained throughout.
That is, the first dash line must read smoothly into the second dash
line, and the second, in turn, must read smoothly into each of its

subentries, taken separately.
In this form, the line caption for each of the data line subentries is

split into three parts instead of into two.

In general, this usage should be discouraged since it presents an
additional complication in the table. In any case, this technique is
undesirable unless af least three levels of classification of data are

involved.
Ezample A-1. Preferred: Ezample A-8. Acceptable:
Number of homes: . Number of homes—
Not needing major repairs, with— Not needing major repairs, with—
‘White occupant: ; ‘White occupants.
Nonwhite occupants. Nonwhite ocecupants.- . .o cccocwmmmccoccmooo
Needing major repairs, with— Needing major repairs, with—
‘White occupants. ‘White occupants. - oo cicna
Nonwhite occupants Nonwhite oceupants
Ezample A-3. Un y (Combine the dash Iines and overrun):
: Cropland harvested—
* * On farms operated by—

932. Effect on space requirements of stub.—Over and beyond the
question of clarity or of greater ease in reading, the use of the dash
(vead-in) line may increase or decrease stub depth or width. Type-
writer-offset examples are used to illustrate this point. -

a. Stub depth.—In general, if the original entries (before subtracting the
opening word or phrase) are so short that overruns are not necessary, the addi-
tion of a dash (read-in) line will increase the depth of the stub. (See example A,)
If the original entries are long and require overruns, the read-in line will decrease
the depth of stub by N-1 lines, where “N’’ is the number of overrun lines saved.

(See example B.)

Ezample A. Stub increased in depth: Ezampte B, Stub decreased in depth:

A-1, Original: . B-1. Original:
Revenue, total.......... Cropland harvested on farms
From -timber......... operated by owners........
From water power . Cropland harvested on farms
operated by managers......

Cropland harvested on farms

Fr ther . operated by tenants.......
DDDDDDDDDDDDDDDPDDDDDDDD Crop failure..cveeeecoereanns
“D” denotes line added if ““read-in” is used.
B-¢. With read-in:

A-8. With read-in:
Revenue, total....... WWW Cropland harvesied on
T Ol farms operated by—
Timber......... Waw Owners WWAWRW
WAW Managers J
.

Water power....
special uses...
Grazing....
All other..

““W" denotes spaces saved in width,

Crop fa. ure, . [
DDDDDDDDDDRDDDDDDPDDDDD | WAWATW
“D? denotes line saved in depth,
‘W’ denotes spaces saved in width.
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b. Stub. width.—Obviously, if the length of the original lines controls the stub
width, & decrease in maximum line width will pull in the stub width accordingly.
This may be seen-in examples A and B, immediately above, where the space
saved in stub width is indicated by the number of W’s appearing at the right.

933. Test of read-in application.—Errors in use of the terminal
dash can best be illustrated by examining the result when the read-in
line is coupled with each of its subentries. Note the result in the
following typical cases. : .
- Correct usage in examples B to E; inclusive, requires the use of a
colon; the dash is correct only if the wording is rearranged. Thus,
in example C, the wording might be changed to “Owned homes
with—,"” and the dash retained accordingly. (See also fig 15, p. 121.)

Erample A. Right: Effect when combined

Families having—
One child - Families having one child-...__.._____________
Two children...._ Families having two children
More than twe children. . _....__.______ Families having more than two children....____

Ezample B. Wrong:

By number of iterns—
One item By number of items one ftem. . _.___.._.____.__
Two items. * By pumber of items two items._________ --
By number of items more than two items_______

More than two items. ... ______
Eremple C. Wrong:
wa%,?,c}1 %omes*— . .
ite oceupants_ ..o oo ..__._ “Owned homes white occupants. ...
Negro occupant: Owned homes Negro occupants.....
- Owned homes occupants of other

Occupants of other races..

Ezomple D. Wrong:
1940~

Joauery. 1360 Toqoary
enruary..
Mareh__ .. 1940 March v

Ezample E. Wrong:

' Wells, pumped a(]ild flowing— ‘Wells, pumped and flowing area irrigated

acres..

ﬁ?ea urig]a;te ..................... acres..
ea works were capable of supplying ‘Wells, pumped and flowing area works were
with water. acres.. . capéb?e of supplying with water.__.___ acres....

Sec. 9-D. The Line Caption: The Data Line (941-948)

941. “Line caption” defined.—The descriptive title or stub entry

for any line of the table. A data line is any line containing any cell.

entry whatsoever in the field of the table. ‘The cell entry may be
informational (figure, word, phrase, reference symbol, etc.) or non-
informational (leaders). Even though all cell entries on & given
line are noninformational (leaders), the line is to be considered a
data line.® :

6 “All-leader’ lines are undesirable. They should be omitted from copy except (a) where, in letterpress

work, retention s.eelfls flesirable in order not to destroy standard presentation of repeated blocks or where
the lack of data is signifiecant in itself; or (b) where, in typewriter-offset work, standard table forms with

preprinted stubs are being used. .
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The data line is the basic unit of the stub since it is:on these lines
that the information appears. Dash and colon lines are not data
lines. The caption of the data line is invariably followed by stub

leaders, except where space prevents.

Ezamples: ‘Wood manufactures 12,623
1939 9,492
BT 39,752
Paper and pulp 100.0
Land and drainage enterprises. - oveveeeene- ®
5050499 BCreS e e
o )
Chicago, Il ™
Amount doliars_. 623
Full owners. 1930.. 754

942, General classes: Prime and nonprime.—Prime lines are those
rows or lines of data constituting the hard core of the table. From
them, all other, or nonprime, data lines in the table can be derived
by mathematical processes.

A line that is prime in one table may be nonprime in another, and
vice versa. Also, a line may be prime to a given table in a series or
report; but if it can be reconstructed from lines appearing in some
other table, or in a combination of tables, it will be nonprime to the
series. or report as a whole. ) : ‘

These distinctions are useful in table-planning in that—

8. Inclusion of a prime line increases, and its deletion or omission decreases,
the amount of basic data made available to the user; whereas—

b. Inclusion of & nonprimé line increases, and its deletion -decreases, facility
of table-use by the reader.

Thus, derived figures, or group totals, are strong interpretative
aids; their presence makes it unnecessary for the interested reader to
compute them himself. However, the deletion of such a line, if
nonprime, does not deprive the reader of basic date since the statistical
ingredients remain, and the user can reconstruct the deleted material.

943. Types -of prime lines.—In combination, the information
shown on prime lines constitutes the total body of basic information

presented to the user. In terms of the information presented in a’

given table, prime lines may be classified as follows:

a. Lines of frequency data not further classified in the same table.

b. Lines of derived figures (percentages, averages, means, medians, ete.) which
cannot be derived from data presented in the same table.

¢. Nonadditive total and subtotal lines; that is, totals or subtotals for which
incomplete distributions are shown. If such a total line i3 removed, the reader
cannot reconstruct it from the data remaining.

d. “Special-group” data lines presenting group figures for special-purpose or
nonstandard intervals which, if deleted, cannot be reconstructed from the data
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remsining. Hzample: A line giving total population for those ““21 years old
and over” in & table otherwise confined to standard b-year age groups is a prime
line, since the standard interval 20 t0 247" does not provide a classification break

at 21 years,
944. Functions and types of nonprime lines.—N onprime lines
perform three important functions and are of several types.

a. Functions.—In general terms, nonprime lines—

(1) Provide significant and important direct information to the user, such
as grand totals and group totals. Major totals, in most instances, are vir-
tually essential to effective use of the table. ) '

(2) Provide measures of significance, such as percentages, averages, medians,
ete., which the user may be unable to compute for himself, or the need for which
he may not recognize.

(8) Aid in establishing the analytical framework which needs to be under-
stood if the meaning and signifieance of the data are to be grasped readily.

b. Types.—In terms of a given table, nonprime lines may be classified into two
main types:

(1) All total and subtotal lines which can be obtained by addition of the
data appearing in the same table. Where space demands a sacrifice of lineage,
it is usually necessary to delete prime lines before sacrificing major totals.

(2) Lines of other derived figures (percentages, averages, medians, ete.)
which can be derived from data Presented in the same table,

945. Additive and nonadditive lines.—A classification of data
lines useful in placement of horizontal rules. (See sec. 13-B, below,
for placement and use of horizontal rules.) -

* a. Additive lines.—Any one of two or more lines of entries which, taken together,
will add to a total or subtotal line presented in the table, The individual lines in
such a ‘“‘group” may appear consecutively or may be dispersed. They may, in
themselves, be prime or nonprime; thus, one of the “group” may be a prime data
line and one or more of the others msy be a subtotal line.

b. Nonadditive lines.—A line not s member of any group of lines which
together add to a total or subtotal shown in the table; or any line not subject, or
not intended to be subjected, to the additive process, such as means, medians, ete.

946. Capitalization.—Line captions are normally set in lower case
(This is in lower case), never in caps and lower case (This Is in Caps
and Lower Case), and rarely in caps (THIS IS IN CAPS). Captions
for grand totals, or major group totals, are sometimes, but rarely, set
in caps in typewriter-offset work. In letterpress work, the use of
boldface type for group totals makes the use of caps unnecessary.

Ezample A-1. Right: Ezample A-8. Not acceptable;

AUQlasses.___________________
White Occupants..______ " TTTTTTC
Negro Occupants —
Oceupants of Other Races..______.__ ..

1

Al
‘White occupants
Negro occupants.
Occupants of other races

Ezample B-1. Right: Ezrample B-2, Rarely acceptable:

All classes............ . ALL CLASSES.....
White occupants........ .. White occupants....... een
Negro ocoupants...,...... . Negro occupants...............
Occupants of other races...... Ocoupants of other races......
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Example B-4. Wrong:

Ezample B-3. Not acceptable:
X ALL CLASSES....uuvuuions

All Classes
Mot OooupantS e NEGRO QGGUPANTS. .. iiilimiii:
Negro Occupants........cocvuuus R G SUEANTS e e ims :

Occupants of Other Races......
947. Punctuation.—Normal punctuation is used throughout except

as follows:

a. Periods are omitted at the end of abbreviations which are followed by lead-
ers. However, if the abbreviation is followed by a footnote. reference sym})ol
(even though that symbol is followed by leaders) the period is inserted preceding

the reference symbol.

Erxample A:
7 Letterpress Typewriter
Right: Teachers, n.e.c... Teachers, N.€.Cu.vrveranrvasan sereee
ngong: Teachers, 1. €. C... Teachers, N.€.0. +.ccriversesasse
Ezample B: ) »
ight: T 1 Teachers, M.0.6.1c.ueriveruenerancars
B st s i Teachers, M.8.Glueuse.useeerrecasrns ’

‘Wrong: Teachers, n., e. c!

b. Where a line caption overruns in a table with tracer numbers, or with two
or more reading columns, the cell entries are placed against the top line of the
caption, leaders are omitted, and the overrun ends with a period. (See par. 1014.)

948. Use of roman, boldface, and italic.—In lefterpress, line
ca,ptions" are normally set in roman (ordinary) type.. Thle use of
boldface and italic is normally restricted to the specific situations
outlined in section 10-D.

Sec. 9-E. The Line Caption: Total and Subtotal Lines (951-960)

951. Definition.—The descriptive title (or caption) of any data ]J'fle
composed of grand totals, group totals, or subtotals. A special
case of the line caption for the data line. , .

952. Various meanings of term ‘“Total.”’—In tabular presentation
the term “Total” is subject to a number of different interQretatlons,
8 fact which may lead to confusion. Several of the more important
meanings which may be assigned to the term are:

a. The result of a summation process applied to the line’s subordinate'eﬁtries;
the sum of the parts where the parts are actually shown separately. :I‘hls is the
most commonly understood meaning of the term, similar to that used in acc,c;»unt-
ing, It is the normal meaning in such phrases as “total line:” “total e.ntry, et(.:.

b. The aggregate, or total number, as an independent item. This usage is
typified by such individual lines (without subentries) as ‘“Total value (thousands

b2l
Ofcd.OI'II‘ir:)total, or the whole, as a class in itself, or as represeni';ing s:, class of
classes. This is typified by the “Total” class in the area classification: “TOTAL,

URBAN, RURAL.”
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In most instances, these differences tend to be academic in that a
given total entry may reflect two, or even all thre'e,'of-these meanings

at the same time.
At times, however, it is important that the reader understand which
mesaning is intended, or that one of the meanings does not apply.
Here, the table designer should keep the above-mentioned distinc-
tions in mind and should govern his treatment of center heads, the
footnotes keyed to them, and thé line captions for total and subtotal
lines, accordingly. o
953. ‘“Total’’—Signifying result of summation.—Where standing
alone on a line having subentries, “Total’” implies that the entries
shown against it represent the summation of the figures shown for
the subentries where the subentries are additive. Special problems

are—
a. Inclusion in ‘“Total”’ of a subeniry not shown separately.—The most

common case is where the “unknown’ eategory is not shown but is included in
the total figures. Footnote the total line (or the appropriate entry) and specify

“not shown separately.”
- Erample A-1. Right:

Ezample A-8.  Wrong (footnote needed):

Total 1 ... © U300 500 Total oo 300 | 500
Under 45 years.. --| 180 300 Under 45 years... ---| 180 300
45 and OVera e oo ooee e ‘100 - 195 - 46 and OVer: ee oo moemoen 100 195

1Includes ‘“‘Age not reporfed,” not shown separately.

b. Presentation of selected items of a distribution.—Frequently it is desirable
to show'a total with only one or two members (not all members) of a distribution.
In letterpress, italic is used (for both caption and entries) for such subentries.
In typewriting, where italic is not available, no distinction is made if the situation
is self-evident. Where not self-evident, footnote the omission or make the situa-
tion clear in the caption. )

Lzample B-1, Right (letterpress): Ezample B-2. Right (typewriter):

All ages 300 ALl BEES....cruirurrasnns AP 300
Under 45 Years v mm e 180 Under 45 years.......... ... 180

c. Failure of percentages to add to 100.0.—Since normally the Bureau of the
Census rounds, but does not force, percentages, a full percentage distribution
may not add to 100.0. This does not affect presentation practice. If the total
line is shown, the entry of “100.0”’ appears in each appropriate cell even though
the actual summation in that column may be 99.9, 100.1, ete. No special treat-
ment is needed for the total line, ) ‘

d. Nonadditive derived figures.—Totdl line treatment is the same for non-
additive derived figures as it is for additive frequencies; that is; the treatment
as a total line depends upon the relationship of the frequencies of the classes into
which the distribution is being made, even though the derived figures do not add
to the entry on the total line. In examples Cto F,the “total lines’’ are treated
exactly alike. In example C, the percentages add to the total entry. In example
D, they do not add vertically since the distribution is horizontal. In example E,
each cell percentage reflects the cell-to-cell relationship of two different frequency
tables. In example F, medians are shown.
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Ezample C: . Ezample D:

Total ... 100.0  100.0  100.0 ) Total. orecccaannn 100.0  75.0  25.0

... OB, 65.0 80.5 Under 45 years. . .. 100.0 650 850

}?:&eé gig}f.{?:"- 44, : 35.0 19.5 45 and over. _... 1000 B80S 19. 8
Tzample E (Percent white): Erample F (Medians):

Total ...~ 44.9 651 246 ‘ 265 267 26.2

_____ .0 652 248 Undar 46 years.- .. 269 2.1 266

e oS- ﬁ. 8 650 245 45 and over T o5 237 233

45 and OVer..cveurn-=
954. “Total’’—Signifying the aggregate as an independent item.—
Commonly, this may be expressed in two ways as indic_ated belov&:.
See paragraph 957 for discussion of conditions under which “To‘gal ’

should be placed first or last in the caption.

a. Stressing the totality aspect, by placing the word ‘“Total” first:

Total value (thousands of doHars) - —moemeseuoancanmmmomoenes
Total acreage (thousands of acres) - .
ing the nature of the item, by placing “Total” last:

b. Stress!
or Value (total) .___--cooun .
or - Acreage (total) - oeoaeeaae

Value, total
Acreage, total -

955. ‘“Total’’—The whole as a class in itself.—Typically, this
Tepresents a case where a centered head reading “TOTAL” has b?en
moved down to, and combined with, a total-line caption reading
“Total . . ..” This operation, although frequently desirable, may
give rise” to confusion in the mind of the reader unless performgd

carefully.

a. Center heads must be skifted to total lines consistently, or not at”all.—In
the example below, the heads “TOTAL,” “URBAN,” and “RURAL are all
handled as coordinate, with “TOTAL” representing a class comprised 'of the
combined urban and rural areas. If one of these is shifted to the total line, all
must be. If the shift is made, then all tptal-line captions serve a dual purpose,
indicating both summation and class.

Ezample A-8. Wrong. Firsl

3 inal: -2, ight. All
Izample A~1. Original: Exsté?}glg: A-2,  Rig Tl .
TOTAL
Total
White...nccomcecmmrmmmmmemmmmme
Nonwhite..coccveuanmmmanamna-

b. Claés use of “Total’’ as line caption where total-line eniries represent sum-
mation of subentries.—Shifting of center heads to total-line captions should not
be done mechanically. The dual function of the “Total” caption under such
circumstances must be kept in mind. Qualifications inherent in terms of either
funetion must be indicated against the single line-caption.
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At times, this may make the combination undesirable. Thus, if a qualification
of an entire block of data is indicated by footnoting a center head, and the “Total”
ca_ption is also qualified on a point pertaining to the su.mmation’ aspect only, the
shift of tI}e center head to the total line is undesirable. Not only will two r,efer~
ence symbols be necessary against the single word ‘“Total,” but one reference
will refer to the entire block and the other to the single line only. This is likel
to confuse the reader. (See pars. 642-643.) Y

Ezample B—I. Clear: Ezample B-8. Confusing:
URBAN! Urban s .. _._____._______.._ . 50O

Total2_____ 500 T
Under 45 years. nder 45 years_... 280
45 years and ove . §f8 45’370“’”; ;.nd over. - 210

! Outside metropolitan districts, 1 puside metropolitan districts;
3 Includes “Age mot reported.” mot shown sopalﬁ:éﬁg?s ‘““Age not reported,” not shown

separately.

956. Multiple uses of total-line captions.— Within the limitations
.expressed above, the word “Total” may be omitted completely where
1t is obvious that a given line of entries comprises totals or subtotals.
Common wuses of total-line captions which reduce the number of
center heads required are— ’

a. To make clear the exact group being classified:
EMPLOYED '

} can be listed { WhmEmp loyed persons

" b. To make clear the unit of presentation:

Having nochildren
Having one child.

{ Number of families

} can be listed

¢. To clarify the nature of the classification:

Total......_ .
Under 46 years ol ANBgES oo
45 years and over. .. } can be listed { g?eil;: gggﬂorsé'r'
d. To specify area covered:
Tot lTHE STATE The §
Total o . . o
Urban - can be listed { Urban..?...t?te
Rural . _TTTTTTTTmTn . Rural.__.__.___

e. To avoid designating a grand total cell as ““Total-Total’’ when the d escription
of the grand total column is too long to be made clear in the box:

Ezample C' (Assume detailed

except persons in Institationgy)e P % 1oF total column would read “Total population, 16 to 45 years old,

Labor force status

Occupation Total ’

Total L. ... ‘ ‘
Musicifns and teachers of musie, I ”
ete.

1 Clearer if it read “All occupations . . ' or “All oceupations, total . . ..”
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f. To provide an additional head-level where additional levels of center heads
are not desired.—Ordinarily, head combinations (par. 918) should not be made
until the total-line captions have been used for head purposes.

Erample D-1. Top-heavy: Erample D-2. Improved:

THE STATE THE STATE
WHITE ‘White
. Married a——-
Maerried ) Spouse present. ——— ———
Sponse ol Sponse absent.- -
pouse present.
Spouse absert oot

957. Placement of ‘“Total’’ in combination with other wording.—
Frequently, where a wording other than ‘“Total” is used for a total or
subtotal line, it is desirable to include the word “Total,”” also. Here
the question arises whether the word ‘“Total’’ should be placed first
(Total male) or last [Male, total, or Male (total)] in the given caption.
This depends largely upon the sénse in which the term is used and the
position of the line in the general pattern of the table. Everything
else being equal, the following rules may be applied. -

a. Place ““Total”’ first (in the caption)—
(1) If the basic purpose of the caption is to indicate the result of summation

of subentries.

(2) If the word ‘“Total” represents a class in itself, particularly if there are
a number of total lines of coordinate value:
Erample A-2. Wrong:

Males, total

Ezample 4-1. Right:
Males, urban . o

Total msles.
Urban males -
Rural males B0 T -

(3) If there are no other total or subtotal lines of coordinate value which
will start with “Total.”
(4) If the aggregate, or total number, as such, is to be stressed.

b. Place ‘““Total’’ last (in the caption)—
(1) If the basic purpose of the caption is to indicate the nature or class of

data presented, rather than the fact that it represents a summation.
(2) If the reason for its insertion is to avoid a misapprehension as to whether
the given category is entirely represented. If definitely parenthetical, paren-

theses are appropriate.
(3) In the case of minor group totals where the line caption of the subtotal

is a standard item in a coordinate listing and is appearing as such.

958. ““Total’’ vs. ““All.”’—At times the word ‘‘All’”’ is used on total
and subtotal lines. Although “All”’ may be used in place of “T'otal”
at times, it is not synonymous in table design and should not be con-
sidered as such.

a. “Total’’ may be used standing by itself.—“All”’ should not be; it should
always be followed by another word or phrase.

Ezample A-2, Wrong: Ezample A-3. Right:

Egomple A-1. Right:

Total oo Al All races.. oo
White._ . ~ - White White.
NOZIO e cceccmmen Negro e ccmmemnan NOZIO- o e e emmmmeme
Other.__ (0771 S (077515 R S
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. b. Both may be used in indicating presentation unit.—However, ‘“Total,’
when so used, implies nothing more than that the line entries represent the sum-
mation of the units shown in the subentries. “‘All”’ implies that the line contains
figures for the entire universe comprised of units “‘x,” irrespective of type.

Thus, “Total families” means merely “Total families (of the. type shown).”
“All families” means “All families (of every type).” Therefore, if “All’’ is used,
the caption should specify in full the group covered; if “Total” is used, complete
specification in the line caption is not necessary, although frequently desirable.

Evample B-1. Right Erample B-2. Wrong:
Total 75 All ages.__.
Under 45 years old. ... " 60 Under 45 years
45 to 84 years Old. .o moee el 25 45 to 84 years old...
Ezample C-1, Right: ) Erample O-2, Right:
All agest.. 90
Under 45 years ol 50
45 t0 84 years old. 25
85 years and over._.. -1
1 Includes ‘“Age mnot ‘reported,” not
shown separately.

959. Capitalization, boldface, and usé of rules.—Total and sub-
total lines are normally set or typed in lower case, thus:

Wrong: Number of Stations

Right: Number of station:
Right: Number of 5tationS....... eens

a. Use of boldface.—In letterpress, both the éaptions of grand total and group
total lines, and the data appearing in the lines, may be set in boldface. (See also
par, 1032.)

Ezample:
All ages__. 47 38 15
TUnder 45 years o - 29 27 9
45 years and over._... 35 18 11 - 6

b. Caps.—In offset (typewriter), the use of eaps should be reserved, if used at

all, for—
(1) Grand total line captions where many group subtotal captions are also

shown.

(2) Group subtotal captions that are extremely short (single words) and
which may tend to be hidden by the longer subentries. However, the use of
eaps should be avoided even here except where absolutely necessary. Where
used, all lines of coordinate value in construction must be treated similarly.

¢. Horizontal rules and underscore.—Insert in the field only under the grand-
total entries and those major group totals which carry subentries under them,
which subentries add to the total in question. Do not earry the horizontal rule
or underscore under the captions in the stub.

960. Indention.—See section 10-A.

Sec. 9-F. The Unit-Indicator ? (961-966)

961. Definition.—A device designed to make clear the exact unit of
measurement to which the given statisties refer. The unit-indicator
is sometimes referred to, as in the G. P. O. Style Manual, as the
“unit of quantity.”’

7 For discussion of unit-indicators in the boxhead, see par, 1226a; in the fleld of the table, see sec, 14-C.
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a. May appear in stub, box, or field.—Unit-indieators may appear in the stub,
in the box, or in the field of the table. The discussion below relates specifically
to their appearance in the stub, but the general principles involved apply where-
ever they appear. ‘ .

bs Similar auxiliary devices.—For the purposes of this manual, the term “unit-
indicator” includes all similar devices which, serving as caption auxiliaries, specify
the time reference (--o-— o ceee-- 1921_.); the nature of the mea‘sure,vemployed
(cmmmeeeeem median__); the magnitude of the unit (.- thousands. _');
ete. The general mechanical rules are identical for all such devices, and the cir-
cumstances of proper use are the same. The discussion which follows, there-
fore, makes no differentiation between these classes of indicators, as such.

Ezamples:

. Note: In typewriter-offset work, unit-indicators may be lined up either at the left or the right, as long as
the line-up i$ consistent in the given report. v )

662. Restrictions on usé.—The unit-indicator is used only when
the presentation unit, etc., would otherwise be in doubt, particularly
where the unit varies from line to line. It is an auxiliary device,
essential in some tables, not needed in most.

a. Needed where unit varies.—Typically, it is used when the presentation unit
differs from one part of the table to another, particularly from line to line.

b. Not needed where unit is constant.—Where an identical presentation unit
prevails throughout the table, it should be made clear in the title or in the head-
note. (See pars. 325 and 512a.) In such cases, the unit-indicator should be used
in stub, box, or field in only those cases where the wording of line captions or
boxhead captions are such as to confuse the issue.

663. Placement and use of leaders.—Where unit-indicators are
run in the stub, they are placed at the right of the given stub line.
Leaders are run solidly between the line caption and indicator; that
is, no open space precedes or follows the leaders. This rule applies in

both letterpress and typewriter offset.

Ezample A-1. Right: Cotton- oo

Ezample A-2. Wrong: Cotton

Ezample A~8. Wrong: Cotton oo

a. Line-up of unit-indicators of different Iength.—For mechanical reasons, the
line-up may vary for letterpress and offset, as follows: . ‘

(I) In letterpress, unit-indicators invariably line up at the right with

exactly two leader dashes (l-em leader) between each unit-indieator and the

first column rule.

Ezomple B:
running bales..| 333
Cotton... £ o] 3

pounds._f 78,524
pounds..| 78,524
pounds._| 78,524

(2) In typewriter-ofiset, unit-indicators may line up at either the left or
the right. If they are lined up at the left, two typewriter periods should be
placed. between the longest indicator on the page and the first column rule.
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Ezrample C-1. Lined up at the left: Ezample C-2. Lined up st the right:
Cotton.....evvunan running bales..[333 Cottom.vuievunrnans ing b ..
Wheat.ieveeuves. o bushels........ 444 Wheat......... ....T???.?%usgg?.: iﬁ

b.  Overruns.—Avoid overruns of unit-indicators; that 1s, do not break them
over to the next line. Carry them over entirely or not at all

(1) If there is not enough room for the entire unit- mdlca.tor on a given line,
leave the remainder of the line blank; place the entire unit-indicator at the
right of the next line, with leaders following but not preceding it.

(2) The informational entries appear against the line on which the unit-
indicator falls, ercept in tables with tracer numbers or with more than one
reader column. (See par. 1014.)

Right: Wheat flour Right: Cocoa and chocolate

1,000 sacks of100 Ib..| 14,741 ds..| 65,224

poun
Wrong: Whest flour 1,000 sacks ‘Wrong: Cocoa and chocola.t; ........ 65, 224
of 100 1b__| 14,741 ‘Wrong: Cocos and chocolate
) ~e-.pounds._| 65,224
c. “Do.”” for ‘‘ditto’’ not used by Census Bureau.—The abbreviation ‘“Do.”
(meaning “ditto’”) is not normally used by the Bureau of the Census. When
used with unit-indieators, G. P. O. practice should be observed as follows:
“‘Do.,’ followed by 2 ems of leaders (4 leader dashes), is used under a unit of
qua,nmty in a'stub if the unit is spelled; if the unit is abbreviated, the abbrevia-

tion is repeated.”

964. Reference range.—The unit-indicator, when inserted within
the stub, is applicable to all items appearing in the cells on that line
until & unit-indicator column, another stub column, or the right-hand
edge of the table is reached. This is the same rule as for the line
caption itself.

Example A. Not clear; what is the relationship of the unit-indicator in the
stub to the Value” spanner in the box? A study of original table showed that
total value was meant, not value per indicated unit.

Value (thousands
Quantity of dollars)
Item
1936 1037 1938 1936 1037 | 1938
Cattle_... number.
Butter 1,000 Ib__
Milk_ 1,000 gal - :

Example B. Preferred; unit in stub is clearly related to quantity ﬁgures only.
The “Value”” spanner is not qualified by the unit column.

Valne (thousands of
Quentity dollars)
Item
Unit 1936 1937 1938 1936 1037 , 1938
Cattle Number.
Butter. 1,000 Ib.
MK e 1,000 gal-. oo
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965. Specify units of measure clearly.—Avoid popular terminology
which is not scientifically accurate. Thus, such terms as bushel,
barrel, gallon, ton, etc., may be confusing or unsatisfactory when
standing alone since these measures vary by weight according to
product or commercial practice. The standard practices of the
various subject-matter divisions of the Bureau of the Census, as
exemplified in their published materials, reflect the importanes of
this factor and the proper method of treatment.

Where the exact nature of a given measure is constant for an entire
report, it may be explained in the text. Where it differs from table
to table, particularly when differences appear within a given table,
it should be qualified in the tabular material.

. The following excerpt is from an export table.

Erample:

Barley:

QGrain. o 1,000 bu. 0of 48 1b_.

Malt oo ecana - 1,000 bu. of 341b..
Buckwhea b oo oo 1,000 bu. of 48 1h_.
Corn:

Grain 1,000 bu. of 56 1b__ -

MBAL. e e 1,000 bbl. of 196 Ib_.
Hominy and corn grits. -
Kafir and milo__ 1,000 b of 56 Ih..
QCorn cereal foods, ready to eat. -
Oats: Grain o 1,000 bu of32 1b...
“Wheat:

1,000 bu. of 601b.-

1,000 bl of 196 1b. -

Grain_
Flour wholly of domestic wheat.

966. Unit and date columns.—A unit column is advisable where
every line, or a vast majority of the lines, in a table requires a unit-
indicator. Such a column usually appears as the first column in the
field, headed by such a term as “Unit.” (See example B, par. 964.)
Unit columns may appear elsewhere in the table as needed.

Similarly, where necessary to indicate the effective date against
each line caption, a date column may be added in a similar position.
A unit column counts as a reader column (see par. 1014b); a date

column does not.
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Chapter 10

THE STUB: CONSTRUCTION ATDS TO CLARITY
(1001-1033)

Sec. 10~A. Stub Indention (1001-1010)

. 1001. 'Indention defined.—The degree of inset assigned a given
line-caption, measured from the left-hand margin of the stub; or the
amount of space left blank between the left-hand .margin and the
beginning of the given line-caption. o

“Indent pattern” refers to the organized method, or scheme, em-
ployed to allocate indent space from line to line, and to the ov,er-all
effect produced thereby. ' R

‘ 1002. Purpose and ferction.—To emphasize and clarify the inter-
line relationships in terms of comparative level of dclassification;
that is, supeérior, coordinate, or subordinate. - _ ’

H“,Olassiﬁcation {e@él,” in this instance, refers to the construction
aspects of the table, not to absolute position in a purely conceptual
scheine based on content. = That is, items of coordinate r&nk:iﬁg in a
conceptual scheme may not carry the same indent within a table, or
among tables, particularly where a subtotal line, colon line, or dash
line intervenes. - R o "'
) Thus, in the following example, each individual race is coordinate
in the conceptual ranking, and bears the same indent in table 1.
However, the interposition of the colon line “Other races” in table 2,
ax}d of the subtotal line “Nonwhite’ in table 3, results in shifting thé
minor race groups to a subordinate classification level for purposes
of indent. Note, also, the use of the term ‘“Other races” in tables 1
and 2. This is a residual, and as such has no identity of its own.
Therefore, its value will vary in terms of the detail of classification

" shown above it.

Conceptual ranking
White
Negro
Indian
Chinese
Japanese
Filipino
XKorean
Other races
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1003. Basic principles of comparative indent.—With the exception
of the “Total” or “reverse” indent (see par. 1004), the amount of
indent given a particular line is in inverse order to its level in the
classification as presented. Lines of superior classification are gener-
ally presented (in Bureau of the Census tables)-above lines of inferior
classification, with the totals and subtotals appearing at the top of

the listing of component parts.

a. Lines of inferior classification are indented more th
s component part is normally indented under its total, ezcept
used for line captions of group totals.

jon are given identical indent within a given

an lines of superior classi~
fication; where
“peverse” indent (see par. 1004) is

b. Lines of coordinate classificat
table block, _ ’

¢. Lines of superior classification are gl
classification, except in case of “reverse’’ in
totals.

- 1004. “Reverse” versus ‘‘flush’’ indent for group totals and sub-
totals.—Bither of these two types of indent may be used for group
totals and subtotals, Although the “flush total” (flush to the left
margin) conforms strictly to the principle of comparative indent, a
common practice is to indent the total line and to run the first sublevel
of detail flush. Advantages of each method and factors determining
the selection are indicated in paragraphs 1005 and 1006, below.

Total with “flush” indent:

ven less indent than lines of inferior
dent used for line captions of group

TMotal with “reverse’” Indent:

White_ . - -
NonWhit0 - eememwammmmuen

1005. Indented group totals.—For normal use, indention of group
totals is recommended. Several advantages justify this departure
from ‘the normal rules for comparative indent. Note, however, that
a space break is essential above each such caption. (See par. 1005d,

below.)

a. Permits use of flush position for description of
The user is more interested in these than in any emp
the group totals since he tends to assume that the major group totals
if he wants them.

b. Permits better definition of t
margin definition is achieved by placing the more
tion-level in the flush position. This is more apparent in long listings than in
Obviously, if the grand total caption is run flush, then only that one
line caption on the entire page will be flush under normal indent rules; the re-
mainder must be indented. A “ragged edge” at the left is mot conducive to
eagy reading or to grasping of comparative indent.

¢. Permits better use of stub width when subentiry captions are Jong.—Usually
the line captions for subentries are longer than the line caption for the total line.

first level of subentries.—
hasis upon the presence of
will be there

he left-hand margin of the table.—Improved
frequently recurring clagsifica-

short ones.
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Chapter 10

THE STUB: CONSTRUCTION AIDS TO CLARITY
(1001-1033)

Sec. 10-A: Stub Indention (1001-1010)

' 1001. Indention defined.—The degree of inset assigned & given
line-caption, measured from theleft-hand margin of the stub; or the
amount of space left blank between the left-hand margin and the
beginning of the given line-caption.

“Indent. pattern’ refers to the organized method, ‘or scheme, em-
ployed to allocate indent space from line to line, and to the over-all
effect produced thereby. o
) 1002. Purpose and function.—To emphasize and clarify the inter-
line relationships in terms of comparative level of classification;
that is, superior, coordinate, or subordinate. ' ’

) “Classification level,” in this instance, refers to the construction
aspects of the table, not to absolute position in a purely conceptual
scheme based on content. ‘That is, items of coordinate ranking in g
gonceptual scheme may not carry the same indent within a table, or
among tables, particularly where a subtotal line, colon line, or dash
line intervenes. - R o : "
_ Thus, in the following example, each individual race is coordinate
in the conceptual ranking, and bears the same indent in table 1.
However, the interposition of the colon line “Other races” in table 2;
aqd of the subtotal line “Nonwhite’’ in table 3, results in shifting thé
minor race groups to a subordinate classification level for purposes
of indent. Note, also, the use of the term “Other races” in tables 1
and 2. This is a residual, and as such has no identity of its own.
Therefore, its value will vary in terms of the detail of classification

shown above it.

Conceptual ranking Table 1 Table &

. Table

XIVhlte White.._. ‘White. ‘White ’
SES S Mol
Chinese Tndian.. T
Japanese Chineso. -
llﬂ’tx(]);pmo J apm?::e

ean . - i - ADATESE...

Other races Other races...—-.. Fmgtnc? Flhg};;n
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1003. Basic principles of comparative indent.—With the exception
of the “Total” or “reverse’” indent (see par. 1004), the smount of
indent given a particular line is in inverse order to its level in the
clagsification as presented. Lines of superior classification are gener-
ally presented (in Bureau of the Census tables) above lines of inferior
classification, with the totals and subtotals appearing at the top of

the listing of component parts.

a. Lines of inferior classification are indented more than lines of superior classi-
fication; a component part is normally indented under its total, except where
“reverse” indent (see par. 1004) is used for line captions of group totals.

b. Lines of coordinate classification are given identical indent within a given

table block. ‘ ,
jor classification are given less indent than lines of inferior

c. Lines of superi
classification, ewcept in case of «raverse” indent used for line captions of group

totals.

1004. “Reverse” versus ““flush’’ indent for group totals and sub-
totals.—Either of these two types of indent may be used for group
totals and subtotals. Although the “flush total” (flush to the left
margin) conforms strictly to the principle of comparative indent, a
common practice is to indent the total line and to run the first sublevel
of detail flush. Advantages of each method and factors determining
the selection are indicated in paragraphs 1005 and 1006, below,

Total with “reverse” indent: Total with “Aush’ indent:

White. . .-
Nonwhite.....

1005. Indented group totals.—For normal use, indention of group
totals is recommended. Several advantages justily this departure
from the normal rules for comparative indent. Note, however, that
a space break is essential above each such caption. (See par. 1005d,

below.)

4. Permits use of flush position for deseription of first level of subentries.—
The user is more interested in these than in any emphasis upon the presence of
the group totals since he tends to assume that the major group totals will be there
if he wants them.

b. Permits better definition of the left-hand margin of the table.~Improved
margin definition is achieved by placing the more frequently recurring classifica-
tion-Jevel in the flush position. This is more apparent in long listings than in
ghort ones. Obviously, if the grand total caption is run fAlush, then only that one
line caption on the entire page will be flush under normal indent rules; the re-
mainder must be indented. A ‘‘ragged edge’’ at the left is not conducive to

ng or to grasping of comparative indent.
try captions are long.—Usually

al line.

easy readi
¢. Permits better use of stub width when suben

the line captions for subentries are longer than the line caption for the tot:
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By indenting the total line and running the subentries flush, the number of over-
runs for subentries is decreased, particularly in detailed classifications involving

multiple levels. :

E‘rizmple A-1. Wastes space and defines Zzample A~2. Saves 1 pica (4 spaces) and

left edge poorly: defines left edge better:

Exports_ . .___....__ ExportS ... . oo,
Crude material: Crude materials.. -
Foodstuffs___. Foodstuffs________ -
Semimanufactur Semimanufactures....._..
Finished manufactures___ Finished manufactures. ..

Finished manufactures. ..

Finished manufactures. ..

d. Space break essential to avoid appearanee of a subentry.—A space break,

" such as a blank line, is desirable above any total-line caption given a reverse indent.

Otherwise the entry is likely to be mistaken for a subentry under the last line of
the preceding group. The space break is essential in typewriter-offset work,
and in letterpress composition where the subtotal lines are not in boldface.
(Even where boldface subtotals are used, the space break is helpful in this situa-
tion.) If no such space break is provided, the reverse indent should not be used.

Ezample B-1. Right (space above “Chinese’’): Tzample B-g. Wrong (no space break):

All classes. ...
White___
Negro__.
Other ra

Chinese, total.
Native

'1006. The flush total.—This method has distinet advantages in
certain instances, as follows:

a. May clarify relationship between total and its immediate subentries.—
Use the flush total where serious uncertainty may arise in the reader’s mind con-
cerning this relationship. Paragraph 1006¢ illustrates such an instance. How-
ever, where this relationship is obvious, no real advantage accruing from this
factor is found in using the flush total,

b. Permits better use of stub width when caption is long.—Stub width is saved
by the flush total if the eaption for the total line is longer than that for the sub-
entries. Even here, however, overrunning the total caption may be preferable to
use of the flush total if the increased depth is no object. The following examples
are numbered from the widest to the narrowest in stub width,

Erample A~1: Erample A-S:
Persons 14 years old and over..__ Persons 14 years
14 years eld and over....._
15 years 14 years . ...
16 years. 15 years..
. 16years. . .o...___.
Erample A-8:
Persons 14 years old and over.._. Tuample A-4:
14 years. . - Persons 14 years
15 years -
16 years..

¢. Useful in elarifying relationship where cnly a few items have subentries.—
Here the margin is more closely defined by use of the flush total than where the
indented total is used. In example B-1 the danger that the last subentry of the
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previous block will be mistaken for a subtotal for the following group of major
entries is lessened considerably, as compared with example B—.2. In example
B-3, space breaks are used, coupled with all cap lines in typewriter-offset. The
result is still confusing and, in addition, wastes vertical space.

Ezample B-8. Confusing:

Ezample B-1. Preferred: g
(Letterpress or typewriter)

(Letterpress or typewriter)

Evanston._.
Farrell.._. Farrell____

: This looks like a subtotal for the following indented lines.

FEzample B-3. Confusing and wastes vertical spacs
b. Typewriter (caps undesirable):

EBERT

e
Nonwhite..

EVANSTON. e e

FARRELL

cevenre

1007. Criteria for selection of indent method.—Following are rules
of thumb which may be used in selecting the method to be employ?,d.
In each case, the entire picture needs to be taken into accognt. Wlf‘}}l
everything else equal, however, adherence to these rules will result in
a satisfactory, though not necessarily the best, result.

a. Use indented total— - N rotal \
(1) Where only a grand total is shown {(no group totals appear). .
(2) Where the group-total designations are consistently shorter than their

subentries. ] ' ] i N
(8) Where & great many group totals appear of coordinate elassification, eac

* of which carries subentries. B
(4) With a series of coordinate blocks of three or.more lines each.

b. Use flush total— ) . ]
(1) Where a great many group totals appear of coordinate classification but

only a few carry subentries. ) .
(2) Where the group-total designations are consistently longer than their

subentries. ‘ .
(3) With a series of coordinate blocks of less than three lines ea}ch. .,
¢. Grand total lines.—A grand total entry may be given a “total m.den’c even
though the major group totals under it are run flush. The contra'ry is also 'true.
- d. Consistency of total indent.—Tven for “total lines’ representing coordinate
items, it is not essential that all such total-line ca.ption.s be indented eqt}ally on the
page. It is desirable, however, when other construction aspects permit.
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1608. Effect of vertical spacing on indent scheme.— Any kind of
indent scheme leans heavily for effectiveness upon proper vertical
spacing of the line captions and heads. In particular, an indented
total must always carry a space break above it to avoid confusion,
Where space is left below an indented total for insertion of a horizontal
rule across the field of the table, af least the same space must be left
clear above it! >

Headings and total-line captions should always tend to “sit down”
on the material to which they relate. The following rules should be
adhered to rigidly.

a. Anindented line ca,ption for a total line must always have clear space above
it.

b. If space is provided below a total-line caption, af least the same space must be
left clear above it; preferably the space above should be greater than the space
below.

