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PREFACE 

THE purpose of thts book 1c: I thmk sufficiently 
explamed m the opemng chapter It remams to 
express my gratitude to those who have assisted 
me w1th frank cntiCisms and helpful suggestions 
particular mention should be made of Professor 
F R Sell Mysore Umve1s1t,> M S H Thompson 
Esq B A IE s R James Esq and the Re' 
J Passmore Without the kmdly mststence of the 
last named this book might never have got beyond 
the notes stage 

I am also mde bted to theW esley an M1sswn Press 
Mysore for the composite half tone blocks oppo 
site page 4.8 and to the Addison Press Madras 
for the loan of the type on page 10 
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PART I 



AN OPEN LETTER TO ALL WHO 
WRITE FOR THE PRESS 

Y
OU must have often wondered why 1t lS 
that books prmted m Indta compare on 
the whole unfa\ourably w1th books pnnted 

abtoad It IS true that there are a few prmters 
WhO can claim With a certam amount of JUStiCe that 
their work IS not mfenor but It Will usually 
be found that such prmter;) are Europeans or 
Indians who have been tramed by Europeans m 
either Cd.Se the excellence of the work IS due to 
European mfluence at first 01 second hand and m 
proportion as that mfluence decrease:, so the 
standard of pnntmg (which IS agam a European 
standard) degenerates 

The cause of this IS plam The art of puntmg 
ongmated m German) but other countues while 
mdebted to Germany ft r the mventlon soon 
developed styles of the1r own At the p1esent day 
even a novtce can hatdly fail to dtstmgmsh between 
the heavy closely set Gt:Iman the hght g1aceful 
French the so bet somewhat fo1 mal English and the 
ftee bold Amencan styles each seems to reflect 
somethmg of the national charactensttcs of the 
people among whom 1t has developed Yet what 
has happened elsewhere has not yet happened m 
thts country here pnntmg IS still 1egarded as a 
fmetgn mnovatwn the Indian punter IS content to 
follow the standards set by other countnes his best 
work 1s simply a copy and he has made no attempt 
to develop a dtstmctlvely Indian style India has 
achieved nat10nal expressiOn m othet arts, and 
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her noble hterary hentage demands that she shall do 
It v. ith prmtmg also It is a regrettable mconsistency 
that Indian men of letters should speak so proudly of 
their country s literature and yet be content to see 
It clothed m a foreign dress or as IS usually the 
case a miserablet out of date ImitatiOn of It Men 
are wanted "ho w11l take an mterest m pnntmg for 
Its own sake and study It as a means of natiOnal 
self expressiOn 

But until an Ind1an Wllham Morns arnves what 
can be done ? In th1s book I am not concerned 
"1th European pnnters 111 Indta and my remarks 
are not 111tended to apply to them The future of 
pnnt111g 111 India hes by reason of their very 
numbers With Indian punters and the mspiratwn 
that wtlllead the way to higher thmgs must come 
from you The pnnter himself 1s eager to learn 
and clever With his fingers he can do almost any 
thmg with111 H·e limit" of his craft but he has httle 
mihatlve To help him effectively you must know 
someth111g about the techmque of pnntmg and 
be able to tell what IS good prmtmg and what 1s 
bad 

In Enghsh work follow the best English and 
Amencan models A modrficatwn of them which 
w11llead to the creatiOn of an Ind1an style has still 
to be made and even after that It w1ll have to be 
proved sound 1 

Let us now turn to the complamts that you 
make from time to hme about the Indtan prmter 

What has been said above about the development of a 
dishnctively Ind1an style of prmtmg does not of course mclude 
purely mechamcal details such as are d1scussed tn the earher 
part of th1s book The only way this Side of the work can be 
1ffi)1roved ts by the establishment of techmcal schools 
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You say that the proofs he sends you swarm 
v.tth mistakes for which .} ou can see no reason 
"Pellmg and punctuatiOn are marvels of misdirected 
mgenmty and throughout there IS a total absence 
of style You spend many weary hours correct
mg these pwofs and when they come back 
to you agam many of your marks have not been 
attended to and often ftesh errors have f>een 
made Agam you correct and agam unsatls 
factory proofs are returned to you till at la"t out 
of sheer weanness the stnke order IS given 
Then when the book IS pubhshed you receive an 
ad vance copy only to find glanng errors meetmg 
you on almost every page and you sigh for the 
efficiency of a Western prmtmg office and wonder 
why the Indian prmter does not display a certam 
amount of mtelhgent co operatiOn 

But IS It JUSt to throw all the blame on the 
Indian workman ? Hts Western brother has many 
advantages he begms w1th a sound elementary or 
secondary educatiOn he serves an apprenticeship 
of five or seven years under men who have 
thoroughly ma~tered the craft and often m addi
tiOn undergoes specialized trammg m techmcal 
schools and he knows that he must reach a high 
standard or he will have little chance of obtammg 
employment afterwards m any good office His 
employers are also anxious for the sake of their 
ov. n reputation that he should emerge from his 
apprenticeship a thoroughly qualified workman 

The reverse IS the case m India The standard 
of educatiOn among workmen IS low most of them 
are hterate only m their own 'ernaculars few 
have sufficient education to take an mtelhgent 
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mterest m what they are domg 1 here 1s no 
app1 entlceshtp system thet e are no mastercraftsmen 
to teach and the lea1 ner ptcks up what know 
ledge he can For the most part his employers are 
not pnnter themselves and run a press fm the sake 
of what they ct~.n get out of It or as a necessary but 
tiresome adJunct to the busmess of pubbshmg 
m etther case the~ know httle and care little 
about the quality of the work that 1s bemg turned 
out A boy may 1t IS hue lea1 n how to ptck up 
type 1mpose a fcrme and put It on the rnachme 
but his settmg 1s full of errors hts Imposmg results 
m crooked pages and on the machme his type IS 
either sttckmg through the paper or shows too 
famtly to be read Except m ve1 ~ rare cases 
where there IS a highly tramed foreman able and 
willmg to spare time f01 personal mstruct10n thet e 
IS no one to show htm the correct way to do these 
thmgs All this explams why the standard of 
prmtmg IS so low and It IS hkel) to remam low 
unless there IS a great change 111 the prmter s out 
looK: and methods 

In the meantime you must take pnnters as they 
are good bad mdtfferent You w11l find the bad 
prmter cheapest and the good prmter most 
economical Even If It Is only a ctrcula:r you are 
havmg prmted It IS poor pohcy to save a few rupees 
on your bill only to have go out of every 100 thrown 
mto the waste paper basket by the recipients In 
the case of a book appearance 1s of equal Impot t 
ance for 1t has to attract the attentiOn of the buyer 
who will m most cases pass over the badly produced 
book as unv. orthy of mspechon 
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If a good pnnte1 1s avallable go to hm1 wtthout 
hesttatwn He wtll welcome your suggestions and 
cooperatiOn provtded they are mtelhgent He IS 

usually a conservative person more-famthar wtth 
the lmutatwns of his craft than With 1ts possibthtles 
By general suggestiOns and JUdicious coaxmg you 
may open h1s eyes to the latter but do not say 
You must or he with his knowledge of the 

fm mer w11l counter w1th I can t and he won t 
If you let hm1 have Ius own way you will get good 
but umnsptred puntmg but If you can mtere::,t him 
111 yom Ideas and help htm m carrymg them out 
the result wtll be a piece of ''ork that expresses 
your own mdiVIduahty as well as bemg an example 
of good typography 

If you want the punte1 l) best work do not pm 
lum down to h1s ongmal estimate let h1m know
that you are willmg to pay for the extra hme and 
trouble that he takes and the alteratiOns you want 
htm to make He estimates for wmk turned out 
accm dmg to the usual standatd of h1s office and he 
cannot be expected to foresee and allow f01 Ideas 
that may occt.r to you afterwards o;;o do not forget 
to let him know that you are w11lmg to bear the 
extra cost when you are makmg suggestions or the 
hmitahons of his craft Will meet you at every tvrn 

In Indta howevert good prmters are few and far 
between It may be that you wtll have to rely upon 
a pnnter who may be classed as md1fferent In 
thts case you will have to know not only what you 
want but also how It may be done you must 
know when a thmg IS wrong and how It may be 
put nght If you can do this there IS still the 
chance of a good p1ece of work bemg turned out 
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In the follow mg chapters I try to show some 
thmg of the way m whtch prmtmg ts done and a 
few of 1ts hmttatiOns and posstblltttes The most 
effective way m "htch you can help the prmter 
whether he be good or only mdlfferent ts to 
prepare your manuscnpt as carefully as possible 
and you wtll avmd much trouble by close attentton 
to thts You have yourself to thank for mistakes that 
occur through tllegtble ,wntmg faulty punctuation 
abbrev1at10n of words that you wtsh spelt out and 
bad arrangement of matter The prmter 1 not a 
thought reader and cannot be expected to know 
what you want unless you put It down clearly m 
your manuscnpt 

