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I. PREPARING COPY

OUR purpose in these few lessons is to give some explicit
directions as to the general make-up of manuscripts
intended for printing. Every person who has even a
business eard or a circular to print should have a know-
Jedge of the common phraseology of a printing house.

As to paper, the size in most common use for manu-
seripts is what is known as leffer. 'The sheetsin any case
should be of uniform size. Avoid all eccentricity and
affectation in the preparation of your manuscript, or
“copy,” as printers call it. The more matter-of-fact and
businesslike it is the better.

If at all possible have your manuseript type-written,
and under no circumstances should you roll the sheets
when preparing them for the mails. There are a number
of large publishing houses which positively refuse to
touch rolled manuseripts. The very first impression cre-
ated by such a manuseript is one of extreme irritation.
A rolled proof is pretty nearly as discouraging, yet many
printers still follow the annoying practice of rolling their
proofs.

Every printing establishment of any note has its meth-
ods and customs as regards orthography, the use of cap-

381




382 UP-TO-DATE BUSINESS

itals and of punctuation. As a rule it is best to leave
doubtful points to the printer. Any little deviation
desired may be easily remedied in the proofs.

Paragraphs should be boldly indicated by setting the
line well back in the “copy.” Extract matter included
in the text should be clearly shown, either by marking it
down the side with a vertical line from beginning to
end or by setting the whole well back within the com-
pass of the text. Such matter is commonly set in slightly
smaller type. ;

With regard to the corrections in the proofs it must
be remembered that the more carefully an article is writ-
ten the smaller the expense for author’s corrections.
This charge is often a great source of contention between
the author and the printer, and, altogether, is an unsatis-
factory item.. A printer is bound, with certain reserva-
tions, to follow the “copy” supplied. If he does that and
the author does not make any alterations there is no extra
charge and nothing to wrangle about. A small correc-
tion, trivial as it may seem to the inexperienced, may
involve much trouble to the printer. A word inserted or
deleted may cause a page to be altered throughout, line
by line, and a few words may possibly affect several
pages. The charges made for corrections are based on
the time consumed in making the necessary alterations.

II. ON THE NAMES AND SIZES OF TYPE

TaE beauty of printed matter depends very largely upon
the selection of a suitable style of type. For books
and newspaper work there are in use two general classes
known as (a) old style, (&) modern. These names refer to
the shape of the letter and not to its size. The several
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sizes of type commonly used in all plain work are as
follows:

. PEARL. 6. BOURGEOIS.
. AGATE. 7. LONG PRIMER.
. NONPAREIL. 8. SMALL PICA.
. MINION. 9. PICA.
. BREVIER. 10. ENGLISH.

11. GREAT PRIMER.

Pica is universally eonsidered as the standard type,
just as the foot is the standard of measurement. The
twelfth part of a pica is the unit, called a point, by which
type bodies are measured. In many printing offices the
type is known as 6-point, S-point, 10-point, efc., instead of
as nonpareil, brevier, long primer, efc. The following speci-
mens show the sizes of the type in common use:

This is & sample of type known as pearl.

This is a sample of type known as agate.

This is a sample of nonpareil.

This is o sample of minion.

This is a sample of brevier.

This is a sample of bourgeois.
This is a sample of long primer.

This is a sample of small pica.
This is a sample of pica.
This is known as English.
This is great primer.

The student must bear in mind the fact that these
names refer to the size of the type. For instance, there
may be a dozen different styles of brevier or of pica; a
particnlar specimen of printing may be entirely in long




384 UP-TO-DATE BUSINESS

primer, yet some words may 1 itali
o ords may be capitals, others italie,

others boldface, and so on.

AGATE is the size of t ' i
s the size of type used in measuring advertise-

ments. There are fourteen agate lines in an inch.

A complete series of type of a particular size is called
a font; as a font of brevier, or of pica. Such a font

would include ;

CAPITALS

SMALL CAPITALS
lower-case

ITALIC CAPITALS
atalie lower-case.

ALSO Jig f o S, SUINs {
e aciions,
f& ﬁ‘j”? 69’ f} ”?r )0“3;‘8; rerey Eences, i)? aces, 1_{}‘ JL, ete.

Printers divide a font of letters into two classes :

1. The upper-case
2. The lower-case § °° fs

The wupper-case s ]

5 X 'uJ .S * '. 1e Ty > 3, N ]
o p]w ; on.‘s are capitals, small capitals, refer-
ences, dashes, braces, signs, ete. ==

Y oo ot .
'llhe lower-case sorts consist of small letters Jigures
points, spaces, ete, o

o .Type'lines are often bulked out by the insertion of
1‘ 1n strips of lead, this being called leading. Where no
eads are employed the matter is said to be solid.

III. THE TERMS USED IN PRINTING

gOf\[P'OSI'I‘ION. C[_‘his is the name given by printers to
he work of setfing the type. The compositor holds in

his haad a composing-stick, into which he places the type

letter by letter, adding the spaces where necessary. A
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great deal of the newspaper work of the present day is
set by type machines.