Ezxample A-1. Acceptable: Ezample A-2. Confusing:

Urban, total...........

White.
Negro. .
Other.. ..
Rural, total...........

White..
Negro..
Other
Ezample B-2. Confusing:
Ezample B-1. Acceptable: URBAN
) URBAN
A11 rages................ ...,
White. ..
Negro..
Other..

All races..
White.

Negro.:
Other

1009. Indent spacing: Basic rules.—The following indent rules
are. listed in order of comparative level. The “fush” positien is
included in order to make a complete picture. All indents are figured
from the “flush” position. For illustration.of the various indent
possibilities, see fig. 16, page 143. .

Rule 1. Total or “reverse” indent (where used).—Indent 3 ems,
letterpress; 6 typewriter spaces, offset. (In a table tight in width, the
total indent may be decreased to 2 ems, letterpress; 4 typewriter
spaces, offset.) Two subsidiary rules are basic:

a. Where several total-line captions appear, each comprised of ‘“Total,”
standing alone, it is not essential that they be given uniform indentions throughout
the page. Specifically— : -

' §TUB INDENTION Fr¢. 16

seo. 10-A

Froure 16.—INpENTIONS, WITE AND WiTHOUT CONFLICTS AT VARIO_US
IR : LeveLs (See pars. 1009-1010) _

{Each square () represents 1 em of indent in letterpress, 2 typewriter spaces in typewriter-offset]

ine | Rule
IIGIOI? - No.

0] Total - .ol e e e e e e e
Flush eaption . oo ..
Flg:h ga,gtion: Its overrun causes no conflict if followed by an-

[other flush eaption.._ .. _ .~ _______________
Flush‘gaption___-____-,-_u--,_., ___________________________

Flush caption: Where followed by a caption with a normal 2-em
" [Jprimary indent, no overrun conflict will oceur_ . ___._________

Primary indent...cocoommon oLl S ——
- DP?imar; indent: Its overrun will not conflict unless it is

[Ofollowed by a caption with secondary indent. .. ...

No o s o

ljDPrimary indent: Where followed by s subentry with second-

8 [JTary indent, avoid conflict by indenting the overrun 1 em
[ dmore e

9 | OJOOSecondaryindent_ . __ ..
0] .Becondary indent- ..o ... .____ O N
11 | [JJPrimary indent: Where followed by a total caption, the

OCoverrun will conflict unless set in 1 em more_ ...

12 CIO0OTotal o S
13 | Flush caption . ..
~ 14 |‘Flush eaption ... .. . _________
15 | [J[JPrimary indent_____.____

16 Prima.rydindent&, Simomomosmsseoooooooioooooo
Secondary inden .

%g DSecéﬁdargr, indent: .Conflict does not oceur except when

: [followed by a subentry . . ..... e eimai—a

] Secondary indent: Where followed by a subentry, avoid
19 DDDDDconﬂsirct by indenting the overrun 1 em more. . ___.__.

20 | OOOCSubordinate indent ..

DR AR W RN DWW RGO Crescenhe N GThO b

21 Subordinate indent_ . ___________________________
22 | [JOJTotal: Its overrun is subject to the same rules as other 1
. - [line eaptions . o - o o e g

23 | Flush eaption . _. .. 2
24 | Flush eaption. - . .-~ 2

© 25 | OC)Primary indent__.._____ 3
- 26 P,xismarydindepta.-% ..... o e 2

ndary inden

gg Dsgggndarz indent: An overrun here, followed by a total 4
[ Jeaption, presents a dual complicaton. El_rst, sinice 6

the basic indent conflicts with the total indent, the 6

" total: caption (below) is moved 1 em to_the right 6

(rule 1-b). In the new position, however, it conflicts 6

with the overrun indent on the line above; hence, the 6

overrun also is moved to the right (rule 6) .. _..____ 6
29 | OO0OOTotal. - e ;b
30 | Flush caption____ 2

31 | Flush caption_ - .
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b. If the basic indent of the preceding line caption (not its overrun) interferes,
«Potal” is indented an additional 1 em, letterpress (2 spaces, offset), to avoid
conflict, ‘

Note: Where the indent of an everrun of the preceding line caption interferes,
the overrun is indented 1 em (2 spaces) more; the “Total” indent is not changed.
(See rule 6, par. 1010,)

Rule 2. Flush position.— No indent, flush at left margin.

a. If a line or tracer number, or a group number, appears at the left of the stub,
allow 1 em in letterpress (2 typewriter spaces in offset) between the column rule
and the flush position in stub, not including the space for the column rule.

Rule 3. Primary indent.—Indent 2 ems, letterpress; 4 typewriter
spaces, offset. In a tight table, this may be reduced to 1 em, letter-
press; 2 typewriter spaces, offset.

Rule 4. Secondary and following suberdinate indents.—For each
level, indent an additional 1 em, letterpress; 2 typewriter spaces,

offset.

Erample A-1. Normal indent: Erample A-8. Table tight in width:

: Total indent.. .o _ceeoeiiamaeeas Total indent.
Fiush position TFlush position
Primary indent_...____ Primgry indent,
Secondary indent____ Secondary indent.
Subordinate ind

Subordinate indent. .

1010. Indent for overrnns.—The above rules are for basic indent
and are based on the assumption that each line caption occupies one
line only. This indent scheme must be maintained rigidly if the
pattern is to fulfill its objective. Where overruns ‘“‘conflict” with
the basic indent of the following caption, the adjustment is always
made in the indent of the overrun, never in the basic indent.

Overrun defined.—That portion of a caption that extends beyond the

first line.

Ezemple of averrun:

This caption is not overrun_....._.. This caption is long enough to require

“overun’’ =» this OVerrtin. o oo eecmecsmmmammmnnm

Observance of the following rules will eliminate most indent prob-
lems arising from the presence of overruns. These rules are supple-
mentary to rules 1 through 4, listed in par. 1009, above.

Rule 5.—Overruns are normally given a hanging indention of 1 em,
letterpress (2 typewriter spaces, offset), more than the basic indention
of the caption of which they are a part.

Ezample A-1. Right:

Insecticides, fungicides, and related
industrial and household chemical
COMPOUNAS. oo mmc e

Rule 6.—If an indent conflict results; that is, if the indent of an
overrun will be identical with the basic indent of the line caption

Ezample A-8 Wrong:

Insecticides, fungicides, and related
industrial and household chemical
COMPOUNAS. e e e
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immediately following, the overrun is assigned an additional indent of
1 em, letterpress; 2 typewriter spaces, offset. :

Note: Compare with rule 1-b, where conflict of basic indent is involved and

note that conflicts are always resolved by a method which provides minimum
disturbance to the classification funetion of the basic indent patbern.

Sec. 10-B. Leaders (1011—10_18) ,

1011. General definition.—A row of tiny and closely placed dashes
(dash leaders), or a row of periods (typewriter-offset) lined up at
the bottom of the data-line caption and extending from it across the
entire width of the table, except where interrupted by & column rule
or an informstional cell-entry.

| Yes | 1880 |.o-oneo- | 25 (@) lecemmaes | 6] 10.6

Erample: Whitg ........ P : ‘
- 1012. Purpose and function.—The purpose and function of the
leader line is twofold:

a. It carries the eye from one point to another al
maintains horizontal legibility.

b. (In the field of the table) By
that the lack of informational entries is int

ong a given line; that is, it

filling otherwise empty ceils, it makes it clear
entional and not caused by an oversight.

Ervmples: , A-1. With leaders

Total
White. .-
Negro. ...
Other races.

A-2. Without leaders
(O}
12

@

) 0
1 ® o7

1.8

Total
White
Negro
QOther races

2

1013. Stub leaders defined.—That portion of & leader line wh.ich
appears in the stub. It bridges the gap between the data~li;1e caption
and the field of the table. The stub leader extends from the end of
the caption to the column rule which defines the righ‘o—hanq edge of
the stub. [Exception: For extension of leaders from the top line of an
overrun caption, see paragraph 1014, below.

For mechanical reasons, leader practice differs in letterpress and
offset work, as follows:

ormal rules prevail. The dash leader is used, extended the
terrupted by column rules or superseded
the leaders extend across the

a. Letterpress.—N £
full width of the table except where in
(in cells) by informational entries. In the cells,

full cell width.
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b. Offset (typewriter).—A row of periods is used as the substitute for the letter-
press leader dashes. In the cells, three periods (. .) are used to reduce the
number of typing strokes for filling otherwise blank cells. They are lined up

at the right, not centered.

Erample B: ‘ ‘
White. . ..eenn..n | 2] @ g0 | 2378 | 2,578
al =z T L3 2700
1014. Leaders and overruns.—Normally, leaders are placed against
the end of the line caption, irrespective of the presence of overruns.
“Overrun’’ defined,—That portion of a caption which extends beyond
the first line. That is, if a line-caption takes up three lines in the stub,
the second and third lines constitute the “overrun.”

Trample:
Musicians and teachers

“overrun” =» of musiG... oo 25 |2 . )

Two special cases arise, however, where the leaders are omitted

from the stub (though not from the field) because the informational

entries are run against the fop line of the caption, even though an
overrun is present.

a. Tables with .tracer numbers.—Where tracer numbers appear ‘on' the left and
right side of each page (or on left and right of parallel pages) and a line caption

overruns, omnit the stub leaders for that caption. Run the information against .

its top line, and end the overrun with a period.

Reason: Tracer numbers should line up horizontally. For better line 1dent1ﬁca-
tion, the left tracer number should always appear at the beginning of a line cap-
tion (first or top line). Placement of the cell entries also on this line keeps the
tracer numbers lined up properly acrdss the page (or facing pages) and simplifies
reading across. In such a case stub leaders are inappropriate.

Ezample A~1, Standard practice:
(“X” denotes line number eolumns):

X
Personal services....._... 10 15 I 40 [ 10
Miscellaneous industries 10 15 60 70" 1
and services, |
Ezample A-8. Not recommended:
X ! X
Personal services. .. _____ h2: 8 40 60 |emeee 10
11 | Miscellaneous industries
and services BT, 2 SN | F—— 60 70 11

b. Tables with two or more reader columns.—If only one “reader” column
(column containing a word or phrase) appears in the field of the table, run the
leaders (and informational entries) from the bottom line of an overrun as usual
unless tracer numbers are present. A standard date column is not considered
to be a reader column, If tracer numbers appear, run the information against
the top line and end the overrun with a period.

If two or more reader columns appear in the field, and a hne-captlon overruns,
omit the stub leaders for that line caption, and end the overrun with a period
(same rule as for tracer numbers). This is true irrespective of overruns in either
or all of the reader columns.
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Right:
Australis, Oommon- | Governor General_..._| Parliament: Sensate, | Dominion; State.
wealth of, House of Represen-
tatives.
Wrong:
Australia, Common- .
wealth of .. ... Governor General._... Parliament: Senate, | Dominion; State.
. House of Representa- :
tives.
Right:
Cotton fibersinraw

If overrun in
cell, |

P72 7 SO I June 18 ! 75,124 ‘ 81, 251

‘Wrong (one reader column; ling up at bottom, not at top):

Cotton fibers inraw I,Mar. 17 [ 42, 648 l 98, 250 l Smgle reader 15 I_-----
state. column,

* Wrong (two reader columns; line up at top, not at bottom):

Cottmsbersinrey | | | a0 | SR |

1015. Period omitted precedlng Ieaders.—Penods are invariably
omitted preceding leaders, even though the perlod in questlon termi-
nates an abbreviation.

a. Letterpress.—Here, the error, if any, is immediately apparent since the
period is distinctlydiﬂ'erent from the opening dash in the leader.

Wrong: Laborers, M. € Coooce o oo oo mcmcmcacan

Right: Laborers, n. e, C..... e aean

b. Offset.—Since a row of typewriter periods is substituted for dash Ieaders,
the erroneous inclusion of a terminal period would be concealed were it not for
the fact that the error tends to be compounded by leaving a space be’cween it and
the first leader dot (period).

nght Laborers, N.B4Crvanevsnoncans Wrong: Laborers, m.6.C. ..ivvuvnsenae
1016. Leaders run ﬂush to caption.—Leave no space. between the
last character of the hne capmon and the begmmng of the leader line.

P P P Wrong: White ....cevvuvenins e aveanaan

Right: White.
1017, Colon or dash (read-in) captions never take leaders.—If the

caption-ends in a colon or a dash, no informational entries should

appear opposite it in the cells and the caption does not take leaders.
If informational entries are to appear against such a line, delete the
colon or dash and substitute leaders, changing the wording as neces-

sary.
Erample A:
A-1. Right: A-2. Right: A-3. Wrong:
Softwoods: Softwoods Softwoods: .
Balsam. Balsam. Balsam
Cedar...... Cedar. Cedar. __..
Cypress_... Cypress--.- Oypress. ..
Ezample B:
B-1. Right: E-2, Right: B-3. Wrong:
B H Allclasses_ .. BY 1806 vnnee
y{’?’ﬁte ...... IV;TVhlte ...... IYTVhlte ......
Negro.-.--- ©gr0. .- 0gT0. . onw
Other---. Other.. 22 Other. .1
776554—49—11 147
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Erample C:
C-1. Right: C-2. Right: © O-3. Wrong:
Families having— Total families ... Families having—
No children. . Having no children._ No children.
1 ehild.._____. Having 1 child ... . 1 child ____
2 children.

2 children.__.. Having 2 children....

1018. Stub leaders and wumit-indicators.—This problem is dis-
cussed in paragraph 963 in the material on unit-indicators.

Sec. 10-C. Space Breaks: Analytical and Reader (1021-1030)

1021. Definition.—The space break is an open space or blank
“line”” inserted at periodic intervals to. break up solid blocks of line
captions (and their data). Extending across the full width of the
page, it should be inserted wherever more than 15 lines (at most)
would otherwise appear in a solid group. '

Ezample A-1, Without reader breaks: Erample A-2. With reader breaks:

California.

Colorado.
Connpnﬁmf 37,916
23,834 Delaware_ ..o ooco_... 11, 536
I‘lnn 8. 71, 526 Distriet or Columbig. . ... 23,834
Georgia, . 40, 770 Tlorida 71, 526
' 16,129 Georgia. 40, 770
oL ol U 16,129
AT o) N 87,176

1022 Purpose and functlon.ﬁImproves horizontal legibility by
'groupmg the entries:

a. Provides gulde “lines’’ across the page.—The reader’ s eye, when tracing a

line of entries, can more readily note the relative position of the line in a small

block than in a large block.
b. Relieves monotony and eye-strain caused by unrelieved masses of figures,

‘particularly where the table is tight and any kind of white space is at a premium.
1023. Analytical versus reader breaks.—The reader break is often
confused with the analytical space break since each consistsof an open

space or blank line extending across the page.
a, The reader break is purely mechanical in nature. Its insertion depends

strictly upon the need for breaking up large masses of data remsining affer analyti-

cal design has been completed.
b. The analytical space break is a means of setting off lines or groups of lines

in terms of analytical relationship. A function of original design, it has little to
do with mechanics as such.
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Ezample A-1. Reader breaks: Ezample A-2. Analytical breaks:!

ADDIES_
Cherrie
Apricots.
Pears.
Plums and prunes....-..-...._._..
lives O
v - Grape:
GrapeSA
Almonds. oo
Filberts and hazelnuts.____.______
Pecans. .
N T SOOI
Walmutbs_ e
Oranges. . e
Grapefrmt .................. Grapefruit_
Lemons. .. - i ’

. Lemons. -
11f desired, a reader break might be inserted after “Pears’’; that is, 5 lines down.

-1024. Insertion of analytical breaks.—The erroneous belief that
insertion of all space breaks is the duty of the “mark-up man” (person
marking up copy.for the printer or reproduction typist) leads to com-
plaints when the resultant grouping “‘doesn’t make sense,”’ or where
it might have been improved “if the breaks had been inserted properly.”’
Usually, the difficulty is caused by failure of the table-designer to
provide analytical breaks at the proper places.

a. Analytical space breaks.—Analytical grouping of the data by means of
space breaks is as mueh a part of analytical design as determination of line-order.
In general, space breaks of this type should be inserted before the table is sent to
reproduction typing or to the printer. The table-designer will profit by observ-
ing the following procedure:

(1) Specify grouping of lines where significant analytical purposes
will be served.—Preferably, the breaks should appear on the posting sheets,
since they are helpful in posting, computing, and checking.

(2) Review stub for solid masses remaining.—Note, particularly, any
instance where 15 or more lines appear without a break. If these are passed
by the designer, it is probable that the mark-up man will break up each mass by
arbitrary insertion of reader breaks.

(3) Determine acceptability of reader breaks.—If the material is such
that no analytical advantage can be gained by organized grouping of lines by
use of minor analytical breaks, the material may be let pass; provided, that
the designer is willing to accept reader breaks inserted at arbitrary points.
If not, or if a logical grouping in terms of meaning and use of the data presents
itself, minor analytical breaks should be indicated. See example under para-
graph 1023 for improvement achieved by use of planned analytical breaks.

Note: The analyst or table-designer should not specify amount of spaece; he -
should merely indicate that a space break is desired, thus:

Ezample A-1. When marked like this: Erample A-2, It will be set like this: *

Rhode Island Rhode Island
> Connecticub. - - covomeameeen Connecticut.... -
New York
New Jersey. e arcnrrancmne- New York...
Fennsyivania Panmasivenia :

.* Exact amount of space may vary.
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b. Reader breaks.—The mark-up man concerns himself (1) with the mass
effect after the analyst has completed his task, and (2) with general page-fitting
requirements which may demand “spacing out’” which cannot be anticipated by
the analyst. Any large mass of data remaining after insertion of analytical
breaks called for on the copy may be broken up by the mark-up man according
to mechanical rules. (See par. 1025, below.)

1025. Reader-break insertion: General principles.—Following is a
list of more or less standard practices in inserting reader breaks.

a. Required in any solid group of more than 15 lines.

b. Subgroups thus created should not be less than five lines each, However,
the last subgroup (or last two subgroups) in"a column or list may contain as few
as three lines, but not fewer, in order to equalize columns or pages. (Subgroups
caused by analytical breaks do not involve these limitations since the grouping is
based on the meaning of the data. See par. 1027b.)

¢, Should not be inserted between an overrun and its parent entry.

d. Should not bg inserted where the indent shifts from a higher to a lower level.

e. Should not be inserted where they might lead to faulty analytical groupings.
Although this is the primary concern of the analyst, the mark-up man avoids
errors of this type where possible within the limits of his time and training,

f. Placement should not be influenced by possible use as counting aids; that is,
reader breaks are not designed to aid counting of items by arranging the data in
standard groups as such, even though this is often considered a byproduct.
It follows that—

(1) If a 5- or 10-line basic group is selected, the pattern need not be main-

" tained rigidly merely to facilitate item-counting.
(2) If facilitating 1tem—countmg is an objective in table design, a line or group
number scheme should: be"adopted, or the analyst should: specify special breaks

accordingly.

1026. Reader-break insertion: In lists of coordinate items.—In
lists of independent or coordinate entries, or in blocks of data arranged
alphabetically or in obvious rank order, it is customary to insert a
reader break every 5 or 10 lines. ‘““Counting off” of lines starts over
at the top of each stub column (in fractional-measure tables), at the
top of a page, and at every major group total shown.

a. Consistency of break.—In general, if either a 5-line or a 10-line break is used
at the beginning of a column, it should be used throughout that column, except
at the bottom for equalizing with other columns. Although it may be desirable,
it is not essential that the same basic grouping be used throughout the table. In
fractional-measure tables, reader breaks in parallel portions of the table need not
line up with each other.

b. Left-over groups.—If the total number of lines in a listing is not a multiple
of the number of lines in the standard adopted for the reader-break groups, the
odd group (or groups) appears at the bottom of the column page, or listing, not at
the top. This means that—

(1) The first group at the top of a given column or page should be a standard
group, whether or not the preceding group (at bottom of preceding eolumn or

page) is “complete.”
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(2) In order that columns (and pages) may be even, the printer is at liberty
to take out or insert reader breaks, readjusting the groupings accordingly.
Usually, such adjustment is confined to the last group (or last two groups) in
each column, but not always.

(8) Where less than three lines will fall in the last group, they should be
combined with the preceding group or groups. After such combination, the
consolidated group may be broken in turn into smaller groups with a lesser or
greater-line count than the standard groups above,

1027. Reader-break insertion: In lists of nencoordinate items.—
Placement of reader breaks in lists of noncoordinate items requires
use of considerable judgment to avoid bad grouping. In general, the
table-designer would be well-advised, in such cases, to insert minor
analytical breaks, drawing upon his knowledge of the meaning of the
data to obtain maximum clarity and usefulness of the result.

Basic problem: When line captions are given differential indent, at
what point will insertion of a space break enhance meaning and aveid

confused groupings?
The following list of general rules may prove helpful.

a. Standard groups not necessary.—Where the items are not coordinate, no
standard grouping of the 5-line or 10-line type is necessary; frequently it is not
practicable. However, wherever any portion of the stub facilitates such groupings,
their use is advisable for that portion.

b. Maximum and minimum lines per group.—In general, the same rules hold
as for coordinate listings. That is, break up all masses of 15 line captions or more.
Do not show groups of less than 3 lines.

In practice, if the line relationships are sufficiently distinctive, two lines, or
even one line, may be set off. However, such small groupings should be reserved
for such cases as—

(1) Tables with blocks of frequency data which end with one or two lines
of derived figures, such as medians or averages; or

(2) Tables with blocks of standard intervals followed by one or two over-
lapping intervals. Ezample: The age break ‘21 years old and over” appearing

at the end of a standard 5-year group listing.
- Ezample B. Right:

15 o 19 years. ..
20 to 24 years.
25 to 29 year:
30 to 34 years..
36 to 39 years.......
40 to 44 years.. ...

Ezample 4. Right
Under 4.0 parcent.

45 to 49 years.
50 to 54 years.
&5 to 58 years.
60 to 64 years.
65 and OVer.meeunn

21 years and over-..

Average rate (percent)..

¢. Insert where indent shifts to a higher, not to a lower level.—The end of a
block of subentries is usually & sound location for a space break; the beginning of

such a block is usually a bad location.
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Ezample C-1. Right: Example C-2. Wastes space: - Ezemple C-3. Wrong:
16 to 19 years....... 15t0 19 years.......

d. Insert above, not below, subtotal entries.—A special case of 1027¢, above.
Space breaks, if inserted, are placed above, not below, a subtotal entry. That is,
a space break should not separate a subtotal entry from its first three subentries.
This rule holds good even though space breaks also may be inserted within the
subentry block, Furthermore, the fact that a space break appears below the last
subentry is no reason to-insert one just above the first subentry.

Ezample D-1. Acceptable: Ezample D-2. Not acceptable:

Under 5 y6ars...oceeoo-. Under 5 years..........
5to 14 years. . 5to 14 years_...
15 to 24 years. 15 to 24 years.
25 to 34 years__ - 25 to 34 years..
35 to 44 years_.

85 to 44 years..
35 years. ooooo._._

35 years.....
36 years.. 36 years.
37 years.. 87 years.
38 years.. 388 years.
39 years.. 39 years.
40 years. ... 40 years......
41 years.. 41 gears- ______
42 years. 42 years,
43 years.. 43 years
44 years... 44 years
45 to 54 years -

4bto b4 years____._...__
55 to 64 years

65 to 74 years...
75 to 84 years___
85 years and over-

e. Avoid space breaks afier colon or dash lines.—The insertion of a space
break after & colon or dash line leads to confusion. This is particularly true of the
dash line since the “‘read in” is thereby interrupted. If a space break is needed,
place it above, not below, such a caption.

1028. Inclusion of total and subtotal lines when counting off lines
for reader-break groups.—This is largely a matter of choice. In
general—

55 to 64 years...
85 to 74 years.
76 to 84 years...
85 years and ove:

a. Include in count if no horizontal total or subtotal rule is used.—Here, the
total or subtotal eaption is running solid with its subentries and groups naturally
with ther.

b. Exclude from count if horizontal total or subtetal (underscore) rule ap-
pears.—The slight gap left in the stub by the use of total rules in the field tends to
separate the total or subtotal caption from the first subentry. If the total or
subtotal eaption is included as a member of the first group, when counting off,
the reader’s eye tends to note that the first group seems:-short. To that extent
the user is distracted from his purpose which is the meaning of the data, not its
mechanics.

¢. Disregard question of boldface captnons.—Use of boldface captmns, as
such, has no effect on the above suggestions.
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1029. Overrun captions versus reader breaks.—Overrun captions
result in one or more ‘“blank lines’” appearing across the field—but
not in the stub.

Basic questions: Cannot such lines be considered as equivalent to
reader breaks? If not, how is the count made in establishing reader-
break groups where overruns occur? Should & break be inserted at
every ‘“‘so-many’’ captions or at every “‘so-many’ lines?

Solution: No completely satisfactory solution is available. In
general where overruns occur, the need for reader bresks is reduced
since the overruns serve the purpose in the field. However, reader
breaks are still needed in the stub to aid the reader in keeping his
place there or in locating a given line caption.

General principles —The following general principles may serve as a
guide, keeping in mind that reader breaks are inserted as a positive
reading aid to the user, not to establish a physical pattern, as such.

a. Where a few overruns occur.—Insert reader breaks as usual, ignoring the
overruns when counting off. Count captions, not lines.

"b. Where overr
in either stub or field. The following steps are, in effect, performed simul-
taneously: ' .

(1) Examine stub.—Insert reader breaks af least every 20 lines. Count
lines occupled not captions. Twenty per group is aceeptable where many lines
are overrun with consequent additional ‘“breaks” in the field.

(2) Examine field.—Apply same rules as where overruns are few. That is,
solid blocks of 15 entry lines or more should be relieved by inserting reader
breaks in the stub, extending through the field.

(3) Adjust resultant combination of breaks in stub to sensible pro-
portions.—That is, where rule 2 demands a break to relieve the field, a break
inserted according to rule 1 (to relieve the stub) may become unnecessary, or
might be better placed; and vice versa. In other words, apply common sense.

¢. Where space is at a premium.—Rely heavily upon the overrun lines to
break up the rows of figures. Insert reader breaks sparingly in the stub to allevi-

ate the worst of the otherwise solid blocks.
d. Caution: Never insert a reader break between an overrun and its parent

entry.

1030. Tie-in of stubs by standard placement of space breaks.—
Two general situations arise where the space break may be used to
advantage in helping the reader who is working from table to table.

a. Identical stubs.—Where a series of tables is run with identical stubs, sound
presentation practice demands consistent placement of space breaks, stub to
stub. Two major reasons are: (1) Consistent placement is of distinct service
to the user; and (2) their presence on the initial worksheets will facilitate tran-
seription and verification of the data.

It follows that placement of space breaks of this type are an integral part of
table design. Within limits, it should be possible, by good planning, to establish
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standard breaks for standard classifications which may be used from report to
report, as well as within a given report.
Zrample A. Variation in placement of sp ace breaks between tables can be a serfous nuisance:
Table 1 Table 2

15t018...

20t024..
25 to 29

45 0 49.
60 to 54

In practice, two major limitations must be noted:

(1) Standardized space breaks must be planned by the table-designer, not
left to the mark-up man who cannot take the time to analyze all similar stubs
before marking up the first; and

(2) Publication <pa.ce requirements may make it necessary for the mark-up
man to add additional space breaks, or to reduce the number requested.
However, where standardized breaks' are indicated, they will be followed
wherever mechanically possible. Also, the mark-up man, and the reproduc-

~ tion-typing planner will frequently contribute a little extra thought and effort
) to well-planped and properly prepared “‘copy.”’

b Interrelated stubs (not identical).—Even Where a standard . classification
scheme is involved, stubs may vary from table to table (sometimes within a table)
in terms of eondensation or expansion. Mechanical counting off for reader breaks
may result in the space breaks falling at one set of points in stub A and at another
set in stub B. If they fall at the same points in both stubs, the user (and the
transeribers and verifiers in the production work) will be aided in working from
one to the other.

For reasons of spacs, age is used in the examples. However, need for standardi-
zation inereases with the use of stubs with long captions which are less easy to
read at a glance.

Ezample B-1. Nonstandardized breaks:,

~ Table 1 Table 2 Table 4

Under [ S

45t049_____
85 and over._ 656 and over__. 50 to 54

65 and over_._

65 and over_.
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Ezample B~-8. Stendardized braaks: )
- Table 1 Table 2 Table 8
| . Under § 16t0 19..._ ..
51014, 20t0 24._
16 to 24.
25 to 34
35to ¢4
45 to b4
55 t0 64 : 45 to 49_.
85 and over.. 65 and over_ . 50 to 54
55 to 69.
Nute: The “standard break” adopted here 60 to 64
65 and over...

Jines.—When used to indicate an additive total, not only the stub entry but also
mumerical and other descriptive entries across the table are set in boldface.

PaR. 1030

precedes age 45. The user not only can
locate corresponding lines or groups of lines
moré readily, given the common reference point; slso, at a glance,
he can grasp diﬁerence in stub detail above and below that point.

65 and over..

Sec. 10-D. Use of Boldface and Italic Type (1031—1033)

1031. General.—In letterpress or varitype operations three kinds
of type are available for use in tabular work. Avoiding typographical
technicalities, these may he described as ordinary (roman) body
type, boldface (black letter), and italic. While theoretically the
italic may be either boldface or lightface, the boldface italic is rarely
used in tabular work of the Bureau of the Census. Materials in the
table are normally set in roman. The use of boldfsce ot italic in the
stub is largely restricted to the specific-situations outlined below.

In offset work, typed entirely by means of the ordinary typewriter,
neither boldface nor italic is available except in the case of preprinted
table forms. Instead of boldface or italic, reliance must be placed on
clarity of indent.’ : RE

By “preprinted table forms’ is meant forms in which the entire
table form (sometimes merely the stub) is letterpressed or varityped

.in advance. The field (cells) is then filled in on the ordinary type-

writer. Here, the use of boldface or 1tahc, if used, must necessarily

‘be confined to the stub.

© 1032. Beldface.—Use of boldfs.ce is normally sub]ect to the fol-

lowing restrictions. (See also par. 959. )

a. Limited Iargely to primary levels of center heads and to additive total

In

preprinted forms, the boldface must, by necessity, be confined to the stub.

b. Boldface not used to indicate coordinate level of entry.—If a stub entry line
of a given classification level is set in boldface, it does not mean that all lines of
the same level also should be set in boldface. Only those lines are set in bold-
face which constitute the summation of the subordinate entries that are presented
under them. Thus, if in a given classification additive subentries appear for
three out of five members, boldface is used for the three which constitute sub-
totals. It is not used for the other two.
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¢. May be accompanied by horizontal rule.—The use of boldfacé may be combined
with a horizontal rule running under the total, but this combination is reserved
for major group totals or for grand totals. For minor totals, the use of boldface
alone is usually sufficient. (See also par. 959c.) Note: In offset work where
boldface is not available, group totals are normally set off by a horizontal rule

running across the field but not through the stub.

Erample A, Right (primary level of center Ezremple B. Right (additive total lines):

heads; see also fig. 14, p. 116): ALL RACES
ALL RACES Allnges ... ... 835 392
Male Under 15 years. . oo 80 38
All ages 15 to 24 years.. . 180 75
Under 45 year: 25 to 34 years oo 240 110
45 and over.__ gg zg é: years - 120 57
years_ . 150 72
. Female 65 and over....._-.....io1 86 4
ages.... -
TUnder 45 years_ WHITE
45 and over_..___. Allages.....____.___ 548 238
WHITE gntda;4 15 years._. 48 22
0 24 years.__ 120 51
Male 25 to 34 years_. 130 40
Allages.......___._____ 85 to 44 years.__ 85 38
TUnder 46 years_ _ 45 to 64 years... 100 66
45 and over. 66 years and over.._....___ 65 29

ample C-1. Right (used only for summation. = Ezample C-2. Wrong (the “unvier 15’ and “45

lines): and over” lines should not be in boldface):
All AL? A 835 392 ALL RACTS
ages. - & Allages........_..__. 85 382
Under 15 years. . 60 38
: . Under 15 years 38
15 to 24 years... }gg .gg . 16 to 24 years. . 75
T 25 Single__._. 50
240 110 All other__ 25
140 52 25 to 34 years.. 110
100 58 Single_._.. 52
120 57 All other.. 58
20 20 35 to 44 years__ 57
. B 71 Single. »
other.
45and ove.l:__..___._,.._.f 25 L2 d5andover.__._____.___ 235 112

1033. Xalic.—The use of italic is limited largely to letterpress and
varitype work. At all times, italic is optional, not required, and
should be confined to cases where there is a genuine increase in clarity.
Within these limits, its use is generally restricted to the following:

a.-Nonadditive items appearing within a group of additive items.—At times it
is desirable to show, within & group of items adding to a total, one or more selected
single-line subentries. Again, one may show a line of derived entries or a class
overlapping two or more of the items presented. Italic is useful to set off such
isolated lines.

Ezample A. Right: EzampzdeB, Acceptable:

Colusa County. ......._..__.___ 98 Nevada.... 91,068

—_ Urban 34,464

Colusa township_.._....____.______ 50 Percent_ 8.8

wis us% C’iti/_ﬁ.. ;&é’ ..... - 56, 594

iams township.
Williams tow}z) _____________ 8 Ezample C-2. Wrong (full distri-
bution shown):

Ezample C-1. Acceptable: Farm families. .. _ 289

Farm families - 289 Urban-farm... - 8

Urban-farm 8 Rural-farm.. - g8

Nonfarm familles. .. _.._.__________ 423 Nonfarm families...._________ 7" 423
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Ezample D-1. Preferable (space in- Ezample. D-g. Acceptable n a
steag of italio): . tight table:
AN 8EeS. oo e 100 Allages. ool 100
S e e 5 Under 16 years. .. _.o.coooooooo 5
gnt%e;'ilggftgf. 20 15 to 24 years._ - 20
25 10 34 years.. 50 25 to 34 years.. - 50
35 to 44 years... - 22 ig ;c‘o 34 years.. — 22
nd over.. -
46 and ovor... o1 and over.._ .. T_TTITTTTT 19
2l and OVer— o oo oo 19

b. Deduction or decrease entries.—Italic is useful to identify an item which is
to be subtracted in the computation to reach the group total; to represent a
minus item, as such; or to identify a decrease item in a table of increases. Where
italic is thus used, the meaning must be made clear in the stub, headnote, or
footnote. In general, if a minus sign is used in the cell, the italic is superfiluous.
Where italic is used to denote deductions or decreases, the stub caption is usually
roman since the presence of italic may vary from column to column.

Erample E. Deduction item; table headnote reads “[Italic denotes excess of credits (deduct)}”:

Total : 288 43 21
Natural resources. . 4 47 8
Transportation. . _ e m e o 46 37 6
Finance and commerce. ... e 28 22 21
General government . . .ocooveemmoeeocoo - 218 19 2

c. Unit—indicators.—ﬁnits of quantity may be set either in roman or italic
where they appear at the end of stub captions, 1but roman is preferable, especially
where the unit-indicatorsiare brief. (See_alsojpars.961-966.)

LEzemple F-1. Preferred: Ezample F-2. Acceptable: n

number.

percent..
median

bushels. .
pounds._.
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THE STUB: STANDARD LISTINGS AND INTER-STUB
' CLARIFICATION (1101-1144)

Sec. 11-A. Listing Areas (1101-1118)

1101. Standard census areas.—In the publications of the Bureau
of the Census, statistics are presented for virtually every type of area—
political, social, economic, administrative, demographic, statistical,
etc. The method and order of listing of area designations have largely
been established by custom, frequently in considerable detail.

This manual discusses a few of the more important practices in
respect to certain types of areas used by two or more Subject Divi-
sions ' of the Bureau. These include Bureau of the Census regions
and divisions, States, counties, incorporated places, minor civil
divisions, metropolitan districts, census tracts, and wurban-rural
areas.

Specialized types of areas, used largely by single Subject Divisions,
or used only in highly specialized fields, are not discussed in these
materials. These include such types as drainage basins, customs
districts, Forest Service regions, and cotton regions.

1102. United States.—The term employed in listing the United
States as a center head or line caption varies as follows:

8. United States.—The expression most commonly employed. Normally, it
signifies continental United States :‘only. It }is 'usedéfwherever the question of
possible inclusion of datsa for territories and possessions is not likely to arise. The
definite article “The” is not used.

Ezxample A-1. Right: Example A-2. Wrong:
UNITEDOISTATES THE UNITED STATES
N or
United States........ . The United States._.......

b. 'Conﬁnental United States.—Used where it is necessary to emphasize that
the given dgta refer solely to continental United States; that is, that figures for
the territories and possessions are not included. “““Continental United States’

does not include Alagka, N
The definite article “The” is not used. The word “continental” is given an

initial cap only where it begins the caption.

1 See footnote, par. 831,
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' Ezample B-2. Wrong:
THE CONTINENTAL UNITED STATES

: or

The Continental United States_. __
or

In the Continental United States

Ezaemple B-1, Right:
CONTINENTAL UNITED STATES

Continental Unif.edog tates.

In continental Unitgfi States .coooaooano

c. United States, territories, and possessions.—Used where data are included
for territories and pessessions as well as for continental United States.

Where only the aggregate is shown, with no subentries indicating geographic
components, the full statement (United States, Territories, and possessions) is
essential where data for all these areas are included. ’

Where total-line captions are involved and (1) space is at & premium, and (2)
the geographic components are shown as subentries so the reader can see clearly
that the Territories and possessions are included, the expression “United States,
aggregate’” may be substituted to save space.

‘Where one or more, but not all, of the Territories and possessions are included,
it is better to use merely “Total’” and to footnote (or headnote) to indicate clearly
the area covered, as ‘“Includes Puerto Rico and Canal Zone”’ or “Comprises con-
tinental United States, Alaska, and Hawsail.”

1103. Regions, divisions, and States.—In the Bureau of the Census
the standard stubs showing regions, divisions, and, States embody
several fundamental features of geographic arrangement. (See

fig. 17, p. 160.)

a. Geographic arrangement.—Since many statistics of the Bureau reflect strong
geographic differences, a standard arrangement of States is desirable which will
permit comparisons of data for States within the same geographic area. The
standard arrangement for this purpose is that shown in figure 17. The Nation
is first divided into three (or four) regions. The regions are divided, in turn, into
geographic divisions, nine in all, with each division composed of & specific group
of States. )

(1) Order of listing.—The list is arranged according to geographic pro-
gression. First, the regions are listed, starting with the northeast corner of
the Nation, and listing from north to south, then listing the next region to the
west. A similar scheme is used for listing component divisions under each
region, and for listing component States under each division.

(2) Alphabetical scheme not employed for aree subentries.—The
standard geographic and alphabetical listings should not be mixed. Regions
and divisions are always listed geographically, never alphabetically. States
may be listed geographically or alphabetically. Where listed geographically,
States should be presented under divisional headings or subtotal captions.
Where States are listed alphabetically, figures should not be shown for regions

or divisions in that table.

Ezample A-2. Wrong; ! Ezample A-8, Wrong: !
‘The North.
The South.
‘The West...

Ezample A-1. Right:

- Alabama.

Arizona....
Arkansas

Rhode Tsland . - .~-----
Vermont. - vomamenccaan
* * X %

® B % %
1 If the figures have & sufficient area pattern to warrant presenting divisional or regional subtotals, the
States also should be arranged geographically, not alphabetically. »
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Fieure 17.—Sruss ror REarons, Drvisions, ANp StaTEs

A, 4-region stub (census-
size page)

United States.o.oooooooe. ..

New England...

Middle Atlaniic...
The Nerth Central States:

East North Central...

West North Central___.______
The South:

XEVaStt Ssoutli‘ %entml
est South Central
The West: .

New England:
Maine,
New Hampshire _____________
Vprmn

‘Wisconsin_...
West North Cenlral'
: Minnesota. ...

North Dakota
South Dakota.._......_______
Nebraska.

Kansas__..
South Atlantic
Delaware__
Maryland.
District of Columbi:
Virginia_______
West Virginia_
North Carolina.
South Carolina.

East South Central:
gentucky ....................

Alabama
Mississippi..
West South Ce

WsL hington -
Oregon.....
California.
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B. 3-region stub (cen-
sus-size page)

Regions:
The North
The South
The West.
The North:
New England._...
Middle Atlantic. -
%Vuttll\\rlon& %entral_.-.
est Nor entral....
The South: ol
South Atlantie________.
East South Central . ___
Wast South Central ..
The West:

New Hampsh
Vermont.__._
Massachusetts. .
Rhode Island..
Connecticut....._
Middle Atlantic:
New York. ocooeen_..
New Jersey.
Pennsylvania........__
Eﬂsto Il\gjrth Central:

ansas. ..
South Atlantic.
De]awa.re..

Kentucky....
Tennesses__
Alabama.._
Mississippi....

‘West South Central:
Arkansas.

Oregon.__..
California. -.o.. ...

C. 3-region stub (doc-
ument-size page)

United States.__._.__

The NOrth. oeeeocceee
The South

The West_ococoeeeoomea .o

Massachusett
Rhode Island.
Connecticut......

Middle Atlantic.......______
New York..
New Jersey.
Pennsylvania. .. ...._._

East North Central_...__...
Ohjo. ...
Indiana.
Tllinois.
Michigan .
‘Wisconsin_

‘West North Central
Minnesota.....

Missouri. ...
North Dakota..
South Dakota..

South Atlantie.....ooo.._.._
Delaware... -
Maryland__.
District of Columbia....
Virginia ... _________
West Virginia.__
North Carolina
South Carolina.
Georgia.....
Florida.

East South Central..______.
Kentucky.__._
Tennessee__
Alabama___
MissisSIPPi. e oo

Pacific.
‘Washington..
Oregon_._
California______ 7207

]
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b. Planning pages.—Standard stubs A and B (fig. 17) are designed to fit on
one full census-size 2 page, set in 6-point type, leaded ® (pronounced “1¥d&d™).
Space breaks are inserted above each region and division subhead. (The leading
and space breaks are not shown in fig. 17 since the pages of this manual are doc-
ument size.) - In typewriter-offset work, both where the entire table (including
the stub) is typed and where page forms are prepared with a preprinted stub,
the leading is normally omitted in order to avoid soft-rolling the platen on the
typewriter. -

Standard stub C is designed to fit on one full document-size 2 page, set in
6-point type, solid3 Frequently, because of space factors, stub C is presented
without the region totals. The cross-reference convenience of these standard
1-page stubs is obvious, particularly if a series of such tables appears.