Then when you come to the correction of proofs 
tallow the dtrecttons gtven m thts book It often 
happens that the reason why certam marks are not 
attended to IS because the pnnter does not under 
stand what they mean He does or should 
understand a certam system of markmg and tt IS 

stmpler to follow the recogmzed way than to mvent 
one of your own whtch whtle tt may seem to you 
to have many advantages over the other will be to 
htm meamngless 

The first part of this book Is devoted to a bnef 
descnpt10n of prmtmg and the techmcal terms that 
you need to know are explamed In addttlon to 
readmg this you should take an early opportumty 
1f you have not already done so of gomg to a 
good press and see for yourself the vanous pro 
cesses of pnntmg 

It may be 1.dded that thts book deals chtefly 
wtth bookwork and young authors may av01d 
many pttfalb by paymg special attention to the 
chapter on pnntmg and pubhshmg 



THE COMPOSING ROOM 

T
HE first place to which the manuscript 
travels after leaving the manager's office is 
the composing (type-setting) room. Let us 

go along with it and see what happens. 
The manuscript is accompanied by a paper of 

instructions which gives necessary guidance on 
various points, such as the size of the page, sizes 
and kinds of type to be used, any special instruc
tions as to style, quality of paper, number of copies 
to be printed, kind of binding required, and so on. 
This slip goes through from department to depart
ment till the work is finished. 

The foreman of the composing section receives 
the manuscript and gives out a number of folios 1 to 
several compositors. Each man works standing 
before a wooden frame, which supports two shallow 
oblong trays (cases) which are divided into a large 
number of little compartments; each of these holds 

a quantity of 
type-letters, 
and there is a 
separate com
partment for 
each letter 
and symbol 
as well as for 
some pieces 
oflead known 
as spaces, and 
others larger 

L-.:A-.w:..::~rL..----L.JIIIDI.. __ ___.-IIIiii._.J called quads. 
' Pages of manuscript. 
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A type-letter is a rectangular piece of metal 
(chiefly lead) about the height of an English shilling . 
.-----------------.......... As will be seen 

from the sketch, 
the letter is cast 
in relief on the 
top of the stem 
(shank). You 
will also notice 
that it is cast in 
reverse; and this 
brings us to an 

'--------------~ important point 
that must be remembered, namely, that everything 
prepared for letterpress printing is in reverse : the 
face of the type, its arrangement, the arrangement 
of the pages, evErything up to the final result on the 
printed sheet. A complete set of types is called a 
fount, and in bookwork it contains capitals, small 
capitals, small letters, figures, accented lettErs, 
punctuation marks, etc. The small letters occupy 
the lower case, and are accordingly called ' lower
case ' letters. The capitals and small capitals are 
in the top, or 'upper', case. 

Along with the letters in the lower case there are 
several compartments for blank pieces of type-metal 
considerably lower than the types; these are called 
spaces, and, as their name denotes, are for the 
purpose of inserting between words to give a white 
space. They ar:e of varying thicknesses : 

hair space thin space middle space thick space 
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In addition to the spaces there are larger pieces 
of type-metal for making larger spaces such as occur 
at the beginning and end of a paragraph; these are 
called quadrats(' quads'). 

I • - -en quad em quad two-em quad three-em quad four-em quad 

The em is the square of the depth of the type, 
and is the priiiter's standard of measurement. 

Types are classified into various sizes according 
to the depth of the shank. Modern English type is 
cast on what is known as the point system, an inch 
being divided into seventy-two parts and each part 
being reckoned as one point. The next page shows 
the various sizes of types usually found in books. 

The compositor, after receiving instructions from 
the foreman as to what the width of the lines is to be, 
proceeds to set up his composing stick to the width . 
required. The composing stick (see illustration) is 
a small metal tray r------~-----...., 
with a movable 
slide. The width 
of the lines is al
ways measured in 
twelve-point ems. 
Let us suppose in Composing stick 
this case the mea- '-------------...J 
sure is twenty ems. The compositor takes from 
a twelve-point case quads to the measure of twenty 
ems and carefully adjusts the s}ide of the stick to 
this length. The compositor is now ready to com
mence setting up the type. 
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6polarl\on I 11 pomt or Small P1ca 

8p 1 rBrvr 12 pomt or P1ca 

I 0 pomt or Long P11mer 14 pomt or Enghsh 

18 pmnt or Great Prrmer 

24 point or 2-hne Pica 

30 pt. or 5-hne Nonp. 

36 pt. or 3-line Pica 

42 pt. or 7-1. Non. 
48 pt. or 4-hne Pica 

60 pt. or 5-lme Pica 
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Let us suppose that the first three hnes of the 
manuscnpt are as follows 

There are a few thmgs bette1 managed 
m Ireland than m England and one ofthem 
Is the startmg of Important railway trams 

The compositor takes the stick m his left hand 
and ptcks the reqmred letters and spaces out of their 

com part men ts 
With the fore 
finger and 
thumb of his 
nght hand 
For ease and 
quickness a 
thm smooth 

stnp of brass a settmg rule IS used to allow 
the left thumb to slide each letter or space easily 
mto pos1t10n The types m the cases are heaped 
up m the compartments so It 1s necessary that 
he should know the pos1t1on of every character 
by heart Fro n the Illustration of type letters 
(p 12) you will notice a notch (mck) m the front 
towards the bottom of the shank Wtthout these 
mcks the compos1tor would have to cxamme each 
letter and see that It '\II; as the nght way round 
before msertmg m the stick but with the1r help the 
tramed compositor picks up each type m such a way 
that It IS mserted m the stick the nght way round 
without exammat10n of the face He begms the 
paragraph With a wh1te space and to make 1t he 
takes an em and an en quad and puts them m the 
stde of the stick nea1 est lum This white sp1.ce 
IS called the mdentat10n and the depth va11es 
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accordmg to the width of the lme the general rule 
1s up to eighteen ems one em only from nme 
teen to twenty five ems one and a half ems 0\•er 
twenty five ems two ems 

The compositor now sets up the letters There 
/luck space a r e duck space a th1ck space few tluck 
space t hI n g s -and so on tlll he has almost filled 
up his bne m the stick If he finds that there IS 

not room enough fm the last one or tVI o letters of 
a word he takes out several of the thick spaces and 
sub;:,titutes mtddle spaces for them thus decreasmg 
the space between the words and allo\V mg more 
room at the end of the lme On the other hand tf 
he nearly fills a lme and the next "ord IS a long one 
he takes out some ofthe thick spaces and substitutes 
a combmed middle and thm space to mcrease the 
spacmg between the words or If th1s IS not enough 
he may substitute en quads for the mtddle and thm 
spaces However It IS done his obJect 1s to dnve 
out the lme to the full width of the stick and this 
accomplished he can commence the second hne 

~it:"A"k 
"" - ., .... ~ ~ I~ ~~ ~~ .. 

~ 

r 
~ 

I 
r= 

l 
-

The spacmg between the words of a lme should 
be equal very often lazy composttms will not take 
the trouble to make It so and I have seen lines 
that begm with thick spaces between words and 
end with em quads whtch are three times the 
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thickness Such mequahty should be conected m 
the p1oof 

When the compositor an Ives at the end of a 
paragraph the remamder of the space m the last 
lme IS filled out .-------------., 
with quads of 
any convement 
stze When the 
sttck ttself ts full 
the hnes of typ= 
are lifted out 
and placed on a .._ ___________ __. 

much larger shallow tray called a galley The 
process of settmg up m the stlck contmue~ until 
the part of the manuscnpt that has been g1ven to 
the compositor ts all fimshed The type Gn the 
galley IS then secured m pos1t10n and the whole 
taken to a proofing press On this a proof IS taken 
known fiom Its form as a galley or shp proof 
This ts taken to the piess correct01 (the teader) 

Gall.ey of Type 

\\ ho compares the proof With the copy and marks 
any errors that he may see A clean proof 1s 
then taken and forwarded to the author fo1 hts 
correctwns 
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To give extra space 1r--------------, 
b etween lines, s trips 
o f metal called leads 
are inserted. The 
t y p e so spaced is 
called ' leaded ' type, 
and when the lines of 
t y p e are close up to 

p p p 
p ~ 

each other (as in this Solid Leaded 
paragraph) they are ...._ ___________ __J 

I 
called 'solid.' 