DistriBUTING. The type of a particular page or article
after it has been used on the press or for electrotyping is
distributed letter by letter in the cases. This work is
much more rapid than composition. Type to be used a sec-
ond time is said to be standing or is called standing matler.

Spaces.  Spaces are short blank types and are used to
separate one word from another. To enable a compositor
to space evenly and to “justify” properly, these spaces
are east to various thicknesses. An em quadrat is a short
plank type, in thickness equal to the letter m of the font
to which it belongs. Quadrats are of various sizes.

CALENDERED PAPER. This nameis given to very highly
rolled or glazed paper such asis used in illustrated work.
Luid paper has a slightly ribbed surface. Antique paper
is rough and usually untrimmed at the edges. Itis made
in imitation of old styles.

Caps. and LowEr-cASE. These names are used to des-
ignate capitals and small letters.

CLARENDON. This name is commonly given to & bold
and Dlack-faced type, such as used in text-books to bring
out prominently particular words. .

Dunty. An imitation in style and size of a book or
pamphlet that is wanted, usually made up with blank
paper.

RLECcTROTYPE. Electrotype or stereotype plates are
made from type. Books are usually printed from such
plates.

Ganrgy Proor. As the type is set up it is removed
from the composing-stick to long forms called galleys. A
proof taken of the whole galley at once is called a galley
proof. Book work should be revised in galleys before it
is made up into pages.
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IverEssION. A flat-pull or first impression is a simple
proof usually pulled in job offices by laying a sheet of
damp paper on the inked type and pounding with a fiat-
surfaced weight to get the impression.

IxpENT. To set a line some distance forward, as in the
case of a new paragraph.

LerTErRPRESS. Printed matter from type as distin-
guished from plate printing.

Maxgs-up. To measure off type matter into pages.

OFrsET. It frequently occurs that as the result of in-
sufficient drying or from other causes the impression of
one sheet appears on the back of another; such work is
said to off-set.

OVERLAYS. In making ready for the press the press-
man finds it necessary to add here and there, by pasting,
thicknesses of paper to his roller to bring out properly
the light and shade of an illustration or to get an even ink
impression from the type or plates. This work is called
making overlays. In expensive illustrated work specialists
are engaged solely for the purpose of making overlays.

Pruss Proor. The final proof passed by the author or
publisher.

PrOCESS-BLOCKS.  Blocks produced by the photo-
engraving and other mechanical processes.

QUERY. A mark made on a proof by the printer to call
attention to a possible error, sometimes expressed by a
note of interrogation (7).

ReGISTER. The exact adjustment of pages back to back
in printing the second side of a sheet.

SIGNATURE. The letter or figure at the foot of a sheet
to guide the binder in folding; also used by printers to
identify any particular sheet.

The various marks and signs used by printers will be
explained in the lesson on proof-reading.

PREPARING COPY AND PROOF-READING 387

IV. MARKS USED IN PROOF-READING

TeE most important of the signs used in making cor-
rections for the printer are as follows:

l. §" Delete or expunge.
2 G) A turned letter.
w‘f’ Wrong-font letter.

le Change capital to small letter, (“lower-case” ).
(©® Insert period.

Jre Transpose words or letters as indicated.

Jii! Change roman to italic.

@ow. Change dtalic to roman.

7% Space to be inserted.

Ste4, Matter wrongly altered to remain as it was ori-
ginally. Dots are placed under the matter.

X A bad or battered letter.
L Space to be reduced.

: C Close up.
_l_ Push down space or lead.
ﬂ[ New paragraph.

— Something foreign between the lineg, or a wrong-
font space making the type erooked.

[ Line to be indented one em of its own body.
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When letters or words are set double or are required
to be taken out a line is drawn through the superfluous
word or letter and the mark No. 1, called dele, placed
opposite on the margin. (Dele is Latin for take out.)

A turned letfer is noted by drawing a line through it
and writing the mark No. 2 on the margin.

It letters or words require to be altered to make them
more conspicuous a parallel line or lines must be made
underneath the word or letter—namely, for ecapitals,
three lines ; for small capitals, fwo lines ; and for italie,
one line ; and on the margin opposite the line where the
alteration oceurs the sign caps., small caps., or ital. must be
written.

Where a letter of a different font is improperly intro-
duced info the page it is noted by drawing a line through
it and writing w. f. (wrong font) on the margin.

Where a word has been left out or is to be added a
caret must be made in the place where it should come in
and the word written on the margin. A caret is made
thus: A

Where letters stand crooked they are noted by a line,
but where a page hangs lines are drawn across the entire
part affected.

Where a faulty letter appears it is denoted by making
a cross under it and placing a similar mark on the margin.

Where several words are left out or where new matter
is to be added the added matter is written wherever con-
venient, and a line is drawn from the place of omission
to the written words.

In making a correction in a proof always mark the
wrong letter or word through and insert the alteration
in the margin, not in the middle of the printed matter,
because it is liable to be overlooked if there is no mar-

ginal reference to the correction. To keep the different
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-corrections distinet finish each off with a stroke, thus /;

and to make the alterations more clear or less crowded
mark those relating to the left-hand portion on the left
margin and those relating to the right-hand portion on
the right margin.