In order to insure 1-page tables of this type, the table-designer should keep in
mind that—

(1) Only one line of data per State is practicable, with no overruns in the
stub. In a narrow stub some abbreviation will be needed. :

(2) The table title should be not longer than two lines.

(8) The boxhead should be held to a maximum of about six lines,

(4) Headnotes, if any, should be held to not more than two lines.

1104. Regions.—Iither a 3-region, or a 4-region, distribution
may be used. The difference is that the “The North” in the 3-region
grouping becomes “The Northeastern States’” and ‘“The Noxrth Central
States’” when the 4-region grouping is used. (See fig. 17.) The com-~
position of “The South” and “The West” is identical in both group-

ings. The standard order of listing is as follows:

Ezample A. 3 regions: Ezample B. 4regions:

United States_____________ ...

United States..
The North.. The Northeastern States.......
‘The South.. - The North Central States......
The South

The West oo _een
The West.

1105, Divisions and States.—List divisions geographically within
each region. List States geographically within each division. Alpha-
betical arrangement of State data is out of place in a table showing

data for divisions.

a. Position of division subtotals.—Division subtotals may be grouped at the
top of the State list, or they may be interspersed; that is, inserted above the
appropriate State subentries. In census-size pages, they are usually grouped at

the top; in document-size pages, they are usually interspersed.
b. Division subheads essential.—If division totals are grouped at the top of the

table, division subheads must also appear at appropriate points in the State list in
order to make the geographic State arrangement intelligible. Where only one
line per State is shown, divisional grouping by means of space breaks may seem to
obviate the need for division subheads; this is not the case.

3 For definition of “census-size’ and *“‘document-size,” see par. 211.
8 #“Leaded"” means additional white space (2 points, or }4s inch) is left between the lines; a decided ald
in reading small type, ‘‘Solid” means no additional white space is thus leit. Normally, however, a space

break appears above each subbead or subtotal line, whether the stub is leaded or solid

161




sEc, 11-A

Ezample A-8, Wrong (di-
vision subheads and
-+ grouping needed): :

Par. 1105

Ezample A-1. Right (dm—
sion totals at top): 1

THE STUB: STANDARD LISTINGS

Ezample A-8. Right (divi-
sion totals interspersed):?

United States_.._. United States.._. United States....
Now England___.. New B ‘
%\E/ﬁ(%dll\? Atlanfc. 5 n?gétfz_lflij .
ast Nor entra Ni
West North Central. é’r?zn?atflff}fm"'
South Atlantio.___ Massachusetts .
East South Central Rhode Island.
West South Central Connecticut....___. Connecticut..
Mountain. ) New York___
Pacifle.. oo Mldlgrle Agamktic ........
ew York. . -
N evﬁﬂngland gew Jersey. ...
.............. Ivania.._.._
New Hampshire.. .. ermsylvana
Vermont.__.___..___ East North Central.___
Massachusetts. o
Rhode Island......_ Indiana__._ .. ...
Connecticut baliite
ete. | ete.

1 Preferred for census-size pages. ? Preferred for dociument-size
pages.

c. Incomplete listings of States under division heads.—Where not all States
are shown'under the division subheads (or subtotal lines), the reader should be
warned that the list is incomplete. This situation commonly arises where the
information was not obtsined or tabulated for certain States ‘Here, two choices
are available: (1) Run the list.of States in full with: appropriate footnotes for the
States for which infermation is lacking, as in ‘example B-1. (2) If this is not
desired, omit the‘hstmg for, such States and modlfy the divisional head by pre~
ﬁxmg Wlth “In . .. ,” asin example B-2.

Ez‘ample B-1. Right: Ezomple B-2. Right: Ezample B-8. Undesira-
’ ):

ble (no warning,

Middle Atlantio __.... In Middle Atlantic. M
New York.____.._.. New York... MG?WA{Z%FIEM
Pennsylvani

New Jersey 1.

Pennsylvania._.____ East North Central ___

Pennsylvania_ -
In East North Central.
! Information not available (or “Not included in survey™).

1106. Divisions.—List the nine census divisions geograplncaﬂy
(unless rank order is desired), as follows:

1107. States.—May be listed geogTaphmally, a]phabetically, or in
rank order in terms of some characteristic. ~The complete list must
include the District of Columbia; otherwise the State totals will not
add to the total for the United States

Where States are listed geographically, divisional subheads, or
their equivalent, should appear above each divisional grouping,
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irrespective of whether division totals are shown in the table. (For
arrangement with division totals, or with totals for regions, divisions,
and States, see fig. 17, p. 160.)

Stub A. Geographical:
« United States........
New England:
Mai

" Stub B. Alphabetical:
United States....

Middle Atlantie:
Néew Yorkeoooooocmmmann
ete.

a. Arrange gecgraphically where—

(1) Significant geographic differences are reflected in the data;

(2) Comparisons gre intended with tablés with a geographicarrangement; or

(8) The interest of users is most likely to be concentrated on comparisons of
dats for neighboring States. .
b. Arrangé alphabetically where—

(1) No important geographical differences are reflected;.

(2) The primary interest is likely to lie in data for individual States, thereby
setting a premium on the ability to locate individual Btates in the list; or

(8) Comparisons are most likely to be made of data for noncontiguous States.

1108. Counties.—List alphabetically within each State, except
where rank order is desired. (In Louisiana, the term “parish” is

used instead of county.)

a. Coextensive counties and cities.!—A county is coextensive with a .city when
the two areas have identical boundaries. Four such cases existed in 1940, involv-
ing San Francisco, Denver, Philadelphia, and New Orleans. The political divi-
sions thus “paired’’ may or may not have identical names. In the cases of
San Francisco and Denver, the county and city, in each instance, constitute a
single political entity; as, for example, “The City and County of San Francisco.”
In Philadelphia and New Orleans, county and city governments exist side-by-side.

San Francisco city and County :
DPhiladelphia city and Phlladelphla County

New Orleans city and Orleans Parish
Denver city and Denver County

Basic treatment.—Show the data for the given political unit at the point in
the stub where it would normally fall, even though this may mean complete dupli-
cation of figures within the same table or in different tables. Thus, in a county
table show data for Philadelphia County;in a city table show data for Philadelphia
city. In a table presenting data for both counties and cities, show the Phila-
delphia figures twice. This procedure is most convenient for the user. Since
the number of such paired areas is few, the space problem is rarely serious.

(1) Individual tables for each county or city.—This is the 6n1y instance
where the space factor is likely to be serious.

4 For the special case of New York city, see par. 1108b.
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Where space permits: Repeat in full under the appropriate title for each area.’

- For example, show the entire table, appropriately titled as being for Orleans
Parish or for San Francisco County; then show the entire table again, appropri-
ately titled as being for the city of New Orleans or for the city of San Franeisco.
This is particularly convenient for the reader when a long series of county tables,
arranged alphabetically by county, is followed by a series of city tables, arranged
alphabetically by city.

Where space forbids repetition: In the counfy series, insert the table for the
ares 88 a county, This will insure that the sum of entries in the county tables
will equal the total entries for the State. In the city series, insert the table
title with a headnote as indicated below; omit the table proper. The city
area is thereby accounted for at the point where the reader would tend to look

for city figures.

Ezample:

TaBLE 5.—PoPULATION CHARACTERISTICS FoR DENVER COUNTY
(Qive table in full.)

Tasir 10.—Popuration CHARACTERISTICS FOR CITY OoF DENVER

[Denver city and county are coextensive;-hence figures for Denver city are the same as shown for Denver
County in table §]

. (Om:t remamder of table.)

(2) Tables with county and czty stubs.—List with full data as a county;
.repeat in full as & city.
Ezample A. Where cities are listed under county subtotals:
- 1,282 275 164 629
.. 1,882 875 164 629

Orleans Parish___.__..____..______ 3,124 469 381 928

New Orleans Cify o veeeeeeeo . 8,184 469 381 928
Ezam})le B, Where counties and cities are listed in separate groups:
COUNTIES 7 CITIES OF 25,000 OR MORE

Custer..

b. Counties within a city (New York city).—In 1940 New York city repre-
sented the sole instance where a city was coextensive with a group of counties.
Furthermore, each included county is itself coextensive with a specific borough.
In three cases, the county and borough have the same name; in two cases, the
names are different, as follows:

Bronx County. ... ._______________ Bronx borough
Kings County_ ... . _____ --~ Brooklyn borough
New York County.___.__________ --- Manhattan borough
Queens County_____._._.________ --~ Queens borough
Richmond County..._.____________ --- Richmond borough
(1) County tables.—Each county should be included individually in‘the

county list. If desired, each may be footnoted “Part of New York city”’; o

“. . . . borough, part of New York ecity,” specifying the approprlate

borough name.

Where cities or minor eivil divisions are listed by counties, include each
county in its appropriate alphabetical position in the full list (not in a special
group) and handle as follows:
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Minor civil division Minor cizil division
Albany County ..eeeveaucecon 221,315 Jefferson County—Con.
Albany city 130, 577 - Philadelphia town. ... 1,872
Berne BOW D e e e 1,325 Philadelphia village.. - 722
thlehem town 9,782 1
- Coeymans tOWN o e et 4, 536
1,810

Ravena village.....
* % * X *
Bronx CoRnty . —.oovoeeena. 1,394,711

Bronx borough (part of New York .
city)t 1,394,711 Brooklyn borough (part of New
York ity ) e ool 2, 698,.285
.Broome County._ _._._........ 165, 749

—_— Lewis County___ . _ .. ___. 22, 815
Barker l0Wham e macmermc e . 1,223 ——
Bmghamton [0 2 78 309 Croghan toWn— o cccemeiecean 2, 557
Bingt 1 town 1, 576 Croghan village. .. ceeceveecas 801

Chenango town - % ggg L

-~ s

Colesvﬂle town

1 For total figures for New York city, see table —,

(2) County names versus borough names.—In general, if a table calls
specifically for counties, list the component areas of New York city as counties,
using the county names. Show the New York city total figures in footnotes,
not in the county list.
Where city data are the main conmderatmn list the component areas of
New York city as boroughs under their borough names, arranged alpha.betx—
cally under the listing for the city as a whole.
¢. Independent cities.—Three States (Maryland, Missouri, and Virginia)
contain “independent cities”; that is, cities independent of county jurisdiction.

In 1940 there were 26 such independent cities in the United States; 1 each in
Maryland and Missouri and 24 in Virginia. Each must be specifically included,
and shown separately, in any “county listing” which is intended to distribute
data for the entire State. In States with independent cities the summation of
county figures alone will not equal the State total.

(1) In Maryland and Missouri.—When listing Maryland counties, include
“Baltimore city”’ as well as “‘Baltimore County.” The city is not a part of the
county.

Similarly, St. Louis city, Missouri;. is independent of St. Louis County
Therefore, when listing the counties of Missouri, both areas must be shown;
the one as “St. Louis city,” the other as “St. Louis County.”

FEzamples:
P A. Maryland B. Missouri
*® & % ¥ ¥ * ¥ %X ¥ ¥
Allegany.
Anne Arunde; 8%, Fraucois..-
Baltimore city. 8t. Louis city-
Baltimore County. . 8t. Louis County..
[81:11715) < AU Bte. Genevieve. . . .ooo._.
* ¥ K ¥ ¥

x ® % ® ¥

(2) In Virginia.—Because of the large number of independent cities (24) in
this State, and because several Virginia counties include the word “City’’ as
part of the county name, separate grouping is recommended for the independent
cities.

Separate groups.—Recommended. Arrange the independent cities in a sepa-
rate group following the alphabetical listing of counties,

Interspersed.—Acceptable. Where both counties and independent cities
are merged into a single alphabetical list, include area designation after each.
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This reduces confusion in the case of counties which include “City” as part of
the county name, such as “Elizabeth City County’’ which is not a city. As
a minimum, ‘“County’”” may be omitted from names of all counties except those
which include “City” as part of the county name; however, be sure to specify
““County” after such names. Thus, list “Elizabeth City County,” never merely
“Elizabeth City,"” even though the stub boxhead specifies ‘‘County.”

The term “city” is given an initial cap where a part of a county or city name;
it is completely lower cased (small letters) where it is appended solely as the
area designation,

Ezemple C-1. Recommended: Ezample C-2. Acceptable:
County or independent city County or independent city
Virginia. eoeoe e Virginia e oo oo
COUNTIES A k County.
A ) —
Albemarle. .
Alleghany ..o
Amelia, ® oz ox B &
Botetourt County........_.___.

& ¥ x % =
Bristol city..______. —
Brunswick County. ..c.o......
* % % % %

v oeowox
INDEPENDENT CITIES

Alexandria

e Dinwiddie County......._....
Bristol . ___ o Elizabeth City County-... .
Buena Vista..__.... ... Essex County. oo i

* % % % x

d. Yellowstone National Park.—This National Park, geographically located

within the limits of Idaho, Montana, and Wyoming, is independent of county
organization; hence, must be included separately in listing counties in these three
States; otherwise the State total will not be represented fully. In each instance,
the listing should read “Yellowstone National Park? (part)” followed by the
statistics for the given part. The footnote should read *4 Geographically
located within limits of Idaho, Montana, and Wyoming.” A total for the park
as a whole is usually added to the footnote; such footnotes rarely provide detailed
distributions for the park as a whole.

1109. Cities, towns, villages, places, etc.: General.—Cities, towns,
villages, incorporated places, urban places, etc., are normally listed
alphabetically unless rank order is required. Treatment of State
designation is as follows:

a. Abbreviation of State names.—State names should always be abbreviated

when included as part of individual listings for cities, towns, villages, ete. This
places the emphasis upon the place names and focuses the reader’s attention

upon them.

Right: TUndesirable:
Albany, N, Y...______ Albany, New York_._______.
Chicago, IN...________ Chicago, Olinois. ... -
Denver, Colo. Denver, Colorado.__. --
Erfe, Pa_..____ Erie, Pennsylvania.__. -
Lowell, Mass. Lowell, Massachusetts_._____

b. When to include State names.—Where the materials are not arranged under
State headings, and the listing includes places in various States, the State name
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(abbreviated) should be added to each individual listing if the list includes one
or more cities with a population of less than 500,000.

Note: All listings (not under State headings for), and all references to, the follow-
ing cities should invariably carry the appropriate State names to avoid confugion.
This list is comprised solely of cities of 50,000 inhabitants or more with duplicating

names. .
Charleston, 8. C. " Kansas City, Kans. Springfield, IIL
Cha.rleston: W. Va. Kansas City: Mo. Springfield, Mass.

. . : Spﬂngﬁelg, (L)%q.
Columbus, Ga. Portland, Maine pringfield, Ohio
Columbué,’ Ohio ‘ Portland’, Oreg. Waghington, D. C.1

1 To avold confusion with Washington State. )

c. Arrangement under State heads.—Lists of cities which include one or more
with a population of less than 50,000 are best arranged under State ‘headi.ngs.
Those restricted $o cities of 50,000 inhabitants or more may be listed either in a
single alphabetical group or arranged alphabetically by State.

1110. Cities, towns, etc.: Size groups.—Frequently, cities, towns,
villages, etc., are listed in groups classified by “size”’; that is, in groups
according to number of inhabitants. Some of the more common
groupings are given below with pertinent notes as to listing.

a. Cities of 1,000,000 inhabitants or more.—Usually presented in a single alpha-
betical listing, irrespective of State of location. State names are omit'ted ag
unnecessary, except that “D. C.” is always specified for the city of Wa,sh}x;}gton.

b. Cities of 500,000 inhabitants or mere.—Same procedure as for cities of
1,000,000 inhabitants or more. o

'c. Cities of 100,000 inhabitants or more.—One of the best-known city stubs
of the Bureau of the Census. The cities are alphabetically arranged in a single
list. State names (abbreviated) appear after each place name. This stub is
planned for a 1-page presentation (census-size), assuming one line per %‘rea.

d. Urban places of 50,000 inhabitants or more.—Usually presented as u.rl?an
places” rather than “cities” since not all urban areas in this size group are cities.
In 1940, one township, one town, one village, and one county (Arlington County,

) were included. May be arranged— :

Ve (1) In a single alphyabetical list, with State name (a,bbrevifa,ted) after each
place name. - On a census-size page, this stub can be standar‘dlzed to.run tvEro
tables to each five pages, with each city located at the same point on the page in
alternate tables. This standard arrangement is useful when a series of these

tables is desired.
(2) Alphabetically under State heads.—States are usually arranged

alphabetically. .
e. Urban places of 25,000 inhabitants or more.—List in alphabetically arranged

groups under State headings. States also are arranged a.lphabetica'lly.
f. Other city-size groups.—Groupings involving cities or places with fewer than
25,000 inhabitants are normally arranged in State groups. Commeon groups of

.this type arc:
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_ Urban places of 10,000 inhabitants or more
Urban places of 10,000 to 25,000 inhabitants
Urban places of 5,000 to 10,000 inhabitants
Urban places of 2,500 to 5,000 inhabitants
Rural incorporated places (that is, all incorporated places with fewer
than 2,500 inhabitants) o
Incorporated places of 1,000 to 2,500 inhabitants

Incorporated places of less than 1,000 inhabitants
1111. Cities, towns, etc.: Specifying area designation.—The deter-
mination of the need for inclusion of area designation such as city,
town, village, etc., is & problem frequently encountered. No uni-
versally applicable rule can be laid down, but the following may prove
helpful. ‘ ,
a. Single specification in stub box.—Where a single area designation is specified

in the stub box, places of that type do not require individual designation, but
places of other types do. That is, if the term “CITY” appears alone in the stub

box, the term “city’” need not be placed after each city name, but any village,

town, ete., listed should be specified as such.
Ezample A:

'b. Dual specification in stub box.—Where two area types are indicated in the
stub box, places of neither type require individual area designation, but it may be
inserted for the minority group if desired. All other types should be specified.

Bwample B-1. Right: Ezemple B-2. Right:

CITY OR TOWN CITY OR TOWN
Allen

c. Generalized area reference in stub box.—This obviates specific need for
individual area designation. However, if one objective is to provide specifie
description in this respect, the generalized reference does not prevent detailed
description. :

Ezample C-1. Right: Ezample C-2, Right:
URBAN PLACE TURBAN PLACE

Allen eIty ccoeoeeee
Braden city...
Oanton village_ .
Dort city__.
Fallon town. ..
Grayson city..

d. Exceptional cases.—Wherever the area designation for an individual place
is beyond normal expectation, or reflects any unusual situation, always specify
against the place name.

(1) Beyond normal expectation.—Ezample: In s listing of urban places -

in Virginia, Arlington County should always be listed in full, not merely as
““Arlington,” since the presence of a county in a city or urban-place list is
beyond normal expectation. (See par. 1110d, above.)
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(2) Confusion of area names.—Ezample: Baltimore city and St. Louis
city, when they appear in a county listing, should have . “city” specified to
avoid confusion with the counties of the same names of which these cities are
not & part. (See par. 1108c.)

1112. Minor civil divisions.—The Bureau of the Census applies the
general term “‘minor civil division” to the primary political divisions
into which counties are divided (townships, districts, precincts, etc.).
The designation of these divisions varies from State to State; a few
States have more than one type. Ordinarily, incorporated places
form secondary divisions of the minor civil divisions in which located.

" In some States, however, all or some of the incorporated places

themselves constitute primary divisions of the counties; and_ the larger
cities often contain all or part of several minor civil divisions. For

the situation in a particular State, and for a map of each State showing

minor civil divisions, see Population, volume I, 1940 (or of the most

recent decennial census).

a. Order of listing.—The order of listing (within counties) depends, in part,
upon whether the minor civil divisions in the given State are named or numbered.

(1) Named.—Arrange alphabetically.

(2) Numbered.—Arrange numerieally, beginning with the smallest number,

) (3) Named and numbered.—In some States both na,n'les ‘an.d_ numbers are
assigned. Sometimes both appear for individual minor eivil divisions. Where
some are numbered and others are named, list first those which have names,
followed by those that are numbered. If individual areas have both names
and numbers (Township 4, Menango; Ranton, District 5), arrange according

to whichever comes first in the area designation. .

b. Interspersing incorporated places.—At times, it is necessary to hst_both
minor eivil divisions and incorporated places in a single stub, showing full inter-
relationship. The method involved is too complex for detailed coverage here; see
table 4 for the given State in Population, volume I, 1940, for procedure.® However,
several general rules may be mentioned: ]

(1) Incorporated places entirely within one m. c. d.—List as s:ubeutry
under m. c. d. name; in letterpress work, use italics unless “Remainder of
m. ¢. d.” is shown separately.
Ezample A-1:

Fort Osage township
Buckner city...

Kaw township....ooo.o 306,178
Kansaes CY. cceeeenen 899,178

Levasy town.. -
(2) Split between m. c. d.’s.—TUnder the first m. e. d. (in order of list.ing)
in which partly located, list the incorporated-place total, followed by speqzﬁe,d
‘parts in that m. e. d. and in other m. c. d.’s. Under each of the other m. e: d.’s
of which a part, list only that part within that m.c.d. (For exz}mplfa, see be.low.)
(8) Split between counties.—Where split between counties, list the incor-
porated-place total under first affected m. c. d. in each county. For handling
m. ¢. d. make-up of portion within each county, follow rule 2, above.

 Description of method used in 1940 and many earlier censuses. Subject to change in 1350 census

- reports,
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Ezample A-2: In the following example, illustrating rules 1 to 8, note treat-
ment for Neck City, Joplin city, and Cartersville city, designated In the margin
as (a), (b), and (c), respectively. This is an extract from Missouri table 4,
pp. 890, 592, Population, volume I, 1940,

Jasper County._
Duval township.._.

Purcell city . .
-Preston township._..__._._...
L B I

D
(b) Joplin city, total.
In Galena twp

In Joplin twp.
In Newton County- Bentog‘t?;;rslh?gumy """"""
Jackson township._.-..____ Berwick township, -
i A Bufialo township. -
Joplin township. ... Dayton township. -
(O] CL}ne‘y}guzél.c ctzty, tofal.... LRI A ¢
R n Joplin twp_... *  Shoal Creek township ....... .
In Mineral twp.._ (b) Joplin city, total_l.) .....

(b) #,%" c%” (part) ) : JIrn yewtonCCounty‘
) e 'n Jasper Coundy...
Lincoln tOV:DSSH D-emmoeo Van Buren township

» * ¥ T ¥ ® %

1113. Urban-rural areas.—Thisisa classification reflecting, broadly,
density of population. For Census of Population purposes in 1940,
the urban area is made up, for the most part, of cities and other incor-
porated places having 2,500 inhabitants or more. The remaining
territory is, in general, classified as rural. - The population of the rural
aresd may be further divideéd into two subclasses: “Rural-farm” and
“Rural-nonfarm,” on the basis of farm residence. The total farm popu-
lation is not exactly the same as the rural-farm population, however,
because of the small number of persons living on farms located within
urban areas; that is, the “urban-farm’’ population. Because of the
small numbers involved, figures for the urban-farm population are
rarely shown separately, S ) -

Detailed description of the urban-rural classification and its appli-
cation in the several States may be found in Population, vol-
ume I, 1940 (or of the most recent decennial census).

a. Order of listing and placement of hyphen.—Except for special purposes, the
order of listing is as indicated below. The “rural-nonfarm’ and “rural-farm”
categories may, of course, be shown under a rural total. However, where both
subcategories appear, the rural total usually is omitted.

Note placement of hyphen in the expressions ‘“rural-nonfarm” and “rural-

farm”; erroneous placement or omission in copy constitutes a serious nuisance
at times, particularly since the error is frequently overlooked until the material

is received in proof. )

Erample A, Listing order: Ezample B. Hyphen placement:
Right Wrong Right Wrong
Urban Urban o Rural-nonfarm -
Rural-nonfarm Rural-farm Rursal-farm : %Exrg ggﬁffgg
Rural-farm Rural-nonfarm Rursl farm

b. Urban under special rule.—In all tables which present statistics for indivi-
dual urban areas, each place classified as urban under special rule should be plainly
indicated. This should be done either by a footnote; or in a headnote if & standard
reference symbol, such as an asterisk (¥), is used. See Population, vol. I,
1940, for places cIassed ag “‘urban under special rule’’ in the several States.
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1114, Metropolitan districts.’*—A metropolitan district is not a
political unit, but an .ares including all of the thickly settled territory
in and around a city or group of cities. It tends to be a more or less
integrated area with common economic, social, and, often, adminis-

trative interests.

For the 1940 ecensus, a metropolitan district ® was set up in connec-
tion with each city of 50,000 inhabitants or more, two or more such
cities (and their environs) sometimes being in one district. The
general plan was to include in the district, in addition to the central
city or cities, all adjacent and contiguous minor civil divisions or
incorporated places having a population of 150 or more per square mile.

a. System of naming.—Metropolitan districts are named according to the name
of the central city, as ‘‘Salt Lake City Metropolitan District.” If there are two
or more central cities, the names are combined, with the largest city named first,
as “Norfolk-Portsmouth-Newport News Metropolitan District.”” However, only
those cities are named in the title which are considered “‘central’ cities; this does
not necessarily include all eities of 50,000 or more within the given district. Thus,
Gary, Ind., is not mentioned in the title of the district in which it is located, the
Chicago Metropolitan District.

b. Use of State names.—Where the district is specified in full, the State name
is rarely included, as ‘‘Buffalo-Niagara Metropolitan District.” However, when
confusion is likely, specify the State (abbreviated). Two types of cases appear
where the State name is essential:

(1) Name includes cities in more than one State.—List the State name
(abbreviated) after each city name, as “Huntington, W. Va.—Ashland, Ky.”
If the area designation is added, place the State names in parentheses, as ‘Hunt-
ington (W. Va.)—Ashland (Ky.) Metropolitan Distriet.” ‘

(2) Neme is one that is duplicated in list of major cities.—References
to metropolitan districts of the following cities should always specify State name.

Kansas City, Kans. Springfield, Ill.

Charleston, S. C. i i

Charleston, W. Va. Kansas City, Mo. Springfield, Mass.
Springfield, Mo.

Columbus, Ga. Portland, Maine Springfield, Ohio

Columbus, Ohio Portland, Oreg.
(3) Washington, D. C., Metropolitan District.—Always specify “D. C.”
in referring to the Washington, D. C., Metropolitan District.

¢ Two additional related areas may be noted: The metropolitan area and the metropolitan county, Whereas
the metropalitali district is drawn on minor civil division lines, thersby including parts of counties, the
metropolitan arez is drawn on county lines—that is, either the entire county is included in the area or it is
omitted completely. The basic unit of the metropolitan district is the minor civil division; that of the
metropolitan area is the ‘““metropolitan county.”

For a diseussion of the relationship between ‘‘metropolitan districts,” “metropolitan areas,” and “metro-
politan counties,”” see Burean of the Census, County Data Boek, A Supplement to the Statistical Abstract of
the United States, Washington, 1947,

At the time of going to press, work was being completed by an Interdspartmental Committee which is
establishing the “Standard Metropolitan Area” as a statistical area recommended for use by all govern-
mental agencies to take the place of the various areas deseribed above, and also of industrial areas and labor-
market areas. For principles adopted as a guide, see mimeographed statement, “Standard Metropolitan
Ares Definitions,” issued by Bureau of the Budget, Executive Office of the President (undated). Specifie
details of presentation will be determined after work of this committee has been completed.
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c. Use of hyphen,”—As a matter of expedience, the hyphen (-) is used instead of
the.dash (—) to separate the names of the central cities when more than one such
name appears in the district title. Erceplion: Use the dash (—) wherever—

(1) The title includes & city name which is itself hyphenated.
(2) The title includes State names.
Ezample A-1. Right:

ScraANTON—WILKES-BARRE METROPOLITAN DISTRICT.
Davenrort (Jowa)—Rocx Ispanp—Mouine (Irr.) METROPOLITAN

DistrIcT
Kansas Crry (Mo.)—XKansas Crry (Kaws.) METROPOLITAN DIisTRICT

Kansas Crry, Mo.—Kawsas Crry, Kans.,, METROPOLITAN DIsTRICT

Ezample A-2. Wrong:
ScRANTON~-WILKES-BARRE METROPOLITAN DISTRICT

Davenrorr (Iowa)-Rock Isanp—Moring (Irr.) MrTroporitanN Dis-

TRICT
Kansas Crry (Mo.)-Kansas Crry (Kans.) MBTROPOLITAN DiIsTRICT

Kansas Crry, Mo.—Kansas Crry, Kans., METROPOLITAN DisTrICT

d. Order of listing.—Since ma,ny metropolitan districts are located in two or
more States, the usual order of listing is alphabetical by district name in a single

listing for the United States. )
e. Inclusion in State reports or under State headings.—Districts located in two

or more States are subject to special rulings depending upon the purpose of the
presentation. A general rule, subject to modification as needed, is to place data
for a given district under the heading of the State in which the largest central
city is located.

Ezception: The Davenport (Towa)—Rock Island—Moline (IIl.) Metropolitan
Distriet, in the 1940 Population Census Reports, was placed under both Iowa.
and Illinois headings since the largest central city (Davenport) is in Towa, but
the combined population of the other two central cities (Rock Island and Moline),
which are in Illinois, was larger than that of Davenport.

1115. Census tracts.—Census tracts are small areas into which
certain large cities, and sometimes their adjacent areas, are subdivided
for statistical and local administrative purposes through cooperation
with a local committee in each case.

a. Order of listing.—Census tracts are usually numbered; some have prefix
or suffix letters.

(1) Numbered.—List in numerical order.

(2) Suffix letters.—Arrange first in numerical order with those of each
number grouped together. Within each number group, arrange the tracts
alphabetically by suffix letter.

(3) Prefix letters.—Where prefix letters are not directional in character,

* arrange first alphabetically by prefix letter. Within each prefix-letter group,
arrange the tracts in numerical order.

Where prefixes are directional in character, arrange first according to the
compass points; that is, start with prefix letter “N” (for North), and moving
clockwise (N, E, 8, W), group all tracts with the same prefix together. Within
each prefix-letter group, arrange the tracts in numerical order,

7 Technically, the en-dash, not the hyphen, is used here in letterpress (type-set) material.
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1116. Area names as total-line captions.—Area names are com-
monly used as total and subtotal line captions, in place of, or in ad-

dition to, the term ‘“Total.”

a. Table for single area.—Where all data in the table are for a single area,
and the name of the area is specified in the area segment of the title (or in the
running head of the page), the grand total line may be generalized, as—

The State. The metropolitan district ...

s T 1 The oounty...--.,.___-_.-.-__.i.

b. Table with areas listed in stub.—Where areas are listed in the stub, each
with its own block of subentries, the name of the area may be inserted in place
of “Total,’”” or of “All classes,” etc., whereyer this will not abuse its function aga
total line. This saves space since otherwise it is necessary to insert each area name

as a centered head.
Akron, Obio_ . _ocomomae

White.

Albany, N.Y ..
‘White

Negro.
Other races.

¢. Combining area name with ““Total.”’—Here the question arises whether the
word “total” should be placed first (Total, Alabama) or last (Alabama, total)
in the given caption. The same principles apply as diseussed in paragraph 957,
“Placement of “Total’ in combination with other wording.”

1117. Spelling of area names.—Meticulous care is essential in spell-
ing area names. Normal rules of spelling do not apply.. Names pro-
nounced the same way may be spelled differently in different States
and within the same county or in different counties in the same State.

Most Bureau of the Census tables are prepared under standard oper-
ating procedures which tend to avoid incorrect spellings. However,
constant watchfulness, and verification when the slightest doubt
arises, will sometimes catch errors in materials .that pr‘esumably have
already been verified carefully. Special care is required fo.r tab_les
prepared and typed in offices of analysts where elaborate verification
procedures are not employed. ' -

The Geographer of the Bureau is the final authority for spelling of
ares names in statistical tables of the Bureau of the Census. »

Tor general purposes, reference is suggested to Population, vol. .I,
of the most recent decennial census, since the spelling shown f:here is
the spelling provided by the Geographer as correct af the fime the
volume wen to press. The Geographer should always be consulted for
the most recent information. .

Finally, the United States Postal Guide, commercial ajclases, and
dictionaries should not be relied upon for area-name spellings.  The
Postal Guide is the authority for the spelling of post-office names.
Post-office names are nob always spelled the same way as the legal
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name qf the community or area in which the post office is located‘or
yvhleh it serves. Thus, the post office infSan Buenaventura, Calif.,
is called Ventura; the post office in Boise City, Idaho, is called Hbise.

The following observations and

examples illustrate the problems of

area-name spelling and the pitfalls commonly encountered. Lists of
names shown are illustrative only; they are not comprehensive since
they cover only a few of many similar cases.
a. Same county, different spellings of areas.—Following are examples:
In Alabama (Cherokee County), Centre town is located in Precinct 6, Center.

In Kansas, Salina city is in Saline County.
In North Dakota (Bottineau County), it is Newburg village but Newborg

township.

b. Same State, different counties.—Following are examples:
In Ohio, it is Greene township in Clark and Trumbull counties, but Green

townghip in other Ohio counties.

In South Dakota, it is Carlisle township in Brown County, bus. Carlyle
township in Beadle County; it is Linn township in Hand County, Lynn in other
counties, and.Lien township in Roberts County; it is Clare township in Moody
County, but Claire City town in Roberts County. ‘
¢. County spellings.—The following list of similar county names is by no means

complete:

Aiken in South Carolina

Aitkin in Minnesota

Allegany in Maryland and New York
Alleghany in North Carolina and Vir-

ginia

Allegheny in Pennsylvania

Andrew in Missouri

Andrews in Texas

Aransas in Texas

Arkansas in Arkansas

Baea in Colorado; De Baca in New

Mexico

Baker in Florida, Georgia, and Oregon
Banner in Nebraska

Bonner in Idaho

Barber in Kansas

Barbour in Alabama and West Virginia
Barren in Kentucky

Barron in Wisconsin

Brevard in Florida; also—

Broward in Florida

Brooke in West Virginia

Brooks in Georgia and Texas

Brown in all States

Bulloch in Georgia

Bullock in Alabams,

Burnet in Texas
Burnett in Wisconsin
Callaway in Missouri
Calloway in Kentucky
Cannon in Tennessee
Canyon in Idaho
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Carver in Minnesota

Carter in all others

Chekgoygal} in Michigan; Sheboygan in
Wisconsin

Clarke in Alabama, Georgia, Iowa,
Mississippi, and Virginia

Clark in all others

Coal in Oklahoma

Cole in Missouri

Coles in Illinois :

Coffee in Alabama, Georgia, and Ten-
nessee

Coffey in Kansas

Cook in Georgis, Illinois, and Minnesota

Cocke in Texas )

Davidson in North Carolina and Ten-
nessee

Davison in South Dakota

Davie in North Carolina

Daviess in Indiana, Kentucky, and
Missouri .

Davis in Towa and Utah

Dickenson in Virginia

Dickinson in Iowa, Kansas, and Michi-
gan

Dickson in Tennessee

Dixon in Nebrasks
Douglas in all States

Forrest in Mississippi
Forest in all others

Glascock in Georgia

Glasscock in Texas

src. 11-A ‘ . AREAS

Glenn in California

Glynn in Georgia

Green in Kentucky and Wisconsin

Greene in all others

Greensville in Virginia

Greenville in South Carolina

Hamblen ih Tennessee

Hamlin in South Dakota

Harding in New Mexico and South
Dakota : :

Hardin in all others

Harford in Maryland

Hartford in Connecticut

Hayes in Nebraska

‘Hays in Texas

Hendry in Florida

Henry in all others ‘

Highland in Ohio and Virginia

Highlands in Florida

Huntingdon in Pennsylvania

Huntington in Indiana . )

Johnston in North Carolina and Okla-

oma
Johnson in all others
Kanabec in Minnesota
Kennebec in Maine
Kearney in Nebraska
Kearny in Kansas
Kimball in Nebraska
Kimble in Texas
King in Texas and Washington
Kings in California and New York
Laurens in Georgia and South Carolina
Lawrence in all others :
Lea in New Mexico
Lee in all others
Leflore in Mississippi
Le Flore in Oklahoma
Linn in Iowa, Kansas, Missouri, and
Oregon
Lynn in Texas
Loudon in Tennessee
Loudoun in Virginia
Manatee in Florida
Manistee in Michigan
Merced in California
Mercer in all others
Morton in Kansas and North Dakota;
Norton in Kansas

PAr, 1117

Ouachita in Arkansas and Louisiana;
Washita in Oklahoma; Wichita in
Kansas and Texas

Park in Colorado, Montana, Wyoming
Parke in Indiana

Pottawatomie in Kansas and Oklakoma
Pottawattamie in Iowa

| Prince George in Virginia

Prince Georges in Maryland

St. Francis in Arkansas

St. Francois in Missouri

St. Mary in Louisiana

St. Marys in Maryland

Sanders in Montana

Saunders in Nebraska

Sheboygan in Wisconsin; Cheboygan in
Michigan ‘

Smyth in Virginia

Smith in all others

Stafford in Kansas and Virginia

Strafford in New Hampshire

Stanley in South Dakota

Stanly in North Carolina

Stark in Iilinois, North Dakota, an
Ohio i

Starke in Indiana :

Stephens in Georgia, Oklahoma, and

Texas _ .
Stevens in Kansas, Mionesota, and

Washington

Storey in Nevada

Story in Towa

Terrell in Georgia and Texas

Tyrrell in North Carclina

Tooele in Utah

Toole in Montana

Uinta in Wyoming

Uintah in Utah

Vermilion in Illinois and Louisiana

Vermillion in Indiana

Wabash in Illinois and Indiana

Wabasha in Minnesota

Warrick in Indiana

Warwick in Virginia

Washita in Oklahoma; Wichita in .
Kansas and Tezas; Ouachita in
Arkansas and Louisiana

' Woods in OQklahoma

Wood in all others

Wyandot in Ohio

Muscogee in Georgia
Muskogee in Oklahoma

Wyandotte in Kansas

1118. Transcribing and proofreading of area names.—Area names
should never be listed}without! reference to an authoritative Bureau

of the Census source.

They should always be verified after each

typing or transcription by a careful spelling out letter by letter.
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Sec. 11-B. Listing Time Periods (1121~1124)

1121. General.—Greater precision in statement of time periods is
necessary in the table stub than in table titles. (See par. 364.).

Even here, however, exact specification frequently gives way to con-
ventionalized practices, as follows:

a. Regular census dates.—When reference is to regular census dates, such as
those for the Censuses of Population, Agriculture, ete., specification of the year is

generally sufficient except—
(1) Where the difference between census dates may affect comparisons

because of seasonal factors or for other reasons.
(2) In introductory summary tables, where it is desirable to include the

exact effective date of the census as a matter of record.

Usual practice Only where essential

1940 (April D)oo C
1830 (April ).
1920 (January 1).o....
1910 (April 18). ...

b. Regular census perieds.—For statistics which cover a regular census period
(rather than a given date) as in the instance of the Census of Manufactures or the
Census of Business, the time reference is normally stated merely as £1939,”
“1987,” ete., rather than in the longer and more precise form, such as “During

1937,” “During fiscal year 1937,” ete.
c. Other dates and time periods.—Specify exact date or period only where—

(1) Misinterpretation is likely if stated in brief form.,
(2) It is not enough to explain the exact effective date or period in the ac-

companying text.
(3) No accompanying text is presented and the exact statement must appear

in the table if it is to be mentioned at all.

1122. Order of listing: General.—In a chronological arrangement,
the primary question is whether to use (a) the direct method; that is, to
place first the most recent statistics followed in order by those for
earlier time periods; or (b) the indirect method; that is, to show first the
statistics for the earliest time period followed by those for more recent
time periods. (See pars. 365-366.) The method selected depends
upon the nature of the statistics, the purpose of presentation, and the
probable convenience to the user., The following statements are
suggestive only:

a. Arrangements involving future time.—Here, since the usual purpose of
presentation is to project a series into the future by some method of estimate, the
normal practice is to run the series forward in time; that is, to place the earlier
time periods at the top of the list, and the later dates at the bottom. This
facilitates following the trend from the “known’ into the ‘““‘unknown,”

Ezample A-1. Preferred: Ezample A~2. Rarely desirable:

18701 _
1 Estimated. 1 Estimated.
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b. Arrangements involving past time.—Arrangement here also depends largely _
on presentation purpose. The following general statements are supplemented by
specific suggestions in paragraphs 1123 and 1124, below.

(1) Backward in time.—In a report devoted primarily to presentation of
statistics coneerned with the present, the most recent time period should appear
first.2 In such cases, statistics for earlier time periods appear, primarily, to aid
in interpreting the current information. It is assumed, therefore, that from the
standpoint of the present the user is looking into the past, and the materials are
arranged accordingly. Example: Any decennial.or quinquennial census report.

Ezample B-1. Recommended: Ezample B-2, Inappropriate:

(2) Forward in time.—This arrangement is appropriate in & report devoted
to presentation of a historical progression or development, as such. Here; the
current statistics are shown merely to indicate the latest development in, or end-
product of, the phenomena reflected in the series. Arrangement of statistics
should logieally follow the development {in discussion; that is, the earliest statistics
should be listed first. Ezample: A history of the Censusv of Population, or a

_report on developments in cotton production since 1850.

Ezample C-1, Recommended: Ezample C-2. Inappropriate:

1123. Ordér of listing: Decennial, quinqu.ennial, biennial, and
annual data, and special surveys.—The following statements cover
normal treatment for presentation of statistics based on the indicated

types of censuses and surveys. _
a. Decenniél and quinquennial census data.—Arrange backward jn time since
the reason for the report’s existence is to present the statistics gained in the

particular census. o
b. Annual surveys, net involving data by months.—Arrange backward in time;

that is, place the most récent year first. For listing order for statisties involving
weeks and months, see par. 1124, below. .