MACHINE COMPOSITION 

In newspaper offices and large presses in cities 
where the cost cf labour is high, hand-composition 
has been largely displaced by composing machines, 
such as the Linotype (line o' type). The Lino
type is not a type-setting machine in the strict 
sense of the word, but produces type-matter cast 
ready for use. It contains a number of small brass 
matrices which, by means of finger-keys like 
those of a type-writer, are selected and arranged in a 
row with intervening spaces. This line of matrices is 
then presented to a mould so that the line o' type or 
slug may be cast from the matrices at one operation. 

As will be seen from the illustration, the slug 
is a solid piece of metal, and consequently any 
correction or alteration means the resetting of the 
line. 

L i.notype S lu !/ 



THE CORRECTING OF GALlEY 

PROOFS 

T
HE galley proof IS sent to the author along 
w1th the manuscnpt for the purpose of 
companson If 1t IS general descnptlve 

matter the easiest way of correctillg the proof 
IS to get someone to read the manusc'npt aloud 
slowly and evenly v. htle you follow along the hnes 
with a pen Take all long wo1ds syllable by 
syllable thuc:; con ell 1 at10n 1t IS wonderfully 
easy to pass over a mtsprmt such as conclldtlon 
1f It receives but a cursory glance 

When proofreadmg 1gnore your subJect matter 
keep your mmd fixed on spellmg and punctuatiOn 
If your mmd IS taken up with the subJect matter m 
mne cases out of ten you will pass over a mistake 
m spellmg you will see the word as It ought to be 
and not as It IS 

When this work of companson IS fimshed you 
can read through the proof agam With a mmd free 
for your subject and make v..hatever alteratiOns 
are necessary Do not forget that such alterations 
are chargeable Items and the cost of makmg them 
will have to be borne either by you or the pubhshe1s 
There have been many heated arguments between 
pnnters and their customers as to what constitutes 
a chargeable correctiOn the followmg ~eem to be 
the generally accepted prmc1ples 

I All departures from the manusrnpt that 
appear m the proof-misspellmg faulty punctuation 
omtsston msertwn or alteratiOn of words-1.re 
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prmter s errors and are not chargeable to the 
customer 

2 All purely typogiaphtcal en01s such as 
broken lette1 s wrong fount letterb faults of spacmg 
etc are also not chargeable to the customer 

3 CorrectiOns and alteratiOns m the proof that 
represent a departure from copy are bable to be 
cnarged for by the pnnter to the customer 

These rules apply more particularly to cases 
where an estimate for pnntmg has been given by 
the pnnter the more hto;; estimate ts cut the 
more will he mstst on a ngid applicatiOn of the 
thtrd rule 

In any case tf you have alteratiOns to make 
get them made m the galley proof especially If 
they mvoh e rearrangement of paragraphs or by 
the addttlon or deletiOn of words the overrunnmg 
of a number of lme::~ Such alterations tf left to 
the page proof stage are bouna to h" dtfficult and 
take far longer time to do When correctiOns and 
alterations are very hea\ y the pnnte1 mav be 
asked to supply a second galley proof 

There should be no delay on the part of 
the author 111 readmg and returnmg the proofs 
Pnntmg office.;; except those whtch have type
settmg machmes have only a limited stock of type 
to spare fot your JOb and until the part you are 
readmg IS pnnted off and the type returned to the 
case"> he cannot proceed "Ith ) our work 

In the galley proof no attentiOn wtll have 
been pa1d to proper -spacmg out of ~hapters and 
sectiOns this wtll be attended to when the proof IS 
returned 
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When correctmg make the margmal note oppo 
site to the mark m the text and on the margm 
nearest to that mark A lme should be placed after 
each margmal correctiOn to d1stmgmsh H from 
others near by Where two or more mistakes occur 
m a lme wnte them m the same order as they occur 
m the text The marks that are given below have 
been diVIded mto five groups for easy reference 

A DELETIONS INSERTIONS SUBSTITUTIONS 

AND TRANSPOSITIONS 

To take out (delete) Cross out m text wnte fJ1 
or del m margm 

To uzsert Put 1 m text wnte desired msertwn 
m margm If the mserhon 1s a lengthy one draw 
a nng round It carrymg the hne to the pomt of 
msertwn 

To substz!ute Cross out m text wr1te correct 
letter or word m margm 

To transpose Indicate b} means of a lme or m 
more difficult cases by numbenng the words the 
proper order m the text wnte trs m the margm 

Example 

Prmtmg-fteoW' hab been defined to9 be 
the art or pract1;e of 1mpress1rgk on_ 

paper cloth or~ This IS a rat:rrnr
~ for It would mclude 
embossmg commg stampmg1 etc 

(3) (I) (2) 
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Oon ectcd Ve1 szon 

Prmtmg has been defined to be the 
act art or prachce of 1mpressmg letters 
charactPrs 01 figures on paper cloth or 
other matenal Th1s 1s a rather wtde 
defimtwn for 1t would nclude commg 
stampmg embossmg etc 

B PUNCTUATION 

To znserl punctuatzon mark Put ! .... m text wnte 
desired mark m margm 

To substztute one kmd of mark for anothl'r Cross 
out m text wnte desired mark m margm 

E:rample 

PrmtmgAaccordmg to one wuter at 
fJeastAhas been defined thusJ ,{It IS the 
act art or pt achce of 1mp1 essmg letterS'\ 
characters 01 figures on paper cloth or 
other matenalf. Th1<~ 1s a wtde definh 
twnfllt would mclude such tlungs as 
stampmg or embossmgl\ pe1haps eve~}\ 

oommg.. Can we then accept 1t as a 
perfect defimtwn{ EmphatiCally N ol 

Dtstmgmsh carefully between the followmg sym 

bols ) q,nd 1 and 
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C011 ecled Velbton 

Prmtmg (accordmg to one wnter at 
least) bas be~n defined thus It JS the 
act art or practice of 1mpressmg letters 
cbarac;~terq or figures on paper cloth or 
other matenal Thts IS a wtde defim 
t10n-1t would tnclude such thmgs as 
stampmg or embossmg perhaps even 
commg Can we then accept 1t as a 
perfect definttwn? Emphatically No I 

C CHANGING FORl\lS OF LETTERS 

To change roman to ztalzc U nderhne m text 
wnte ztal m margm 

To change ztalzc to roman Underlme m text 
wnte rom m margm 

To change roman lower case (small letters) m o 
capzt.1ls small capztals or z alzc Underlme (three hnes 
for caps two hnes for small caps one lme for 1tahc) 
m text and wnte '"hat IS reqmred m the margm 

To change caps or small caps znto lower case 
U nderlme m text and put l c m margm 

To change mto black type Draw wavy hne under 
neath m text wnte black (or name of type If 
known) m margm 

To under/me U nderhne m text wnte underlzne 
m margm 

Example 

s e-+/ P~ has been defined to be the~ 
.,J;JfdUian or practice of IMPRESSIN<r letters 

I chararfets or figu1es on paper cloth or 
~ other rnatenal thls 1s a Wide defimtton, 

.. '+IWI 4 ¥ 41 
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C'orrected Verszon 

PRINTING has been defined to be the act 
art or practlce of 1mpressmg letters 
characters or figures on paper cloth or 

other material Th1s 1s a Wide clefmttlon 

D ALTERATIONS IN SPACING 

To mdent first word of paragraph Put 1.. m text 
wnte D or CIJ (double space) m margm 

To make new paragraph Put a mark [ m front of 
first word wnte new par m margm 

To run two paragraphs znto one Connect first and 
last words wzth a lme ~ m the text wnte run 
on m the margm 

To tndent a whole paragraph Draw a lme opposite 
the hnes and wnte mdent or thrmv zn m the margm 
Also put small type 1f required 

Ex'ra space be ween lznes Put space mark # m 
margm carrymg the lme to the text 

Space omztted between words Put A m text # m 
margm 

To take out space Mark m text and put~# or 
close up m margm 

Even space When through the cctrelessness of 
the compositor the wh1te space between the words 
m a lme IS uneven mark the places m the text and 
put even :4f m margm 

To centre a headzng Put -~ m text wnte 
centre m margm 

Reverse arrow and wnte flush when the headmg 
1s to be brousht to the s1de 
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Example 

PRACTICAL PRINTING ~ ~~ 
( Dehmtlon of Pnntmg 
Prmtmg has been defined tqbe the act 
art /or {practice f of{Imprefllmg/letters 
characters or figures on paper cloth or 
other matenaU 
( Th1s IS a w1de defimt10n for 1t would 

I mclu,.!le co1mng stampmg embossmg 
"'1\JN)/t-', etc Un the broadest sense perhaps the 

followmg 1s more <..orrect ['Prmtmg 1~ "''.W ~ 
the art of producmg 1mpress1ons for sJ tyf ... 
hterar)' or graphtc purposes and 1 7L.,w .,... 
wh1ch mk 1s used 