The hints given here are intended for the general publie
and not for the printer, and to the student of these les-
sons let us say that the first essential of good proof-read-
ing is clearness. Be very sure that the printer will
understand the changes which you desire him to make.
Quite often it is an advantage if you wish a particular
style of type used to cut out a sample of that style and
paste it on your copy or on your proof, indicating that
you want it to be used. Instructions to the printer writ-
ten either on the copy or on the proof should be sur-
rounded by a line to separate them from the text, or to
prevent any confusion with other written matter intended
as copy or as corrections.

When the corrections have been duly made and approved
by the author or editor it is customary to write the word
“press” on the top of the first page. If intermediate
proofs are wanted, mark on the proofs refurned to the
printer “Send revise.” The final or “press” proof is al-
ways retained by the printer in case of any dispute. If
is his voucher, and he retains it for future reference.

It is a good plan to make corrections in a different
colored ink from that used by the printer’s proof-reader.
If you are having a pamphlet or book printed the differ-
ent proofs will reach you in the following order:

1. Galley proofs.

2. Revised proofs (if any).
3. Page proofs.

4. Foundry proofs.
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So far as possible, make all the nessary changes while
the type is in galleys. Once made up into pages, a very

UNFORTUNATELY the ieea is prevdlent
among many that simplicity is not strenth
that 1t is more far likely to be the twin
sister of shallowness, But'if by simplici-
ty wé mean the straight-forward Srepre
senting of facts, the honest utterance.of
honest thought, the clear revealing of
some reality within we wish our neighbox
to Anow and share, 1f it means the cloth-
ing of 1deas unadorned, save by the
chaste adornment truth can aloue gﬁze:
then it will not necessarily mean lack of
intellectual depth' nor will 1t bee a
synonym for superficiality

A mauns' writing may be most transpa-
parent, ha may clotheh 1s thoughts in
worbs so simple a child can nnderstand:
yet he may be treating of problems that
perplex the wisest, and and demand even
from the scholar the closest steady, The
simplicity of words 1s like the smuﬁiicity
o('food & clothiug. 4 little child eats his

food and wears his clothes, and readily
understands us when we speak to him of

either;—But both food and clothing era
complex subZtances, representing realitys
the child cannot at present comprehendd,
and covering depths oj infourmation he
knot yet fathomed’

A printer’s proof.

slight change, particularly such a change as the crossing
out or addition of a sentence, may make a great deal of

w—_}_ UNFORT){)-'ATELY the ifea is prevalfnt /6[/
among many that siﬁp licity is not strerth 6)
thal 1t l%thely to be the twin
b4 mster of sMIIO\vness/ But if by simplici- O
ty we mean the straight forward [repre- I
)/ senting of facts/ the honest utterance of
honest thought, the clear L_r_e_vealing of
some reality within we wish our neighbo/ 9

Reun. to krow and sharef;_f it means the cloth- 4 7
2/ ing of ideas unadorned, s:w::__b_MB
chaste adornment truth can alone givex

then it will not ng’cesmrlly mean lack of "UZ

mﬂ@ will it bef a

synonym lor snperfxmaht} >

Ca ﬂl?lli,‘ writing may be most transpa-
parent, h;'f may ciotbeh 15 thouomst_l/n, b8 /#/
Lb/ \mr)z;s so simple aL_Eu d can nmlerstand/ /p

yet he may be treating of problems that

perplex the wisest, and & W‘Jﬁ;

from the scholar the closest : The

{ simplicity of words is like the simphcity e

food and wears his c}othes am

understands us when we speak to him of
eithcr But both food and clothing era— anl

/comp ex subZtances representmg realitye— ed
the child cannot at present %—}

R el

\OEW clothi}fg A little child eats his Qaf).

, and covering de ths © mfo rmation he

yet f'athomed

A printer’s eorrected proof.
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trouble. When the pages are passed upon they are sent
to the foundry for casting. The foundry proofs are the
last proofs pulled. Corrections made on these make it
necessary to alter the electrotype plates, which is rather
an expensive process. To change a word, a piece of the
metal plate has to be cut out and another with the new
word soldered in.

A page is said to overrun if it is too long. If the space
to be oceupied is limited it is a good plan to adapt your
copy to it by counting the words and by comparing the
count with that of some printed page in the same size
of type.

Return proofs to your printer or publisher as promptly
as possible. As a rule printing houses cannot afford to
keep type locked up and unused waiting for the return of
proofs. There are many imperfections in typography,
such as wrong-font and inverted letters, awkward and
irregular spacing, uneven pages or columus, crooked
words and lines, ete., which it is the business of the print-
ing house to correct. No hook or pamphlet, therefore,
ought to go to press until it has been read and revised by
an experienced reader.

Strict uniformity should always be preserved in the use
of capitals, in spelling, and in punctuation.

Where authors have their manuseripts type-written and

make two or three revises upon the type-written sheets
before their copy is turned over to the publishing house,
the labour of proof-reading and the expenses of correc-

tions are reduced to a minimum.

The errors shown in our illustration are more nuier-
ous than are likely to appear in any proof sent out from
a publishing house.
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