8 The Statistical Abstract constitutes the outstanding exception to this practice smong publications of the
Bureau of the Census, Sinee its first issue (that for 1878), the Statistical Abstract has placed the earlier time
periods at the top of the list, although the primary purpose of the annual volume is to provide current statis-
tics. ‘This style-has been retained for two reasons: (1) Only a small proportion of the type of th‘a‘Statistical
_Abstract 1s set new each year. For most tables, the old type Is retained and figures for an sddl'tmnnl year
are added, with figures for an earlier year deleted to make room. This creates difficulties in making over-all
changes in existent Statistical Abstract style. (2) When, after many years, the type became badly v:vot:n and
it ‘was found necessary to reset completely for the 1947 edition, it was intended that the ord(?r 9f listing he
reversed o as to place the latest figures at the top of the stub (and in the first column of statistics). How-

' ever, each 0f 1,069 tables would have had to be recopied by hand, or on the typewriter, to provide acceptable

printer’s copy. Since the considerable expense involved did not seem justified, the traditional arrangement
was retained, . ]

® A Statistical Abstract supplement (Fistorical Statistics of the United States, 1789-1945) constitutes an
outstanding exception to this rule among publications of the Bureau of the Census. Briefly, tl}e supplement
in question presents about 8,000 statistical time-series, with source citations and some annotation. Because
of the nature of the mass-presentation problem, the data could be presented in the least number of pages if
all series were arranged with the most recent year first. Here again, mass-production requireraents, and the
cost of printing, were the determining factors, rather than analytical considerations, as such.
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Recommended: ‘ _ Inappropriate:

¢. Special surveys.—Where statistics from earlier surveys or censuses also are
shown, place the current figures first, since their presentahon usually represents
the purpose of the report or table.

1124. Order -of hstmg. Days, weeks, and months.—Listings in-
volving days of the week, weeks of the month, and months of the
year are more readily grasped by the user if they are arranged to run
forward in time. Whereas most readers can readily grasp a back-
ward listing of years and decades, a backward listing of months of the
year or days of the week tends to-be confusing.--

In the work of the Bureau of the Census this problem arises most
frequently where a monthly series is presented covering several
vears. Three possible stub arrangements are listed below with arrows
to indicate the eye movements required to read forward in time.
In the second case, note the ‘“rotary’”’ reading forced upon the user;
note, also, the dlﬂiculty in comparing December 1944 with Janua,ry

1945.

v Recommended: v Confusing: Unnatural:
— 1944 0. ' — 1945, ...
= January... —
— February_ .___ ...
> Maccho .
* % % ¥
- October ... =
— November.
—> December...
A\
—> o 14
— January ......... —> January. ...
— February. . ..._._ — February. . -
— March. ... .. - Mareh___________
* * ¥ x ® % * ¥
-> October_......... - 1 October.._.
~> November..._... — November.._..__
-> December....____ > December.........

Sec. 11-C. Quantitative and Qualitative Classifications (1131-1133)

- 1131. General.—Census listings involving quantitative and quali-
tative classifications are so numerous and varied in type they cannot
'be covered in this manual. In all fields, however, more or less standard
stub listings have been developed and are well illustrated in the pub-
lished materials of the Bureau. The standard arrangements should be
followed meticulously since omitted lines, lines out of proper order,
changed word-order, or differences in wording, can cause cons1derable
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difficulty in proof. Also, such variations can be a real nuisance to
the user if they should pass unnoticed in the publication process.
1132. Quantitative classifications.—The general rule is to arrange
the classes in order of magnitude; that is, magnitude as shown in the
class caption, not in terms of number of cases covered by the individual
class. Thus, in the standard 5-year age classification, the class “Under
5 years’ is listed first, not the class which includes the greatest number

of persons.

Note: Order of rank, or magnitude, of number of cases reported is- a special
arrangement used only in special-purpose tables, with the basis of the listing
order clearly indicated in the title or headnote.

1133. Qualitative classifications.—The problems of qualitative
classification are too complex and varied to be stated in & general rule.
For most classifications used by the Bureau of the Census, standard
Jistings have been developed, ranging from those two or three lines
long to those many pages in length. These should be followed care-
fully except where there are strong analytical reasons for doing

otherwise. (See also par. 835.)

Sec. 11-D. Clarlfymg Relationships Between Stubs of Varymg Detail
(1141—1144)

1141. General.—Frequently, when statistics are being presented
for @ given field, they are shown in detail of classification varying
from one table or report to another.  When planning standard stubs of
different degrees of condensation or expansion, and when i 1mprov1smg
such stubs to suit a given purpose, the first consideration is to insure
convertibility from the standpoint of content. Once this has been
achieved, attention should be turned to devices which may aid the
reader in noting interstub relationships. The following discussion
relates to such visual aids. (See also par. 1030 concerning the tie-in
of stubs by standard placement of space breaks.)

1142. Prime lines in summary list should appear as subtotal or
prime lines in the more detailed listings.—The relationship between
line captions in stubs of varying detail can be made more readily
apparent to the user if each line shown in a summary or condensed list
also appears, usually as a subtotal or as a colon line, in the listing of

next greater detail.

a. It makes stub relationship obvious. N ] )
b. It automatically provides an index of composition of the given lines.
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Intermediate list .Detazled list

LA This is accurate (bt_;t) This is easier to mIalslte to the
Artists and art teachers..._. % 4o . mtfrmed:atf st
Authors, editers, and re- Coa *
POTEETS . ooe oo BweT Artists and art tnanhms...__ Artists and art teachers...
Chemists, assayists, -- Authors and editors. _ Aut.hms, editors, and
s » Reporters_ ... ... reporters:
Chemists, assayists, *****___ Authors and editors..
... Reporters. ...
L Chemists, assayists, **++*_
CIE T T

1143. Residual items.—The residual is literally what its name
implies; that is, it represents the residue, or left-over portion, of a
category after all components have been shown separately which have
analytical usefulness in terms of the given presentation purpose.
Special problems arise in phrasing such lines, largely because of a
failure to differentiate residual line captions from speclﬁc line captlons

in the following respects:

a. Nature of the “residual.”—A “residual” is not an entity in itself. It has
s1gmﬁcance only in terms of the other members of the clagsification appearing with
it'in the given table.. It cannot stand alone, or out of its original order, unless it
is shown in quotes and carefully defined. In contrast, the specific line caption
represents more nearly a homogeneous class or subelass and is better able to stand
by itself.

b. Appears after last specific eniry in same- class.—Sinoce it constitutes “‘the
remainder,” the residual always appears at the end of the listing to which it
applies; that is, it follows the last specifically listed component of the whole of
which the residual is a part. The coverage of & residual entry is always: deter~
‘mined by the number and coverage of the items listed immediately above it. In
‘contrast, as long as the specific line caption is under the appropriate headings its
coverage is not affected by its relatlve position although improper or inconsistent
placement may be confusmg

c. Not included in comparative ranking of categorles.—«A residual is not ordi-

narily ineluded in 2 discussion or listing of the members of a classifiestion in terms
of relative ocourrence or rank. When items are ranked in order of magnitude, the
residual ordinarily remains at the end, irrespective of size. The observations to
which it refers are not homogeneous except that they are all “not in any class listed
above.”
d. Not subject to consistency in value.—The residual is not subject to the
requirement of consistency in numerical value from one table to another in the
same manner ag are all specifically described members of the classifieation. . Thus,
the residual category '‘Other races’’ may and does vary in size from one table to
another, or even within the same table, depending upon the degree of race detail
shown separately before the residual is reached.

A residual merely makes up the difference between the total and the sum of the
entries for the classification members shown separately. Hence, in a classification
of greater detail, the residual entry, though described identically, may well be
smaller in numbers than in a stub of lesser detail.

Residual treatment is theoretically correct in all three of the following examples.
However, for preferred treatment of example C-1, see example C-2, par. 1144,

below.
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sro. 11-D INTERSTUB CLARIFICATION
Ezample A-1: Ezample B-1: Eramgple C-1:
Aliclasses._____.__. 350 All classes_. Allclasses_________ 850
hi White. 150 White__ 150
Negro- 125 Negro 125
Indian 10 Indian 10
Chinese. 40 Chinese_ 40
X Otherraces............ 25 Japanese_. - 15
. X Otherraces.-........ - 1g

1144. Maintaining identity of residual.—Although not essential
from the theoretical standpoint, there may be a decided advantage in
maintaining a residual identity where feasible. '

a. Aids"in clarifying stub interrelationships.—If the position (and coverage)
of the residual is shifted between tables, it may increase the reader’s troubles when

comparing the stubs. Note, below, that the relationship between stubs A-2-and

C-2 is more readily apparent than between stubs A-2 and B-2.

. ~2. Summar Tzample B-%, Residual Ezample C-2. Residual
E'fample 4. 8un ¥ slnfted in detaﬂ list: - maintained In detail list:

. ““All other” versus “‘Other.””—Where residuals are mamt&med as in exam-
ple C-2, above, a términology question arises; that is, “Is it permissible to have
two line captions of identical wordings, but different coverage, in the same stub,
as . long as they are on different indent levels?”” Theoretically, the answer is
“Yes.” In practice, such cases should be avoided. B

Where subresiduals appear, it frequently is helpful to the user, as well as to those
preéparing the tables, if the wording of the subresidual is modified.
(1) Use ““Other;” or its equivalent, for the first level of residual.
(2) Use “All'other,” or a similar modification, for a subresidual.
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Chapter 12

THE BOXHEAD (1201-1272)
Sec. 12-A. General (1201-1211)

1201. Definition.—The table boxhead is that portion of the table
in which is located the individual column heads or captions describing
the data in each vertical row or column, together with needed classi-

fying and qualifying spanner heads.
Placed at the top of the table, the boxhead is separated from the

title and headnote by a parallel top rule. The boxhead is set off from
the stub and field, which appear below it, by a single horizontal rule

running the full width of the table.
1202. Component parts defined.—In terms of constructlon the

component parts of the boxhead are few in number. For ﬂlustra_tlon
of the various parts of the boxhead, see fig. 18, pp. 184-185. Some
of the more important components may be defined as follows: '

a. Stubhead or stub box.—The column head or eaption of the stub which
describes the stub listing as a whole. Although it is physically a part of the box-
head, it is classified with the stub for discussion purposes. (For treatment, see
sec. 9-A.) )

b. Individual column head or caption.—The basic unit of the boxhead. A clas-
sifying, descriptive, or qualifying title which is located directly above the indi-
vidual column to which it refers and is framed on either side by the column rules
of that column. It may or may not be qualified, supplemented, or described by
one or more spanner heads above it. (See secs. 12-B and 12-C.)

¢. Spanner head.—A classifying, descriptive, or qualifying caption spreading
across (and above) two or more individual column heads or across two or more
lower spanners. In its normal range, it applies, in varying degree, to all columns
or subordinate spanners thus covered. This is the boxhead counterpart of the
stub center head or subhead and of the colon or dash (read-m) line-caption.
(See sec. 12-E.)

d. Undercut spanner.—Undesirable. A spanner appearing on the lowest level
of box directly over, and spanning, two or more columns. Since it appears
below the individual column heads, it breaks the column rules and separates the
column captions from the data which they describe. Most commonly it is used
to specify the presentation unit for all eolumns covered. The undercut spanner

should be used sparingly. (See sec. 12-G.)
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e. Banner head.—Undesirable. A special type of spanner extending across and
covering the entire boxhead of the table (except the stub box). It should be used
only under carefully restricted circumstances. (See sec. 12-F.)

A quasi-banner is the same as a banner except that the total column is not

covered. This form is useful but, at times, may be subject to the same criticism

" as the banner head. (See par. 1264.)

f. Column numbers.—Rarely used by the Bureau of the Census. A device for
numbering columns to facilitate reference. Normally, Arabic numerals are used
and the stub is not included in the numbering.

Where present, column numbers may be located within an auxiliary single-level
box running directly under the boxhead proper, and set off above and below by a
single horizontal rule. In such cases, parentheses are not used.

On oceasion, column numbers are shown parenthetically within the individual
column boxes.

. Panel.—A distinetive segment of the boxhead consisting of a group of
related column heads with their attendant spanners, frequently a self-contained
unit. It represents the boxhead counterpart of the stub block, The term ‘“panel”
is largely a term of convenience used when referring to distinctive groups of

columns.

1203. Heads in field, not in box.—The following heads are not a
part of the table boxhead, as such, but are commonly confused with it.
Although they perform a function similar to that of the boxhead, they
appear in the field of the table. Their use is discussed in detail in

Chapter 14, The Field.

a. Field spanner.—Undesirable, but necessary in special cases. A type of
spanner appearing recurrently within, and constituting a component part of, the
field. Tts confusion with the boxhead may be minimized if the field spanner is
thought of as a stub center head transposed into the field in cases where—

(1) No room is available to repeat the stub, and
(2) The omitted subentries for the spanner would, if shown, be identical Wlth
those in the stub as it appears at the left.

‘A common error is the inclusion of the uppermost of a series of field spanners
within the boxhead of a table, usually as the uppermost spanner of the boxhead.
This practice leads to confusion.

Compare this form (example A-1, par. 1431) with therepeated boxhead found
in divide tables (example A-2, ) par. 1431) and with the undercut spanner (example
A-1, par. 1271).

Note: At tlmes field spanners are used where stub center heads are too long
to be shown in a narrow stub. Here, each head is run in the field, set off by rules.
This should be avoided unless absolutely necessary.

b. Unit-indicator.—Normally, a component of the field of the table, not of the
boxhead, even though the lower box may, in special cases, be used for this purpose.
(See sec. 12-G.) The unit-indicator, as such, is a device designed to make clear
the exact unit of measurement to which the given statistics refer. When it
appears at the top of a column, below the boxhead, it normally is set in italic in
letterpress; it is usually placed in parentheses in typewriter-offset.
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Freure 18.—Boxmraps anp TreirR CompoNENT ParTs (See pars.
1201-1203)

Bzample 4. Boxhead with two levels:
Operated by whit Operated b
- Total owners ® ° pela?wnegsn(o@nwhite
.Divisior and State ® farms j )
Fuall | Part
Total ®| owners owgzrs Total ® o%lelrs ovl;gggs
‘ @ ® @ ®
C ! I ! | ]
F ) ) ) gl
@ é’?urgiléeé 3010 rule: ® éndividual column head.
% Single bottom rule. %} nggf er head.

Ezample B~1, B i :
by I?orizontal r(ﬁg?ad with three lovels and with column numbers separated

Born in the specified Living 1 i i
A g in the specified | Net
region @ region @ (3_)ggllp

) K Born in
Living in other | and liv-

regions ® | ing inthe
specified

Born in other - | - inter
regions @ regional
. move-

Reglon and sex A om
’I‘otal . b region | Total (m(ing
um--{ Per- Num- | Per- col.
ber | cent ber | cent lgﬁmll)s
3© 40 | 50 | 6@ | 7® 8©

@
Ny
@

@ Upper spanner., ® Lower spanner. © Columh number.

Ezample B-2. Boxzhead with four levels and column numbers in parentheses:

Consumption @ : ‘
. . . A — Stocks in consuming estab-
Cotton, excluding Hnters @ I fishments at end of year @
" Yearly avorsge Domestic © { Cotton, excluding
oLy ave » ’ Lint- - linters ®
Total Ameri.| For- | o5 T | Ling-
Total || U= | SeaIs-| can- | €ign Do- | For- | ters
land | land | Egyp- Total || 1 ostie eign |

tian

Loj@ejwel we | we |®e|me|®e|®ew oluw @

T T T T T T

® Upper spanner. Thi
® Lower spanner. % ggﬁ%f%%i%%?ner‘
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Ficure 18.—BoxaEAps AND TrEIR CoMpONENT PARTS (See pars.
1201-1203)—Con. .

Ezample C. Boxhead with undercut spanner:

w Storsats| Vale | o RS,

age materiais aade ¥y

Census l;%giggf earners | W°E% | pur. progficts e
(average chased facture

Group or industry year Iish- averag
. ments year)

@ In thousands of dollats

o

. @ Undercut spanner comprising a unit indicator.

Ezample D. Divide table (compare with example E, table with field spanners):

The State : Urban
Country of birth
Total || Masle | Female || Total Male | Femsle -
England. oo
Seotland. oo
* ok %
AZOTeS .o
Allother.._.____._.. PV
Rural-nonfarm 5) Ruralfarm
Country of birth @ - -
Total Male Female | Total Male Temale
England._.

@ Repeated stub. ® Repeated box.

Ezample E. Table with field spanners (compare with example D, divide table);
field spanners are not a part of the boxhead:

Male | Female | Total Male | Female

Country of birth Total

The State @ Utrbsan @

BEngland o
Seotland . -

Azores
All other.

Rural-nonfarm @ Rural-farm @

England -
Beotland oo ool

@ Field spannet.

EXak.4
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For a more detailed statement concerning the nature and use of this device in
the stub, see sec. 9-F. For treatment in the field, see sec. 14-C. Although
details of placement differ between stub and boxhead, the general principles

involved are the same wherever the device is used,

1204. Limitations on column width, caption lineage, and number of
box levels.—Arbitrary rules on these points are not possible since the
situation necessarily varies from table to table, and even within the
boxhead of the given table. However, a few general principles may

be laid down, as follows:

a. Column width.—A major objective in Bureau of the Census tables is to
present the maximum amount of data within the given space. Therefore, the
width of the column box normally should be based on the horizontal space required
by the largest figure to be shown in any cell in the given column, usually the grand
total figure. In other words, where possible, the column width should be deter-
mined by space demands of the cell entries and the caption adjusted accordingly.

A desirable column width would be at least two spaces more than that required
by the maximum cell entry. This allows for a “‘bear-off” for the maximum figures
of one space on either side of each column rule. )

b. Lines per caption.—Column captions more than three lines long should be
avoided where possible, particularly where the column box is extremely narrow.
In particular, captions involving many 2- and 3-letter hyphenations are hard to
read, as are words which are hyphenated twice because they cannot be fitted into

two lines.
¢. Number of bex levels.—Where possible, hold the number of box levels to

not more than three; two is preferable as & maximum. If four levels are essential,
it is desirable that one level indicate merely the unit of presentation or contain
some other type of caption readily grasped. Beyond three levels, the boxhead
becomes too complex for many readers to follow.

1205. Space problem caused by wordy column captions.— Column
captions and other boxhead captions must necessarily make clear the
nature of the data. However, excessive wordiness not only wastes
space but may require sacrifice of columns of data.

.a. Effect on columns per page.—The number of categories which can be shown
in the box on any given page is strictly limited. Excess wordage in column boxes,
even where only two more spaces are added in each column, may squeeze two or
more columns from the page.

Ezample: A census-size table may be thought of as being 172 typewriter spaces
wide. If the stub occupies 24 typewriter spaces, and the maximum cell entry in
each column takes 6 spaces (99,999), a maximum of 21 columns is possible, since
1 space must be provided for each column rule. This represents a squeezed table
and the above figures assume, also, that no column caption will exceed the 6-space
width. Expansion of all column captions to an 8-space width will mean deletion
of about 5 columns of data from the page.

b. Effect of continuing box to nexi page.—Where wordy column captions
squeeze columns over to the next page, considerably more publication space may
be required than the amount necessary to show those particular columns, if only
because of repetition of the stub on the new page.
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"~ (1) Stub repetitions.—SBtub repetition is expensive in terms of space. In
the above example, the 24-space stub, narrow though it is, takes only & little less
than four 6-space, or three 8-space, data columns. Many stubs may run double
or triple this width. : : )

e, ““Last page’’ treatment for continuing box as compared with continuing
stub.—If the stub continues, the left-over on the last page is run as a fraction of
a book-page as long as a reasonable number of lines of data are to be shown, That
is, the last page of a table need not occupy all the vertical space of the book-page.
Another table may be started on that page, or the remainder of the page may,
in some cases, be left blank.

Where the box continues, however, the last table-page must cover the full width
of the book-page. Hence, if the number of columns (with normal spacing) is too
few to extend across the full width of the last table-page, one of four steps must
be taken:

(1) The columns on the last page must be widened;

(2) More columns must be brought over from previous pages; - i

(8) The columns on the last page must be pushed back into previous‘,,pag-es
and the “last page” eliminated; or ' :

(4) The last table-page must be run fractional-measure with the stub doubled
(See par. 215 for definition, and fig. 4 for illustration, of fractional-

or tripled up.
measure tables.)
1206. Colon heads not used.—Whereas, in the stub, a caption end-
ing in a colon serves as a subhead (p_ars. 813 and 921), the construc-
tion of the boxhead prevents use of a similar device. Instead,
spanner heads must be employed for the purpose. Tha.t.is, a colon
line, as it appears in the stub, becomes a spanner head if shifted to the

box.

Eremple A. In stub: ‘Ezample B, Ixisz;i:

Color of head

White | Nonwhite

a. Case of single subentry.—In the stub where a “colon line” has only one
subentry, the subentry is run in with the colon line and the colon preserve'd
(par. 924). Where an equivalent situation arises in the box, the same basic
prineiple is observed. Spanner heads must cover more than one column.

Ezample D~1. In box E‘z(ample D-2. Inbox

Ezample C-1, In stub (right): ; . )
Increase: 1930 to 1940. ..o (right): ‘wIong)

TIncrease: Increase

Ezample C-2. In stub (undesirable): 1930 t 1040
Inclfggg :to 1940 e lam 1930 to 1940

1207. Captions should run across, not up.—BoXhe.ad captions should
be planned to run across the page, not up; that is, they shoulc! be
run in the same direction as the stub and the table title, not at right
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angles to them. This practice should be maintained even though it
means heavy use of abbreviations or word-divisions. Run captions
7 only as a last resort.

Frample A-2. Ace Eromple A-3. Un-
Ezample A-1. Preferred: eeptable: desirable:
Municipally Munie- g
owned electric ipally - Es
utilities owned 55
elec- I
trie =e
utlli- 5
ies k)
.gg'&g
53 £

1208. Rules for running captions up.— When hecessary to run cap-
tions “up” instead of across, several basic rules should be followed:

a. Must read up the page, not down.—Captions running ‘‘up,” as the term
implies, should always start at the bottom of the box and read up. They shoyld
not start at the top and read down. This practice is universal and the reader
is accustomed to it. Eaception: See paragraph 1208c, below, concerning broad
tables.

b. ““‘Run up’’ only those entries which cannot he inserted horizontally.—If it
1is essential to run one caption ‘‘up,”’ there is no need to run all of them up on
that page or deck, Run uyp only those where horizontal insertion is impracticable.
Avoid run-up on spanner heads even though the subordinate columin heads run
up. Never run up a read-in caption (caption ending in a dash). Common
sense should prevail, however. Thus, if only one or two column heads can he
run horizontally and the rest must be run up, it would be sensible to run all of
them up. In case of doubt, run everything horizontally that can be inserted

that way.

Example A-1, Preforred; Erample A-8. Undesirable:
Note: Examples assume that space demands that the “white’’ captions must be rin up.

—

o8 |Bpg _ ol g2 i8ag o &
Age Totall| 54 'S 88| Negro| Other Age 2 llod B854 5| 2
CEREEY 5 =B BoE| & =
’ Z = = Z = Z Q

¢. Undesirable on broadside tables.—Column captions on broadside tables

should always read crosswise; that is, they should always run in the same direc-
tion as the title and stub. Never run capiions up in a broad table.

(1) Reason why undesirable.—Broad tables are used where the table is
too wide to be run upright. They are objectionable in themselves since the
user must turn the report sidewise to read them.

Insertion of run-up heads in a broad table forces the reader to turn the book
upside down to read them. Comparison of data in such tables with data in
upright tables in the same report becomes constructively impossible, particu-
larly if comparisons of box wording are also necessary,
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Ezample B-1. Upright table: ) 2
o . . . . A i , YO =3
Age Total || White | Negro | Other s
0139 N 2
ANl 8ges_ oo 1,000 600 300 100 T 8
wioq B
-u81e10 g4
Note: Oompanson of column captions in ex- 9915{1‘% ]
ample B-1 with those in B~2 is constructively HEN
impossible. The difficulty is in¢reased where -
(a) the captions are long and involved, (b) an oL | 8
important  distinetion lies in the difference of a © :
single word and (c) the tables are several pages =) ;
apart in a bound volume. ) = H
% |
B :
3 g | |
¥
sl
R ;
3 4
&
E &
3 =
& <

(2) Alternative.—The only possible alternative, other than redesigning the

' table, is to make such captions read down, instead of up, on broad tablés. If

this were done, the user, to read them, would tend to restore the report to a

normal position; this would simplify comparisons with upright tables. How-
ever, the only real solution is to redesign the table.

1209. Style and punctuation.—The same general principles apply
as for other parts of the table,

a. Style.—Telegraphic style is used as elsewhere in the table. However,
because of space limitations, special attention must be paid in boxhead writing to
reduction of wordiness and to emphasis upon presence and lo¢ation of keywords
or phrases.

b. Punctuation.—Normal punctuation is used. Spemal care ig required since
a misplaced punctuatlon mark eoupled with the extreme condensation of phrasing
may obscure the meaning of the column head or even change it completely.

No punctuation mark is used to terminate captions as such. The dash (—) is
used for read-in heads, but note that its appearance means that the eaption is in- -
complete. (For deﬁnition and explanation of dash or read-in lines, see par. 926.)
Terminal periods are not used, but abbreviation periods are.

Erample A-3. Wrong (termina] periods are in-

Fzample A—1. Right (no terminal periods):
correct):

Number of employees
Number of employees. -

Nonschool

Total School
Nonschool.

Total. ” 8chool.

Ezample B. Right (periods are for abbreviations, not to indieate ends of captions):

Total Jan. Feb. Mar. Apr. May June July Aug.
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Freure 19.—Usk oF ABBREVIATIONS T0 DECREASE DEPTH OF Box~
HBAD

Example A. Spelling-out increases box depth:

}?ersons not in Jabor force Percent of total

En- Eim-
Engagedin | 1, - Empl gaged R v

I’ tnstity. | Employment| ; In ment

Total || own home | **F onstu status not | L OWI | msti- | status

housework ﬁlgélm :
‘house-

~work

Areas, color, and age

tutions{. not
Te-
ported

reported

Example B. Consistent abbreviation decreases depth, but diminishes clarity:

Persons not in labor force Percent of total

Area, color, and & RN
’ s ge In own n Empl.

Inown |y snetitu. Empl. sta-

Total home I tos not | pome | 4 status
" | houseworke |  bioms' house- | 188t | “not
ou vfeptd. work | tutions reptd.

:‘ﬁv

Ezxample C. Spelling-out, wher i ive
2 , X e possible, gives reader el ing 1
_ the panel Wherg the same words are abbreviated to sawe‘e3 :I?a(?: H fo meaning i

' " Area, color, and age

Persons not in Iabor force Perceﬁt of total

Engaged in| . . ' | Inown Empl.
Total || own home | 12 fnstitu- ot mor| Dome | statis
housework lons reported I;‘;gsﬁ' tutions n%

T reptd.

100

- Ezample A-1. Right:
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c. Abbreviations.—Abbreviations may be used heavily if the depth of head is
materially reduced thereby. TUse of an abbreviation in one column Or spanner
box does not demand its use in all column boxes on that page. Where non-
standard abbreviations are “invented” for use in & tight portior of a boxhead, it
will help to make the meaning clear if the term is spelled in full in those boxes
where sufficient space is available. Inthe example (see fig. 19, p. 190), note that the
obvious identity of corresponding eolumn heads in the two panels of the table even
makes possible shortening of the “housework’’ caption without danger of confusion,

1210. Capitalization.—The current style of the Bureau of the
Census calls for setting or typing all boxheads in lower case (This is
in lower case). Full caps (THIS IS IN FULL CAPS), small caps
(THIS IS IN SMALL CAPS), and caps and lower case (This Is in Caps and
Lower Case) are no longer used in tabular boxheads of the Bureau of
the Census. v *

The use of caps (or of small caps) in the stub box, and in the upper-
most spanners of the boxheads, was traditional in the tabular style
of the Bureau of the Census. Analytical obj ections to this practice
led to its abolition, effective February 4, 1948. ‘

1211. Vertical and horizontal spacing of captions.—The following
rules reflect standard practice.
a. Vertical spacing:

(1) Box captions are centered vertically within their box.
up at the top or bottom.

They do not line

Erample A-2. Wrong: Ezample A-8. Wrong:

. Other | Total || White | Negro | Other Other
Total || White | Negro | reeq races | Total || White | Negro | races

no space is allowed-between the lines, irre-
the given box, openness of the remainder ot
e left blank on'the page because

(2) They are run solid; that is,
spective of the space available in
the table, or the amount of space which may b
the table runs short.

Ezample B-1. Right: Ezample B-8. Wrong:

Native Native

white ) .
) white

(8) Depth of box is controlled by the deepest box (the controlling boﬁ) on
the same level, unless the total depth of boxhead would thereby be increased.
In examples C-1 to C—4, column captions shown as A, B, C, etc., represent

1-line captions.
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Erample C-1. Right: - . Erample C-2. Wrong (no saving in depth):
‘ This is the isi
_ Total deepest box Other Total dTegxl)se;?; ilz)lil)‘zr Other
on top level on top level
A!B(C’DIE!,F el 41 F OIDVE e

does not line up with other spanners on its level,
it must line up with spanmer on next lowest

Eﬁ?g:le C-3. Right (saving in depth justifies Ezample C-4. Wrong (if lower rule of spanner
level. Never leave it hanging between):

Total This deep box

usually con-
trols depth Other
Three of top level ‘
line B )
head c f D = f ¥ g —_—

1

N

4) Ip the controlling box, a 1-em space (letterpress) is left above and below
the l}opzontal rules defining the upper and lower limits of the box. In fhe
remaining boxes on that level, the captions are centered vertically. In type-
writer-offset, either one line or one-half line may be left blank above and below
the rule. Examples D-1 to D-3 relate to the controlling box only.

Erample D-8. Wrong (too open): Ezample D-S. Wrong

Ezample D-1. Right:
. (too tight, avoid):

Soun i §
? fo% ?ﬁicmg Too little
controlling Too mgch sgggeballmve

space above €. OW

box

and below

b. Horizontal spacing: »

(1) Each line of each boxhead is centered in the given box; the lines are not
bﬁlocked'. Run each line as wide as possible; leave only one space blank on
either side of eolumn rules, Ezception: Where a box is 10 ems or more wide as
. printed (20 characters or more in typewriter), a caption making 8 lines or more
is set or typed- with a hanging indent. ‘ -

Ezample E. Illustrations of horizontal spacing:

Do not run

This is This Run first line full i

3 . 1
right is wrong width ilinc?nigg?f
wide column
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Ezxemple F-1. Right (typewriter-offset):

This caption is in a wide spanner or column that is more than 20
characters wide, hence this hanging indent is appropriate
for a 3-line caption

Erample F-8. Right (letterpress):

This caption is in a wide spanmer or column that is more than
10 ems wide as printed, hence this hanging indent is
appropriate for a 3-Hne caption

(2) Comparative line length.—Wherever practicable use an inverted
pyramid effect; that is, make the first line the longest. (See example E, above.)
This makes for easier reading. However, 2-letter word divisions should be
avoided, Also, if a key phrase or word combination would oftherwise be split,
it might be helpful to the user if the first line were shortened to preserve the
conceptual unity. Finally, it is better to run the first line short if running it
full width will result in two successive lines ending in word divisions,.
¢. Spacing for run-up heads.—Where heads run up, they are not centered in the

width ! of the box. This rule applies both to letterpress (type-set) composition
and to typing for offset reproduction. Instead, the first line of the given box is
given a bear-off 2 (from the horizontal rule) of one en in letterpress; one typewriter
space for offset. For the 2-line run-up heads, letterpress and typewriter-offset
procedure differs, as indicated below.

(1) I-line run-up heads.—If it is a ghort line, start one en (letterpress) or
one typewriter space (typewriter-offset) from the bottom rule and let the line run

short.

Ezample Q. Right: Ezample H. Right:

o oo
" £ B 75y
2 @ '5 o w S.E"’
|3 23 2y
8 - 5 a® u)bn's
2 b = ek gﬂ%
Al S| 5| ta8 agE
j=d s B Hee ::d)g
aQ < H - g.ﬂu

(2) 2-line run-up hedds.—In letierpress, the first line is run full width of
the box (except for bear-off at either end). The second line is céntered under
the first. In typewriter-offset, the first line will rarely come out even to full
length of bozx, and attempts to center second lines on either box width or on first
lines will create a ragged appearance. Therefore, a hanging indent is used for a
run-up head of two lines or more; that is, the second and following lines are in-
dented one space under the first line. All lines run as eclose to the right-hand
edge as possible (éxcept for a bear-off of oné space). No attempt is made
to space them on the typewriter to line them at the right.

"1 Where heads run up, *width’ is the dimension otherwise referred to as ““depth.”
2 “'Bear-off” is the space left between therules and the_ beginning or ending of & line.
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§3) 3-line heads.—A hanging indent is used, both in letterpress and type-
writer-offset. In letferpress, the overrun is indented one en; in ty pewriter-offset,

it is indented one space.

Ezample J-1, Right (in letterpress):
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Erample J-8. Right (in typewriter-offset):

nt
right for

ines, hang

the second

o
[
Q
=]
[

use a
y is
appear

ging inde
e this
g indent is

a 2-line head

»

Centering is wro
ng
when 2 or more lines

Hangin

han
lik
Block indent

invariab].
wrong K

With 2 1
With 2 o
lines

Seec. 12-B. The Column Head or Caption (1221-1227)

1221. Definition.—The basic unit of the boxhead. The column
head or column caption is a classifying, descriptive, or qualifying title
of an individual column. Tt is looated directly above the individual
column to which it refers and is framed on either side by the column
rules of -that column. It may or may not be qualified, supplemented
or described, in turn, by one or more spanner heads above it. ’
_ 1222. General class of columns: Prime and nronprime.—Prime
columns are those columns of data constituting the hard core of the
ijab}e. From them, all other, or nonprime, columns of data can be
flemved by mathematical processes. This classification is Signiﬁcdnt
in table planning since, in general, inclusion of prime columns
Increases the amount of basic information provided the user; inclu-
sion of nonprime columns contributes to his convenience. Ordinarily,
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if columns must be omitted because of lack of space, it is best, in
Bureau of the Census presentation, to reduce first the number of

nonprime columns other than basic totals.

A detailed statement of this classification is presented in pars. 942-944 where
the discussion is in terms of the stub. The same general principles apply to the

boxhead.

1223. Additive and nonadditive columns.—A classification of col-
umns useful in placing vertical rules. (See sec. 13-C, below, for
placement and use of vertical rules. See also par. 945 for discussion

of additive and nonadditive lines.)

a. Additive column.—Any one of two or more columns of entries which, taken
together, will add to a total or subtotal column shown in the table. The individual
columns in such a “group” may appear consecutively, or they may be dispersed.
Each may, in itself, be prime or nonprimeé; thus, one of the group may be a
prime data column, and one (or more) of the others may be a subtotal (non-

prime) column.
b. Nonadditive column.—A column not a member of any group of ecolumns

which together add to a total or subtotal shown in the table; or any eolumn not
subject to, or not intended to be subjected to, the additive process, such as a line
of means, medians, etc.

1224, Word order.—Carefully phrased column heads can clarify
the whole basis of column arrangement. In general, it is well to
stress differences between adjacent columns rather than similarities.
That is, place at the beginning of each column head the key word or
phrase which indicates the point of difference or of contrast. How-
ever, at times the opposite procedure is desirable, particularly when
it is important to stress the unity of a group of columns.

a. Stressing difference.~—~Within 2 related group of columns, it is ordinarily
desirable not to have two or more adjacent column heads start or close with the
same phrase. Frequently, this is a signal that a spanner head is née@ed.

' . Example A-2. Questionable ex-

Ezample A-1. Preferred: cept to save a 4-level box:

Native white,

Native white Native white, A ot
native’ mized
Foreign or parentage parentage

Native
mixed
parentage parentage

Ezample B-1, Preferred: Ezample B-2. Questionable:

Privately | Municipally

Electric utilities
owned owned
electric electric
utilities utilities

Privately | Municipally
owned owned

195
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b. Stressing similarity.—At times th i
: i . e exaotly opposite holds true in thaf simie
larity between columnsg should be stressed. In general; this is the case Wlllleli'le

indicate column grouping,

Ezomple C-1. Stressing
dxﬁqreqce where span-
ner indicates grouping:

Ezample C-2. Indicatin column pai
ing by similarity stresg—no spanggrn:‘

Mized " Native | Natis !

» ixt parentage father mot}l:lg?' nggle%‘n
Father | Mother ‘ ’ T 1
foreign | foreign

Foreign
mgther

1225. Celumn heads should be single
Column ] gle level.—Column heads shoul
not bfa divided 1%1170 two levels. That is, a 1-column “spazfnser?’ ic'sl
undesirable. This question most frequently arises as follows:

- iﬂ;l’x:::z;:nt Ioi tlllmt'-mdxcator.'—lf & unit of measure is to be included the box
e ot b SPlit horizontally to create a single-column spanner. Either place

in }cat'or in parentheses immediately after the caption, or show it as a
formal unit-indicator above the first cell-entry in the field, ’ ’

P i .. »
rample A-1. Preferred: Erample A~2, Acceptable: Erample A-3. Wron'g‘
- Number ! »
b Total Number Total 1
;ﬁagﬁf}l&g Bkl ‘ reporting valtie ° Number gﬁ_tag
onvalue | (dollars) report‘]mg’ Ml
— ! onvalue |"p o
ollars : 6 = )
65 3,200
65 3,200 ,
& i 25 1,000

bc.1 EW? c!assfﬁcation-]eyels in one box.—In a table where spanner heads aré

used for indicating a superior level of classification, one of the classes designated by

spfm?ie_rs may have only one component part. ‘This results in a ‘sing'Ie column

:}; slihmg ?‘ t%e t(;p of the spanner level, Here, both the "spanner” classification
e indivi ¢ i i i i i

pnd ual eolumn classifieation should be included in the s1ng1e column

Solution: Do not divide the box P1

! )0 I h . ace the spanner classificati in-
It;g; Og?é%gelésg;lﬁ teie(;n ;:ghmc_the co%umn classification by mealgs g{ s; tgofil;%g,
pre , , ete., € circumstaneces warrant. (In the followi
it is assumed that the i ion i , Urban group, bt gete i
total Tor the rure] Loe ﬁsg.}; classification is shown for the urban group, but only the

Ezample B-1. Right: Ezample B-2. Wrong:

Urban
i%utral, Urban Rural
o otal
otal Male Female Total || Male | Female | Total

(.
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1226. Capitalization.—Column heads are invariably set or typed in
lower case; never in caps, or in caps and lower case. (See par. 1210.)

Comparative classification-level, as such, has nothing to do with
capitalization in the box. : :
© Right: Wrong: Wrong: Wrong:

Total "TOTAL Total TOTAL

white WHITE White WHITE

1227. Column rules.—Normally, the individual column is set off
by single lightface (hairline) column rules. However, moderately
bold rules (about ¥-point face) are normally used to set off panels,
sometimes appear after (to the right of) nonadditive total columns,
and occasionally are used as a substitute for the parallel total rule.
For a discussion of use of vertical rules, see section 13-C.

See. 12-C. The Column Head: Total and Subtotal Column
(1231-1233)

1231. General.—The total (and subtotal) head is a special case of
the column head, comprising the descriptive title (or caption) of any
column composed of grand totals, group totals, or subtotals.

Most of the discussion of total and subtotal data-line captions (pars.
952-959) applies equally to total and subtotal column captions and
will not be repeated here. v

1232, Various meanings of term ‘‘total.”’—In the boxhead as in
the stub, the term “Total” is subject to a number of different interpre-
tations. Some of the more important meanings are listed below.

a. The result of a summation process applied to the subentry columns; the

sum of the parts actually shown separately. This is the most commonly under-
stood meaning of the term. It is the normal meaning in such phrases as ‘“Total

column,” “Total entry,”’ etc.
b. The aggregate, or total number, as an independent item. This usage is

typified by such individual columns (without subordinate columns) as ‘‘Total

value (thousands of dollars).”
c.. The total, or the whole, as a class in itself, or as representing a class of classes.

This is typified by the *Total” class in the area classifieation: “Total,” “Urban,”
“Rural.”

In most instances, as in the stub, these differences tend to be aca-
demic in that a given total column may reflect two, or even all three,

of these meanings at the same time.
At times, however, it is important that the reader understand which

meaning is intended or that one of the meanings does not apply.
Here, the table-designer should keep the above distinctions in mind
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and should govern his treatment of spanner heads and of column
heads for total and subtotal columns, accordingly. '

See paragraphs 953-958 for application of above discussion. In general, the
statements made there (in respect to the stub) apply also to the boxhead. In
most instances the effect of transposing the stub examples to the box situation
will be obvious. . C

1233. The ‘‘grand-total’”” cell.—The grand-total cell probably
‘tends to be less well described than any other cell in the statistical
table. Intent upon making clear the description of lines and columns
of data, the table-designer finds it easy to assign ‘“Total” as the caption
of the first line, and “Total’”” as the caption for the first column.
Occasionally, he may cap this situation by assigning ‘“Total’” as the
spanner caption for the first panel. The following result is frequently

passed unnoticed: '
At the left, the grand-total cell
(X) is described as ‘“Total, total,

T
Ttemn otel total.” This sends the reader to the
rotatll 4 | B . table title for a description which
may not be too well stated there nor

too easy to decipher.
Totalecevoauan X v P

a. Alternative terms for ‘“Total.”’—A simple solution of the above problem is
to describe at least one, preferably two, of the above total clagsifications in definite
terms. Thus, if one means the total for both sexes combined, substitute “Both
sexes’’ for “Total.” If one means the total for all race groups, substitute “All
races’’ or “All classes,” ete. The third term may be left standing if the other two
are described properly, since the combined description may reasonably read
‘“Total, both sexes, all races.” :

b. General rule.—FEach case must be handled on its merits. In :general,
instances are rare where space limitations prevent a solution to the problem. The
general rule should be: ' ' o

(1) Rule.—In describing grand-total cells the single word ‘“Total”’ should
never appear more than once. If three or more captions apply to the given
grand-total cell, no more than one should be labelled simply ‘“Total’”’; no
more than one other should have a similarly generalized term, such as “All
classes’’; the remaining one or more captions should always be explicit in
description. ‘ : : :

(2) Application.—The above rule is more reasonable than it may seem at

. first glance. Where more than two captions apply to the grand-total cell, the
additional captions must necessarily appear either as centered heads in the stub
or as spanner heads in the box, In such cases the availability of full stub width
or of spanner width simplifies adequate deseription.

Frample A-1. Wrong (spanrer and column space available for more detailed description):

Total ‘Urban Rural

Total || Male |Female|| Total || Male |Female| Total || Male | Female

10Q
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Ezample A-2. Right (wise use of spanmer space):

The State | Urban Rural

Age g
Total || Male |Female|| Total || Male |Female| Total Masle | Female

Allages...-..

Erample A-8. Right (where spanner total is hard to describe,! adjust column heads):

Totall Urban Rural

Age h
th Both Bot Male | Female
Both || Male |Female|| fieg || Mole |Femalel gores

Allages_ ...