Corrtcted Venaon 

PRACTICAL PRINTING 

Dehmt10n of Prmtmg 

Prmtmg has been defined to be the 
act art or practice of 1ropressmg letters 
characters or figures on paper cloth or 
other mater1al Th1s 1s a. w1de defim 
tton for 1t would mclude commg 
stampmg embossmg etc 

In the broadest sense pe1haps the 
followmg 1s more correct 

Prmtmg ill the art of producing 1mpres 
IIIODil for hterary or graphic purposes and lD 

wh1ch mk lB uaed 

E MISCELLANEOUS MARKS 

To change badly prmted battered or broken letters 
U nderlme m text put X m margm 
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Letters turned upszde do&n U nderhne m text 
put Om margm 

Letters belongmg to another fount of type (u.'l ong 
founts} Underlme m text, put wf m margm 

Lznes no' s razght Put -:;;. m text and repeat 
mmargm 

To cancel a correcaon Put dotted lme underneath 
and put stet m margm 

Prmtmg bas b~n defined to be tha act 

art or pract~Imptessmg letters 

characters or :figUies on pJ.per cloth$ 
other.Elatenal 

Om rected Verswn 

Prmtmg has been defined to be the act 
art or practice of un,pressmg letters 
characters or figures on paper cloth or 
other matenal 

0 
,ktj 



DIVJSION INTO PAGES 

WHEN the galley proofs are received back 
by the prmters the author s corret.twns 
are attended to and the matter IS then 

ready for makmg mto pages The authors 
manuscnpt should be returned along with the 
galley proof as It will be reqUired for companson 
agam when the page proof IS made up to see 
that nothmg has been omitted and also to get the 
correct position of the foot notes etc 

The compositor takes the first of his galleys of 
type and places It on his frame He then procures a 
...-------------..., small galley 

shorter but 
wider than 
the other 
and places 1t 
close by He 
takes a com 
poslP g shck ._:--_.... __________ __. set to the 

measure of the type hnes and sets up the page 
headmgs or 1f these are not yet supplied by the 
author hnes of quads With the page numbers at 
the ends One of the headhnes 1s then placed on 
the empty galley followed by a lme of quads 
to give the white spale which comes between 
the headhne and the text Then lines of type are 
taken from the full galley and place;:d m order until 
by means of a guage the compositor finds that he 
has enough to make a page A final adjustment of 
space between hnes IS made and a lme of quads 
put at the bottom of the page bnngmg the depth to 
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a shade over the guage length thts ts to allow for 
extra pressure later on m the lockmg up of the forme 
A piece of stnng (page cord) 1s then tied round 
the stdes of the type page so that 1t can be hfted 
and placed on the tmposmg stone a large smooth 
.-------------, 1ron topped table 

The process 1s then 
repeated until there 
are enough pages 
for a forme At the 
top of a page where 
there 1s no headmg 

Impos'Ln9 Stone such as the com-
mencement of a 

chapter the extra depth of whtte space 1s given by 
sevetallmes of quads or other spacmg matenal 
The wh1te space at the end of a chapter 1s filled up 
m the same "ay as all the type pages however few 
hnes there may be have to be brought exactly to 
the same depth 

IMPOSING 

lmposmg IS the term apphed to the next process 
whtch conststs of secunng the type pages m an Iron 
frame (chase) The first thmg that the compositor 
has to do ts to arrange his pages m a certam order 
whtch vartes accordmg to the number of pages to 
be prmted at a time Books are pnnted on large 
sheets of paper whtch may contam two four s1x 
etght twelve stxteen twenty four thirty two forty 
e1ght or stxty four pages The type pages must 
thetefore be arranged so that the sheet when folded 
after pnntmg w11l have the prmted pages runmng on 
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consecutively You will be able to understand th1s 
better If you take a sheet of paper and fold It up m 
the followmg ways 

First fold 1t m halves number the pages at the 
top and open out flat 

ITJDJ 
Pnntmg as we have sa1d before 1s done m 

reverse so the compos1tor when arrangmg h1s 
pages of type wlll place them on the stone m the 
followmg order 

4 PAGE IN TWO FORMES 

1 4 3 2 

This g1ves two formes of two pages each and 
means two pnntmgs on the machme one on each 
s1de of the paper Now take the p1ece of paper 
agam and fold 1t tw1ce so that 1t gives four pages 
on each s1de of the paper mstead of two then 
number and open out the paper 

s f E q -.-
8 1 1 2 7 

I 
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The reverse order gives us the followmg pos1 
t10ns for the type pages 

v 
1 

!J PAGES 1~ TWO FORM~ 

q 

7 

£ 

2 

Nov. fold up the paper three times and after 
wards four times numbenng the pages m the 
same fash10n the reverse order will be as follows 

8 

1 

J7 

13 

9[ 

6 

16 

66 

20 

!.I 

3? 

16 PAGES IN TWO FORMES 

tl s 
13 - 4 

9 

3 

3? PAGiiS IN TWO IoORMES 

86 

21 

ft. 

25 

s 
l? 

c 
8 

9 

11 

OI 

7 

n 
14 

?? 

f:i: 

26 

01 

15 

Of: 

19 

81 

31 

!. 

? 

& 

14 

SI 

2 
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Jobs of two four eight or sixteen pages when 
punted on large machmes have all the pages 
Imposed m a smgle forme and when one side of the 
paper ts prmted 1t 1s turned over and prmted from 
the same forme on the other "'1de makmg two 
copies each of two four eight or s1xteen pages 
as the case may be When formes are 1mposed 111 
this way the paper must be cut 111 halves before 
It IS folded up 

HALF Slli!:ET OF TWO PAGES 

2 

HALF SHEET OF EIGHT P\GES 

s 
8 

9 

7 

£ 

? 

HALF SHEET OF FOUR f>.\GES 

1: £ 

1 4 

HALF SHEET OF SLXTI!E.N PA&ES 

z 
7 

SI 

10 

6 

16 

ti 

11 

c. I 

13 

s 
6 

S' 

4 

1 he type pages be111g arranged on the Imposmg 
stone m the mder reqmred pieces of wood (furm
ture) are placed between the pages to giVe the 
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proper margms and an 1ron frame (chase) put 
round the whole To fasten or lock up the pages 
m the chase long pieces of wood (stdestlcks) and 
small pieces of wood (quoms) both wedge shaped 
are used These are placed along the outer edges 
next the chase The page cards havmg been 
removed and the type made perfectly level by a 
wooden planer the quoms are wedged m w1th the 
aid of a shootmg stick and mallet The forme can 
now be hfted up and taken to the machme 

When Imposmg a forme 1t IS very Important to 
see that correct margms are given The compositor 
must cons1der the left and nght hand pages together 
as a umt not the smgle page Hts margms between 
these pages must be narrower than the margms at 
the outer edges of the page and the top margm 
must be less than the bottom one This ts chiefly 

Stdeshck 
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because the edges of a book reqmre tnmmmg when 
bemg bound 

When lockmg up a forme the compositor must 
be careful that the stdestlck and furmture are of 
the nght length and not bmdmg on each other 
otherwrse when the quoms are wedged m the type 
1s not bemg held together evenly and squarely 
InattentiOn to this deta1l 1s the cause of crooked 
hnes at the bottom of a page and 1s often the 
reason of a number of letters falhng out when the 
forme 1s lifted 

I 
Shootmg Sltck&Ma.ltet 

PAGE PROOFS 

Before prmtmg off another proof m page forme 
IS sent to the author When th1s 1s rece1ved by 
the pnnter the chief thmgs to be noted are 

I To check previous corrections and read 
through every hne that has been disturbed m case 
any fresh errors have been made If you find that 
a correctiOn has not been attended to examme the 
lmes above and below very often the correction 
has been made wrongly m another place 

2 To see that no hnes have been omitted or 
transposed tlus occurs most frequently ~t the 
first and last hnes of a pase 



30 AUTHOR AND PRINTER 

3 To see that no letter::, have dropped out or 
have been transpost..d at the ends of hnes 

4 To read through all fresh matter page 
headmgs etc 

5 _To see that the footnotes are arranged on 
the proper page and In nght order and to check 
the reference numbers m the text 

If there are only a few correctiOns It Is not 
necessary when dealmg With rehable pnnters to 
call fot another proof The order for prmtmg may 
be given by wntmg Stnke ~ along with your tmt1als 
and the date on the first page of the proof 

I nlnns ta.llk ancll"olle,. 