), i i d “Balance of
i that the above spanner entry (“Total’), if spelled out in fall, would rea !
mleggngﬁgégsgi%g?ct o?xtside central Ic)it;ies." In such g case, itis simpler to adjust the ception of the grand.

total column,

S‘ec; 19-D. The Dash (or Read-in) Head (1241-1248)

1241, General.—For definitions and "general .prix.xciples see pars.
813, 921, 926-929, and 931 where the “read in” is dlscuss'ed lnlt‘;(?_rms
of stub presentation. Read-in heads should be used sparu.lgly in t]lle
boxhead. They are best reserved for cases where & major gain in
clarity is involved. - . o ;

‘Briefly, the dash or “read-in” caption isa fragment; 1t is not:; con-
plete in itself. It is the beginning portion of eagh caption in the
boxes under it, or of the cell entries if it appears In a column hgad
and not in a spanner head. Thus, in example A1, the full captlop
of the first column is “Born in New York’; of thfs gecond column is
«Born in New Jersey,” etc. For further illustration, see par. 1252¢,
examples H-1 and H-2. _ ' ‘

1242. Clarification of paired distributions.—Certain palre(_i or cross
distributions tend to be confusing, particularly those involving
identical stub and column captions. (See examp'le, below.) Here,
the dash head may go far to assist the user in reading the table.
Ezample A~2. Helpful:

: Ezample A-1. Helpful: \

. Births by
Bora.in— place of—
City
Residence in 1840 Penn-
51\{1 ew | New | ooiqq. Oceur- (ZiResl-
ork | Jersey | “ia rence | dence
Middle Atlantie:
New York......--
New Jersey..--.--
Pennsylvania.....
100
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1243. Avoidance of misunderstanding.—At times a misconception
may be avoided by proper use of the “read-in’’ principle. The follow-
ing example illustrates this and emphasizes the need for care in
wording boxheads. In example A-1, the read-in head makes clear
that the entries refer to the price for the 1939 crop and the 1940 crop;
that is, prices obtained for products grown in that year. In example
A-2, “Crop price’”’ might mean prevailing price in the given year for

type of crop specified, irrespective of production year.
Evample A-1. Clear: Ezample A-2. Confusing:

Price for crop of— ' Crop price

1939 1940 : 1939 1940

1244. “Read in’’ rarely made to cell entries.—Read-in heads
should normally appear as spanners reading in to lower spanners or to
column captions. “Read ins’” are rarely used in the lowest level of box
where the “read in”” would be to the individual cell entries.. The latter
usage should be confined to reader columns (columns containing words
or phrases in the cells); even then, it is rarely needed. v

1245. Should be avoided over total columns.—Read-in heads
should not be used over total columns except where the total caiption
is phrased for proper inclusion. In example A-2, note ‘‘Families
having total families.” ’ :

- Ewample A-1. Right: Ezample A-2, Wrong:

Families having— Families having—

f{Toji@I .

ami . .

s Noo| 1 20r Total No 1 2or'
child | child | more families || child .| .child | more

e

1246. Exemption of residuals from read-in rule.—Where necessary,
residual entries, such as “Other,” or ‘“Remainder,” etc., may be
exempted from the rule that all subentries of a read-in caption must
“read in’’ smoothly. Where practicable, bowever, the wording of the

read-in spanner or of the residual caption should be adjusted to con-
form. (See par. 928.)

. Ezz_zmple A~1, Preferred: Ezamplé A-#. Acceptable:

Occupied by— Owned homes with—
Total, . Total; ) e
owned . owned
homes White Non- cher homes ‘White Nonwhite | Other
white | races occupants | occupants | races

[ I
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1247. “Reading in”’ to other terminal groups.—Terminal groups
other than residuals are not exempt from the read-in rule. However,
note that here, as elsewhere, a listing terminating an obvious series
may reasonably omit the term indicating what is being classified.
Thus, in example A-1, paragraph 1245, above, it is sufficient to say
«9 or more” instead of “2 children or more” since the previous column
captions malke it clear that ‘‘children” is meant. :

1248. Incorrect use of the read-in dash.—In the boxhead, as in
the stub, dashes frequently are used unnecessarily. Improper use of
the dash may be confusing. ’

a. Unnecessary.—In example A, below, the dash is useless. True, the spanner
“reads in,” but this would be true of many spanners. If the dash is not essential,
it should be omitted, thereby focusing the reader’s attention on instances where
real assistance is offered by the read-in dash.

b. Confusing.—In example B, the dash after the date (““June 30—"") is not
merely useless; it falsely implies that the effective year varies from cell to cell. No
such variation appeared in the published table from which this example was
extracted. In fact, careful examination of the table showed no meaning for the
dash. Its funection, in such cases, is to invite the reader to search for something

that does not appear.

Example A. Unnecessary: Ezample B. Confusing:

Number of iterns,

Power available— n o it
une
90 percent | 50 percent
of the of the Type A | Type B

time time —_

Sec. 12-E. The Spanner Head (1251-1255)

1251. Definition.—The spanner head is a classifying, descriptive,
or qualifying caption spreading across (and above) two or more
individual column heads, or across two or more lower spanners. In
its normal range, it applies, in varying degree, to all columns or
subordinate spanners thus covered. The spanner head represents
the boxhead counterpart of the stub center head or subhead and of
the colon and dash (read-in) line caption. General principles outlined
for such stub devices apply also to the spanner head. (See secs.
9-B and 9-C.)

1252. Purpose and function.—The purpose of the spanner head is
similar to that of stub center heads, etc., but an increased burden is
laid upon it by the demand for extreme brevity of individual column
heads. Some of the more common uses of spanner heads are as

follows:
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PAR. 1252 A THE BOXHEAD sec. 12-E
captions. It may, or may not, decrease the over-all depth of the boxhead. Where

a. To indicate class or kind of information shown in the cells, particularly when necessary, such a head may be made to “read in” by terminating it with & dash

this is not stated in the individual column captions. (See par. 1248a.)
Erample A: ’ Erample B", Ezample F~2, With spanner:

Males Value of land

; Full Part -
1945 1948 ~ owners | owners

b. To describe the classification shown in the next lowest level of box.—S8imple
cases are illustrated below., At times, the nature of the caption may be such
that it may be thought of as referring to the next lowest level or to the cells,
either or both, without likelihood of eonfusion. At other times, it may specifi-
cally refer to the next lowest level of box, (For cases where confusion might
arise, see par. 1253.) ’ ' ‘

(1) Reference both to lower box-level and to cells.—Here the spanner
caption is such as to apply equally, at least by implication, to both the next
lower level and to the cells. In examples C and D the user will tend to assume
that the cell entries represent the number of dams, or number of employed
workers, unless some other unit of measure is specified clearly elsewhere.

Ezample C: Ezample D:
Dams Employed workers
Diversion | Storage ‘White | Negro Other

1 I

(2) Reference to lower box-level only, not to cells.—Here the upper
spanner has no direct relationship to the cell entries. It specifically describes
the captions appearing in the next lowest level of box. In example E the unit
of measure for the cells is not clear and must be specified or made clear else-
where in the table. The cell entries might refer to number of dams, number
of men employed in construction, storage capacity, water flow, cost, etc. In
example F the cell entries might refer to the number of whites, Negroes, ete.,
but not necessarily. These combinations of heads are satisfactory, but must
not be relied upon exclusively to supply the unit of measure for the cells.

Lzample E: Example F:
Type of dam Race
Diversion | Storage White ’ Negro Other

I l

c. To carry descriptive words common to all subordinated boxes on next lowest
level.—This is one of the most common uses of the spanner. In general, where
two or more adjoining box captions begin or end with the same words, or involve
the same concept, the common phrase or concept may be transposed to a spanner.
(See par. 1224a.) Frequently, this releases space pressure in individual column

2N

(—), but this should be avoided where possible.

Ezample F-1, Without spanner:

ric utilities

Municipally | Privately Electric utilit
owned .owned -
electric electric - Municipally | Privately
utilities utilities owned owned

Ezample @-1, Without spanner: Ezample Q-2, With spanner:

‘Wage rates per month

‘Wage rates ‘Wage rates
per month,! per month, B
with board | without board With board | Without board

Ezample H-1, Without spanner: Fzample F-2, With read-in spanner:

Price for | Price for | Price for Price for erop of—

1939 erop | 1940 crop 1941 crop

1939 ‘ 1940 1941

!

' ' ' b5t fact

Note: Spanners should cover only distinctly related columns. The mere

that tvgo adj?)ining»columns start or end with the same word or phrase does 1;\01;f

in itself, justify use of a spanner since they may be totally unrelated in terms o
the presentation. The columns must be both adjoining and related.

d; To describe specific measure employed.—This is particularly useful when

different panels employ different measures.. Two general situations arise: ‘
1) Specification for all panels.—Here, the nature of the data are such
. that it is desirable to specify the measurement unit in spanners throughout the

entire boxhead.

v EzaMpLeJ: : Ezample K:
‘ Thousands of
Number Percent pounds Dollars
1045 | 1046 | 1045 | 1046 1045 | 1046 | 1945 | 1046

(2) Specification for selected panels.—Frequently, the statistics are guch
that the title of the table, or other presentation feature, make.s the unl.t of
measurement obvious. In such cases it is not necessary to specl'fy the unit of
measure further, except for such panels as may depart from fchls normal ex-

_pectation,
The most frequent case is represented by “Number.”” Where the measure-

ment unit is unitary, the word “Number” usually may be omitted from t'{lé
boxhead without loss of clarity. At times, advantage may be taken of this.

203
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That is, where a table is divided into two panels, “Number” and “Percent,”
the “Number” section may be used for more general description instead of

merely to specify “Number.”

Ezomple I-1, Right:

Number Percent of total
Total L .
Employed Sggﬁiﬁ]g Other | Employed S%"'gﬁg Other
Erample L-2. Preferred: ’ '
In labor force Percent of total
Total ] .
Employed nggii‘g | Other | Employed S%e(]frlﬁg Other

1253. Clarifying peint of breference.——Spanners may refer to sub-

* spanners, to column captions, or to the ¢ell entries themselves.

Spanners must be written in terms of the framework in which they
are to appear, not as something in themselves. Otherwise, the point of
reference, though it may be clear to.the designer, may not be made
clear to the user.  The designer, confronted by & specific problem -6f
description, must write an appropriate spanner. The user must re-
verse this process; that is, upon reading the spanner, he must note
its applicability., If the user cannot reconstruct readily what the
designer had in mind, the spanner is defective. ‘

a. Tdentificaticn of major class or statement of universe.—Where the spanner
states the universe involved, or states the major class being distributed, no diffi-
culty is likely to arise. Usually, the applicability of such spanners is obvious.

Erample A: Ezample B:
Urban population Contractors
‘White Nonwhite Resident Nonresident
Fe-~ Fe- Numberof | Value of Number of Value of
Male | mgle | Male | na estab- work estab- work
l s . I lishments | performed lishments ' | performed

b. Description of subelassifications,—These spanners should be thought of as
applying solely and strictly to the next lower level of box unless they specify
otherwise. It follows that they should always appear immediately above the
captions (whether column captions or subspanners) to which they refer.
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Ezample C-8. Wrong:

. Ezgmple C-1, Right;

P

Sex Color
Total Male | Female " matal Male Femalo
A JR—— - . Non- Non- : Non-
White | NOB= | White | 1508 White | 20 | White | it
Ezample D-1. Right: Ezample D-2. Wrong:

Color Sex

Total White Nonwhite White 'N opwhite

Total
- - Fe- Fe-
Mate | Y& | Male | T% Male | % | Male | %

(1) Description of numerical intervals.—Spanners deseribing classifica-
tions involving numerieal intervals require special care in wording and use.
Otherwise, since both the subcaptions and the cell entries will be composed of
numbers, confusion may arise concerning the point of reference for the spanner,

Erample E-2. Clear:

(Number reference is obviously to intervals.
Cell unit also is clear) - )

Evample E-1, Confusing:
_ (Is reference to cell entries or to intervals?)

Number of children Women having specified number
of children

Total

: gor " Total : i
None | 1 2: | more women

: . 3or

o None 1 2 mors

" Erample P-1. Confasing:

(Do the cell entries represent the number of persons
in 2-person families, ete., or the number of families

with 2 persons, etc.?)

Number of persons in family

Total )
) 5or
1 2 3 4 more

Ezample F-£. Clear: )
(Number reference is obviously to intervals. Cell
unit alse is elear)

Families comprising specified number

All of persons
ixi\lmi-
63 5or
1 2 -3 4 more

QNK
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¢. Unit of measure.~—Here too, confusion is possible unless’ the spanner is
handled in terms of its surroundings. The same general problem arises as in
par. 1253a, above. )

In example G-2, below, does the “Percent” refer to the intervals shown in the
subordinate caption, or does it mean that the cell entries are ipercentages? In
this specific case, the reader can determine the answer by examining the cell
entries. However, in more complex materials, the answer may not be apparent.
Where possible, the spanner and column head treatment should be such as to
avert uncertainty.

Ezample G-1. Clear: Ezample 3-8, Confusing:
Percent . Percent
Under45 | 45and . Under 45 | 45 and ovei
years over
Ezample H-1. Clear: Ezample H-2. Confusing:
Percent by age : Percent by age (years)
Under45 | 45and . Under 45 | 45 and over
Years over .

d. Use of “by”’ and “‘of’’ ‘in spanners.—In many cases, the uge of “by,”’
“of,” or a similar term, in the spanner is likely to solve the general problem and
add considerably to clarity. '

The typical case is that given below where the use of either portion of the
spanner standing alone would be confusing. The obvious need is to specify both
the significance of the classification shown in the column heads and the unit of
measure employed in the cells.

Ezample J-1, Confusing: o Ezample J-8, Confusing:

(What isthe column-head . : - i
classification?) . P (Ihatls untt in oello™

Number of tarms Value of allfarm products

$1,000 | $1,500 | $2,000
t and

$1,000 | $1,600 | $2,000 1o o
$1,499 | $1,999 | over

0 to an
$1,499 | $1,999 | over

o

Ezample J-3. Clear:

" Number of farms by value of
all farm produects

$1,000" |- $1,500 $2,000
to to and
$1,499 $1,999 over

2NR
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1254. Spanning total columns: General.—The inclusion of a total
column under a spanner dépends, in part, upon the spanner wording
and, in part, upon the relationship of the given panel to other panels
in the table. The possibilities involved are too numerous for complete
coverage here. A few common problems are discussed briefly. .

a. Statement of universe or presentation unit.—In general, spanners compris-
ing a statement of the presentation unit (or of the universe involved) should cover
the total column. -Otherwise the reader may find that the components have been
adequately described but that the total has not been. In situations exemplified
by example B-2, a minimum requirement, would be to change the total caption to

read “Total exports.”

Exemple A-1. Right: Erample A-2. Coilfusing:

Numbet Number

Total

Total || Male | Female Male | Female

E:mmplé B-2. Confusing:

Ezample B-1. Right:

Exports Exports

Total T s R
U. 8. mer-{ Reex-~ . S. mer- eex-
Total || “handise .| ports chandise | ports

b. Description of subclassification.—At times, a spanner is used to describe the
distribution which appears in the ¢olumns to the right of a total column, such as
age or sex. Normally, this type of spanrer should not cover the total column.

_ (1) Minor application.—In some instances this rule may seem academic.

Thus, no reader is likely to be confused if the spanner “Sex” covers the total

column, even though such treatment is theoretically incorrect. (The example

is over-simplified. In practice, the spanner is unnecessary for the subject

matter used.)

Ezrample C-1. Right: Ezample C-2. Poor style:

Sex Sex

Total
Total || Male | Female

Male | Female

(2) Major application.—At times, serious misapprehension may result
from violation of this rule. The type of error shown in example D-2, below,
may well pass unnoticed by the table-designer with whom the correct style has

not become an established habit.,

3 Tatald
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Here, the inclusion of the total column under the spanner resultsin a descrip- 1255. Effect of spanner omissions.—At times space or other con-
tion of the column as showing “Total value,” a term normally used to signify . . k . ¢ rd sirab],,e to omit an upper
the aggregate value in dollars. The case is thereby misstated since the total ! siderations IPa’y .ma e 1v necessary or de : ko it
+ column in example D=2 is intended to show the total number of units which are spanmer ordinarily deemed necessary. They may even make 1
being distributed according to value: ' ’ ' R necessary to delete all spanners.. In such cases, special precautions
Even though this total did represent “T'otal value,” this form of presentation are desirable. In particular, the captions of the total columns and
would still be defective since it would leave the way open for misunderstanding the types of verti cal rules employed should be reviewed and necessary
» - PRy di ,-... A . it i s * g . X h ’ . X
in the opposite direction. Aggregates of value, amounts, etc., should always be adjustments ma do. Two typlcal cases are described below.

signalled clearly. Conversely, caption treatment of totals of units being dis-

tributed should avoid any possibility of misapprehension. Exatiples D-1 and

D-2 would be clarified somewhat if tHe total captions were expanded to read
" “Total units,” as in examplés E-1 and E-2. ' o

N a.'OrhiSSion of upper spannér only, leaving lower spanners,— Where the box
shntains several distributions, each with its own total, both major and minor
:ébahners may appear; such as universe spanners establishing ma.jqr panels, and
class-description subspanners. Removal of the upper spanner in such cases

Ezample D-1. Right: Ezample D-2. Confusing: ) : f 1
T e . requires adjustments in the material remaining.
Value ’ Value : . .
e E Ezample A-1. Complete form:
Totl o der | 1,000 Under | $1,000 -
neer ’ nder 1,000 — -
- 81,000 f and over Total || 1000 |and over All workers ‘Warkers reportitig marital status
Sex Marital status
Total Total
N Ezample E-2. Better than || Male | Femsle - ||-single | Married | Other
Ezample B-1. Preferred: D~2 but still undesirable: i
By value Total units by value
ggffél N ' T - (1) Spanner removal necessitates changes.—With the upper spanner removed
%?g‘%r -alfé’gg?er Eﬁg %?g(% ' aié"é‘i?er (example A-2, below), note that (a) the total columns have no mdwatlor'l .of the -
v ' class referred to; and (b) the presence of the two parallel total rules rising to
the same level is objectionable. Sinee no heavy rule or medium rule-intervenes,

the range of influence of the. left-hand parallel rule includes the second total

¢. “Double-duty”’ totals.—At times two or more distributions may appear in solumn. This picture is confusing.

‘the boxhead, and each may add independently to an identical total. Usually, Result of removing sp
i - . N P : - ) = Ul 0

repetition of the total column is undemmble in such cases.” ‘ E’g“{;‘s’;lég;‘cﬁb%ﬁ%’?%r%ofﬁl colmns aro missing,

Normal solution: Cover each distribution with its own spanner. Then separate level are confusing): =

anners without adjusting wording or vertical rules.
and the two parallel vertical rules rising to the same

the panels by a medium-weight (letterpress, No. 8) rule. '(See sec. 13-C for : — N . TN Marital status
discussion of vertical rules.) Place the total column at the left. ‘Do not include 1 ‘ S RPN | kit

it under the first spanner; do not repeat it for the second panel. (In thé case of Total Male | Pemalo Single | Married | Other
sex and eolor, it is obvious that the same total will serve for both, In the more ‘ - s

complex classifications, the relationship may not be so clear.)
—Three suggestions are illustrated below. In all
he totals are made clear, and the range of
ule is stopped after the “Female” column,

Ezample F-1. Right: Ezample F-g. Confusing: - i ment
(“Double-duty” total; serves both panels) (Where is “T'otal” for color distribution?) (2) Suggested treatment.
= three, the classes referred to by t

By sex By color Sex . By color influence of the left-hand parallel r

i ) h
| ot ' as it should be. _ . o , t
white Total || Male | Femalo | White | {f: Example A-3 is preferable since it reestablishes the basic panel arrangement,
b i k cit] ' the total column. (Ses
- - - even though neither spanner properly belongs over the column.

| o ‘ - T i I . ~ example C-2, par. 1254b.)

Male

Female | White

Ezample A-3. First choice:

Sex Marital status

Al | nrole | Female | WORESES || Single | Married | Other

workers
| |

ana

ONG
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In example A4, the right-hand total caption is cumbersome.

5 Ezample A-4.

Second choice:

Sex Workers Marital status
All reporting d
workers marital .
Male | Female status Single | Married | Other :

In example A-5 (not recommended), the parallel rule used to separate ‘the
table sections is fairly effective but this usage is undesirable in itself. {(See
par. 1330b.) Also, it forces the designer to use medium weight rules for total

rules. (See par. 1328d.)

Ezample A-§, Not recommended:

Sex - Workers Meritsl status
All reporting

workers marital
Male | Female status Single | Married | Other

b. Omission of all spanners.—In a badly squeezed table, all spanners, even
those normally essential, may have to be omitted. This is permissible only as &

last resort.

Ezample B-1, Intermediate stage (same as example A-3; for full form, séé Exsinple AL1)

Sex Marital status -

workers

o [

(1) Spanner removal necessitates changes.;—In examp]é ‘B-2, below,
note that the class description for the right-hand total column is missing and
that the box is no longer visibly divided into two independent sections.

All Male | Female X)%%gz Sin‘gle'; Mgrried “Other -

FErample B-2. Confusing:

All Workers || g;
workers || Male | Female reporting Single | Married | Other

(2) Suggested treatment.—The following suggestion is' similar to that

proposed for cases in which only the upper spanner is removed.
In example B-3, the right-hand total caption has beén clarified and the box

sectionalized with a medium weight rule.

Ezample B-8. First choice:

Al 1 Workers |
weers || Male | Female rgg%tt‘;@lg Single | Married | Other
status

sEC. 12-E THE SPANNER HEAD PAR. 1255
In example B-4 (not recommended), the rule usage has been reversed.
A parallel is used as the dividing rule; medium weight rules are used for total

rules. (See pars. 1328d and 1330b.)

Ezample B-}. Not recommended (see example 4-5, above):

ALl Wox;l‘:bers
reporting | «
workers Male Eemale mtaéntal Single | Married | Other
status

Sec. 12~F. The Banner Head (1261-1266)

1261. Definition.—The banner head is a special. type of spanner
extending across and covering the entire boxhead of the table (except
the stub box). Normally, it is undesirable. Since it applies to the
table as a whole, it represents an item better covered in the title or
headnote, or better presented as a main centered head in the stub.
Sound usage tends to restrict it sharply to the circumstances indicated
below. A good rule is: When in doubt, avoid the banner head.

1262. Acceptable use.—In general, banner heads are best reserved

for two principal uses:

a. To emphasize an essential qualification.—At times, it may be essential to
warn the reader of a highly important qualification which must be kept constantly
in mind if the data are not to be misinterpreted. Ordinarily, this can be taken
care of in the title, headnote, or in the stub. On rare occasmns, however, a
banner head is justified. -

b. To emphasize a major distinction between standard tables.—A common
objective in Bureau of the Census tables is to provide strictly comparable cover-
age for different universes or areas at different points in time. The customary
method is to employ a series of standard tables. Each is identical in form but
the statistics shown relate, in each case, to a different universe or time period.

(1) Universe distinction.—Where each table provides a distribution for-a
different major class or universe, the distinctive feature should be emphasized
by placing that feature at, or near, the begmnmg of the table title, Here,
banner heads are undesirable.

(2) Area and time distinctions.—Where area and time differences are the
distinetive features, title-distinetion might rest on starting the title with a key
phrase (Tee NortE, 1940—), but this use of the key phrase technique is not

desirable. Otherwise, the reader must note the difference in the area and time

segments at the title’s end.
“Where the titles are brief, end-differences will stand out fairly well. Where

the titles are long, end-differences tend to be overlooked. In the latter case,

the use of the banner head may be justified. .
The following example assumes a series of six tables, identical in stub and
box, with long descriptive titles. The titles are assumed to be identical with

the exception of the area and time segments at the end.

211
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-EBxample A, Banners are useful if the preceding portion of title is long and involved:

TapLe 1.— . . ., ¥or THE NomTH: 1940

The North, 1940

Color and marital status Under | 5to | 15to | 25t | 35t0 | 46to
All 55 and
dgos 5 14 2% 34 4 | 5 e
4 years years | years | years | years | years
TasLte 8.~ . . . rorTEE N orTH: 1930

The North, 1830

Oolor and marital status Under | 5to | 15to | 25t0 | 85%0 | 45t | ps
5 14 24 3¢ | ad 54

All
over

8885 || years | years | years | years | years | years

T T

~ (Tables 3 to 6 continue in the same vein and provide statistics for the South,
1940; the South, 1930; the- West, 1940; and the West, 1930.) :

1263. Improper use of banner heads.— Banner heads should not
be used casually. They should be reserved for emergencies. In
particular, their use should be -avoided to specify something already
stressed in the table title or which can as well be placed in a headnote
or in a stub center head. Examples of these uses follow:

a. To specify a universe clearly emphasized in the tablé title.
Example A. Banner is ﬁéeless:

TaABLE 7.—~EMPLOYED WQRKERS BY Age AND Race: 1940

[

Employed workers

Other
races -

All

classes Negro

I

b. To speeify a general qualification of the table better placed in a headnote,

‘White

Ago : 1
|

Ezample B-1. Banner unnecessary; place in headnote:

TABLE 9.-—NatroNaL INcOME BY INDUSTRIAL DIVISIONS: 1987 1o 1941

‘Millions of dollars -

Industrial division
1937 1938 ‘ 1939 | 1840 I 1941

b

212
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Bzample B~-2. Improved:

. TABLE 9.—NATIONAL INCOME BY INDUSTRIAL Drvistons: 1937 To 1941
[Millions of dollars]

Industrial division 1937 1938 19389 1940 1941

e. To specify an area, time period, or general class where the statement can ag
effectively be placed as a center head at the top of the stub (not in stub box).

Example C-1. Is banner essential?

All experienced workers

Area and age Foreign-
All Native .
classes White vlglolﬁle Negro .| Other

The State... v vonoooccaeeemeeeae
Under 45 years R
45 and OVer - o

~_ Urban
Under 45 years.
45andover ... ... S,

Exdmple C-2. Will stub center head serve the purpose?

.o | Foreign-
All Native h
Area gnd age classes white vggﬁ Negro Other
ALL EXPERIENCED
WORKERS
The State. ..o
Under 45 years. . ... ooceon-.
45and OvVer.. ... . ...
* *® * *

1264. Quasi-banner heads: Genefa'l.—This is a spanner ‘decep-
tively similar to the banner head in physical appearance since the only
difference is that the quasi-banner does not cover the total column.

A banner head A quasi-banner

Sfub box | Total

Stub box
. Total

This similarity in physical appearance promotes overuse and abu_se
of the quasi-banner, just as in the case of the banper head. . Tpat is,
the quasi-banner also tends to be used for general descriptive or

qualifying statements better expressed elsewhere,
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However, the quasi-banner, used properly, performs one or beth of
two extremely important functions. Specifically, it may clarify an
otherwise unintelligible series of column heads, or it may facilitate
reference to the column heads by eliminating repetitive words or

phrases.
1265. Quasi-banner heads: Classification description.—For pur-

poses of this discussion, classifications may be divided into two main
groups: Those normally self-identifying, and those normally requiring
explanation or description. Each group is discussed briefly below in
terms of use of the quasi-banner. :

a. Classification normally self-identifying.—Many classifications are so com-
monly used that identification is unnecessary, although it may be essential to in-

dicate the applicable group.

FEzxample: To reduce the case to its simplest form, a table with the three
columns ‘“Total,” “Male,” and “Female,” does not need ‘“‘Sex’ inserted as a
quasi-banner to identify the sex classification as such. Further, in a series of
tables devoted entirely to the characteristics of the total population, it would
scarcely be necessary to specify ‘‘Sex of person.” In such cases, the quasi-

banner is rarely justified. L
" However, if the table deals with characteristics of individuals in terms of

their family connections, or with persons in family groups as such, it might be

imperative to make clear that “Sex of head” is meant, not ‘“Sex of child” or

“Sex of principal wage earner,” etc. Here, the quasi-banner performs a valu-

able funetion,

b. Classification normally requiring identification or description.—Most classi-
fications involving numerical intervals are of this type. Thus, the expression
“Under 5” means nothing in itself. It might mean years of age, years of schooling,
thousands of acres, thousands of proof gallons, millions of dollars, ete. In general,
where numerical intervals appear in the boxhead, identifying and explanatory
spanners are essential. Where the box is devoted to a single classification adding
to a total column at the left, the use of the quasi~banner may be désirable. How-
ever, such spanners should be clearly descriptive of the column-head classification,
as such; if descriptive of cell entries, the total column should be covered also. (See

. par. 1253.)

1266. Quasi-banner heads: Reduction of wordy column heads.—

vFrequently, wordy column heads may be avoided by use of descriptive

spanners. The saving is likely to be particularly great where identi-
fication or descriptive problems demand that a given word or phrase
be repeated in each individual column head. (See par. 1252c.) Here,
the quasi-banner is useful. The following example assumes that the
stub also is in years, such as years of school completed. This makes
specific reference to age important in the boxhead.

 Ezample A~1. Column heads meaningless:

15 to 25 to
24 34

o

35to | 45to | s5to | 65to | 75to |85and
44 54 64 74 84

Under
Total 15  “over

274
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Ezample A-£, Column heads wordy:

Under | 15to 25to | 85to | 45t0 | &5to 65ta | 75to
15 24 34 4 54 64 74 84 85 and

Total || vears | years | years | years | years | years | years | vears | over
old old old old old old old old

Ezample A-3. Quasi-banner clarifies the picture:

Age (years) -

Total )
o 657£0 76to | 85and

Under | 15t0 | 25to | 35to | 45to | 865to
15 24 34 44 54 64 84 over

Sec. 12-G. The Undercut Spanner (1271-1272)

1271. Definition.—The undercut spanner is & spanner appearing on
the lowest level of box directly over, and spanning, two or more
columns. Since it appears below the individual column heads, it
breaks the column rules and separates the column captions from the
data which they describe. For this reason, it is generally undesirable.

Ezample A-1. With undercut spanner:

Receipts

P Motor- 4§
Trailers Total Registra-
ete. | "%%%fs’ receipts tion

Thousands of dollars &=

Ezample A~2. Undercut avoided:

Receipts (thousands

: of dollars) L]
Trailers, %Jg{:or- -
ote. yeles,
efc. | motal | Registra-

receipts tion

1272. Conditions of use.—The following brief discussion indicam?s
instances where use of the undercut spanner is justified s.md. Wh.ere it
is not justified. In general, its use should be confined to indication of

_presentation unit or unit of reference.

a. Justified use.—The undercut spanner is justified primarily where all of the

following conditions are present: . )
(1) The presentation unit for the given group of adjoining columns differs

from that used in the remainder of the table.

9TR
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(2) It cannot be included parenthetically within each of the individual

column heads concerned.

(3) There is no way to place it in an upper spanner in parentheses after the
spanner statement, or as a spanner head in itself.

(4) It is too long to appear in italic (letterpress), or in parentheses (if
typewriter), in each individual column just below the boxhead and above the
first, column entry.

(5) Specification in a headnote, as “Amounts are in thousands of dollars,”
is impracticable or undesirable.

b. Not justified.—Its use is not justified— -

(1) Where the unit-indicator is brief and can readily be repeated outside the
box and placed within the field at the head of each column where it belongs.

(2) Where other of the above-mentioned means of presentation can be
made to serve the purpose.

Erample A-1, Avoid if possible:

Value
- Wage Value of | added b
‘Number of| earners | V2 | products mmn.ma.cSr
Census year estab- (average ture
’ lishments for the
S year)

In thousands of dollars

T

Ezample A-2. Preferable:

Number Thbusands of dollars
Census year Wage Value
Bstablish- | ST | wa Value of | added by
ments for thge -wages products | manufac-
year) _ ture

216

_the conventional underscore for ““dashes’ or rules.

Chapter 13

‘ HORIZONTAL AND VERTICAL RULES (1301-1334)
Sec. 13—-A. General (1301-1302)

1301. Definitions.—The terms ‘horizontal rule” and “vertical
rule” as used here cover all types of continuous horizontal and vertical

lines appearing as part of the table.

1302. Terminology: ‘‘Dashes’’ versus ‘‘rules.”’—In typographical
language a rule is sometimes referred to as “dashes.” Thus, in the
G. P. O. Style Manual (revised edition, January 1945, p. 127) the
following statement appears: “152. Rules may be used in place of
dashes in a crowded table.”

Throughout this manual, the term “rule,” as in “horizontal rule”
or “vertical rule,” covers both ““dashes’” and “rules,” as used above.
The difference is a mechanical matter that does not directly affect the
table-designer. The following statement is for information purposes
only and does not affect the ensuing discussion.

a. “Dashes.”’—A close scrutiny of tabular rules in letterpressed (type-set)
publications of the Bureau of the Census will reveal that the horizontal rules are
not continuous, but are made up of tiny, closely-joined segments. These small
individual segments, set by machine, are the “‘dashes” referred to in the G. P. O.
Siyle Manual. **Rules” are frequently made up in this way since the dashes do no
require hand-insertion, and the deletion or repair of any part of such a “rule” can

be made without handling the entire line.

b. ““Rules.”’—Strictly speaking, a “‘rule’ is a long strip of metal with a pohshed
printing surface which must be cut to the proper length and inserted in the type
page by hand. For technical reasons, this true type of “rule” can be cast to occupy
less space than the “dashes,” hence it is used where the table is crowded.

¢. “Dashes’” versus ‘‘Jeaders.”’—‘Dashes” should not be confused with
“leaders.” The leader line is one in which the tiny dashes do not run together, but
are separated by white space. Therefore, the leader line, when printed, is a broken
line. In contrast, printed ‘“dashes’” form a continuous line looking like a rule.
The comparative effect is the same as if, on the typewriter, one were to use a row
of hyphens (lined up at the bottom of the line) for leaders (not recommended), and

The “‘dash segments,”’ shown
below have had spaces inserted between each to illustrate their structure.

TieaAOrS s emmamam Dash segments openedup ..

Rule strip Dashes closed to make rule,
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Sec. 13-B. The Horizontal Rule (1311-1316)

1311. General.—The term “horizontal rule” as used here covers
- all types of continuous horizontal lines appearing as part of the table.
1312. Types of horizontal rules.—Two types of horizontal rules are
used in Census tables: The single rule and the parallel (double) rule.
As the name implies, the single rule is composed of a single line.
The parallel (double) rule is composed of two parallel lines run closely
together, each of the same weight or heaviness as the single rule.
With the exceptions noted below, the table-designer need have no
concern with mechanical differences between rule practices in letter-
press (type-set) composition and in typewriter-offset.
a. Total rule versus boldface.—Letterpress and typewriter-offset différ

radically at this point. : . )
(1) Letterpress.—Group totals and grand totals are set in boldface type.

The single rule is used sparingly; the parallel rule is reserved for grand totals,
where used at all. ' ’

Ezample A-1:

All classes % 0| ‘2 5|

i 50 "5 151 20 10

17 4 3 1 9

8 1] 2 4

75 10 20 2 2

50 5 15 20 10

17 4 3 1 9

8 1 2 1 1

: 100 1 33 45 i
75 8 20 39 3

B 2 10 1 2

10 i 3 5 1

(2) Typewriter offset.—Since boldface is not available on the standard
typewriter, the single rule is used to set off group totals. Avoid hand-drafted
horizontal parallel rules in offset work; use the single rule instead and rely on
indent and spacing to carry the story. In all but rare instances the use of the
horizontal parallel rule is not essential. '

Hxample B: .

All classes........... 75 10 20 25 20
White....ovivieinneninnnnn.. 50 ‘ 5 , 15 20 10
L= -3 of 17 4 3 1 9
Other races................. 8 I 1 2 4 I 1

b. Offset space requirements.—The insertion of horizontal rules under totals
and subtotals necessarily increases the depth of the page. Also, it may make it
necessary to increase the space above the stub entry of the line that is under-
scored. Otherwise a subtotal may appear to be a subentry of the preceding group,
instead of a total for the following group, The following details are provided
for informational purposes. The reference to half-space refers to typewriters
equipped for half-rachet turns, an extremely useful device in statistical typing.

21Q
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(1) Single rule.—No more than one-half typewriter line of space is needed
for the rule. However, one full space (line) should be left open above-the sub-
total or total line. If one line is left open below for the single total-rule, then
one and one-half lines, preferably two lines, should be left free above the total
line. Furthermore, the underscore rule should be placed up under the entries
underscored; it should not be placed midway in the space left for it. (See
par., 1313e.)

Ezample C-1. Desirable spac- Efﬁgzplc C-2. Acceptable spac-  Erample C-8. Bad spacing: ~
gt .

L I I * * % % * ® 5 %

Other races...... 2 Other races...... 2 Other races...... 2
A1l classes....| 75 - All classes....| 75 All classes....| 75
50 White..oovivv s 50

20 Nogreriiiiiiiiii 89 Merollllllllll 20

5 Other races. ... .. 5 Other races...... 5

{(2) Parallel rule.—As indicated above, avoid horizontal parallel rules in
offset work. Where used, one full typewriter line of space should be allotted.
This means at least one and one-half, preferably two, lines should be left blank.
above the total line.

Ezample D-1. Desirablespacing:  Ezample D-2. Acceptable spac-  Ezample D-3. Incorrect spac-
; ing:

* he “ “ N ® & % % mg: * LI I
Other races...... 2 Other races...... 2 Other races...... 2
All classes...., 75
ALl classes....|_T75 All classes....| 75 ]
White............ 50 N
Nogro..iiiiiiiii| 8 Negrolilililiilll 20 Regreooiiiiiiiil 88
Other races...... Other races...... 5

1313. The single rule: Function and purpese.—The single hori-
zontal rule is used for four distinctive purposes in letterpress. In
offset, it serves the same four purposes plus one additional purpose.
These purposes are listed and illustrated below with a statement, in
each case, of the horizontal extension limits of the rules. Since
various rules are shown in the illustrations, an arrow (=) points
to the rule under discussion in each example.

a. Bottom rule of boxhead.—Runs full width of table. Sets off boxhead from
remainder of table.

Brample A:
All classes ‘White
Cities -
Male Female Male | Female
s

Anderson. ...
Ashton. .oeo oo

* % K &

(1) With tracer numbers.—Extension of rule to cover fracer columns
depends on presence or absence of entry in column box. If the tracer-column
box is left blank, the bottom rule of boxhead does not cover the column. If
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an entry (“Line No.”) appears, extend the bottom rule of the boxhead clear
across. Examples below show a left-hand tracer column only; identical treat-
ment is applicable for the right-hand tracer column.

Example B-1. No entry in tracer box: Ezample B-2. Eniry in tracer box:

Cities i .
- Iﬁlgf Cities
1| Anderson.._.._. e . «
2| Ashton._.....______ 1| Anderson.......__.
x & % 2| Ashton___....__....
. : . . * k% ¥

b. End or bottom rule of table—Runs full width of table. It designates the
end of the table, reading downward; that is, the end of the stub, not the end of
the box. It is not used to indicate the bottom of the page, as such. (For de-
tailed discussion of the proper use of this rule, see par, 1316, below.) - Indention
of the final stub caption, and the presence or absence of tracer columns, has no
effect on extension of the bottom rule to full table width.

FEzample C-1: ‘ ) Ezample C-8:
¥ ok ¥ %
65
i &
23 58 Oregon._._ 23
2 59 California 2
=3 ) - “«

c. Terminal rule for additive sections.—Runs width of field only; does not run
through stub. Its use is optional. (See par. 1814b, below, for examples and for
discussion of use of parallel rule to set off additive grand total blocks.

d. Upper and lower rules of field spanners.—Runs width of field only; does not
run through the stub since stub box is not repeated. Field spanners are a part of
the field, but their presence necessarily affects stub spacing.

Eramiple D:

% %k ¥ ok

Other rageS... oooeemom oo 9 3 4 ' 2

New York Oity | Broux Borough

80 65 32 21
50 40 20 15
Negro._. 25 23 10 ]
Other races... 5 2 2 1

e. Offset only: Total and subtoetal rule.—Runs width of field only; does not run
through the stub. It is used to distinguish additive totals in offset as a substitute
for boldface in letterpress (type set). (In letterpress, when boldface is used for
additive total captions and their field entries, no total rule is ordinarily used except
for grand totals or aggregates which represent summation of major group totals.
These sometimes require use of both boldface and a total rule to set them off
sufficiently.)

220

sec. 13-B THE HORIZONTAL RULE PAR. 1313

Ezample E-1. Subentries add to total:

OtROr TACES . s tvrueensanernssoscsossarsssssssssonanss 7 4 2
A1l ClASSES. . v it rnrirnssnrassneasanssasssvnns 100 36 19

' &
WHIitO v vverunensvansssrensnssnsnsnassasasasosanossns 75 25 10
NOETO vt vnenveanasseanasosnsrsnansesensasnsannssoaasons 20 9 7
2 2

Ezample E-8. Right—subentries add except for missing component explained in footnote:

All BEES 1.iurnunuseonsorsonssssassassscssnsnan 100 28 25

- <=
UNAer 45 JOATrS. . vveeirvoatnassanssassnsssraassnnnss 75 20 15
45 years and OVer..svvsssassssses [ 20 5 8
1 ITncludes age not reported, not shown separately.
 Evample E-8. Wrong (subentries do not add to total):
Fillmore County, all agéS....ceeesesasrnracas 100 28 25
55 14 7

21 years and OVeIl'sieaeeissenssaaroassrssaronsssnssns

Note: The offset total rule should not be used excessively. Where the stub is
composed of many 2-, 3-, and 4-line classifications, the insertion of many total
rules may detract from the clarity of the presentation, rather than add to it.
Here again, common sense must be enlisted. A table that is a maze of horizontal
rules rarely reflects sound presentation. The same rule applies to excessive use of
boldface lines in letterpress, particularly to the combined use of boldface and the

total rule.

1314. The parallel rule: Function and purpose.—The parallel
(double) rule may be used for four purposes, both in letterpress and
typewriter-offset. However, its use in offset should be avoided where
possible because of the tendency to allow excessive space between
component lines of the rule.

Where used in offset, the rules should be drafted with fine lines and
the space between held to about twice the width of the line. A full
typewriter, or half typewriter, space between the component rules is
too much, even allowing for the tendency to fill when reduced. The
parallel horizontal rule is not intended to frame the space left for it;
neither does it represent two single rules in succession. It is a double
rule, intended as a unit, and should be drafted accordingly. Where
used to set off important total entries (and space permits), it should be
placed up under those entries; that is, closer to the entries to which it
relates than to the line below to which it does not relate.

a. Top rule of boxhead.—Runs full width of table, including tracer columus.
Tt is used at the top of the boxhead, whether the boxhead is at the top of the table-
page, or is the boxhead of a second or following deck, In the examples, an

arrow (—) points to the rule being discussed.
(1) Divide tables.—In a “divide” table, the entire boxhead is repeated at

intervals down the page, once for ;'ea.ch deck. Here the parallel rule is used
above each such boxhead. (The “total rules” have been omitted as not pertinent

to the example.)
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: ¢ 4 AND VEETICAL RULES sec. 13-B sec. 13-B THE HORIZONTAL RULE PAR. 1314
Ezample A. Right (divide table, entire boxhead re
. 1 eated): . ope } .
T ! peated) b. Terminal rule for additive total block.—Sometimes used, but not recom-
4BLE 8.—ForeIen-BorN Wairs, BY CounTrY , mended. Extends width of field only. This rule indicates the termination of a
orF BIRTH. ....___ : total section which represents the summation of corresponding lines in the sub-
= - . & ordinate sections. (The subordinate sections are each terminated with a single
The State Urban E rule if the additive total section carries a parallel terminal rule.)
Country of birth -
Total || Male |{Female|| Total || Male | Female Ezample C: Example D. Not recommended:
- - - - United States. .......- THE STATE
countries_.__._._ England.-_.
England Miadle S taniie, All ages..... 325 807 40
) %1 a7 East North Centr:
. Scotlan West North Central__ Under 45 years..... 195 & 25
Azores - South Atlantic....... 45 and OVer-eaae--- 130 26 15 -
""" - East South Central...
Allother—............___ West South Central. . URBAN
» - O — Alloges......... a0| 8|
Rural-nonfarm Ruralfarm ’ . = Under 45 years. ... 120 40 15
Country of birth New %’ﬁ;ﬁ‘?'_ _____________ 45 and over.......-. 8| 1 10
-+ | Total || Male |Female| Total || Male | Female : \I}ng;';lgl?_pih_jf" RURAL <
Massachusetts. -
All counfrios.. ... o All ages..ooooo- 125( 35 15 -
Under 45 years..--. 75 20 10
England_ ... ... ...
e . ‘ . 45and OVer--ooo-. 50| 15 5
* & % .
ﬂfﬁ}s}&;::_‘_‘_‘:_‘_‘_‘_’: A Note: The above usage is not recommended because (1) it rarely signals a fact
not readily ascertainable by a glance at the stub centered heads or total captions,
and (2) it clouds the more essential use of h’orizonltal ps.rf.llel rules to set off one
g ey Y . s ) table section from another, as described in par. 1314e, below.
(2) Tables with field spanners.—Since the entire boxhead is not repeated, ’ ’
neither is the stub box. The parallel top rule is not repeated and the single e. To set off one table section from another.—Runs full width of field only.
rules employed at top and bottom of field spanners are not carried across the This use of the parallel rule is easily abused. In general, it is well nof to use the
_stub. (See also par. 1313d, above.) The “total rules” have been omitted as parallel rule in this way unless one of the listed situations exists. In particular,
not pertinent to the example. omit it if the conditions of use will require its appearance after every block in the
. stub.
E‘zaﬁmﬁlle B. Right‘ as shown here; use of parallel above lower field spanner would be wrong (table with (l) To set off comparaliv ely unrelated sections.—«]itvis S'Qme’ﬁl'mes desir-
- eld spanvers): able to include in a stub a section which, in terms of classification, is compara-
Oowntry of birth Total Ml Fomala | . ) ' tively unrelated to the rest of the stub. Usually such a section is placed at the
ale emale ; Total || Male | Female end of the table and may be set off by parallel rules.
‘The State Urban Ezample E. Assume in the following that the stub is comprised of three sections of housing data, fol-
Jowed by one section (at the end) of basic population figures. The. example shows only the last
two sections of the stub. .
All conntries ... _._ . _. trr
England.. ..o VALUE OF HOME
Scotland.._.. oo ;
. . All owner-occupied units. ....cooo--.
® N & X
Allother. . .o oo Number reporting value ......o.o-eeuea
Rural-nonfarm Rursl-farm
$1,000 and over..
Alf countries___....__.._. ] (0] -
TION
R POPULATI ’
4 Scotland.ceee oo : Al oceupants....ooccccmeenn e
‘:!“J K & kK . . WIS - - oo e m .
i Allother. . .oooooeemomaes Nonwhite.-..-.1 1T
” g - . ) Under 15 years old..
16 to 44 yearsold ...
45 years 01d and OVer e caoeeooceaae
Single. - ——
MAITIEA - - oo m e m e

3092
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P
t(i) To group closely related blocks.—If, in a given table; one group of Ezample G-1: Erample G- :
slu 1blocks is more closely related than are the remaining blocks, the more All dwelling units. ........ All dwelling URits. .- .
:u‘;:: ¥ rTeli?:icsl fliOCkg may vbfe tsﬁzt off in a special section by means of parallel By type ofsiructue: TYPE OF STRUCTURE
- e obverse of the case cited above. This usage should be re- Iamily detached
3 : 1-family attached.. 1-family detached.....-
stricted closely, OPBETwoem e 16?1111133 attached .
. (<) IO PR
Erample F. Stub blocks have been condensed for purposes of the example: By 3’83’?5’. Bju.ﬁ)izo __________ YEAR BUILT
1930 to 1934- 1988 to 1040
1930 to 1934-.

TYPE OF STRUCTURE
All dwelling undts.cooce oo oo .

YEAR BUILT

All dwelling units_.. ...

21035 60 1040 _ —— oo
1930 to 1934 LT TITTTTTT

; RACE OF OCCUPANTS
Occupied wnits . ool

WHhIEO_ el
Nonwhite..-._ S

PERSONS PER ROOM

Oceupied unitS_ . o cioceunii sl

"1 POTSON - i e e mma e
2 persons...... - o
30 TNOTE POrSONS . oo cecem oo emen

GROSS RENT

FURNITURE IN RENT

Tenant-occupied units. ... oo ._

] (3) To make clear that successive blocks of data each add to « total
ll.ne shown only once.—Where a given universe is repeatedly classified in
different ways (see each section in above example), it sometimes is undesirable
to repeat the identical total line at the top of each block. Two solutions are
common: »

Where no subtotal rules appear—If no other total or subtotal rules appear in
the stub, the insertion of a total rule under the entries for the several universe
t‘ota,l—lines will sectionalize the page sufficiently. (See example G-1.) Colon
?mes or centered heads usually appear above éach minor grouping. However,
if colon lines or centered heads are used, the single presentation of the universe:
f;otal should appear above the colon line or head of the first block, not as an
integral part-of it. (See example G-2.) ' S

224

" rules (for the universe 1

All ocenpied units. ...

RACE OF OCCUPANTS

White o oo ceme e memaemnn
Nonwhit
PERSONS PER R
Tenant-occupied unijts.... SONS PER ROOM
e 1 DOTSOD. - m e m
By gross rent: PRAS o JR——
3 or more persons
% k * ¥

Under $14. oo cmeemaen
* * X

*

Where other subtotal rules appear.—Here, the effect of inserting more total
otals) will be negligible since the eye will not select
them readily from the other total rules. The simplest solution is to introduce
each subblock either with a colon line (“By . . ") or with a centered
head, and sectionalize by use of the parallel rule between the two sections.

Frzample H-8. Without parellel rules—unde-

Ezomple -1, With parallel rules: a
. . sirable:
All dwelling units ... ;
: ; All dwelling units .- .
OCCUPANCY STATUS
GCCUPANCY STATUS

Owner occupied o ooceroonaens A

Tenant occupied- .- : Owner oceupied. oo omeeomemnnen
Tenant occupied

Vacant, for sale or rent. .
Vacant, not for sale or ren Vacant, for sale orrent. . —.coeo-nv .
Vacant, not for salsorrent._._._._.

STATE OF REPAIR g :
S STATE OF REPAIR

Needing major repairs. . i .
Not needing major repa. . Needing major repairs. . -..ccceenm-
Not reporting Not needing major repairs. .
B Not 16porting - - oeocemmmsiommamaaan
NUMBER OF PERSONS ) )
NUMBER OF PERSONS-

All occupied unitg. oo
All eccupied anits.. o .-

1 POTSOIL e )

2 PersonS. - eee----

3 or more persons

1 person
2 Persons._ _ ...
3 Or more PersonsS.-...--

Tenant-occupied units ..

. - Tenant-occupied units.

1 person.

2 persons. ...
3 or more Ders

(== i

1 person...
2 persons-.-
3 or more per:

Vacant units, for sale or Vacant units, for sale or rent.

f0:3 11 S,
— D 3 A
ORDINARY OR SEASONAL ORDINARY OR SEASONAL
OTAIOALY - o mmm mom e im OFAIDETY - oo mmem e e
BEASONAT oo e mmmmn 8088008l - oecm e o
TYPE OF STRUCTURE TYPE OF STRUCTURE
1-family detached. . ceeecmnoeav 1-family detached. . . -oomenememenam
1-family attached.

1-family attached -
Oth (0] 71T R
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£

d, Grand-total or aggregate rule.—Runs width of field only; does not extend

into stub. Usually, this rule distinguishes a grand-total or aggregate line which

represents a summsation of additive group-total lines which, in turn, are distin-

guished by single total-rules.
(1) Use restricted.—In general, this rule should be avoided in offset.

It is recommended only where the aggregate is of unusual significance, or is not
commonly shown; or where the use of the single total-rule may reasonably result
in misunderstanding of total and subtotal interrelationship.
Erample J.-‘
Aggregate ... . . .. .....
Continental United States.......... «
Territory in 1790 e e e e

Louisiana Purchase.....o.._.....__..._
Florida. .

* * % %
" Territories and possessions_.._.__...

1315. End or bottom rule of table: General.—Problems concern-
ing placement of the end or bottom rule of the table are largely con-
fined to situations in which the purpose or significance of the end rule
is misunderstood.

Definition.—The end or bottom rule of the table is a horizontal
single (hairline) rule placed at the bottom end of the table and ex-
tending across the full width of the table-page.

a. The end rule is more properly called the ‘“bottom rule.” It denotes the
end of the table reading downward, the bottom end; not the end of the table read-
ing across, the right-hand end or edge. That is, it indicates the end of the stub
presentation for the categories shown in the boxhead on the given page.

b. Repetition of stub caused ezclusively by additional boxhead classifications
requires insertion of the end.rule upon completion of each such repetition.

¢. “Repetition” of stub under different center heads which appear of the top of,
or within, the stub does not require insertion of the end rule at the end of each such

“repetition,” since the repetition is not complete.

d. In divide tables, where the stub is so short that the boxhead is continued
in decks on the same page, the same principle applies. However, the parallel
top rule of the repeated box for the deck below makes the end rule unnecessary
except for the last deck on the page. Of course, if the last deck is incomplete
(carried over to the next page) the end rule is not shown until the end of that deck.

1316. End or bottom rule of table: Specific—The following
examples will clarify the above general discussion. (They are illus-
trated in fig. 20.) Note that the distinction between “‘bottom end”
and “right-hand end or edge” is academic as long as the classifications
shown in the boxhead can be presented in one page or less.

a. Single-page or partial-page tables.—FEnd rule will appear at the bottom of the
table page. (See fig. 20, examples A-1 to A-3, inclusive.)
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Freurs 20.—PracemunT oF Borrom RuLe (See par. 1316)
Group A. Single-page or partial-page tables
Example A-1. Narrow table:

Age : Total || Male | Female

-3

Ezample A-2.1 Half-measure table:

Age Total || Male | Female Age Total || Male | Female

1 Tn any fractional-measure table, if the end rule belongs at the ‘bottom of the last partial-measure shown

_on the page, it is extended across the entire table.

Ezomple A-8. Narrow-divide table:

Age Total || White | Negro

Indian | Chinese | Other

D97
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Fiaurxg 20.—P£ACEMENT oF Borrom Rure (See par. 1316)—Con.
Group B. 1-page box, multipage stub ?

Ezample B—1, Continuing stub:
(P. 1 of 2 pp.) (P. 2 of 2 pp.)

Age Total || Male | Female Age Total || Male | Female

Y
Ezample B-2. Continuing stub with changing center heads:
(P. 10of 2 pp.) (P. 2 0of 2 pp.)
Age Total | Male | Female Age Total || Male | Female
WHITE NONWHITE
Allages_____._.

Under 5.
5tol4._
15t024_._
25 and ove;

1 The expression “I-page box”’ means that after the first page the entire box is repeated without change,
spanner-heads and all. The term “multipage stub” means that the stub entries differ from page to page,
even though the sole difference lies in variation of a center head at the top of the stub on each page.

Group C. 1-page stub, multipage box!

FErample C-1. Continuing box:
(P. 1 of 2 pp.) ‘ (P. 2 of 2 pp.)

‘White Age Indian | Chinese; Other

]

Age Total Negro

=5
Ezample C-2. Continuing box with changing banner head:
(P. 1 of 2 pp.) (P. 2 of 2 pp.)
‘White Negro
Age Age -
Total || Male | Female Total || Male | Female
All ages__.__. Allages__._____
Under 5. Under §_cccmveceaee-
5tol4 .
16 to 24_.
25and over._....._..
Y

1 By * apage stub’’ is meant that after the first page, the entire stub is repeated without change, center
heads and all. By “multipage box’’ is meant that the box entries differ from page to page, even though
the sole difference lies in variation of a spanner extending across the entire boxhead on each successive page.
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Fieure 20.—Pracement or Borrom RuLe (See par. 1316)—Con.

Group D. Multipage stub, multipage box !

Ezample D-1. Stub completed first for each page of box:
(P. 1 of 4 pp.) (P. 2 of 4 pp.)
Age Total || White | Negro

Age Total {| White | Negro

(P. 3 of 4.pp.) (P. 4 of 4 pp.)

Age Indian | Chinese | Other Age Indian | Chinese | Other .

All ages..._

Ezample D-2. Box completed first for each page of stub:

(P. 1 of 4 pp.) " (P. 2 of 4 pp.)
Age Total [| White | Negro Age &Iix;;l ](llehslé Other
A L ]
1 ages All ages_........

(P. 8 of 4 pp.)

Age Total || White | Negro Age ti[ixal,;l g&i& ‘Other

Y
1For definitions, see footnotes to groups B and C.
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In any fractional-measure table, if the end rule belongs at the bottom of the
last partial-measure shown on the page, it is extended across the entire table.

b. One-page box, multipage stub.—End rule will appear only on the last page
of the table since that ends the stub. (See fig. 20, examples B-1 and B-2.)

The expression “I-page box’ means that after the first page the entire box is
repeated without change, spanner heads and all. The term “multipage stub”
means that the stub differs from page to page, even though the sole difference lies
in variation of a center head at the top of the stub on each page.

¢. One-page stub, multipage box.—End rule will appear at the bottom of
every page since the stub presentation is completed at the bottom of each page.

(See fig. 20, examples C-1 and C-2.)
By ““1-page stub” is meant that after the first page, the entire stub is repeated

without change, center heads and all. By “multipage box” is meant that the
box entries differ from page to page, even though the sole difference lies in variation
of a spanner extending across the entire boxhead on each successive page.

Note: Comparison of examples B-2 and C-2 brings out the arbitrary nature
of the basic rule, since the presence of the end rule at bottom of page 1 is made

dependent on the location of the caption specifying color.
d. Multipage stub, multipage box.—The end rule will appear at the bottom

of as many pages as there are distinctly different pages of boxhead. The location
of the pages which require the end rule depends upon whether the stub is completed
in successive pages before continuation of the box, or contrariwise.

(1) Stub completed for each page of box.—End rule appears at periodic
intervals. Thus, with a 4-page table with two pages of stub and two pages of
box, every second page will show the end rule if the stub is completed for the
first page of box before any portion is shown for the second page of box. The
end rule will appear on two pages in all. (See fig. 20, example D-1.)

(2) Box completed for each page of stub.—End rule appears on each of
the last group of pages. Assuming again a table with two pages of stub and
two pages of box, the end rule will appear at the bottom of each of the:last
two pages of the 4-page table if the entire box is completed on successive pages
for the first page of stub before any portion of the box is shown for the second

page of stub. (See fig. 20, example D-2.)
Sec. 13-C. The Vertical Rule (1321-1334)

1321: General.—The term ‘‘vertical rule” as used here covers all
types of continuous vertical lines appearing as part of the table.

In both letterpress and typewriter-offset work the same general
types of vertical rules are used. In letterpress, they are part of the
typographical composition. In offset, they are normally drafted by
hand to imitate the appearance of their letterpress counterparts. -

1322. Types and weights of vertical rules.—Differences between
vertical rules in letterpress and offset work are a matter of mechanical
limitations. Letterpress usage is basic. Rules drafted on offset
tables, and those preprinted on large table forms on which the data
are to be filled by the typewriter, should be so planned that when
reduced for printing they will duplicate the appearance of the rules
used in ordinary letterpress work.
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a. Single rule.—Used in three weights,! as follows:

(1) Hairline.—The standard column rule, This is the lightest weight of
rule available. :

(2) Medium weight.—Typified in letterpress by a rule 3% point (4e’’) wide
when printed. Primarily, it is used to set off independent (nonadditive)
panels of columns. In the process, it improves the vertical legibility of the
table.

(8) Bold, or heavy weight.—Typified by the 1-point (¥2'’) or 1% point
(Y4g’’) rule in letterpress work. It is used infrequently by the Bureau of the
Census because of its excessive boldness.

b. Parallel rule.—A double rule composed of two rules running in parallel as
a single rule-unit. As used in this manual, “parallel” always refers to the double
hairline rule. The parallel rule is never used by the Bureau of the Census in
medium or heavy weight except when preprinting standard-table forms which
will be reduced for publication. (See par. 1323b, below.) Normally, the parallel
rule is used to set off additive totals, to precede stub continuations in fractional-
measure tables, and, rarely, to set off independent sections of the table.

Ezample A. Comparison of types and weights of rules employed:

[Al rules single hairline unless otherwise specified. ““P”’ denotes parallel rule; single rules other than
- hairline are denoted by: “M,’” medium; and “B,” boldface]

Panel 1 Panel 2 Panel 3
Stub head ; . Components Non- . Components
Agfivd" P addi- | Aver- |Percent At%d;
BiaA] tive | ‘age |oftotal | ;73
° X | Y | 2| total XY |z
P B M B P

Nore.—In the above example, the 114 point boldface rule has been used as a panel separator in order to
iltustrate its comparative weight, In practice, the medium rule would be used to separate the panels as

well as to set off the nonadditive fotal.

1323. Technical specification for rules.—Following s&re quasi-
technical specifications for vertical rules. These are shown here as
a matter of information. In practice, the table-designer is not ex-
pected to indicate such technical detail. The use of the initials
“«p “H,” “M,” and “B” (parallel, hairline, medium, and bold)
will cover all cases where rule specification is essential as a part of
table design. Rules are always set as single hairline unless otherwise
specified.

Note: In Bureau of Census work, do not use the above initials, or the general

terms “medium” or “‘bold” in marking copy for the Government Printing Office.
The printer must have a kind of technical description best supplied by the office

of the Printing Section.

1 ATl references to letterpress (type set) rules as 1 point, 2 point, ete., signify width of the printing surface
of the rule; that is, the line width or thickness as printed, disregarding varying absorption capacities of
different printing papers. They do nof refer to the thickness of the “body” or base of the rule. Thus,
both hairline and 1-point rule are cast on 1-point, 2-point, 4-point, and 6-point bodies. To refer to g hairline
rule east on a 2-point body as a “2-point rule” is incorrect and misleading, The term ““2-point rule” slways

means a rule with & 2-point printing face, regardless of the body on which it is cast.
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a. Letterpress:
(1) Hairline: Single hair or hairline.
(2) Medium: % point.
(8) Bold: 1 point or 1% point. -
(4) Parallel: Parallel hairline.
b. Offset: Preprinted forms.—This refers to standard page or table forms pre-
pared double-size in which the cell entries are added by the typewriter. Specifi-
cations here assume a 50-percent reduction before the report is reproduced.

(1) Hairline: Substitute 3% point.

(2) Medium: Substitute 14 point.

(8) Bold: Substitute 2 point (avoid this; it is very black when reproduced in
spite of the reduction).

(4) Parallel: Substitute parallel ¥ point.

¢, Offset: Drafted rules.—This refers to all rules drafted by hand. Specifica-
tions shown assume a 50-percent reduction before reproduction. In each case,
imitate the printed rules on standard offset tables as closely as possible. As a
practical matter, it is well to err by making the rule lghter, rather than heavier,
than its letterpress counterpart.

(1) Hairline: Duplicate % point as closely as possible (lighter, rather than
heavier). i

(2) Medium: Duplicate 1% point as closely as possible.

(8) Bold: Duplicate 2 point as closely as possible (avoid).

(4) Parallel: Duplicate parallel % point as closely as possible but, draft the
rules Jighter, rather than heavier, than % point. In particular, do not
draft the component lines too far apart., The vertical parallel rule is not
intended to frame the space left for it.

1324. Space requirements: General.—Because of typewriter limi-
tations, the space required for vertical rules tends to be greater in
offset than in letterpress. However, the table-designer is not affected
unless he is planning a tight table in letterpress. Even then he would be
well advised to assume full normal spacing unless he is technically
qualified to determine exactly how much space each part of the table
will occupy typographically, not merely the vertical rules. The follow-

ing specifications are rule-of-thumb.

a. Letterpress.—Allow 1 digit space (3 points in tables set in 6 point) for each
vertical rule. Normally, allow also 1 digit space on either side of the eolumn rule
for normal “bear-off.””? Where necessary, in a tight table, the bear-off may be
eliminated, However, elimination of the bear-off (which means running figures
against the rules with no space between) may result in the last (or first) digit
being printed imperfectly or not at all. In any case, the table-designer should
always allow 3 points (1 digit space) for each column rule whether it be light,
medium, or bold single rule, or parallel rule.?

8 “Bear-off”’ refers to the white space left between the column rule and the maximum cell entry.

3 Technically each hairline rule will ocoupy 2 points of space; each medium or bold single rule, and each
parallel rule, will occupy 4 points of space. 'The rule-of-thumb given above will work successfully, there~
fore, in all tables where at least 50 percent of the rules are hairline. Few Bureau of Oensus tables are ontside
this class. Caloulation of space allotment to ezxact technical limits should be left to the Printing Expert,

He will take a/l typographical features of the table inte account,

sec. 13-C THE VERTICAL RULE Par. 1324

b. Typevwriter offset.—Here, the space limitation tends to be absolute since the
horizontal spacing of the typewriter is involved. Every vertical rule, without
exception, must be allotted at least one full typewriter space. This is true irre-
spective of amount of reduction planned.

An additional typewriter space should be allowed on either s1de for bear-off,2
particularly in preprinted standard table forms. Otherwise, it may be extremely
difficult for the fill-in typist to keep the columns of figures from touching the
printed vertical rules as she progresses down the page.

1325. Allocation of white space to stub and columns.—A common
and undesirable practice is to allow normal bear-off (white space
between maximum entry and vertical rule) in each column and, if
space is left over, to throw it into the stub in the form of leaders. '

a. Stub leaders waste space.—This practice is objectionable for several reasons.
First, it results, particularly when columns are narrow, in an overwhelmingly
vertical effect caused by the multiplicity of vertical rules extending from top to
bottom, unrelieved by white space. This makes it difficult for the eye to follow
a line horizontally across the page. Second, the over-abundance of leaders in
the stub makes it hard for the eye to follow across to the erowded field.

b. Preferred practice.—Allocate to the stub enough space to make possible two
leader dots after the longest line, where the longest line is not more than one-half
as much longer than the average line. (If it is longer, overrun it.) Allocate the
remaining ‘“‘extra space” to the columns. First make sure each total and subtotal
column is at least as wide as its widest component column. Then even out the
width of the component columns until each has at least two spaces clear on either
side of each column rule. Only then return to the stub and assign extra space to
it in the form of additional leaders., Where the stub leaders still run to more than
two or three times the longest stub line, assign more space to the columns.

¢. Example of unnecessary crowding.—The examples shown in figure 21
illustrate a “before’” and “‘after’ effect of this general principle.

Exzample A-1 shows the effect of insufficient white space in the columns
coupled with the corresponding type of error in the stub—Ilack of reader breaks.

Ezample A-2 shows both errors as corrected in final proof. The minute
additional space in the columns makes a decided difference in legibility. Also,
it makes it possible to run the column heads across, not up.

1326. The hairline or lightface rule.—This discussion covers tha
use of the hairline rule in letterpress and its corresponding rule

(% point) in offset planned for 50-percent reduction.
The hairline rule is the standard tabular rule, used where no other

type or weight of rule is specified.

a. As a column rule.—Hairline is normally used at the right of the stub, and at
the right of all columns which are not total columns or panel-ending columns,
However, no vertical rule appears after the last column on any table-page, unless
it is followed by a tracer or code column. Exception: The last column on the
left-hand page of a parallel table invariably carries a hairline column rule. Note,

2 “Bear-oft’ ? refers to the white space left between the column rule and the cell entries.
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rie. 21 _ HORIZONTAL AND VERTICAL RULES src. 13-C

Tieure 21.—ALrocatioN oF WaiTE SPACE TO TABLES
(See par. 1325) '

Ezample A-1. No white space in columns; no reader breaks in"stub:

R o
. s =1
Station : Hlgl B8kl w|BlslE]8

J(8l3|8l8 Bl2lslg58]4
£m5<25&4$ozn4
Alabama. .ooooocoaan 5154, 7159, 766. 8|74, 4(80. 381. 4/81. 0{78. 1(69. 3/58. 6/52. 2!76. 3
|51, 6/57. 8/65. 3/73. 4/79. 6(81. 7(80. 8{76. 3/66. 5(55. 8(49. 4/65. 6
Arizong. ..o 51. 2|55, 1/60. 7/67.0]75. 0|84, 5/89. 8/88. 5/82. 770, 6/59. 7152, 0/69. 7
Arkansas. 41, 4144, 0!53. 0|62, 1{70. 377. 480. 9|79. 874 1163, 6|52, 144. 2/62.0
California 45, 5150. 354, 4(60, 2|67, 275.7(81. 3{79. 5{72. 0|62. 3|52. 4|45: 1162. 2
Los Angeles.... 54. 655, 5157 559, 4/62. 2/66. 4/70. 2(71. 1|69. 0|65. 360. 8/56. 6,62. 4

San Francisco- 49, 9|52, 2| 54. 2|55, 0|56. 8|58, 5(58. 5/59. 1/60. 9]60..5(56. 8/51. 3|56, 1
Colorad0. . .ceceoaanae Denver- ... 29. 8132, 7/39. 3|47, 1/56. 2166. 3)72. 2|70. 7|62. 9|51. 2|39. 8/32. 3/50. 0
Dist. of Col.cmmeenm- ‘Washington. 23, 4|35, 3|42, 6(53. 3|63. 7|72. 2{76. 8{75. 0|68. 1157. 4|45. 236. 6/55. 0
Florida. i 55, 4|58, 0|62. 6/68. 7|75.0{79. 982. 1/81. 7{78: 3171, 1/62. 256. 3/69. 3
86.5|67. 1170, 2(72. 8{76. 4/80. 0/81. 0[81. 4(80. 1|77, 0|71. 8/68. 0{75. 4
Georgia 49, 645, 3|52, 0/61. 0/69. 9{76. 0]78.1|77. 0/72. 4{63. 0[52. 1/44. 7|61, 2
Idaho----- 29, 8134. 8142, 7| 50. 4]57. 1{65. 3|72. 9|71, 8]61, 9/51. 1{41. 0132.1/50. 9
linois. -~ 93. 7126. 3|35, 3(46. 9|57. 5(67. 3{72. 5i71. 6|65, 2|54. 040. 1/28. 849. 1
Indiana.. 28.:4/31. 1[40, 0(52. 1/62. 9{71. 6|75. 7|73. 7(66. 9|56. 7(42. 3{82. 2{52. 7
Towa..-—- 90. 1|23, 7135. 9/50. 1/61. 3[70. 6/75. 4/73. 1|65, 6{53. 438. 4(26. 0]49. 5
EKansas. ... 31,3184, 4|45, 1|56, 4|65 1|74, 4)79. 4/78. 370. 6|58, 6]44. 8|34, 6/56. 1
Kentueky 34. 4137, 2145, 4|56, 4|66. 6{74. 7|78. 6177, 0]70. 5,59. 8146..7)37. 6/57. 0
Louisiana 54. 2(57. 3|62, 8(68. 8{75. 480. 6/82. 4|82, 2(79.2|71. 0{61. 6/55. 6/69. 3
aine. .. 20.-4|21. 5|28, 0(39. 0[47. 7|55. 1|60, 4{60.7|55. 8/47.5(36.726. 3|41 7
Massachusetts- 27. 0|28, 8/35. 646. 4/57. 1/66. 5|71 7|69, 9(63. 2|53. 6/42. 0]32. 5140. 6
Michigan 54, 4105, 3133 4|46, 2/58.0|67. 4/72. 1|70. 3|63, 5152. 5/39. 8/129. 3/48. 5
. 13.3(12. 6|21. 6{37. 4|49, 0/58. 6/63. 8|62, 1|55. 544. 6/32..0120. 5/39. 2
Minnesota. 19, 7115, 9129, 8|26, 4]57. 7]67. 5/72. 3(69. 9[61.4/48. 9132, 4119, 6/44. 5
Mississippi. - 48, 2|51, 8/58. 5/65. 6[72.-9|79. 0(81. 3/80. 8{76. 3|66, 7|56. 6/50. 0,65. 6
MiSSOUTT - e ccmcomn 28, 2/31. 242, 7)54. 8)64. 8(73. 6/78. 1]76. 6|68, 9]67..7|43, 7/32. 564, 4
31. 1|34, 8144, 1|56, 1{67. 0|75. 0|78. 8)77. 5|70. 5)58. 8145. 4134.9)65. 2

50, 2/23.0132. 4143. 551. 659. 2{65. 7|65. 0156, 6{44,0[32. 2124, 2143, 3

17.1]10, 4|31, 8[47. 0|66. 9|66. 974. 3{71. 7|60, 448, 0]383. 6/22. 846. 9

22. 0|26, 6/36. 6/48. 6/58. 7/67. 5/72. 9|70. 8/62. 1{40. 7|36.6(26. 7|48.3

....... 219125, 5/37. 0|51 2{62. 4171 6176. 7|74 466. 8/54, 8|38, 5/26. 4/50. 8
98. 6/33. 5|40. 0{46. 7|53. 9162. 870. 6169. 3159, 2/48. 3/38. 4/30. 0/48. 4

29 5(33. 6/38. 647.8158. 1/66. 6(72..1|72. 5/66. 8)56. 9145. 6/36. 4152. 3

34, 1/40. 5|45, 9] 54. 0/63. 3|72. 6{76. 7|73. 9|67. 9|56. 6(43, 3/34. 5155.

______ 93.1|24.1(32. 746 8|59. 3|68. 0[72: 6/70. 8/63. 1/52.1(39. 3/28. 5/48. 4

_______ 30. 0{31. 3|37. 7)49. 460. 6)68. 8|73. 8/73..1166, 8)56. 844, 2135.052. 3

RocheSter- o omuemeeonae 4. 8|24, 6131, 8|44. 0/57. 1]66. 1{70. 7|69, 2|62. 4|51, 5138.729. 3147, 6

Asheville oo oo.ooo 135, 4(38. 544. 9|53. 9162. 6/68. 7|71, 7|70. 5(65. 0|55. 3|45. 1137. 8)54. 1

Raleigh_ ... .. 41. 4]43. 2/50. 259, 4/68. 5|75. 7/78.8/77. 0|71. 1/62. 0| 51.0/43. 0/60. 1

North Dakota........ Bismarck-...cooo..._. 7. 8110, 3|24, 2|42, 1)54. 5/63. 7|69. 8/67. 3|58, 1144. 6|28, §14.7|40. &
[o) 17 T - Cleveland... ... 96. 527, 4134, 6/46. 2| 57. 9]67. 1|71. 4]70. 0]63. 9]53. 6[40. 9131, 2149, 2
Oklghoma_ _ oo Oklahoma City..----- 36, 439, 6|50, 0{59. 8|67, 7(76: 0|80. 6(79. 7|72: 8/61. 5|48. 839, 3|59. 4
Oregon oo caamnn Portland.___..________|39.4/42. 1/46. 9|51 856. 9/62. 4/66. 7|66, 7,61 7154 2 46.8/41. 21563, 1
Pennsylvania__.___.. Harrisburg__..... 20. 0/30. 3|38. 9/50. 8|61.:8|70. 3|74. 872. 6/65. 8/54. 8/42.8|32: 7/52. 1
. Pittsburgh...._.. 30. 7132, 3(39. 651. 2|62. 4170, 7|74. 6|72, 9]66. 4|55. 7|43, 2/34. 2/52. 8

South Carolina.__.... Charleston.... 49. 9|52, 457, 4164, 572.7|78. 9|81. 4|81, 0)76. 6/67. 8/58. 1/51. 7)66. 0.
South Dakota_..__._. 11, 3|14, 3|28. 9|45. 1|56. 466. 2|71. 8/69. 4|61. 3(47, 7,31. 5/18. 7|43, 6
T ONNesse0 - ronmmeemen 38, 6/41. 6{49. 2|59, 0|68. 2|75. 6{79. 1|77.8/71. 8/61. 0149. 0[41. 0159. 8
................ 135. 8138 1146, 9|55. 8164 1/72. 8|76, 8/75.7|69. 3|67. 7/45. 5/37. 0|56. 3
45,0149, 0/55. 8/63. 4|71. 5{79. 6{81.1|79. 2|73, 9|63, 5/52. 7/44. 9163, 3

45, 448, 3{57. 7165. 0[72. 8(79. 9(83. 6/83, 0|76.9/66. 7|66, 5{47. 5)65. 2

50, 7|55. 0]63. 3(69. 3{75. 5|81, 4/83. 7(83. 2|79. 0[70. 3|61, 0154, 4160, 1

20. 2|33, 8|41.7|49. 6|57, 4|67. 4|75. 7|74. 5|64, 4|52, 5(41. 1|31, 9|51 6

18, 8119, 4|29 1143, 3156. 5)65. 7{70. 3167. 9]60. 3|49. 2/36. 3|24, 4145. 1

40. 6/42. 7148, 2{56. 8]66. 2{74. 4|78, 7|77. 4/71. 6/62. 5/51. 4143, 1159, 5

37,9139, 6[47. 2|56.6(66, 5|74. 1{78. 5{76. 5/70.5|59. 6{48. 3/39. 8157, 9

40. 8|49, 8[46. 4|51, 1|56, 6/61. 4|65, 5/65. 1/60.3(53. 7|46. 8(42. 6/52. 8

. 27. 5131, 3|39, 7]48. 4/55. 562. 869, 0/68. 1/69. 2/48. 338. 5/30. 5/48. 2

West Virginia___..... 39. 5|34, 2|42, 8]53. 4/63. 8/71. 4|75. 4/73. 9|67. 3156, 1/43. 835. 2/564. 2
Wisconsin...... 16.7(19. 1/30. 6|45, 457. 6|67. 2|72, 1|60. 8{62. 4)50, 3|35, 2/22. 845, 8
25..5(27. 3|33, 1(40. 9(50. 3/60. 4/66. 7(65. 6|57. 044. 8/34.8/28. 5/44. 6

27.7130.0|38. 7|140. 7|147. 7|64 2156, 7|55. 350. 443, 3/35. 7/30. 942. 2

71. 4|71 5{71. 8{73.0{74. 8|76. 6{77. 6/78..3|78. 2/77. 2/75.0)73.1/74.9
I Puerto RieO..o..._.. 75.0[74. 9|75. 4|76, 6{78. 6{79. 7(80.1(80. 5/80. 5{79. 8{78. 4/76. 3)78.0

ONA
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Froure 21.—ALLOCATION OF WHITE SPACE TO TABLES
(See par. 1325)—Con.

Ezample A-2. Columrs opened up; reader breaks added in stub:

Station Jan. |Feb.|Mar.|Apr.|May|June(Tuly|Aug. |Sept.jOct. Nov.|Dec. qulial
Alabama._._ Mobile...... 51.5 |54.7 59.7 |66.3 |74.4 |80.3 [81.4 [81.0 [78.1 69.3./58.6 [62.2 | 67.8
51.6 |57.8 165.3 [73.4 |79.6 |81.7 |80.8 |76.3 66.6 |55.8 [49.4 | 65.5

Arizona_.._. Phoenix__... 55.1 (60,7 |67.0 |75.0 {84.5 [80.8 |88.5 |82.7 |70.8 59.7 152.0 | 69.7
‘Arkansas._.. Little Rock. 449 153.0 |62.1 {70.8 177.4 |80.9 {79.8 |74.1 {63.6 1621 j44.2 62.0
Oalifornia. .. Fresno.... 50.3 |54.4 |60.2 [67.2 |75.7 |81.3 {79.5 |72.0 62,3 |52.4 [45.1 | 62.2
Lios Angeles. 55.5 |57.5 [50.4 62.2 66.4 [70.2 |7L.1 {60.0 65.3 60,9 [56.6 | 62.4

San Francisco_ 52.2 |54.2 |55.0 |56.8 |58.5 |58, 5 159.1 [60.9 |60.5 56.8 |51.3 | 86.1
Colorado.... Denver__.__ 32,7 130.3 |47.1 |56.2 |66.3 |72.2 70.7 162.9 51.2 139.8 {32.3 | 50.0
Dist. of Col.. Washington_ 35.3 |42.6 |53.3 (63,7 {72.2 176.8 175.0 168.1 57.4 145.2 136.6 | 56.0
Florida..-.-- Jacksonville. 58.0 |62.6 [68.7 |75.0 |75.9 [82.1 [81.7 |78.8 |7L.1 62,2 {56.3 | 69.3
Miami.woeeoooaae 67.1.]70.2 {72.8 |76.4 [80.0 |81.0 |81.4 [80.1 77.0 |71.8 [68.0 | 75.4

.6 [45.3 152.0 {61.0 169.9 [76.0 |78.1 177.0 172.4 63.0 152.1 144.7 | 61.2

0.8 (34.8 |42.7 |50.4 |57.1 |65.3 |72.9 {71.8 61.9 |51.1 |41.0 {32.1 {-560.9

23.7 |26.8 |35.3 |46.9 |57.5 (67.3 72,5 |71.8 [65.2 |54.0 [40.1 [28.8 | 49.1

.. Indianapolis. 98.4 [31.1 40.0 |52.1 |62.9 |71.6 [756.7 73.7 [66.9 |565.7 |42.3 |32.2 | B2.7

........ Des Moines. 20.1 {23.7 135.9 50.1 |61.8 |70.6 [75.4 173.1 65.6 |53.4 138.4 |26.0 | 40.5
Kansas._...- - Wichita_.. 31.3 (34.4 |45.1 56.4 |65.1 |74.4 {79.4 178.3 70.6 |58.6 |44.8 |34.6 | 56.1
Kentucky... Louisville. 34.4 {27.2 [45.4 [56.4 (66.6 |74.7 178.6 77.0 |70.5 {59.3 (46.7 {37.6 | 57.0
Louisiana._._ New Orleans 54.2 |57.3 [62.8 |68.8 {76.4 [80.6 [82.4 89,2 179.2 |71.0 |61.6 55.6 | 69.3
Maine. ... Eastport.- 20.4 [21.5 |28.9 [39.0 [47.7 [66.1 [60.4 60.7 |55.8 |47.5 |36.7 |26.8 | 41.7
Mass__...... BoSton. oo 97.9 128.8 |35.6 |46.4 |57.1 |66.5 |71.7 60.9 |63.2 |63.6 {42.0 82.5 49.6
Michigan. .. Detroit_ . ._...-.- 24.4 (25,8 (33.4 |46.2 |68.0 |67.4 79.1 170.3 (63.5 {52.5 |39.3 |20.3 48.5
hie Sault Ste. Marie..|13.3 |12.6 |21.6 |37.4 }49.0 58.6 [63.8 |62.1 |55.5 [44.6 32.0 20.5 | 89.2
Minnesota.. Minneapolis__...-[12.7 [15.9 20.6 |46.4 |57.7 67.5 |72.3 |60.9 |61.4 |48.9 {32.4 110.6 44.5
Mississippi.. Vieksburg..- 48.2 |51.8 |68.5 |65.6 |72.9 |79.0 81.3 |80.8 [76.3 |66.7 |66.6 150.0 65.6
Missouri.... Kansas City. 28,2 (31,2 142.7 |54.8 {64.8 [72.6 {78.1 76.6 |68.9 (57.7 (43.7 [32.5 54.4
St. Louis.. 31.1 [34.8 |44.1 [56.1 [67.0 [75.0 [78.8 77.5 [70.5 |58.8 45.4 [34.9 | 56.2
Montans.... Helena. 20.2 {23.0 [32.4 [43.5 |51.6 [59.2 5.7 165.0 |56.6 |44.9 [33.2 |24.2 43.3
"Miles City-- 17.1 119.4 |31.8 [47.0 |56.9 |66.9 74.3 {71.7 160.4 48.0 §3 6122.3 | 45.9
Nebraska ... North Platte. 29.0 |26.6 {36.6 [48.6 |58.7 [67.5 172.9 70.8 |62.1 |49.7 {36.6 |26.7 48.8
[0 1:1:1 T S 219 |25.5 [37.0 5.2 (624 [71.6 |76.7 [74.4 [66.8 543 38.5 (26.4 | 50.6
Nevads..... Winnemucca...-.. 98.6 133.5 [40.0 |46.7 53.9 [62.8 {70.6 [69.3 |59.2 48.3 38.4 [30.0 _48.3
New Jersey. Atlantic City. 39,5 |33.6 |38.6 |47.8 158.1 |66.6 |72.1 7.5 |66.8 |56.9 |45.6 |36.4 | 562.3
NewMexico. Albuguerque.. 34.1 |40.5 |45.9 {54.0 {63.3 |{72.6 76.7 (73.9 167.9 {56.6 |43.3 34.5 | 56.3
New York.. Albany...._. 93.1 {24.1 |32.7 |46.8 |59.3 {68.0 (72.6 70.8 [63.1 [52.1 {39.3 [28.5 | 48.4
New York. 30.0 [31.8 [37.7 |45.4 {60.6 |68.8 [73.8 73.1 |66.8 |56.3 [44.2 [356.0 52,3

Rochester. 24.6 124.6.]31.8 |44.9 [57.1 |66.1 [70.7 69.2 162.4 [51.5 |38.7 |29.8 | 47.6

N. Carolina. Asheville.. 35.4 138.5 |44.9 {53.9 |62.6 168.7 |71 7 70,5 165.0 |55.3 [45.1 87,8 | 54.1
Raleigh. _.. 41.1 (43.2 [50.2 {69.4 [68.5 |75.7 78.8 [77.0 |71.1 162.0 [51.0 [43.0 60.1

Bismarck. 7.8 [10.3 [24.2 |42.1 |54.5 [63.7 |69.8 57.3 |68.1 [44.9 [28.5 (14.7 | 40.6
Cleveland... “lo6.5 |27.4-[34.6 |46.2 |57.9 [67.1 |71.4 70.0 |63.9 [53.6 |40.9 |31.2 | 40.2

" 'Oklahoma City...|36.4 |39.6 50.0 [59.8 67.7 |76.0 180.6 |79.7 172.8 |61.5 48,8 139.3 | §9.4

Oregon _. Portland......--.- 30.4 42,1 [46.9 |51.8 (56.9 [62.4 66.7 [66.7 [61.7 {54.2 [46.8 [41.2 B3.1
Pa.g.-. . Harrisburg. 29,0 |30.2 |38.9 [60.9 |61.8 |70.3 [74.8 72.6 |65.8 154.8 |42.8 [32.7 | 52.1
Pittsburgh__ 30.7 1323 [30.6 |51.2 |62.4 |70.7 |74.6 79.0 166.4 155.7 143.2 134.2 | 52.8

S. Carolina._ Charleston.. 40,0 152.4 |67.4 164.5 |72.7 |78.9 |81.4 81.0 |76.6 167.8 [58.1 |51.7 | 66.0
S. Dakota_.. Huron_._. 11.3 {14.3 [28.9 |45.1 |56.4 [66.2 |71.8 60.4 61.3 |47.7 [31.5 {18.7 | 43.6
Tennessee... Nashville. 38.6 |41.6 [49.2 [59.0 (68.2:]75.6 179.1 77.8 171.8 [61.0 [49.0 141.0 | 59.3
Texas. ..... Amarillo. . 35.3 (38,1 (46.9 [55.8 [64.1 |72.8 76.8 |75.7 |69.3 |57.7 |45.5 37.0 | 56.3
E1Paso... 45.0 |49.0 |55.8 |63.4{71.5 |79.6 81.1 |79.2 |73.9 |63.5 |62.7 |44.9 63.3

Fort Worth _ 45.4 148.3 |57.7 {65.0 |72.8 |79.9 83.6 |83.0 |76.9 166.7 |55.5 |47.5 66. 2

Houston. .o ovnun-ae 52.7 |55.9 163.3 |69.3 |76.5 (8.4 83.7 183.2 [79.0 {70.3 (61,0 |54.4 69.1

99,2 133.8 |41,7 |49.6 [57.4 |67.4 |75.7 74.5 |64.4 |52.5 [41.1 |31.9 | 51.6

188 110.4 {29.1 |43.3 |56.5 |66.7 |70.3 67.9 160.3 149.2 |26.3 |24.4 | 45.1

40.6 142.7 148.2 156.8 166.2 174.4 78.7 |77.4 |71.6 162.5 {561.4 |43.1 59.5

37.9 |39.6 |47.2.56.6 (66.5 [74.1 |78.5 76.5 |70.5 |59.6 [48.3 [36.8 | 57.9

‘Washington. 40.8 |42.8 [46.4 |51.1 |56.6 [61.4 |65.5 65.1 [60.8 |53.7 [46.8 [42.6 | 52.8
) Spokane.. . 97.5 131.3 |30.7 |48.4 |55.5 [62.8 69.0 68.1 150.2 148.3 [38.5 30.5 | 48.2
W. Virginia. Parkersburg- 39,5 |34.2 142.8 |53.4 63.8 |71.4 \76.4 73.9 167.8 156.1 [43.8 |35.2 | 54.2
Wisconsin... Madison.. 16.7 [19.1 130.6 |45.4 (57.6 {67.2 {72.1 60.8 |62.4 |50.3 {35.2 [22.8 | 45.8
Wyoming... Cheyenne ........- 25.5 |27.3 [33.1 |40.9 |50.3 |60.4 |66.7 65.6 |57.0 |44.8 [34.8 (28.5 | 44.6
Alaska.___... 97.7 130.0 133.7 |40.7 |47.7 |54.2 1866.7 55.3 150.4 |43.8 135.7 |30.9 | 42.2
Hawail....-. 71.4 (71.5 |71.8 7.0 {74.8 {76.6 |77.6 78.3 |78.2 {77.2 [75.0 |73.1 | 74.9
Puerto Rico_ San Juan..... ... 75.0 {74.9 (75.4 |76.6 (78.6 [79.7 |80.1 80. 5 [80.5 (79.8 |78.4 [76.3 | 78.0

AR
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however, that this is not the last column on the table-page since the table-page in a
parallel table consists of the two facing book-pages taken together. (See fig. 9,
p. 22.)