THE MACHINE ROOM 

T
HE pnmitive hand press such as Caxton used 
still exists m the form of the fam1har letter 
copymg press Those who have handled the 

latter machme know how difficult It ts to guage 
the amount of pressure that IS bemg given or to 
ensure that a umform pressure 1s g1ven tlme each 
time These two difficulties were a great handicap 
m early pnntmg but were overcome at the begm 
mng of last century by the mvent10n of the lever 
press m which the amount of Impress10n does not 
depend on the strength of the operator s arms but 
IS regulated by an adJustment to the reqmred 
pressure The lever press 1s still used m many 
pnntmg establishments but 1ts work now a days 1s 
chiefly confined to pullmg proofs These must not be 
regarded as spec mens of the work that the lever 
press IS capable of domg some of the finest and 
most dehcate pnntmg that has ever been done Is the 
work of skilled pressmen on this kmd of press 
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The method of pnntmg ts as follows The 
forme ts brought from the composmg room and 
placed on the bed of the press whtch IS a level 
table of Iron A little pnntmg mk whtch has 
about the consistency of butter ts put on the mkmg 
table and rolled up With a roller till a thm even 
coat of mk on the roller and on the table IS 
produced The roller Is then passed over the 
surface of the type care bemg taken to ensure an 
equal distnbutmn of mk The paper IS then 
fastened m position on the tympan For book 
work a fnsket IS used (a piece of stl:ff paper or 
card With the type panels cut out) the ob]e~.-t bemg 
to prevent the paper from touchmg the edges 
of the chase or the wooden furmture between the 
type-pages as these are often touched by the mkmg 
roller The fnsket IS turned down over the paper 
and the tyrnpan then pulled over on to the type 
The bed IS moved underneath the platen along 
runners by means of a handle and the lever pulled 
over towards the operator as far as the Impression 
aaJustment Will allow causmg the platen to descend 
and press the paper on to the type The lever IS 
then released the bed run back to Its former 
posttlon the tympan and fnsh.et lifted and the 
prmted sheet removed These operatwns ate 
repeated for every sheet more mk bemg taken 
when reqUired 

Pnntmg by this method IS very low and has 
long been superseded for 01dmary work by other 
classes of prmtmg machmes whtch automatically 
roll the type and gtve the ImpressiOn The e are 
usually power dnven and for the purpose of 
descnptlon may be dtvtded wto two classes platen$ 
and cy'mders 
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THE PLATEN MACHINE 

The platen maclune IS used chiefly for ... mall JObs 
The paper IS la1d on the platen which turns mwards 
and meets the forme As the platen opens back 
the rolle1 s descend over the fm me and then return 
to the mkmg plate m time to avmd the platen 

PLATFN lllACHINE 

whtch ts then advancmg a:;am w1th a fresh sheet 
of paper The paper 1s laid on the platen w1th 
the Itght hand and removed with the left these 
bemg the only operatwns that are performed by 
hand On some of the newer machmes there are 
automatic feeders and dehvenes 

Before a JOb can be prmted tt must be made 
teady on the machme Several sheets of paper are 
fastened ttghtly over the platen formmg a tympan, 

1 
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to soften the Impact on the type An unpresswn 
IS pulled on the top sheet and a p1ece of paper 
of the size to be prmted IS latd down on It as near as 
possible m the correct positiOn for prmtmg Pasted 
quads or patent gauges are then fixed round the 
edges two at the lower and one at the left hand s1de 
of the sheet Anothet 1mpress1on lS pulled on the 
piece of paper and the gauges adJusted to give the 
exact position These gauges enable the machme 
man to keep the conect position and prevent the 
paper from shppmg whlle the platen ISm motion 

The next thmg to be attended to 1s the amount 
of 1mpress10n necessary At the first pulltt may be 
too heavy so that the type sticks through the paper 
the ma~hme man must then reduce the Impression 
by removmg some sheets from his tympan or on 
some machmes the effect can be obtamed by adJust 
mg the platen Itself On the other hand the 
Impression may be too weak and the type show 
famtly or not at all the machme man must then 
met ease tre ImpressiOn Where two kmds of type 
are used m a forme one old and worn and the other 
new the founer WIJl appear famt and md1stmct and 
the latter clear and sharp a stnp of paper then 
must be pasted on the tympan opposite the weak 
hnes or words so that the ImpressiOn IS equal over 
the whole surface Faults due to tmp1ess10n can 
always be dtscov ered by lookmg at the back of the 
prmted sheet 

Other troubles of make ready are usually due to 
the mk Sometimes It has not been rolled up 
evenly on the mkmg plate so some of the type gets 
too much mk and. some too httle In other cao;es a 
faulty appearance IS dtJe to the use of the wrong 
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kmd of mk Cheao thm mks are smtable only 
for wugh common paper f01 b ..... tter quahhes a 
stiffer mk with more body must be used or the 
prmtmg will look grey and 01ly 

Before pnntmg on the reverse Side of a sheet the 
machme man must make sure that the first s1de 1s 
thoroughly dry 1f 1t IS4lot some of the colour w1ll 
come off on the tympan and th1s ~111 s01l the 
~ucceedmg sheets Or he may m1ss puttmg m a 
sheet when pnntmg and 1.1low the type to leave 
a wet 1mpress10n on the tympan then until that 
ImpressiOn 1s dry It will reproduce on the back 
of each sheet of paper prmted A ca1eful machme
man wlll dry the ImpressiOn before proceedmg 
either by rubbmg It over With chall( or by puntmg' 
a number of times on a waste sheet of paper 

THE WHARFEDALE 

The wharfedale IS one of a class of prmtmg 
machmes on which Lhe ImpressiOn 1s conveyed by a 
cylmder revolvmg over a fiat ba.d whtch moves 
backwards and forwards under 1t The machme
man feeds m the paper under the cylmder and as 
the latter tmns the pape1 meets the mked type on 
the bed It 1s then earned round and gnpped on 
to a smaller cylmder above At the next tmpres 
Sion It passes over the top of this and 1s earned 
a way on runnmg tapes F10m these 1t IS hfted 
by flyers on to the dehvery boatd In the Illustra
tiOn on the next page the papers are earned from 
the cyhnder on movmg trays this method 1s called 
the Perfectwn deh very 

On the wharfedale as contrasted With the platen 
type of machme, the gauges ate fixeq to the feedmg 



WHARFED~LE WITH PERFECtiON DELIVER'o 
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boatd mstead of the tympan so that the forme 
Itself must be shifted on the bed to the required 
pos1t10n The s1de gauge can be moved along the 
rod to v. h1ch It IS attached Apart from thts the 
pnnctples of makeready are the same as on the 
platen machme 

MAIN PARTS OF WHARFEDALE 

D I k d t V V b t ( 11 rry g k f m d t to k t bl ) 
T I k t bl W W rcJI f b t g p k 

III I k II wb b p tl typ C ( yl d 

There are other types of cylinder machmes 
dtffermg from the v. harfedale chiefly m the act10n 
of the cyhnder but a descnptwn of them IS 

unnecessary for the purpose of this book 

ROTARIES 

These machmes are used chtefly for prmtmg 
newspapers Stereo casts are made of the type and 
these are fitted round a cylmder which takes the 
place of the flat bed of thew harfedale The paper 1s 
supplied m large rolls and passes through the 
machme as a contmuous ~heet 



PAPER 

W ITH the exception of news pnnt paper 
1s supphed to the prmter m flat sheets 
and a parcel of these 1s called a ream 

The number of sheets m a ream vanes accordmg to 
the quality of the paper A mill ream (hand made 
paper) contams 472 sheets a statwner s ream 
(wntmg t)pewntmg and certam high grade papers) 
480 sheets a pnnter s ream (ordmary prmtmg 
paper) 516 sheets Some manufacturers supply 
vanous laid and wove papers -m reams of 504 
sheets 

When countmg a part of a ream IS reckoned m 
qmres and sheets A qmre contams 24 sheets 

VARIOUS SIZES 

Th.e flat sheet IS manufactured m many different 
sizes The followmg table gtves the most common 
With their sub-dn tstons 

Broad.1de Foho 4to !ho l6mo 

Pot IS&x J?j J?jx 1! liX 6J: 6lx 4 4 X 3 
Foolscap l7 X 13j 1 ~X Sf Stx f:0 6lJx 41 4lx 'lj 
Post 20 x16 16 xlO 10 X 8 8 X 5 5 X 4 
Crown 20 X 15 IS xlO 10 X li 7!x 5 S X 3~ 