The hairline rule also is used at the left of the stub to set off tracer columns or,
on occasion, line or code number columns.

b. As.a nonadditive total rule.—Where a total column is nonadditive, that
is, does not represent the summation of the columns shown immediately to the
right, it is normally followed by 2 hairline rule.

On oceasion, however, a medium rule is used for this purpose if the nature of the
total warrants special emphasis. (See pars. 1327 and 1328a.)

¢. As a panel rule.—Where more than a few major panels appear in the box-
head, it is sufficient that they be closed by hairline rules extending to the top of the
panel spanner. A multiplicity of medium-weight rules terminating spanners may
defeat the purpose of their insertion. (See par. 1328.)

1327. Medium and hold rules: General.—Medium and bold rules
are best used to set off independent (nonadditive) panels or columns,
In the process, they also improve the vertical legibility of the table.

a. Basic principle.—Medium and bold rules should not be inserted to separate
the members of & series of columns or panels which, taken together, add to a total
column within the same panel or to & total panel within the same table. In other
words, these rules should stress the independence, not the interdependence (if any),
of the columns or panels which they separate. This function should take pre-
cedence over the improvement of vertical legibility of the presentation.

b. Signalling additive—nonadditive situations.—The principle stated above re-
lates to & basic problem in . tabular presentation; that is, the need for devices
which will help the reader to identify, quickly and surely, the additive and the
nonadditive relationships of the various columns and panels. Two signalling
methods are available: :

(1) A positive signal is provided by the presence of the parallel total rule at the
right of a total column or panel. This tells the user that the ecolumns (or panels)

on the right add to make the total column or panel, N

(2) Within limits, a negative signal is provided by the presence of the medium
or bold rule. This warns the user that the eolumns or panels thus separated are
not appearing in an additive situation. :
¢. Medium rule as a negative signal.—The negative signal is essential in a case

such as found in paragraph 1328, example B. There, the first panel is a total
panel; the next three panels add to the first ; the last panel is not to be included in
the addition. If the positive signal (the parallel total rule) is to have meaning, the

user must be warned exactly where its range of influence stops. The insertion of .

the medium rule preceding the last panel does this. However, this important
- usage will be negated or obscured if, in the same table or volume, the medium-
weight rule also is used as an additive total rule. (See par. 1328d.)

1328. Medium rule.—This discussion covers the use of the % point
medium rule used in letterpress and its corresponding rule (1% point)
used in typewriter-offset planned for 50-percent reduction:

The medium rule is recommended for three primary purposes.
A fourth usage, to be avoided where possible, is its use as an additive

total rule.
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a. Panel or column rule.—Where the table is divided by top spanners into
several independent segments, use the medium-weight rule for divide purposes;
that is, to set off the panels from one another.t However, this rule should not be
inserted among the members of a series of panels which add to a total at the left.
The same line of reasoning obtains as to the use of the medium-weight rules to
set off eolumns within spanners, or in a table without spanners.

b. Nonadditive total rule—A nonadditive total column may be set off with
a medium column rule at 4ts right if the column is considered sufficiently important.
Use of the medium rule for this purpose should be held to a minimum. Usually

such columns do not need the additional emphasis.

Ezample A. Right (simple use as a panel divider):
Central heating | Electric lighting | Cooking facilities Radio
Year
Ezrample B. Right (important use to indicate presence of an Independent panel):
The State Urban Rural Total farm

Age

!'»!1 |

of additive series obscures meaning of

Ezample C-1. Not recommended (use to separate members
medium rule as used in example B; use hairline instead):

The State Urban Rural-nonfarm Rural-farm

Age

Frample C-2. Right (panels will add to a total, but the total panel is not shown in the table):

Native white F Orsgi?égor n Negro Otherraces

Age

Ezample D. Not acceptable (over-use of panel-divide rule; use hairline instead):

County A | County B | County C | County D | County E | County F -

- - Fe- Fe- Fe- Fe-
Male J:E:Ie Male 1111?:10 Male) o, 7, | Male| 1, | Male| 07 | Male) o

Year

4 A multinlici dium-weight rules to set off panels will defeat their purpose. Ona do_cument»size
pagé g‘glﬁg%g gff ﬂ‘lfdium ruleg used for panel-divide purposes might well be restricted to 3; at énost, 4
On o census-size page, the maximum might be increased to 5, or even 6. If these numbers are exceeded, 11se

hairline rules instead (see par. 1326¢). For page sizes, see par. 211.
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Erample E. Right (if one category is set off, all parallel categories must
more are represented by single columns instead of by spanner groups)

be set off, even though one or

1840 1930

1910

NN

1920,
total

! l

c. To set off a nenadditive, or independent, column, or group of columns, at
the right of the table.—Three examples of this use may be mentioned.
(1) A general case is where the table is evenly divided into s number and a

percent panel,
of the page.

Erample F:

Here, the medium rule is useful to improve vertical legibility

; ‘N umber

Percent distribution

Age
Group C

‘ Group A ‘ Group B

Group B J Group C

Group A

| ! |

l !

(2) A common case is where a detailed distribution is given one major
category, but only the total number of units is shown (classified by the stub
entries) for another category. Usually, such a ‘“‘total number” column is
shown at the right of the table, preceded by a medium-weight rule. Note
in example G that the medium rule is also desirable to terminate the influence

of the parallel total rule.

Ezample G:
Total Experienced persons by wage income groups Number
iy oy
Under | $200 to | $500 to | $1,000 to | $2,500 to | $5,000 | orkers,
Persons || “ga60 $490 | $900 | $2,400 | $4,909 |andover| totel

(3) A special case is illustrated in examples H~1 and H-2. Here the “Not
reporting” column is separated considerably from its coordinate column
“Reporting on monthly rent.” Use of the medium rule is essential to terminate
the influence of the parallel total rule which appears at the left. Also, it makes
clear that the “Not reporting” column is not coordinate with the columns
immediately preceding it. o .

d. As an additive total rule: Not recommended.—In rare instances, it may
be necessary to use the medium-weight rule as an additive total rule. This
may oecur where spanners have been deleted because of lack of space, and the
parallel rule (rising to- the same level) already has been used for other purposes.
This situation most frequently arises where a subtotal is thus set off by a medium
rule, as in:the examples below. This usage of the medium-weight rule should be
held to a minimum since it obscures its more important usage to set off independ-

ent panels and nonadditive columns,
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Example H-1. An extreme case. Not recommended:

Total Report-
all || ingon {Under | $15 to | $20 to | $30 to | $50 to |$76and]| Noi
monthly{ $15 $19 $29 $49 §74 over pte.

State )
units rent

Ezample H-2. Possible alternative:

Total Report-
Stat On | ingon Under | $15 to | $20 to | $30 to | $50 to [$75and| Not
ate 8., | monthly {| “$15 $19 $29 $49 $74 | over | rpte.

units rent

1329. Bold rule.—This discussion covers both the bold rule used in
letterpress (1 point or 1% point) and its corresponding rule in offset
planned for a 50-percent reduction (2 point). -

" The bold rule should be avoided where possible. It is too black for

‘any use except to ‘“shock’ the reader into observation. In itself, this

tends to distract the user from the data.
In general, the bold rule should be reserved for cases where all

spanners are crowded out for lack of space; the use of parallel rules is
essential for additive totals; the medium-weight rule must be used to
indicate an independent column or a subtotal; and in addition it is
imperative that still another basic division of the boxhead be estab-
lished. Thus, in the case illustrated below, all of the above types and
weights of rules appear, and all must rise to the top rule of the table.
This presentation is defective. However, any instance where the bold
rule is essential is likely to be equally defective.

Ezample A. Use of boldface rule (table should be redesigned to avoid this complexity of rules):

Total || Report.- Not re- | Total | Report- Not re-
units, ing on ; units, Ing on i
Typed | ~ X porting frype B || Y- porting

l

1330. Parallel rule.—This is used for three main purposes:

a. To set off each partial measure in a fractional-measure table—This usage
does not prevent its use also to set off an additive total rule, even though both rise
to the same level of box with no superior rule intervening. When the parallel rule
is used to set off a partial measure, it always precedes a new stub; its significance
when so used is obvious to the user.
le A. Use of parallel to set off both additive totals and partial measure of a half-measure table,

Ezamg
doubled up:

, Total ‘ Male | Female

Area Total || Male | Female Area

510

314 163 151 || Weleh. ..o ‘ 1,299 ] 789

(2 Lo 23 }
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b. To set off independent sections of the table—Not recommended. This
usage of the parallel rule is no longer as common as it once was. The medium or
bold single rule is suggested for the purpose in order to reinforce the use of the
parallel rule as signifying an additive total. Special cases of the use of the parallel
rule to set off independent sections are where (1) all spanners have been omitted
because of lack of space and (2) the medium-weight rule (rising to the top rule of

the table) has been used for nonadditive totals.

Ezample B. Not recommended. Better to use medium rule for panel divide and single hairline for
nonadditive totals.

Total A | Percent of | Percent of : Total B -|Percent of | Percent of ;
units X Yy | Median units X Y Median

¢. To set off additive totals: Frequency data.—Where a total column repre-
sents the summation of the series of columns that follows, the total column
normally carries a parallel rule at its right. The same is true of a total panel.
(1) Normal case.—Here, the total column (or panel) and the component

columns are strictly parallel in form

Ezample (o]

The State k Utrban Rura.l

Total N Male ,Female- Total Male | Female | ~Total Male | Female

[

(2) Special cases.—Several special cases occur where the parallel rule is -

appropriate even though the pure additive situation is not present. Some of the
more common are illustrated below. In each instance, the total panel provides

extra information not shown for all components.

Ezample D. Number and percent for total panel; only number of components:

The State

Urban

Rural

Number

Peicent

Total || Male

Female| Total || Male

Female

Total || Male | Female

Total

Male | Female

.

I

I

Ezample E. Total panels contain categories not distributed in component panels:

The State

Urban, 1940

Rural, 1940

1040

Total Male | Female

1930, | 1920,
total | total

Total || Male | Female

Total

Male | Female

DAN
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Ezample F. Total panel with full distribution but not all components with complete dxstnbutlon.
However, the total, at least, should be shown for every component:

Rural-nonfarm Rural-
farm,
total

The State Urban

Female | Total Male | Female

Total r Male l| Female || Total Male

Ezample G. Grand total column with full distribution for component groups: i

Urban Rural-farm Rural-nonfarm

The
. State,
total Total Male |Female| Total || Male

e b |

“d. To set off additive tetals: Derived data.—The use of the parallel rule in
setting off “total’”’ columns or panels for derived data requires speeial attention.
The parallel rule is mot reserved for tolals representing summation of the wciual
derived data shown. In effect, this would restrict its use for derived data to. cases
where percent distributions are shown; and then only where the distribution adds
to  100.0 (or the equivalent, since the Census Bureau rounds, but does not

normally force percentages). Thus:

100.0 “ 50.5 l 20.5 l 28,9
100.0 0}450 0

Female | Total Male | Female

The use of the parallel rule extends considerably further. Rule: The use of the
parallel rule to set off ““total’” columns or panels involving derived data depends
upon whether the frequencies for the classes distributed would add to the fre-
quency for the total column if the frequencies were shown instead of the derived
figures. Its use does not depend upon whether the derived ‘data themselves add
to the value shown in the total column. This means that the parallel rule is used
in all eases with derived data just as it would be used if frequencies were substituted

for the derived statistics.

Hrample H. Parallel rules used for each panel, althougl_n additive feature differs:

Sex by age ' Age by sex
Age
Total Maele Female | Total Male Female
Total .- oo 100, 0 1060,0 100,0 100, 0 50,2 49,8
Under 45 years oo omcmemeceem 73.8 73.1 73.6 100.0 50.0 50.0
45 and OVer. . ..o reeaes 26.7 26.9 26.4 100.0 50.6 49. 4

Ezample J. Percentages (each cell a percent of a corresponding cell in another table):

Under 45 | 465 years

Sex All ages years and over
89,8 G5, 1 24,6
46.1 32.7 12.5
4.6 32.6 12.2
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Ezample K. Medians:

Male . Female
Area

: Non- . Non-

Total White white Total ‘White white
24,3 24,5 ’ 22,9 2L8 21,8 19,9
24.7 24.8 23.2 21.9 22.1 20.0
2.5 23.6 22.8 21.3 21.4 19.6
24.3 24.7 22.7 21.0 21.2 19.8

1331, Combinations to be avoided.—Since both the parallel and
the n}edmm single rule are used for a variety of purposes, confusing
combinations should be avoided.

a. Parallel rule.—Within a given level of box, only one parallel rule may be
used, unless subsequent appearances are separated from each other, and from the
first appearance, either by—

(1) A rule (irrespective of type or weight) rising to a higher level of box; or
(2) A medium or bold rule rising to the same level of box. .

Ezception: The sole exception to the above is the use of the parallel rule (in the
fractional-measure table) to signify an additive total and to precede the second
(and subsequent) appearance of the stub. This combination is not confusing be-
cause of the stub repetition.

_ b. Medium rule.—When used with a given meaning within a given box level,
11;1 should not be used again with any other meaning within the same box level,
unless—

(1) A rule (of any type or weight) intervenes which rises to a higher box

level; or A ' o

(2) The column arrangement is completely obvious to the most casual user.

Usa?e must be consistent.—If a medium rule is inserted in any portion of the box-
pead, it must appear in all parallel situations elsewhere in the boxhead.. Specif-
vcally, when used to set off coordinate panels, all table sections coordinate with
’such panels must also be set off, even though this involves setting off two adjoining
individual columns. :

Erample A. If one category Is set off, all coordinate categories must be set off:

1940 1930 .
1920, 1910,
total total

Male Female

Female | Total

l |

1332. Range of influence of vertical rules.—When inserting parallel
or medium-weight single rules, the table must be scrutinized carefully
in terms of range of influence of each such rule and for parallelism of
presentation.,

By “range of influence’” is meant the extent to which the feature
signalled by the given rule carries through the columns on the right.
Th:(lS, a parallel rule indicating an additive total signals a’situation
which, logically, will apply across the table until the final component

Total Male
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part is reached. Af that point, it is imperative that the rule after the
final component be distinctive to show that the end of the influence of
the additive parallel rule has been reached. (See par.1327b.) On the
other hand, it is important that no intervening rule be such as to imply
that the end of the influence of the additive parallel rule has been

reached when, in fact, it has not. :
The following observations may be helpful
a. Parallel rule—The range of influence of a parallel rule normally extends to
the right until it encounters—
(1) A medium rule rising to the same box level;
(2) Any rule (any type or weight) rising to a higher box level;
(8) A parallel rule rising to the same box level (indieating the end of the
partial measure in a fractional-measure table); or

(4) The right-hand edge of the table-page.
b. Medium rule—The range of influence of a single medium rule extends to

the right until it encounters—
(1) Another medium rule rising to the same level of box;
(2) A parallel rule rising to the same level of box where the parallel indicates a

major division of the boxhead (this use of the parallel rule is not recommended) ;
(8) Any rule (of any type or weight) rising to a higher level of box; or

(4) The right-hand edge of the table-page.
¢. Rise of rule.~—Any rule (of any type or weight) rising to a given level of box

curtails the range of influence of any other rule (of equal, inferior, or superior type
or weight) which rises to a lower level of box.

1333. Rule extension at bottom of table or table-page.—Vertical
rules are extended below the last line of entries, as indicated below:
a. Bottom of table.—Vertical rules are extended to meet the horizontal bottom

(end) rule of the table.

b. Bottom of table-page, where stub continue
table-page is not the end of the stub presentation (that is, where the
tinues to the next page), the horizontal end rule does not appear.
1316b.) Here, all vertical rules extend downward the depth of one additional
line (if letterpress) or one-half line (if offset) below the last line of entries, or
below the last stub line, whichever is lower. All vertical rules on a given page
should extend downward the same distance. They should never be permitted
to run “ragged”; that is, to run down dissimilar depths below the last line of the
table-page.

1334. Tables in rules or boxes.—In Bureau of the Census practice,
tables are rarely enclosed in rules nor are they “boxed-in” with rules.
In general, the presence of vertical rules at the edge of the table, or of
the box in which the entire table (including title and footnotes) is
placed, distracts from the presentation in terms of the meaning of the

data by overemphasizing the mechanics of construction.

3
.

s.—Where the bottom of the
stub con-
(See par.
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Example A.,Undesira,ble: L Ezxample B. Undesirable:
TapLE 1.—POPULATION, BY.AGE AND ,
Coror . . . . TapLe 1L.—POPULATION, BY
e = Aae aND COLOR . . . .
| Age Total || White | 305 N |
v ’ : otal || White | hite A‘ge ) Total || White ﬁgint'e - Chapter 14
Allages._.- 100 75 25
Under45..-.....- 55. 45"‘ 10 . Allages-... 100 75 25 ; THE FIELD (14.«01'—144:8)
45 ayd over.....- %8 ‘ 30 15 Under 45 _-.-- 56 45 10 : :
B 45'and over.----- 4 30| 15 Sec. 14-A. General (1401-1402)
' _ 1401. Definition.—The feld of the table is that portion @Xtendiﬁg
Frample C. Right: , from the bottom rule of the boxhea'd to the bottom of the m'ble~page;
Tontm 1B i and from the column rule at the right of the stub to the right-hand
- c"é}f?g T_u?l\.’ ‘BY GE AND edge of the table-page; or, in fractional-measure tables, t0 the next
: ' ' repetition or continuation of the stub. The field is the depository -
Age Total || White | Nk of statistical or other information. - .
: : ‘ 1402. Component parts defined.—In terms of construction, the
PRI E— 100 76 25 : component parts of the field are comparatively few in number. The
D e 5| B8 85| 10 : more important of these are listed and described below.
45 and over....--« Sy - 45 - 304 15 ’
- . : a. Cell.—The basic unit of presentation. (See sec. 14-B.) The intersection of

any stub data-line caption with any column caption. o .
~ The description of a given cell consists of the combination o the stub caption
and the column caption, supplemented or qualified by related center ‘heads and
colon or read-in lines in the stub, and the applicable spanner heads in the box-
head. : . AR : B .

The cell entry may be informational (figure, word, phrase, reference. symbol,
ete.) or noninformational (leaders). On rare oceasions, it may be left blank
because it has been braced out of existence or for another special reason.

b. Line.—A horizontal 10w of cells with a commorn classification extending
across from. a data-line caption in the stub. (Properly speaking, -theé “line”’
includes the caption.)

¢. Column.—A vertical TOW of cells with a common classification extending
down from the descriptive entry in the column. head. (Properly speaking, the
tgolumn’ includes the individual column head.) ‘

A col-

W Acell

75
‘ ) 84
P . ‘61 28 @ 72 8

154
75

d. ‘Unit-indicator.—A speciﬁcatibn of measure or presentation unit, - Usually
it appears at the top of a column directly above the first data line in the field.
Oceasionally, however, -it may appear elsewhere in'the field, as in 8 ‘‘unit ‘of
measure”’ column, or in & field spanner. The unit-indicator consists of & statement
such as ‘““dollars,” pushels,” “acres,” ete.; or it may indicate digit omission as
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j‘afid 900_,’ ’ “thousands,” ete. Where it appears at the top of a column, it is set
in italic, if letter press; it is placed within parentheses, if typewriter offset. (See

sec,14~C.)

Ezamples:
Acres Dollars (Units) S
q. mi.
gg ?, 2453 29 ¢ 2,516 )
o , 64 7,418
7,890 T2 6,736
84 6289 65 4,987

e. Field spanner.— A type of spanner appearing recurrently in, and constituting
a component part of, the field. Funectionally, it may be thought of as a part of the
fztub transposed into the field beeause ‘of space difficulties. The field spanner is
’mherfantly und_esirable, but it is necessary in certain cases. Its major defect is
that it l?réaks across the column rules and separates the column captions from
the entries they ‘describe. (See sec. 14-D.) 1In the folloWing example, the field
spannper is indicated by an arrow. ,

. Erample:
Other races.._._._ imemaal 9 3 I 4 [ 2
= | New York City l Bronx Borough
“All'classes._..____._ 80 85-: 32 21 -
White......__.. 1 &l el o 5 1
[7:4 N Jrvec 28N 93 10 B
Other races......_.__.__._ 5 2 2 1

. 11(&1 common error is the erroneous inclusion of the uppermost of a series- of
Leld spanners-in the boxhead of the table. - This practice leads 4 i -
fusion. -(See par.1484;) - o P ’ O D
' f. Fraces.*A.'m‘éansfof indieating the funnelling together of two or more data
:lflsngs into fev;rer lines; and a subsequent reexpansion to a greater number of lines

races are always placed at the left of the entries and at the right of ‘
rulé. (See sec. 14-E.).- © Tight of the cqu@ g

. . Ezample;
© Yhite ...._ S T R
*'Nonwhite...._ 2727777700 [ 6o |} - 990 i o7

'Sec. 14-B. The Cell (1411-1414)

141}. Definition.—The cell is the basic unit of presentation. Itconsists
of the intersection of any stub data-line caption with any column caption.
The 'description of a given cell consists of the combination of the stub
caption and the column caption, supplemented or qualified by related
center heads and colon or read-in lines in the stub, and the applicable
spanner heads in the boxhead.

; 1412, Function and purpese.—The cell provides placement for the
informational or noninformational entries defined by the combination
of the controlling stub line-caption and column caption. :
»'1»41«3; Types of eitries.—N crmally, each cell should contain an
entry of some kind. Cells left completely blank are subject to mis-
mterpretation by the user. Blank cells also may cause difficulty in
the verification of transcription and computing operations. “Blanks”

Q4R
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are particularly objectionable where the user is unable to tell whether
the cell was deliberately left blank or whether a clerical omission was

responsible. . .
The major types of cell entries are listed below. The presence-of

any of these types of entries prevents the cell from being classified as

an empty or “blank” cell.

a. A specific observation or datum.—Usually this is a specific figure. - However,
it may be a date, a name; a class, a summary statement, or & code entry. It may
be accompanied by a footnote reference symbol.

b. A footnote reference symbol, in parentheses.—A footnote reference symbol
(in parentheses) may stand alone in a cell. It is normally required in any
ingtance where— ) TR

. (1) Data are not available.
(2) Data are available but are suppressed by the Bureau of the Census
because of ‘‘disclosure’; that is, their publication in the given context would
permit the reader to identify the specific person or firm to which:they apply.
(3) A sample observation or datum has been omitted because it is less than

a given frequency or has t00 great a sampling error to warrant publication.

(4) Data are omitted for other specific reason; the reason is specified in

the footnote. _
¢. Leaders (letterpress) or three periods (offset): General rule.—Generally

required in any instance where— k
(1) Data are not applicable. This refers to a case where the combination of
line caption and column caption is such as to make an entry illogical. Ezample:
Intersection of a percent line and a percent column; or intersection of 4 median
line and a ratio column; ete.
(2) A derived entry (percent, median, ete.) is not shown because—
* {a) The base is less than a lower limit specified in the headnote, as — . _;

Ezamples: Where percents are not shown where the base is less-than 100;
Where medians are not shown where the base is less than 50.
(b) The value, when computed, is less than a lower limit specifiedin a
headnote, as—
Ezample: Where percents are not shown where less than 0.1 after rounding.
d. Specialized code entries.—In certain materials, specialized code entries
may be used to express one or more of the concepts listed above as requiring &
leader (letterpress) or three periods (offset). Insuch cases, the practice customary
for the given subject matter should be followed carefully. In this respect,
however, one general rule should be observed: s :
General rule: No code entry should appear in any table unless the meaning
of the given code is made clear in a readily accessible and observable point in the
report. Preferably, all such codes should be explained on the same page as that
on which they appear. R
1414. Braces in cells.—One or more braces may affect a given cell
in addition to any of the above entries. Where a brace appears in a
table, it invariably appears at the right of a column rule, preceding a

given observation or cell entry. (See sec. 14-E.)
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Sec. 14-C. The Unit-Indicator (1421-1426)

1421. Definition.—The unit-indicator is a device designed to make
clear the exact unit of measurement to which the given statistics
refer. Tt is sometimes referred to, as in the G. P. O. Style Manual, as
the “unit of quantity.” ‘

The unit-indicator and similar auxiliary devices may appear in the
field, stub, or boxhead.. The nature of this device, restrictions on its
use, etc., are discussed in detail in sec. 9-F. The principles outlined
there, although the application is in terms of use of the unit-indicator
in the stub, apply generally to its use elsewhere in the table.

1422. Placement in the field.—In the field, unit-indicators normally
are placed at the top of the affected column on the line above that
allocated to the first data line of the table-page.

Ezample B:

Erample A: - e
' . (Lowerrule
(Lower rule of boxhead) of boxhead)
1,000 1,000 1,000 Dol. per

acres bushels dollars th:

62, 570 35, 679 4.58

113, 649 29, 940 8.11

109,745 - 32,608 5,80

82,685 42,168 7.30

40, 224 40,133 7.00

1423. Range of influence.—A unit-indicator placed at the top of &
column applies to all entries in that column on the given table-page.
Its influence does not carry over to the next page; it must appear at
the beginning of each new table-page.
 Three special cases deserve mention:

a. Diyide itables.‘—Here, the table is set in decks, with the entire boxhead
repeated, or an entirely new boxhead shown, for each deck. (See par. 217.)

The unit-indicator must appear at the top of the field in each deck. The parallel

top rule of each succeeding deck actually represents a continuation of the top
nit-indicators in the preceding

rule of the table, hence the range:of influence of theu

deck is terminated. -A new appearance is necessary, therefore, as on any continued

page. '
b. Fractional-measure tables.—The same rule applies as for divide decks and

continued pages. Each section of the fractional-measure table is; in effect, a

continued page, and the unit-indicators must appear again acéordingly.

-c. Field spanners.—Here, again, the difference between the field spanner and
the boxhead. of the lower deck (or decks) of the divide table must be kept closely
in mind. :

. (1) The presence of field spanners does not affect the range of influence of &
unit-indicator placed at the top of the column. :
(2) By definition, at least two levels of field spanners must appear, if any
appear. The first level will appear below, hut will not be a part of, the boxhead.

Here, the unit-indicator will appear at the top of the first data line even though

this means it will appear below, and not above,
In spite of this, its influence is maintained to the bottom of the table-page,

the first level of field spanner. °

swo. 14-C THE UNTT INDICATOR pAr. 1423
spanners cuttihg the column Tules.

irrespective of the presence of other field
o insert a different unit-indieator in

The only way to interrupt its influence is t
. the column.

(3) If the unit-indicator appears at the top
spanners, fleld spanners shéuld not be used for the purpose of specifying unit-

indicator change below. Either the upper unit-indicator should be placed in a
field spanner, or the lower one should be removed from the field spanner and
run as & unit-indieator, as such. :

. (4) Where the field spanner inc
influence extends to the next field spanner or

whichever appears first.

1424. Italics versus parentheses.
press, the unit-indicator is seb in itali
column. Unit-indicators are not enclosed in paren

composition.
Tf the material is typed for
on the regular typewriter, italic is no

are used.
In each case the intent is to ma
position at the top of the column.

1425. Capitalization.—~0apitalization differs according to whether

the unit-indicator appears at the top of a column, as in par. 1422,
above; or whether it appears in a field spanner. :

 a. At top of column.—When at the top of a column, the unit-indicator is
given an initial cap. That is, if it starts with a word, the starting word carries an
initial cap; succeeding words do not. This is true in both letterpress and offset

of the column in & ﬁablé with field

ludes or consists of a statement of unit, its
1o the bottom of the table-page,

—Where the material is in letter-
¢ and placed at the top of the
theses in letterpress

offset and the unit-indicator is inserted
t available; therefore, parentheses

ke the unit-indicator stand out in its

material.
’ Eirample A-1. Right:

1,000 Thous.

Dollars acres of dol.

754 . 29 7,562

629 . 55 4,138

385 : 32 7,296

Ezample A-8. Wrong:

1,000 Thous.

dollars . Acres of Dol

754 : 29 7,562

629 55 4,138

385 32 7,296

b. In a field spanner.—If the sole purpose of the spanner is to specify the unit-
indicator, normal spanner rules apply; that is, it should appear in lower case (This
is in lower case), not in caps and lower case (This Is in Caps and Lower Case), nor

in caps (THIS IS IN CAPS).

Where the unit-indicator appear
it should be run in without a cap in

s parenthetically ab the end of a field spanner,
both letterpress and offset.

Value
Number
(thousands
(thousands) | r doliars)
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.- 1426, Style and abbreviation.—The style is as succinct as possible.
Include no more than that which is absolutely necessary to carry the
meaning. Normally, space is at a distinct premium. Abbreviate
freely, as long as the meaning is perfectly clear. '

Certain liberties may be taken with expressions. Thus, “Thousands
of dollars” may be condensed to “Thous. dols.,” “1,000 dollars” or
1,000 dols.,” as necessary. However, it is desirable that consistency
be maintained in such treatment, particularly within the same table.

Sec. 14-D. The Field Spanner (1431-1434)

1431. Definition.—The field spanner is a type of spanner appearing
recurrently within, and constituting a component part of, the field.
It is commeonly confused with the complete boxhead which appears
over-each deck of a divide table. : »

This confusion. may be minimized if the field spanner is thought of
as a stub center head transposed into the field in cases where—

a. No room is available to repéat the stub, and
b. The stub, if repeated, would be identical in every detail (except for the
center head represented by the field ‘spanner) as the stubalready shown.

Actually, the field spanner represents the uppermost spanner of a
boxhead, of which the remaining portion, identical with the boxhead
of the table, is not shown at each repetition. T hus, if the entire box
were repeated each time, the uppermost field spanner would be trans-
posed to the top of the table to become the uppermost spanner of the
boxhead of the first deck, and the table would become a divide table.

Izample A-1. Table with field spanners; compare with example A-2, divide table:

Country of birth Total “ Male ! Femeale | Total || Male | Female
-y The State ! " Urban
All countries_ ... _...___...
England .. _....__...._. N
Seotland ... . ______
. * v* LR 3 ' .
Allother.__.__.._.__ ... ...
- Rural-nonfarm Ruralfarm

All countries._._.......___ .

England. ... ____...._____
Seotland.. ... ... ____

Allother. ... ..._.______

oOEN
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Ezample A-2. Divide table; compare with example A-1, table with fleld spanners:

The State i Urban

Country of birth
Total || Male | Female {| Total || Male | Female

All countries. ..eeeeveuan - )

England..__
Scotland...

Allother_ .. .oocaeea. .

Rural-nonfarm Rural-farm

Country of birth
Total || Msale | Female | Total || Male | Female

All countries .. .. ......

England
Secotland

® % ¥ 3

All othero.. cow e ticniiaaa

1432. Preferred usage.—The field spanner should be avoided except
where no other means is available for proper description of the data
concerned. Preferably, several conditions should be fulfilled before
its use is considered. (See also par. 1432¢ (2), below.). .

a. The table should be one consisting of a series of blocks of data arranged
both in decks and panels, with— ‘

b. All data in each deck having a common stub, but requiring a different 'ct?nter
head; and with all data in each panel having a common box head but requiring a
different uppermost spanner; and— ' .

e. Tt is impossible or undesirable to repeat the stub for each panel (fractional-
measure table, or the entire box for each deck (narrow-divide table), because—

(1) Not enough room is available, or ‘
(2) Each deck is so shallow, and each pane! has so few columns, as to demand
too much space for repetition of the complete stub, or of the complete boxhead.

1433. Problems.—The following instances represent common prob-
lems and suggested solutions: T ' ' -

'a. Where stub can be repeated in one-half, or one~third, measure without too

great sacrifice in space.—Here, shift the field-spanner statement toa center head

in the repeated stub. - : : S P -
b. Where the entire box can be repeated for each deck without too great sacri-

fice in space.—In this case, repeat the box, convert each field spanner to an upper-

most spanner, and thereby make the table a divide table,

¢. Where the field spanners extend across the entire body.of the table.—Here,
the suggested procedure varies according to the nature of the head staten'ler.xt.

(1) Statement of universe.—Place it as a center head in the stub if it can

be condensed into not-more than three lines. Otherwise, use the field spanner.

aK1
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(2) Unit-indicator.—If the statement specifies some type of derived
measure, such as percent, median, average, ete., it usually will be satisfactory
to transpose it to the stub as a center head if the rest of the table is devoted to
frequencies. However, if a statement such as tmillions of dollars,” “thousands
of short tons,” ete., is involved, it usually is wiser to leave it as a field spanner.

1434. Incorrect placement of field spanners.—~When field Spanners
are used, it is important that four common errors be avoided.

b.—Even Whefe the spanner

a. Upper and lower rules extending through stu
Jes should never

head applies to the entire field, the upper and lower spanner ru
extend across the stub.

Erample A-1. Wrong:

Year Average | Jan. Feb. Mar. Apr. May | June
Total operating revenues (millions of dollars)
w
1918 i meeean 410. 5 285, 4 290. 0 336.4 - 371.6 376.0 305.2
1919 e 432.0 397.2 352.4 877.4 380.5 413.9 426.1
* & x
Preight ton-miles (millions)
T -7 PSR, 80,550 | 30,233 | 37,250 | 41,817 87,111 40,116 38,477
1028 - emmmmene 30,760 ] 36,289 | 36,723 | 89,48 | 35887 | 89,263 37,307
PR R . ' 1

Eromple A-8. Right:

Year Average | Jan. ‘ Feb. Mar. | Apr. May June
, Total operating revenues (millions of dollars)
b d T T

1918, e 410.5 285.4 290.0 -366. 4 371.6 879.0 395.2

D 1) 1 SRR 432.0 397.2 352, 4 377.4 389.5 413.9 426.1
’ n ok w - ’ :
Freight ton-miles (millions)
1927 o aaan 39, 559 39,233 37,259 4i ,817 37,111 40,116 38,477
1928, e immeam 39,769 36, 289 35,723 39, 486 36, 887 39,263 37,307
L I

b. Head for first deck placedvas an uppermost spanner of table boxhead.—This

is incorrect because—
. (1) Any head appearing &t the top of, and as a part of, the boxhead applies

to all decks down to the bottom of the table, or until the entire boxhead. is
repeated (or a new boxhead presented) as in a divide table. - :
(2) The basic idea in using the field spanner is that the table boxhead applies

to all decks; the variation is confined to the affected portion of the-field: ‘Where

the first level of field spanner is placed as an uppermost spanner of the boxhead,

it: means that all of the boxhead applies to the first deck, but only & portion
of it is supposed to apply to all succeeding decks.” This ineonsistency is con-

fusing to the user. :
(3) The first deck is thereby deprived of a head parallel with those shown

for all succeeding decks.

PAR. 1434
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Exemple B-1. Right:
Age Total || Male | Female Total || Male I"éma]e
= The State Urban
=3 Rural-nonfarm Rural-farm
Ezample B-2. Wrong: -
L The State Urban
Age g
Total || Male | Femnale || Total Male | Female

Rural-nonfarm Rural-farm

first deck. placed as undercut spanner of table boxhead.—This
ons as stated in the preceding case. Either
none of it should. If all of it is to
d not be a part of the boxhead. If

¢. Head for
procedire is incorreet for the same reas

all of the boxhead should apply to all decks, or

apply, the field spanner for the first deck shoul
none of the boxhead is to apply to-other decks, then the entire boxzhead should be

repeated for each deck and the table made a divide table. However, where the
table is-extremely tight, this technique is acceptable, though undesirable, if the
space saved makes it pessible:to squeeze the table on the page. In example C,
below, note that no space is saved. However, if the stub box contained a 3-line
stub head, space-saving would result. In contrast, the procedure shown in ex-

ample B-2 is never acceptable.

Erample C. Wrong (for “right”’ version, see example B-1, above):
Total || Male | Female | Total Male | Female
Age -
- The State Urban
Rural-farm

Rural-nonfarm
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d. Omission of head for first deck.—The usual case is where the first deck repre-
sents & 'summary section of the table. Here, there is a tendency to assume that
the table title will carry the story, or that the reader will take the summary
nature of the first deck for granted. In consequence, the field spanner is erro-
neously omitted for the first deck, even though such a head appears for all suc-

ceeding decks. This is incorrect; if any deck carries a field spanner, then all

should carry one.

-Bzample D-1, Wrong:

Ace or tHE WaITE Porurarion, For Crries oF 25,000 INHABITANTS OR
Morzs, BY Crty Size-Grours: 1920 To 1940

45 and

over

Under 5/ 6 to 14 | 15t019 | 20to 24| 25t0 20 | 30to 34 | 35 fo 44

Census year All ages

=» (What is the area covered by this first deck?)

In cities of 100,000 inhabitants or more

In cities of 25,000 to 100,000 inhabitants

E’xample D-2. R1ght

Agm oF TEHE-WEHITE POPULATION, FOR CITIES OF 25; 000 INHABI’I‘ANTS oR
Mozrg, By Crry Size-Grours: 1920710 1940 . ...

. All; Under Eto 15to | :20to |..25to | 30to- | 35ft0 |46and
(Censis year ages 5 4 | 19 [ 2 | 20 34 44 | over

Total

In cities of 100,000 inhabitants or more

In cities of 25,000 to 100,000 inhabitants

aORA
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Sec. 14-E. Braces (1441-1448)

1441, Definition.—The brace is a device for indicating the relation-
ship of a given line to a group of lines, or of a smaller group to a larger
group, and vice versa. Specifically, it provides a means of indicating
the funnelling together of two or more data lines into fewer combined
lines and a subsequent reexpansion to a greater number of lines,
Braces should be avoided where possible.

a. Types of braces.—Two types of braces are used; they may be referred to as the
contracting brace (}) and the expanding brace ({). These terms are descriptive
of their function as the table is read from left to right.

Ezrample:
Area A oooooaoais 646 } 990 { 114, 007
Area B oo 832 260, 324

1442. Principle of placement.—The following rules apply:

a. Point.toward smaller group.——Braoés should be placed so that the point is
toward the fewer number of entries and the spreaders embrace the larger number

. of entries.

FEzample A-1. Right: Ezample A-2, Wrong:

/ a a
A b A b
4 c

Erample B-1. Right: Ezample B-£. Wrong:

A a ! A 8
b b
B{c B}e

Ezample C-1. Right: Ezample C-8. Wrong:

A A
B a . a
3 sl ¢

b. Placed at the right of column rule.—Braces should be placed at the right of
the intervening column rule when the entries affected are in different columns.