Demy 22!xlll lljxlll Ujx sa sax ~~ S!x 41 
.Medium 21 xl9 19 xi? I2 X .Jj 9ix 6 6 X 4 
Royal 25 x20 20 X ?j 12ix10 10 X 61 6ix S 
Double Pot 25 xlSl 15~ X 121 12:ix 1i 73 x 61 6lx 4 
Double F lscap 27 xl7 17 xl I 3jx S:i Rix 61 &-x4 
SupeT Ro)al 2Jjx 90l 20ixl3 131 X IO:l l()ix 7 7 X S 
Double Crown 30 x?O ?O xiS IS xlO 10 X II ljX 5 
Impenal 0 x22 ?2 xiS lS xU I X li 1jx Sf 
Double Pc,st 3? x?O 20 x16 16 xlO 10 X 8 8 X 5 
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Dr.fferent Fold.s of Prtnttns Paper 

+t--------+ 
I 17-
1 a 
I 
I 
1 Demy 

'"""" 1 ~ BPoadsz.de 
I 
I 
I 
I 

't 

8lea cs16p"'.9es 16Lea.ves32pages 

2 leaves 4<pases 

!Lt- 8!. -+ r-, + 
: Demr 

-;!,+Qual' to 

'i" (z fotcls) 
I 

"" 4 teaves 8 pages 

ObLong Folds 

~,. - -- 17! -- ---"" 
""+ Demy long6to 

"' 

4- 8~--· 
~~Demy6to 
7 (3 fol.da) 

I'+ .1 
6 leaves J2 pa.ses 

De My 
Octavo 

39 
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QUALITIES 

Papers differ m substance and quahty the 
same quahty can usually be procured m dtfferent 
thtckne,:)ses or v. etghts and the same weight m 
dtfferent qualities The quality depends upon 
the kmd of matenal used m makmg whether rag 
grass or wood The best and most durable kmds are 
made from lmen or cotton rags but as there IS not 
sufficient of such matenal many other substances 
stlk waste raw cotton bamboo and other rushes 
straw esparto grass and wood are used m makmg 
ordmary prmtmg papers Paper made from wood 
alone ts used only for the cheapest work 

The kmds of paper most used by prmters are 
soft-szzed pnntmgs for ordmary work super 
calendered for Illustrated work and coated or 
enamelled (art) paper for half tone blocks For 
paper afterwards to be wntten on the vanous kmds 
of wntmg paper are used 

TECHNICAL TERMS 

Lazd Wove Latd paper shows a parallel water 
mark wove paper shows no lines but on close 
exammatmn exhtbtts very fine ptt marks 

Szze A gelatmous solution used to glaze papers 
some are soft sized and others hard sized accordmg 
to the hardneso;; of surface reqmred 

Super-calendered or htghly fimshed paper has a 
very smooth surface produced by passmg It 
between poh~hed steel rollers 

A1t Paper This ts a paper coated with a kmd 
of enamel The surface IS very smooth and 
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glossy enablmg very fine half tone work to be 
produced 

Anttque This IS a term apphed to bulky rough
surfaced papers 

Rtght and u1 ong stde The nght side of a sheet of 
paper IS alv. ays better fimshed than the wrong Side 
The side from Vv hich the watermark can be read 
IS alwa) s the nght stde In ordmary pnntmg papers 
there IS httle d1fference but m spectal kmds the 
difference Is very marked It must always be noted 
when pnntmg half tones 

SELECTION OF PAPER 

Much good prmtmg m India IS spoiled by the 
use of mfenor ..or unsmtable paper When It IS to 
be pnnted on both sides see that 1t IS sufficiently 
opaque so that the pnntmg does not show through 

For small books a tlucker appearance can be 
obtamed by the use of antique papers but do not 
use them when there are IllustratiOns to be pnnted 
along With the text use mstead a heavy super
calendered paper such as that on which this book 
IS pnnted 

ror selectiOn of paper for half tone work seep 50 



ILLUSTRATJONS 

ILLUSTRATIONS m books are usually prmted 
from d:stgns cut or etched m rebef upon a type 
htgh surface Other methods will be dealt wtth 

more bnefly at the end of the chapter 
Before the mtroduct10n of the camera as an atd 

to engravmg all IllustratiOns were cut by hand on 
a smooth surfaced block of wood 1 Thts method 
has now been superseded for the most part by 
vanous mechamcal processes of photo engravmg 
m whtch the ongmal IS photogrdphed on to a 
prepared plate (copper or zmc) the whites bemg 
etched or eaten away by acid mstead of bemg cut 
out by hand 

A simple black and whtte sketch without shad 
mg ts easy to reproduce but a picture m which 
light and shade are mdtcated IS more difficult as 
there are two hmttatwns of the prmter s craft whtch 
have to be taken mto account 

1 Every hn.e or dot on the block must be 
exactly type htgh or 1t wtll not show when prmted 
Thts means that the pnnter cannot obtam a lighter 
shade by lowenng however shgntly a part of the 
surface 

2 The roller when tt passe;:, over the forme 
leaves an equal coatmg of mk over the w:.hole 
The pnnter therefore cannot produce any vanatwn 
m the denstty of the mk to gtve lighter and darker 
tones 

Th y w r knowil as woodcuts From thts comes the 
Amencan us of the word cut'> to descnbe all tllustrat10ns 
even half tones 
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LINE BLOCKS 

As every black and white artist know.., an 
IllusiOn of grey or half tones can be produced by a 
varymg arrangement of hnes or stipple (dots)-the 
darker shades bemg the result of markmgs thicker 
m themselves or drawn close together and the 
hghter shades the result of thmner lines (m stipple 
work smaller dots) or a more open arrangement 

Half tones (greys) formed m this way are as we 
have said an IllusiOn each lme or dot havmg m 
reahty the same depth of colounng It 1s thus an 
easy matter to pnnt from blocks shaded m this way 
as the surface IS type high and can be prmted with 
a umform density of mk 

_.A hne block from a photograph or pamtmg 
cannot be produced direct by this method a drawmg 
must first be made m which the shadmg Is mdtcated 
by hnes or stipple This breakmg up mto hnes 
appears on the negative and agam on the zmc or 
copper surface of the block which IS called accord 
mgly a lme block 

THE HALF 10NE BLOCK 

The half tone differs from the hne block m that 
It reproduces not only the varymg depths of tone 
but also the smooth \\ash effect of a photograph or 
pamtmg This wash effect IS agam an IllusiOn 
smce the shadmg 1s the result of stipple but m 
fine work the dots are so mmute as to be mvtstble 
to the naked eye and thus md1stmgmshable from 
wash 

The half tone represents however an advance m 
both pnnctple and method The half tones or 
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greys can be produced by means of stipple in two 
ways: 

I. By an arrangement of dots of equal si::..e at 
d(ffcreut distances from one another. 

2. By an arrangement of dots of different si::;cs 
at equal distances from one another 1 (counting 
distances from the centre of each dot). 

It is this latter method which is followed in the 
production of half-tone blocks. It only became 
practicable, howenr, by the in
vention of the Levy screen, which 
enables the breaking up into 
stipple to be done mechanically 
in the camera itself. 

The screen consists of two 
pieces of plate glass, each etched 
with a series of parallel lines filled 
with black pigment. The glasses 
are fastened together so that the 
lines cross, forming tiny squares. 
The screen is put into the camera 
and a photograph of the original 
taken through it. The wash tones 
are thus broken up on the neg
ative into dots of various sizes, 
the lighter parts of the original 
appearing as large dots and the 
darker parts as small dots. When 
the negative is printed off on the 
prepared copper or zinc plate the 
size of the dots is exactly reversed, 
and the print t:tken from it 
correctly reproduces the shading 
of the original. 

--eee 
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:\.IAG~'lFIED SECTION 

OF HALF-TONE BlOCK 

' Examine closely the 6o-line picture opposite 48 
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ETCHING 

We have now seen how the ongmal1s broken up 
mto hnes or stipple e1ther by means of a di awmg 
or by the act10n of the Levy screen When the 
negative has been made a polished plate of zmc or 
copper previously coated with a sensitized solution 
and dned IS put under a pnf'hng frame and punted 
off under a strong artificial bght When th1s IS 

fimshed the plate IS 1ol1ed With transfer mk 
and then developed with water the parts of the 
film surface not acted on bemg removed by gentle 
rubbmg The plate IS now retouched If necessar) 
and then put mto a bath of mtnc acid which etches 
out all the parts not covered by the film The 
picture now appears m relief on the plate wh1ch 
after a proof has b ... en taken and the final touchmg 
up completed 1s mounted typr high and so made 
ready for prmtmg 

The terms lme and half 1one are mic;leadmg 
when apphed to blocks the lme block equally 
with the half tone teptoduces half tones or greys 
and the effects of the half tone block are produced 
by stipple and not wash The terms have how 
ever the advantage of bemg understood by the 
pnnter 