Ezample D-1. Right:
269, 324
990 { 114,007

Nonwhite..-

Ezample D~2, Wrong (braces on wrong side of column rule):

269, 324

9M0Y| 114007

1443, Stub listing determined by maximum lines needed.—Where
braces are used, the stub listing must account for all lines on which
data- are shown. separately in any column. . The stub should not be
restricted to the captions necessary for the entries which appear in the
first column. Otherwise, where the detail is expanded, the additional

lines may lack stub captions.
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Ezample A-1. Right (expansion lines explained):
White________ ... 172 196
Nonwhite. ..o } 224 { 163 129

Ezample A-2. Wrong (expansion lines not explained):
172 196

Allraces . oo nicanonn 224 ’{ 163 129

1444. Braces rarely appear singly.—Braces usually, though not
always, appear in groups of two or more, although not within the
same column. The only instance where a single brace. (always a
contracting brace) appears on a given line within the field is where its
influence extends to the right-hand edge of the table-page (or to the
next repetition of stub in a fractional-measure table). Here, there is
no need for an expansion brace to appear.

- 1445. The contracting brace ( } ).—This is used wherever the figures
for two or more consecutive stub entries are available only in com-

bination.

Ezample:

Hand Sprayers. o ooooeoeeoo. 9123

POWer SPIayers. e cmncnann } 3,024

\

a. It is placed with its spreaders pointing to the left. and embracing the group
of lines for which the combination entry is to be shown (including overrun lines).
Its point is directed toward the single cell entry on the right into which the pre-
ceding lines are being funnelled.

b. The spreaders should encompass the space occupied by the stub line-cap-
tions which describe the entries preceding the brace, not merely the space occupied
by the entries themselves. If the line captions overrun and the cell entries are
shown against the top line (see par. 1014a), the braces should be spread to include
the overruns clear across the table. : ‘ .

¢. - Cells which cease to be applicable because of the brace. are considered to be
braced out of existence. They should always be left blank. They should not
carry data, leaders, hyphens, or footnote references.

d. A footnote reference relating to the combination entry, or relating to any
one of the component lines thus consolidated, is placed against the combination
entry. It is not inserted in the cells above or below it which have been braced out.

e. The influence of the brace extends to the right until an expansion brace is
encountered ; until the edge of the table page is reached; or, in a fractional-measure

table, until a new stub is reached.

1446. The expanding brace ({).—This is used against figures in
those cases where a combination line created by a contracting brace
is reexpanded to two or more (but not necessarily all) of the original

stub lines.

Hand sprayers .. ..ocooooo. 024 H é, %ég

Erample:
Power Sprayers. ...cc.ocecaeen- ]} 8

sec. 14-E BRACES PaAR. 1446

A It is placed with its spreaders pointing to the right, embracing the group of
lines for which the entries are to be again shown separately. Its point is directed
toward the single cell entry on the left which is being expanded. ) .

. b. The spreaders invariably encompass the space occupied by the line captions
(in the stub) which describe the entries that follow the brace. Their spread is
not limited to the space occupied by the following entries, as such.

¢. The line caption which appears on the given line in the stub automatically
applies to each row of entries thus again shown separately.

d. When a group of lines is braced to & combination entry, no line should be
included within the spreaders where the separate entry is known to be zero or
where no entry is applicable. Where it seems to be essential that the brace
include such a line, the combination entry should be footnoted to give the known
information unless the purpose of the brace is to prevent disclosure; that is, to
prevent the reader from identifying the specific person or firm to which the

statistics relate.

1447. Range of influence.—The influence of a brace is never inter-
.rupt-ed by a column rule, any more than the range of a stub caption is
interrupted.

The sole exception to this is where a new series of stub captions
appears (new stub) as in a fractional-measure table. In this case, new
braces must be inserted, even though the new stub is identical with
the old, and even though identical line captions happen to line up in
the two (or more) stubs. ’

1448. Braces not used against column heads.—Except in rare
instances, braces should not be used to consolidate entries for adjoin-
ing columns. The use of braces is best restricted to consolidation of
data appearing in lines. Where a consolidated entry is necessary for

adjoining columns, handle as follows:

a. Prefgrred method.—Flace the entry in one column; footncte both cells.
The entry should normally be placed in the cell in which the major portion of the
combined entry would appear if available separately. Footnote the combined
entry; also insert the same footnote reference in the adjoining cell which has thereby
been deprived of its entry. This method is most suitable where only one or two
lines are involved.

Where a large number of lines are affected, particularly a consecutive block of
lines, the footnote might well be placed against the ecolumn heads, reading, for
example, “Figures for other races included with those for N egro for 1870 and
earlier years.”

Frample A-1. Preferred: Lrample A-2. Undesirable:

Cens . g Other : Oth
ensus year White | Negro Taces White Negro mc:;
1940 . __.. 12,516 8, 742 €51 12, 516 8, 742 851
1900 9, 248 5,219 384 9 248 9 3

6,543 | 12/824] () g S

4,123 11,131 (1) 6, 543 2,824

1,234 600 100 4,123 1,131
e et

T P

! Statistics for ““Other races” included with Negro L2 600 l 100

for 1890 and 1880.
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b. Acceptable method.—Where an even number of columns is involved, as in
example A~1, break the column rules separating the columns. Then center the
combined entry (without s brace) under the group of columns. The breaking of
column rules is troublesome to the printer and therefore is costly where used to
excess.

This method is not pra,ctlcable where an odd number of columns is involved
since the combined entry would fall directly into the middle column. Perhaps
the greatest justification for horizental braces is where the entries in an odd num-

ber of columns must be consolidated to a single entry.

Ezample B-£. Wrong @it last two

1My ~1. ) b bles to printer:
Exampte B-1. Acceptable, u‘t troublesome to p. etttiice aro for all groups combined):

Oensus year White | Negro (r);]c’ees’ ) A B c
12,516 | 8742 1,651 ' 742 632 849
9,248 | 5219 1,384 493 701 275
8,543 3,824 508 946 361
5,123 2,131 . 356
4938 | 1,600 1,100 748

Ezample B-8. Acceptable - (troublesome Fto printer.
Also, note effect on caption spacing in stub):

Census year White | Negro ?;g:;

12,516 | 8,742 | 1,651
9,248 | ©5210( 1,384

10, 367
7,254

L3 f,ﬁoo, 1,100
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Expanding brace...._.......
Not used against column head:
Placement ___ .o
Range of influence
Stub, effect ON. . oce -

Brackets, use in-headnote_..... ... . ...

Broad table:
Captions Never Il UPwa v evcmcccmuceenn 1208
Defined and described..

Placement on page.-. 219
Broad-divide table. . - ..o ooncoamaiaao 220
?roa&measnre defined. .o o ccecamal 216

Cross~c}asszfyina POIM e e ‘351

Spanner head, use in... s

Title usage__..... -~ 336, 351

Versus “For”___._. e m—————— e

Capital letters (see alse Arabic numerals,
Small letters, Table number, efc.):
Reference symbols, use as_._.
Table NUMDET, USE 8- e o mecieccacan
Capxtahvam‘on

Line caption, data line.......
Line caption, total and subtotal.

s L

Definition. ...
Function and purpose-
Gra.nd-total cell-._..
“Read in’’' rarely ma
Reference range of symbols.

Reference symbol placeme: . 637
T'ypes of entries.... 1413
-.. 365
1121-1123



INDEX
Paragraph Paragraph
Census-size page, specifieation. ... _......._ 211 | Column head or caption—C ontinued
Census tracts, stub listing Unit-indieator. ..o oo eaaae 1225
Center head (see also Subhead): Word order- . - oo eeam 1224
Comparison with colon and dash line_______ Column head, total and subtotal
Definition 203, 812, 911 Definition 1231
Level combinations. ... ... . 918-920 |  Grand-totalcell ..____..__. 1233
Levels of center heads. 916 | Meanings of term ‘‘total’’._ 1232
Level distinetion.._..___ 916 | Spanners covering__..__... - 1254
Omission {n special cases_ 917 | Column number, definition - ocoocmamuaan 1202
Purpose and function........ 912
Range of influence..___ - 914 Combination of head levels. See Center head.
Shifted to total lines..._______.. .. _..._.._. 955 | Comma (see aleo Colon, Dash, Punctuation,
Semicolon, ete.), use in time-reference seg- .
Citations of source. See Source note. . ment of title_ .. oo 363
Citles (see also City size-groups and Metropoli- Commeon footnote or reference number. See
tan districts): . Recurrent references.
Area segment of title, usein. ............. 347,350 | Complex tables. ..o o eeoecmceccc e cmmenmen
Independent cities._._ ... 08 | Composite forms of tables. . -
Listing under State heads. . Composition table titles. ..o ooo_- . wooooeoe
Specification of area designation....__.___._ 1111 | Contents, tables of (see also Leader work and
State name imperative, special cases._____.. 11091 Tables of contents), tabular form. _.____....
Stub listing. ... .. ... 1109 } Continental United States. See United States.

City size-groups (see also Cities and Metropol-
itan districts):
Area segment of title, use in

““Class,” use in stubbead .. ____ .. ... _...
Classification level:

Defindtion ... ... 1002

Influence on indent ... .. ____.______ 1002
Classification segment of title:

“By,use of o iiiean ggg

“Composition” table title used-only once. ..

Cross-classification:
Limiting explanation.
Splitting of segment..__...__
Variation in deseription

Definition

Classification term substituted for “Total”’._. 643
Codes as cell entries. ... _.__________.___. 1413
Coextensive counties and cities__._.._._...____ 1108
Colon (see also Punctuation, end individual
marks):
Introduces leader work. _ 112
Introduces text tabulatio 121
Key-phrase title, use in. 313
Time-reference segment of ti 363
Colon heads, boxhead:
Colon column heads not used.............._- 1206
Single subentry_ . __....__________.._ e 1206
Colon line:
Comparison with center head........._.____ 913
Comparison with dash line. . ... 923
Definition. . oo _. 813,922
Leaders not used._ . IOIZ

Single subentry.-o—coo.--
Space break insertion above, not below.
Substituted for center head

Column (see also Boxhead, Column head, and Field):
Definition e 205, 1402
Space allocation. . -
Vertical rule, use o

Column head or caption (see also Boxhead,

Column):
Abbreviationsused. ... ...
Additive and nonadditive columns. __. -
Brages not used against column heads

Capitalization .. ...
Colon head notused...... .o o

Definition_._.._..__ - 204, 1202, 1221
Limitations. . oo oo oo 204
Prime and nonprime columns. . oo 1222
Reference range of symbols.. .. .-~ 641-642
Reference symbol placement. ... .. .___.._ lgg’;

Single level
Space problem caused by w
Spacing.. oo -
Style and punctuation .. ... ...

Continued line, definition. -«o o oooococeanan

Coordinate levels:
Boldface type not used.
Influence on indent...

Counties:

Area segment of title...
Spelling of names._. ‘
Stub HSting oo

Cross-classification:

_Bozhead, use of “by”___
“By’’ versus ‘‘For”._.

_ Stubhead, indication in.

CTitle USAZe -« e m oo

Cross-references:

" Tootnotes at end of table_ .. o cocerocooanan

Dash, punctuation mark (see also Colon, -

Comma, Hyphen, Punctuation, efc.):
Confusion of internal with terminal dash _.
Key-phrase title, usein._..-..._-- SR
Metropolitan district names, use in -
“Read-in’’ significance. . .......ooo.--
With-table number. ...

Dash (or read-in) head, boxhead:

_ Avoidance of misunderstanding. ... .-~
Avoided over total columns._ -

Clarifies paired distributions._ ..
Definition

Incorrect use

. “Reading in”’ to term:

inal groups_ - -...-

“Read in”’ rarely made to cell entries_.___ o

" Residuals exempted. oo ocoioi e

Dash (or read-in) line, stub:
~ Comparison with center head __ ...
Comparison with colon line. ____.___._. .-
- Congecutive read-in lines permissible

“Read in"” defined.
Residual subentries.
Single subentry. ...
Space break insertion above, not below.

Space requirements of stub._._..

Test of read-in application. 93§
“Dashes’’ versus ‘‘leaders’”__ .. 1302
“Paghes’’ versus “‘rules’’ (see also Rules) ... 1302
Data line (se¢ also Line caption): .

Classes and tyDes. - ocoocoirin e 942-943

Definition______.__ 941

Type specification 948
Date column . ..o . 966

Dates (see also Census dates, Time-rcference
- segment of title, efc.):
Boxhead, use in. ..
Bannerhead - _ .. .o.coonoo_
Reference symbol placement. -
Standard stub arrangement. . ...

INDEX

Definitions: Paragraph

_________________________ 945

,,,,,, 1023

- 303,341

1202, 1261

_____________________________________ 1324

Block. ... .. ... %3

Boxhead__._ 204, 1201

Braces..___.___ 1402, 1441
Broad table.. _______ - 2
Broad-divide table. ._______________________ 2

Cell ... 205, 1402, 1411

Center head or subhead.___ - 203,812,911

Classificationlevel . _____._..___..__._______ 1002

Classification segment of title.___ 303, 331

Colon line ... ______.________.._.__ --. 813,922

Column ... 205, 1402

Column head or eaption. __.______.__ 204, 1202, 1221

Column head, total and subtotal 1231

Column number. _
Continued line.

Dash (or read-in) head._
Dash (or read-in) line_
Divide..._._____...
Divide table....__..__ -
Expansion table (described).
Field .. .. __

Field spanner
Folio line.
Footnote_._.___________

Horizontal rale ...o.oooooooo oo o____

Indention. . ___.___.___._____________________
Keyed item (footnote identification)
Leader work . _ .. ... _____________..
Leaders:

General. ... ...

Line caption . _.._____
Line caption, dataline._____..
Line caption, total and subtotal.

Master table (described). ... ___. 432
Measure. _......._...... 211
Multipageboxorstub_. . _..___._____ ... 1318
Multipage narrow table with continuous
‘boxhead 218
Narrow table...._ - 216
Narrow-divide table-._ - __.___.____________ 217
Nonadditive data-lines. _._.___________._.__ 945
Nonprime data-lines. 7
One-page box or stub. _ 1318
- 1010, 1014
- 204, 1202
........ 1312,1322
Parallel table:
Normaltype . _...___........_....______ 22
Special type.__.___.__ 222
Parallel-divide table 223
Prefix letters. .. ... 421
Prime lines.... .. . 942
Quasi-banner head_ ... ____.__._____.__ 1202, 1264.
Reader break .. ____ ... __ 1023
Reader cell ... _.________. 637
Reader column. ... ... _________ 1014
Reader entry. ... ___________.._____.._ 637
“Read in"_._____ 927
Read-in head ... 1241
Read-inline.___._.._ 813
Recurrent reference.. 503
Reference symbol. . 631
Residual item . _._____ 1143
Rules, horizontal and vertical. _.- 1301
Sourcenote. ... ... __._ 207, 604, 621
Space break . ___.___._...__ _- 818, 1021
. Spanner head.. 204, 1202, 1251
Specific footnote._..__ 603
Standard-series tables. . . 411
Standard table forms_ ... ... _._ 505

Definitions—Continued Paragraph
Structural types of tables_ . __.___.__.______ 211
Stub. - e cmeeee ---- 203,802
Stub leaders oo oo 817, 1013
Stubhead or box. 811, 901, 1202
Suffix letters..... 431
Superior figures. .. . 633
Table number . 202, 401
Table title.. ... 301
Tabular present. 101
Text tabulation.....____._._.__ 121
Time-reference segment of title_ . 308, 361
Title. o e 202

Totality table (descriped) ......... . 434
Tracer numbers. ____.Z.___.._...____ .. 82
Undercut spanner. ....._._..____._.._... 1202,1271
Unit-indicator 816, 961, 1203, 1402, 1421
Universe segment of title
Vertical rule......._ . __

Ditto, not used by Census Bureau. .. __._____ 963
Divide, definition. .. __ oo
Divide table (se¢ also individual types oftables):

Boxhead rules, use of....

Unit-indicator, use of.____.._.__
Divisions, geographic (s¢e also Regions and

divisions):

Listing with States.-..._.

Listing with regions
“Do,” term not used by Cens
Document-size page, specification
‘“During” in time-reference segment of tit]

Field (see also individual component parts):

BraeesS oo oo 1402, 1441-1448
Cell. e 1402, 1411-1414
Component parts . ocoooooooceaoos 205, 1402
Definition_ ... .. 205, 1401
Field spanner.. .- 1402, 1431-1434
Unit-indicator-. ... 1402, 1421-1426
TField spanner: .
Defimition. ..o oL 1208, 1402, 1431

Horizontal rule, use of_

.. 13131314
216

In narrow table_..___ —- 1
Incorrect placement. .. 1434
Part of field, not of box__ 1208
Preferred usage.. ... 1432
Problems.__ ... .. ____.__.__ 1433
Unit-indicator, capitalization o 1425
Unit-indieator, use of._.____. 1423
Poliolime oo o 201, 208
Folio number. Se¢ Page number.
Footnote: :
iti 206, 603
General footnote... 601, 805-606
Headnote relationship_ 503,612-613

Numbering sequence.- ...
Omission and curtailment.
Period always used at end._.._..__.._____ 523,662
Placement and arrangement. . __________. 651656
Practices toavoid. .. ... _______._. 615
Presentation of footnote-type of statement

improper in stubhead. ... .____._. 3
Purpose. - e 611
Reference range of symbols.._______.___.. 641-643
Reference symbols..___._.._ - 631-640
Restrictions on use. - 606, 614
Scope of discussion. .. 602
Source note_____ 4, 621-624
Specific footnote 3, 611-615
Style. oo ... 662
Tabular footnote. - 665
Title relationship. 613
To leader work... .- 13
To title..oo... 502,613
Y DBS - e e e
Wording . oo 661~665

Foo?i‘)notsz numbering (see also Reference sym-
ols):
Leader work 113
Multipage tables.-....-. - 636
New series for each table. . .. 635
Numbering sequence_..... 638-639
Placement of symbol. . oo 637



Fractional-measure tables:
Defined and described. .-
Parallel rule, use of._..
Unit-indicator, use of_

Fractions in footnotes- - .ocooeeoaen S,

Frequency tables:

Numbering, using suffix letters. ... __.... 434-435

Title, when appearing in same table with
percent data . oo

Title, when appending percentage descrip-

tion. ool .
General footnote (see also Footnote), defined

- and deseribed . - oo 605-606

General purpose table. ... ... ég?

Group or line numbers, defined and described.

Haidline rules. See Rule, horizontal, and
Rule, vertical,
Halt-measure table. See Fractional-measure

tahles.
Heading of table (see also individual component

“.. parts), defined and deseribed.- - ..o ceeee- 202
Headnote: .

As footnote to title__ .. s 502
Component of heading. 202
Continued pages of table_ 505
Definition.. ... 202, 501
- Footnote relationship. 503, 612-613
Function....... 501
Parallel table.. ... 221
Period never used at end... 523
Practices toavoid....... 506
Preprinted table forms. oo oo 505

Presentation of headnote-type of statement
improper in stubhead ___.. ... 08
Repetition, multipage table.. 505
Restrictions on use 504
Specific uses_ - 511-513

Style, includ

Cootion L 523
Tables without titles. .. 606
Time factor, specification o; 364
502, 613

Title relationship. .o .. _.__.
Use to curtail universe segment of tit,
*Use to qualify classification segment of

Wording - - - uece e

Horizontal rule. See Rule, horizontal.

Hyphen:
In column heads. 1204

Maetropolitan district names, use in.. 1114
" Rural-nonfarm and rural-farm, use in 1113
Time-reference segment of title, use in-_---- 367

INDEX
F]
Paragraph  yndention: Paragraph
Footnote numbering—Continued Comparative findent .. oooeeean 1003
Reference range of symbols_ ... -con 641-643 | Definition........_. 1001
Symbols. oo 633-634 | Indent spacing. 1009
Total cells, columns, and lines.. - .ocoooooo 642 | OVerruns......-.- 1010
Footnote placement (see alse Footnote num- Purpose and function._.._._. 1002
bering and Reference symbols): ““Reverse” versus “flush” for totals.. 1004
Leader Work . - o imammnan Selection of method. .o oo 1007
Location of footnotes. ........ Spacing (vertical) effect on scheme. . 1008
popext and tables on camn Bage. - ~srmbol TlHles ecmenrmencaa e 15041907
ootnote symbols. Sge Reference symbols. otal s —mo oo oo
i ¥ ¥ Italic type (see also Boldface, Type specifica-
“For’”: tion, ete.):
Title USARe . oo e 351 | Deduct or decrease items . - _ocomimemano- 1033
L Versus “BY e 351 Selected items of a distribution. . . 953
Formal table: Stub, use i .oce e .. 1033
Analytical tyPes .o o ocomccmcmrcczcaas 132 | Unit-indicator... 1203, 1424
Bottom rule, use of_____._. 1313,1315-1316 | “Item’” in stubhead . .- oo
Class of tabular presentation_ ..o ceamno- 102
Complex and simple tables._ - 133 { poader work:
Definition oo 131 DefnitioN o e m e 111
General purpose and special purpose table._. 132 | Fgoinotes to... o113
Heading (see also Table number, Title, and General fea5ures. o ommoe oo 112
Headnote) ..o TR TNAEKES- - oo oo mmm e 114
Parts (structural) of table (see also individual Tntroduced by & G0I0T - oo 112
e P et - 201-208 | Mgbles of COMEETES_ -~ --omomomcecmmmmmnm 114
Types (structural) of tables (see also indi- Leaders: ;
B 211226 [ ™A Jeader 1ines. - oo oo imme 941
Without title - 125,606 |  Cell entry......ooooooooomoeooooe oo % 3%3
: : or dash lines never take leaders......
Fourth-measure table. See Fractional-meas- Sgg’ﬁ-ﬁon __________________________ 7,1011,1013
ure tables. B XCOSSITE T80, o e e mmmmmmmmmm %g?g

Flush to caption. .
Follow data-line captions

Omission of period.._...... - 1015
Overrun item-..._... _.. 1014
Periods used in offsef . -oemen- _.- 1011,1013
Purpose and function 1012
Stub leaders. - -ooooccaeene e 817
Unit-indicator in stub, use with. - -ace-u--- 963
Levels of boxhead, limitations. . coocecanne 1204

Levels of center heads. See Center head.
Line, definition. oo ocmcmeccmame e 205, 1402

Line caption:
(125565 8NA tYDPeSnmsccc e ce i mmem 941-945
Definition...... 203, 941
Part of stub.. 203
Punctuation - e c—eem——— 947
Line caption, data line:
Additive and nonadditive lines...c---eoun-n 945
Capitalization .. 946
Definition___ ... . ...
Prime and nonprime lines. .
Punctuation ... ...oo..

Line caption, total and subtotal:
Ares names, 18€ Of -« .o ocmenoanio oo
Capitalization and type specification.- -
Definition. - oo aeas
Indention....ceco-ceunnna
Meanings of term “Total”. . _..ceeoonoo
Placement of “Total” in combination with o5

other wording. - oo ccommacnocmeeeee
Reader-break insertion above, not below.. 1027
Rules (horizontal), use of ...~ 959, 1313-1314
“Potal’ versus “AN e ggg
TS - e e m e m e :
Line numbers compared with tracer numbers. 821

Master table, deseribed . o oeeacaenn
Measure, definition . oooooooomoooaanan
Metropolitan areas. ... . oouoooeoooomccnnnas
Metropolitan districts, stub listing.
Minor eivil divisions, stub listing_ ... -caeaaae
Multipage box or'stub, definition..._.._.....- :
Multipage narrow table with continuous box-
head:
Compared with parallel table.... ..o~ 218,221
Defined and described-_.- 218
Multipage table:
Bottom rule, use of.
Footnote placemen
Footnote treatment.

Headnote repetition.

INDEX

Narrow table: Paragraph

As the normal table type...._._...__. 214
Defined and described....._______..__ 216
Deviations caused by space requirements... 214
Multipage, with continuous boxhead. See
Multipage narrow.
Narrow-divide table:
Compared with narrow table with field
SPAMMerS. . ... 217
Defined and described..... . ........ 217
Narrow-measure, defined 218
Normal table. See Narrow table,
“Note': .
Footnote usage. - - cvecoceooooeen 206, 605-606, 615
Headnote, usage avoided in.. .ooceeeo ._ 506
Number. Sece Numbering schemes, Table
number, Prefix letters, Suffix letters, ete.
“Number’”’ omitted as center head....._._. 917

B R e AR st e o v BB
Numbering schemes, footnotes:

Boxheads._...__....__.____... 639
Norma] scheme for tables.. -~ 638
Symbols used. ...._.._ 633-634
Toleader work__ ... . ... ..o . 113, 636
Numbering schemes, tables:
Normal scheme. ... ... oo 406
Prefix letters:
Standard-series tables_ ... ........__..__ 424
Text and appendix tables.. 423
Serfes of tables............. 407
Standard-series tables.. 411-414
Suffix letters. . 434-435
Symbols used 402-403
Text and tabular sectio 407
Numbers in footnotes. . 664
“Of,” use in spanner head._ 1253
One-page box or stub, definition %ﬂg

“Other” versus ““All other”..__
Overruns:

Definition

Indention

Placement of cell entries with tracer numbers. 1014

Reader-break insertion__._._.__...... - 1029

Tables with tracer numbers 047, 1014

Tables with reader columns - 1014

Unit-indicators..__....... 963
Page number as a part of folio line 208
Page size, influence on table design 211
Page sizes of Bureau of Census..... .21
Panel:

Definition.___.__.__.__ 204, 1202

Vertical rule, use of..__ . 1326~1329

Parallel rule (see also Rule, horizontal, and
Rule, vertical):
Definition. .o 1312, 1322
Drafting specification__ - 1314, 1323
Horizontal rule, use as. 1314
Vertical rule, use a8 ... ..o _..___. 1330

Parallel table (see also Tracer numbers):
Cell entries for overrun captions..........
Cell entries, placement with eaption

TUDS. oo oo 1014
Compared with multipage na:
Headnote arrangement..__
Normal type, defined and des
Paging_ ..
Special type, defined and des:

13, 221
222

Period—Continued Paragraph
Headnote, not used atend..._._..__._.._.__ 523
Omission before leaders.___ _. 1015
Overruns. ... ___ - 947,1014
Substitute for leaders in offset.._______. 1011, 1013

“ Placement:
Area or space segment of title. 342
Braces. ..o oo 1442
Broad table on page.__ 219
Classification segment . 332
Footnotes.....__.____. 651856
Leaders, in stub with - 963
Reference symbols 637
Space breaks._________________._______._ 1024-1030
Time-reference sef 362

“Total” in combination with other word-

Unit-indicator in stub_._
Universe segment of title

Plural form versus singular in deseription...__ 307
Prefix letters (see elso Suffix letters, Table
number, efc.):

Census tracts, use in. 1115
Definition.__.._... 421
General use. .. 422
Standard-series ta 424
Text and appendix tabl 423
Presentation unit.
Prime lines. 942
Punctuation (see also Comma, Colon, Dash,
Period, Semicolon, ec.):
Boxhead.._._.. - 1209
Headnote._.. 523
Leader work._ . 112
Line caption, data 047
Text tabulation__._ 122
363

Titles (Time-reference segm

Qualitative and quantitative classifications,
stub arrangement and listing.__ 834-835, 1131-1133
Quasi-banner head.. ... ... 1264~1266

Reader break (see also Analytical space break
and Space bhreak):
1028-1029
- 1023

Counting off lines, overruns and totals..
Definition_ .. _.__ [

Principles of insertion-
Reader cell:

Stub placement. .. , 221-222
Title arrangement .. 218,221
Tyracer numbers in stub 18, 221-222
Tracer numbers versus grou; num-

hers, 1se of.......__ 820
Parallel-divide table. 223
Parentheses:

Headnote, use in.. ——- 623
Unit-indicator, use with_____.______.______.

Parts of table, See Structural parts of table
and individual parts by name.

Definition........._.. 637
Reference symbol plac 637
Reader columns..___ - 1014
Reader entry-ceooo... - 637
“Read in’:
Definition . ool 927
Test 0f ... ___. 933
Read-in head, boxhead 1-1248
Read-in line, stub. __ - 926-933
Recurrent references;
Definition. 503
Failure to footnote at all points o 615
Footnote arrangement.. . 665
Footnoting and symbol u 840
Headnote explanation.. 513
Reference range:
Symbols...a.... 641-643
Unit-indicator.... . 964
Referen)ce symbols (sec also Footnote, Asterisk,
ele):
Cell entry e 1413
Definition_-.....__.___. 631
Tunction and purpose__ 632
Letterpress versus typin, 634
Multipage table, use in. 636
New series for each table. 635
Numbering sequence. 638-639
Placement ..._.... -. 637
Range of symbols. ._.___ 641-643
Recurrent reference, use in 640
Types of symbols.... 633

Percent data, deseription in title... ... .._. 371-374
Percent tables, numbering of ... ... 434-435
Period:
Abbreviation at end of line caption...._.___ 947
‘Boxhead, not used in....__.......... . 1209
Footnote, always ends with period._..... 523, 662

Reference table. See Gen




INDEX

Regions and divisions: Paragraph Paragraph
Area segment of title, use in 346, 350 Space break (see also Analytical space break
Standard stub arrangement. and Reader break):

Stub lsting. . ... 3—1106 Analytical versus reader breaks..........._- 1023
REPOSItOrY £ables v o v ic e 132 Definition _._.____________ - 818,102t
Residuals: Purpose and function..._.c.ocooooooo_o- 102:

Dashhead. ... _.____ 1245-1247 + Reverse indent, used in___.___._.__.____.__. 1005

Dash line, use with. ..o 928 | Placement.-.......o....__... _. 1024-1030

Deﬁnition__,,d“,_t_{’ ........ 1143 Spacing of column head eaptions. . ... .- 1211

Maintaining identity ..o oo cococroiaaas 114 o

Stub Hstmn;% _______ . 1143—1144 Spanner head (sée also Banner head, and indi-

Valie varies. - 10 vidual components of bozhead)

Clarifying point of reference. .

Roman numerals, use as table number._.___ 402403 | Definition_......._._____..__

Rule, horizontal (see also Rule, vertical): Omission. ... ...._.____.

Boldface type, use with Purpose and function

oxhead. .. ... _._...__. Top spanner in narrow-divide tables.. 217

Defimition e 13 Total columns. ___.._._.o.oooeo . 1264

End or bottom rule of table, use as 1315-1316 | Special purpose table. . __ - oo oo 132

Parallelrule, use of ... . 1314 Spemﬁc footnote (see also Footnote), defini-

Single rule, use of... 1313 BT o e 803

Top rule of table_ . 1314 “Speclﬁed” use in area segment of title. .

Total and subtotal lines, use with_ 959 | Spelling of area NAMES. oo - occeaeo—eamem

Y PS o e 1312

Standard-series tables:

Rule, vertical (see also Rule, horizontal): Defini 411
Column head or caption, usein____.____._._ 1227 |  Numbering scheme.. 413-414
Combinations to be avoided. . 1331 Omission of tables in series- . —......___ . 414
Definition. ... ... - 1321 | Prefix letters as table numbers, use of....... 424
Extension at bottom of page__ 1333 |  Purpose and USe--- .o mooooooomoe . 412
Parallelrule .. ... . 1330 | Suffix letters as table numbers, use of..... 433-435
Range of influence ... ... 1332 | Standard metropolitan areas. ... ...~ 1114
Single rule: States: )

Bold_.__... S S - 1327,1829 |~ Abbreviations. ..o oo 1109
Hairline or lightface. . ... _.__....___. 13 Abbreviations used with city names.._..... 347
Medium..._____.____. - 1327-1329 1 ‘Aren segment of title, use in-. .-.--—---- 345, 350

Spaceallocation. ... 1325 | Listing alphabeticaily or geographically. 1105, 1107

Space requirements. .. - 1824 Listing under division heads_.._._.. ... 11

Specificationsfor..._... - 1328|  Metropolitan districts, use of names in___- 1114

Typesand weights. ... 1322 | “Required with certain cities...._... 347

o

Rules gee . )aZxo Rule,  horizental, and Rule, gggtnedg{;%%mvlgt%%?ﬁeg,r%%%gsléi-ééées- _

vertical): . -

1Deshes” versus “rules’’ - 1302 Stb HSbg- oo

efinition ___._.--.- i ural parts of table (see also individual

Drafting specifications 1314,1323 Stm;;m), gmgonen%apmtéf _______________ 201-208

Horizontalrule ... --- 1301, 1311"1316 Structural types.of tables (see also individual

Mode of déseribing ..o ... 132; types): -

Tables enclosed in rules__-Z 2221 226, 133 Classification not based on number of pages. 213

Verticalrule...__.__________.___1 130113211334 | Gompostte forms. o e 995

Running head: Definition. ... oo 21
Conventional treatment. ... 208 |  Deseribed and compared ... ...
Notpartoftable......--ooooooueoacooooo 201 | Narrow table as the norm
Omission of time-reference segment of title, Specific types. ..

mseWith .. ... oo n s 368 | mMaples in rules
. ,Omiss_i%n of universe segment of title, use 204 Tables without sta
w1
Part of folioline______._.__.__ 208 | Stub (see also individual component parts):
Specification of State name, use as. 345 |~ Allocation as compared with boxhead.-... 701-713
Standard-seriestables. . ... ___._ 414 | ’Arveas, standard listing__._______________ 1101-1118
B -

Rural. See Urban and rural.
Rural-farm and rural-nonfarm, use of hyphen. 1113

“‘Selected,” use in area segment of title._._... 362
Semlcolon (see also Comma, Colon, Punctua-

tion, efc.) use in time-reference segment. . 363
Series tables. See Standard-series tables.

Simpletable .__________ ... 133
Single rule (see also Rule, horizontal, and Rule,
yertical): 1313

Horizontal rule, use as...

31
1322, 1324-1329

3

Vertical rule, use as X
Singular versus plural form in description. ..
Size-referent, omissionoruse . _..__.___.____ 348

Small letters (see also Arabic numerals, Capital
letters, etc.):

Reference symbols, use as. . _._______._.___

Suffixes to table numbers.... 3

Table number, US€ 88— oo oo 402-403

Table title, use in_ oo . 308
Source note:

Headnote explanation
Unpubllshed manuscript 624
............................. 623
132

[aYalv]

Center head and subhead..
Classification term substitut:
Colon and dash (read-in) lines....__._ 813, 921-933
Combining center heads__. 918-920
Component parts
Continued line
Continuous

Definition.._

Indention.

Line caption, dataline_ ____. __ 814, 941-948
Line caption, total and subtotal_ 815, 951-960
Mechanical advantages..........__._____. 712
Multipage narrow table with continuous

boxhead
Organization of diseussion_ _ ... oo oo

Parallel table
Presentation principles
Quantitative and qualitative c]asmﬁcations
standard listing....__....__ ~1131-1133
Reference range of symbols. _ 641 642
Reference symbol placement._.......__..__... 637
Relationship between stubs of varying
detail ... . ...
Residual items.
Space allocation._ .
Space breaks. ...

INDEX

Stub—Continued Paragraph
Space requirements...______________________ 718
Standard stub arrangements._ .. 831-835
Stubhead or box_._______._. 811, 901-909
Time periods, standard hstmg., 1121-1124
Type speclﬂcatlon ...................... 1031-1033
Unit-indicator.... ... .. 816, 961-966

Stub leaders. See Leaders.
Stubhead or box:
Amplifying title...._ 907

Captions to be avoid 908
City, town, county speci 1111
Coverage_ __ ..o ggg

Cross-references fn.______.___________.__..

“Sub]ect » ¢{(lass,” or “Item,” use o
Style (see also Capitalization, Punctuation,
Wording, efc.):
Boxhead___.__
Footnote.

________________________________________ 953
Subhead See Boxhead, Center head, Stub,
“SubJeet » uge in stubhead ... _. 903
Subtitle (see also Title): : -

Headnote as a limited form._._____________._ gtl)z

Subtotal column. See Column head.

Subtotal line. See Line caption.

Suffix letters (see also Prefix letters, Table

number, efc.):

Census tracts, use in._
Definition. ...
Examples of numbering.-
Objectives in usage.
Principles of table relationship and posi-

tion_ 432
Relationship to master table...__.__._._____ ;Lgé

Summary tables.__._.._.__._.._ em
Superior figures, footnote usage. ______________ 633
Symbols (see also Arabic numerals, Capital let-

ters, Roman nuierals, Reference symbols,

BBC.) - e e e

Table number (see also Numbering schemes):
Affixes and suffixes. .. ____._...____
Component of headmg» - .
Definition and purpose..
Duplication. ... .o ._____.._.
Normal numbering scheme
Omission._____._.._._._..
Prefix letters____.__
Standard-series tables
Suffix letters. ... ._...
Symbol combinations
Symbols used . ._.____
Text and tabular section. ... _________ 407

Table title. See Title, Area segment, Classi-

fleation segment, Time-reference segment,
Universe segment, efe.

Table of contents, standard-series tables....__ 414
Tables in rules or boxes__.___________.____. 226, 1334
Tables in series. See Standard-series tables.
Tables without stubs.._______________________ 224
Tables without titles (see also Text tabulation):
Footnoting_ ... 122-125, 606
Release tables_ .
Tabular footnotes, introduction required. .__. 665
Tabular presentation:
Defini 101
102

Terminology. See Wording.
Territories and possessions:
Stub listing

Text tables: -Paragraph
Footnotes. ... - 635, 638, 654
Need for title . 124
Numbering.___ 407
Summary tabl 132

Text tabulation: :

Definition. ... ___ 121
Dlsadvantages ............................. 124
Tootnote placement when table at bottom

0] o < SN 854
Footnote, use of. .. 606
General features_._____ 122
Introduced by a colon. 122
Overuse and misuse. ... 123
Release table without title 125

Thi;diarlueasm'e table. See Fractional-measure
ables.
Time periods. See Census dates, and Dates.
Time-reference segment of title:
“And,” use of.....
Definition.__.
‘“During,” use of.

Hyphen, use of___ - 367
Listing of dates.._...ocooooeoa 364-368
Omission and curtailment. 368
Placement.__..__. 362
Punctuation. - 363
T, 88 Of e 367

Title (see also individual component parts):
Amplified by stubhead or box.
Area or space segment.__
Arrangement of segmen
Capitalization and indent.
Classification segmont...___
Comparison with stubhead.
Component parts or “title segments
Coverage and brevity
Definition. ... "

Footnote relationship. .. ... _________
Footnote to title not used-

Function ... _____
Headnote relationship. __.__..____________
Parallel table._..__ ... ________.______.__ 221
Parallel versus multipage narrow tables.___ 218
Percent data, description of —..__.________ 371-874
Relationtshlp between content and arrange-

o |
Time-reference segment. - 303, 361 368
Title-writing methods. . ....._..________. 311-314
Treatment of segments_. ---. 305
Type SIZ€. o
Universe segment__._._. 303, 321—825
Word division__. ... _____..___.______
Wording . ___________. - 307

Title segments......._... -. 303
Title writing methods__....._._.___________ 311-314

“To,”” use in time-reference segment of title.. 367
”Total ”’ as a term:

Totality table. See Master table. )
Total cells, columns, and lines (see also Cell,
Column head, Line caption):

Meanings, differences in...
Multiple US€S.—o... ...

Placement in captions..___._._._. - 957
Reader-break grouping, effect on. 1028
Result of summation. . __...___.__ 953, 1232
Spanner heads...._. - 1254
1S 959
“Total’” versus ‘“all”. 958

Total rule. See Rule, horizontal, and Rule,
vertical.



INDEX

Paragraph

Tracer numbers:
Bottom boxhead rule, use of. ...

Compared with 1ine or group nw 821
Definibion. . ccoccmcaamnaaen- 820
Leaders, use with. 1014
Line caption overrum....----- 947
Not used in multipage narrow 218
Pargllel table..... e 221
Type specification. (see ulso Boldface, and
Ttalie):

Canter heads in stub._-oocoeeeen 918
Line caption, dataline. . ....--- 048
Line caption, total and subtotal 959
Stub, boldface and italiC..coeno- 0311033
UL T 300

1323

Vertical rule.. -
Types of tables (see also Structural types of
tables and individual types)------ 132, 137, 211-226

Undercut spanner:
Conditions of use
Definition. cce.eozoms--

Underscors (sce also Rule,
Center heads, typing

horizontal):

Unit of quantity. See Unit-indicator.
United States:
QD HStNE o oo cemcmm e mmm s
Title, 188 IMo.omesmmmmeammmmmmmm oo . 344

Unit-indicator:

Capitalization. .. o-eezoceommmesxommmmmmemne 1425
Colon line, indication in._.._. .92
Column head or caption, use in. 1225
Colurnnar arrangement ..oz =cosomtos 966
Definition. .oeecocmaamamux 816, 961, 1203, 1402, 1421
Field spanner, Use iN . oo ceawmonmansnn== 1433
Headnote expfanation- - . 512
T4aliC tyPeecunccmmmm i mmem 1033,1203
Ttalics versus parentheses. oo 1424
Leaders againsteowoonunen .. 983
Line-up in StUD wweeco e e mmmmmmem e 963
266

Paragraph

Unit-indicator—Continued
Parentheses, U Of. - ccoemommmmunaanmn-
Part of field, not of box..
Placement in field.- -
Placement in stub._-—-_---.-

Presentation improper in stubhead or box.. 908
Range of infllence. .. cooomommvncmmemmmeen 423
Reference range. - . ..----==n-n--==-===s=== 964
Restrictions on USe. ..ocmoemmmmmmmmmmmamzss 962
Spanner head..--.o----=-- 1252,1253
Specify units of measure clearly..--—.-c----- 968
Style and abbreviation. -.----o-wmescenoaomn 1426
Undercut spanner.. .- 1272
Universe segment of title. o .-ceeooeonnu-me- 323
Universe segment of title:
Curtailment by use of headnote.....-—--—- 323
Definition .- -cmmwwmcz- S 303, 321
Omission of portion thereof- . 3
Placement - co-ecce-- 322
Unit-indieator - .coav-vi--ro- . 3%
‘Unpublished data, source citation. - caeeooon 624
Upright table. Sce Narrow table. -
Urban and rural
Are segment, Use M. .- woomomsmonomoomomos 349
. Btub lStNg oo e meemammmmea e mm e 1113
Vertical rule. See Rule, vertical.
Word order of column heads.-.--c-oanmoeene- 1224
‘Wording:
Area segment of title. ...--- 343
Basis of size classifieation. .. 348
Classification segment of title. 307
FoOtNOtE . o m o mmmmm = 661-665
Headnote..——.—eeeve- 521-523
Percentage titles-__-ow---i--- 373
“Sglected” versus “‘Specified” 352
IPEE]@ e e e sz oo 307
Total columns and lines 957
Use of “and,” “during,
(+) cOmMPBIeA. - crenmmmmmmmommmm s 367
1108
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