THREE COLOUR HALF TONE BLOCKS 

These are made on the same pnnc1ple as 
ordmary half tones With the additional aid of 
colour filters By means of these the three so called 
pnmary colours yellow red and blue are separated 
and three negatives made g1vmg the tones of each 
The three blocks made from these are prmted over 
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one another m yellow red and blue mks and the 
combmatwn not merely of colours but of varymg 
tones as well produces an e'X:traordmanly wtde 
range of colour effects 

ORIGINALS 

Pho ographs The defimt10n should be clear and 
sharp as a certam amount IS always lost m re 
production The prmts should be m black: tones on 
glossy (not matt} paper 

Old photographs whtch are faded or damaged 
b} msects should first be sent to a photographer for 
retouchmg as every defect wtll appear m the block 

Drawmgs The~e should be made m a dead
black ml on a pure whtte paper or board The 
half tones m wash dra wmgs should be made by 
dtlutmg the mk wtth water rather than by makmg 
the mk grey with chmese white 

The wh1hng out of any lme should be carefully 
done as the lens of the camera IS sharper than the 
eye to detect any shade that remams 

A grey papPr or board may be used as the 
drawmg c;;urface tf a tmted back ground ts desxred 
and whxte pigment used for any purS! white patches 

In a hne block only the lines reproduce and not 
the background Every hne or dot must be dead 
black and the shadmg depend on arrangement 
alone 

Pamtmgs Water-colours are easter to reproduce 
by the three-colour process than mls 

The pamtmg surface should be fully covered 
When the background IS to be white a thm coatmg 
of whtte ptgment should be brushed over the 
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surface first one way and then (when dry) the 
other On th1s the other colours may be added as 
desired 

As we have said the three colour process 1s 
capable of producmg a great vanety of colours and 
shades but It must be 1emembe1ed that they are the 
result of the m1xmg of three coloms only and any 
colour or shade that cannot be made by such 
nuxmg will not reproduce by this proce!)s When 
pamtmg for such reproduction therefore the artist 
should bear this hmitatlon m mmd and try to get 
h1s colours from these three yellow red and blue 
by nuxmg and dilutiOn 

REDUCING AND ENLARGING 

In photography to enlarge IS to weaken the 
defimtwn to teduce Is to strengthen 1t also the 
reproduc.twn of a photograph Is less clear than the 
ongmal Thetefore when determmmg the s1ze of a 
block make It a httle smaller than the ongmal If 
possible do not enlarge unless the picture will not 
suffe1 by lo.:.s of defimtwn 

A pat t from these consideratiOns the size of the 
block IS usually determmed by the size of the page 
on whKh It IS to be pnnted or where there ate 
two or more blocks on a page the space that can be 
spared for each A generous margm should always 
be allowed round ptctm es or a cramped appearance 
will result ' 

A full page p1ctme should roughly couespond to 
the shape of the page When atrangmg several 
small pictures first dt aw an outhne panel as a 
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gmde and place them w1thm 1t so that the arrange 
ment g1ves the suggestiOn of the shape of the page 

To mdtcate the s1ze that a block 1s to be made 
only one dunenswn need be marked the other will 
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Printed on Art Paper 

(Blocks made by the Wesleyan Missio11 Press, Mysore) 



Printed on Ordinary Printing Paper 

( Bl«lts riUI.de by tile W esleya• Miss ill• Press. MystJre) 



Printed on Rough Paper 
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be reduced m p1oport10n When It IS desired to 
find out the e:\.act space It Will occupy draw a figure 
the dimensiOns of the ongmal with a diagonal hne 
f10m corner to corner Measure along hne A-B or 
B-C accordmg to which IS the known d1menswn 
and the remammg lme will be the other 

If It 1s desired to alter the shape of the ongmal 
a certam portiOn must be masked or cut off 
Supposmg the ongmal1s 3 x 2~ and the block 1s to 
be 2~ xI~ Draw the figure of the lattei with a 
dmgonal three lines bemg extended a;, shown m 
the d1agram In this case It 1s part of the depth that 
has to be sacnficed so measure the w1dth of the 
ongmal along A-B The stnp overlappmg at the 
bottom IS e:\.tra and should be masked or cut off 

1
A ~--------~---------~ 8 

+ 

"' Re([Ur.red SLze of Block 
2 t .byti 

I 

: e-~11? Strtp to be masked 01' Cut off 
I + 
~~~----------------------------~c 
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fron top or bottom or half from each The ongm,tl 
IS now m the proper proportion for reducmg to the 
Size wanted The maskmg will be done by the 
blockmakers If directwns are given to them 

Do not make any mark on the front of the 
p1cture but wnte everythmg on the back It IS 
always better to put your name and address so 
that there may be a permanent record showmg 
to whom It belong'-

When makmg a d1awmg that ts to be 1educed 
the lines m It should be thicker and heavier than 
usual or they will appear very thm and light m 
the block It IS bette1 to make the drawmgs to the 
same s1ze unless there are reasons agamst comg so 
from the artists pomt of vtew 

PRINTING 

The blotchy appearance of many half tone 
pictures IS the result of usmg unsmtable paper and 
mk The Levy screen referred to above IS made 1rt 
many grades the httle squares m the specimen 
gnen on the opposite page vary from 60 to 150 to 
the mch The coarsest screens are used for rough 
surfaced papers and the finest for glossy art paper 
The rule IS the smoother the paper the finer the 
screen 

The mk too 1s an Important factor For all 
fine work a speCial half tone or fine art mk must be 
used In the case of a very coarse block It does not 
matter so much and ordmary prmtmg mk will do 

For three colour work specml mks wh1ch are 
made for the purpose should be used and not 
ordmary yellows, reds and blues 



PREPARATION OF MANU"CRlPT 
FOR PRESS 

LET us assume that the manuscnpt hes complete 
m rough form before you and you are now 
begmmng to prepare a new copy for press 

When makmg this final copy the mmd should 
not be mtent upon the subJeCt of the book but left 
free for consideratiOns of style and arrangement 
The httle thmgs that make all the difference 
between a well produced book and a badly pro 
duced book must now claim your whole attention 
This concenhatwn on style and arrangement may 
be found tedious and exhaustmg but It does matter 
Remember that your book w1ll have to pass through 
the cntlcs den and If at the first glance the e)' e of 
the reviewer IS caught by a number of prmtmg 
errors or a faulty arrangement a preJudice agamst 
the book IS created m his mmd at the outset 

Do not leave thi<; work of pohshmg to be 
attended to m the proofs If there IS no style m the 
manuscnpts m nme cases out of ten there will be 
none m the proofs and If there IS It will be the 
prmters notiOn of It which IS possibly not the same 
as yours The compositor sets up JUSt \\hat IS 
before him He IS not m the least mterested m 
what you are wntmg about and 1f 1t IS m Enghsh 
he probably cannot understand a word Therefore 
1f you abbrevmte words to save tlme he will 
abbrev1ate because he thmks that Is ho\\ you want 
them and 1f vou are careless m spellmg punctuation 
and cap1tahnng he will fatthfully repeat your 
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mistakes His object Is to set up so many ens m a 
given time and to accomplish this he takes the lme 
of least resistance which Is to follov. copy 

Do not -depend too upon the press con ector 
(reader) He IS a man of more educatiOn than the 
compos1tor but the cost of correctmg the mistakes 
which he marks falls either on the press or on 
the compositor who hc1s set up the matter any 
conectwns which mvolve a departure from copy are 
therefore frowned upon by the manager or hotly 
resented by the compositor as the case may be 
The latter regards It (and nghtly too) as an 
m]ustlce that he should lose time wh1cn means 
money that he can Ill spaie from h1s scanty 
"'ages m correctmg mistakes for which he IS not 
responsible 

Then too all correctiOns or alteratiOns made m 
the proofs by the author which represent departures 
from the copy are charged to the customer-either 
the author or publisher whoever Is paymg for 
the JOb An extra word or two or a deletiOn 
may mean that all the succeedmg lines of a 
long paragraph have to be altered mvolvmg the 
disturbance of thousands of type letters and spaLes 
Do not blame the prmter therefore If what may 
seem to you a small correctiOn 1s sometimes heavily 
charged for look down the hnes and see how much 
matter had to be over run before that extra word 
could be fitted m 

In offices when compositors are pa1d a fixed monthly wage 
the loss falls on the managem nt "'hen th y are pa1d accordmg 
to the amount of work they do each month the compositor 
receives no paym nt for the tnne he spends JTl correctiTlg hl!'i 
first proof and the loss falls on htnl 
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The fi1 st thmg to do Is to arrange your matte1 

m proper order A book consists of the whole or 
some of the followmg and IS arranged thus 

I Half title 8 Contents 
2 Tttle 9 Ltst of Illustrations 

3 lmprmt 10 IntroductiOn 

4 Advertisement or II Errata addenda 
publisher s note 

5 Ed1tor s preface 12 Text 
6 Dedtcat10n 13 Appendtces 
7 Preface 14 Index 

The prehmmary matter Items I 10 can be put 
on one side for the time bemg they can be attended 
to '\\hen the text IS fi.mshed 

The manuscnpt should be typewntten or If this 
IS not possible wutten m a clear round hand The 
way to test whethe1 It 1s good copy or not IS to gtve 
It to anothe1 person to read aloud Use only one 
Side of the paper A sheet about 8 x 10 IS the most 
convement size for the compositor to handle 

Wnte on one side of the paper only and number 
the sheet" consecutively 

Leave an ample mat gm on the left hand side for 
correctwns additions and mstruct10ns The last 
named should be nnged round to show they a1 e not 
to be prmted 

If there IS any considerable addition do not 
cramp 1t m the margm or run over on to the text 
put It on a separate sheet of pape1 with directions as 
to where 1t IS to go and ma1k the place m the text 

If a word which has to be divided at the end of 
a hne mtght be mistaken for an hyphened com 
pound mdicate that It should be JOmrd up by put 
tmg - over the hyphen 



54 AUTHOR c\ND PRINTER 

Do not abbreviate or contract unle::,::, you wt::,h 
the word to appear so m prmt 

Punctuate carefully makmg each mark dbtlnctly 
D1stmgmsh between the hyphen ( ) en rule ( -~ and 
dash(-) 

For alterations m spacmg runnmg on of para 
graphs etc see marks given on p 20 

A word to be set m capitals (caps) may be 
marked wtth three lmes underneath === caps 
and small caps=-- small caps only= 
Itahc -- black type .............,. 

A hne or paragraph to be set m different type 
should be marked by a vertlcallme at the stde With 
the dxrectwn m the margm Larger Smaller Black 
etc as the -case may be 

To mdtcate that a paragraph should be mdented 
draw a verttcallme alongside and wnte Indent If 
It 1s to be centred 1epeat the lme on the oppostte 
stde and wnte Centre 

If a word Is altertd and the alteratiOn 1s not 
clear wnte It agam above the lme and cross out 
underneat11 

Be consistent m matters of spellmg capitahza 
bon contractiOns use of figures and numerals etc 
Guidance will be found m Part II of this book 

Graduate your headmgs and sub headmgs to 
show their relative Importance by use of capitals 
small capitals 1tahc or black lette1 

Show clearly whether a headmg ts to be centred 
or not and whether 1t ts to stand m a hne by Itself 
or run on m the same lme as the text 

Indtcate whether you w1sh a s1de note to stand 
m the margm or to be cut mto the text In the case 
of footnotes put a dtvtdmg hne between them and 
the text above 



PRINTING AND PUBLISHING 

I T may be stated at the outset that this chapter 
~~ mtended for the gmdance of the novice those 
who are fully acquamted With the d1fference 

between pnntmg and pubhshmg may pass 1t by In 
the mmds of many pet sons however there IS a 
confuswn between the two terms due chiefly to the 
fact that some prmters adopt the mtsleadmg title of 
Punters and Publishers when they are m reality 

pnnter::. only Pnntmg and pubhshmg are tV\ o 
entirely separate busmesses and when sendmg the 
manuscnpt to a firm your obJect should be clearly 
~tated 

PUBLISHING 

A manuscnpt IS submitted to a pubhshmg 
firm for Its consideratwn and after exammahon IS 
either reJected or accepted From other books 
published by the firm you may gather some Idea of 
the kmd of books they generally publish A 
covermg letter should be sent along with the 
manuscnpt givmg your name and address and 
statmg bnefiy ""hat the manuscnpt 1s about The 
latter will then be sent by the pubhshers to one of 
their readers who Will pass Judgement upon It It 
ts Important that the manuscnpt should be well 
arranged and easy to read otherwise unless It Is a 
work of outstandmg meut It may not receive the 
consideratlOn that you thmk It deserves In due 
course the publisher w11l mform you whether he IS 
ptepared to accept 1t for pubhcatwn or not If he 
accepts 1t the question of terms will anse He 
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may offer either a lump sum or more usually a 
royalty The latter IS a percentage of the sum 
realized by sales based either on the published 
pnce of the book or the net amount reahzed from 
time to time The manuscnpt will then be sent to 
a pnntmg press and the proofs forwarded to you 
If your manuscnpt has been properl} prepared 
there should be few correctiOns or alterations 
to make The pubhsher may stipulate that all 
alteratwns beyond a certam quantity shall be paid 
for by you In any case alterations mean extra 
proofs and delay m prmtmg and they should be 
avoided as far as possible 

A pubhsher usually claims the nght to settle all 
matters of style and get up especially when they 
affect the cost of the book he will probably let you 
have your own way when they do not Before 
pubhcatwn an agreement IS drawn up between the 
author and the publisher m consideratiOn of 
payment made to the former The copynght of 
the book becomes the property of the publisher and 
the author has no further propnetary mterest m It 
unless he has rec;;erved such m the agreement He 
cannot reproduce the whole or any substantial 
portiOn of the book without the permissiOn of the 
publisher 

PRINTING 

If you send the manuscnpt to a pnnter you 
become m fact your own publisher and you are 
hable for the cost of pnntmg and must take delivery 
of all the copies when the work 1s completed the 
pnnter ceases to have any further mterest m 1t 
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Some firms are both pubhshcrs and pnnters and m 
dealmg with such you must state clearly whether 
you are askmg the firm to pubhsh your book or to 
take 1t as a pnvate prmtmg order If you are 
havmg a book pnvately prmted you have full 
authonty to decide m all matters of get up and 
style the co.:ot need be your only cons1derat10n 

When askmg for an estimate the manuscnpt 
should be sent along with the request and the 
followmg details given s1ze of page size of type 
leaded or sohd quality of paper how to be bound 
number of cop1es reqmred 

In considenng the last 1tem an Important factor 
has to be taken mto account all the work up to 
the actual moment of pnntmg off on the machme 1s 
the same whether you order one hundred copies or 
five thousand a few copies of a la1 ge book wlll be 

-expensive reckoned per copy compared with a 
greater number 

PRINTING A BOOK OF 256 PP PAPER COVERS 

100 COPIES 

Rs 
Composition 320 
Machmmg so 
Covers (pnntmg and paper) 4 
Paper 20 
Bmdmg 4 

Total Rs 398 

Gost per boo!.. Rs 3-14-I 
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5000 COPIES 

Rs 
C'ompo~Ihon 320 
Machmmg 192 
Covers (Pnntmg and paper) 40 
Paper 8oo 
Bmdmg 158 

Total Rs 1510 

Go:,t per book 4 as IO p 



STYLE IN BOOK\VORK 

THE appearance of a book depend~ upon 
careful attentwn to detail Most of the 
thmgs referred to below must be decided 

upon either beforehand or while the book 1s m the 
press 

Szze of the Book Books are of vanous sizes and 
are called accordmg to the s1ze of the fiat sheet and 
subdivtswn of 1t Thus 1t may be Royal Deroy 
Large Post or Crown and w1ll be called Royal 
quarto (4to) or Crown octavo (8vo) accordmg to the 
way m whtch the fiat sheet IS folded after prmtmg 

0 lt:~.VO 

Folto 

0 

~ 
:::1 
C)' 

T 
32mD ._!_ 

C) 

!: 
{0 ... 

v.l 

lV 

n 

Sz. ... e of T;p( Th1s depends on the size of the 
page There are many except10ns chiefly works 
of reference to the followmg table which refers 
only to ordmary work 

Royal 4to) gteat pnme1 (I8 pt) enghsh (14 pt) 
Dem) 4to f pica (12 pt) small p1ca (II pt) 

See p 38 
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Crown 4to ) 1 1 Royal Bvo eng 1s 1 (14 pt) p1ca (12 pt) 
Demy Bvo J small p1ca (II pt) 

Large Post 8vo) small p1ca (II pt) long 
Crown 8vo J pnmer (IO pt) burgems (9 pt) 
Foolscap 8vo) long pnmer (IO pt ) 
Demy 12mo J burgems (9 pt ) 
Demy 16mo brevter (8 pt ) 
For sizes of type see page 1o 
Leadmg (pronounced leddmg ) The questwn 

of spacmg between hnes (leadmg) must be decided 
by the kmd of type used Some types hke Caslon 
Old Face have relatively small bodies and long 
ascenders and descenders1 these give a better 
appearance when set solid Other types such as 
that used m this book have a large body and short 
a:::.cenders and descenders leads w1th these types 
greatly Improve the appea1 ance (See page 14 ) 

Marguzs The question of propel margms IS 
very Important many books are spoiled because 

1' 

depta 
o:f1'.Jpe 

The upstroke of letters such as b d f 1s called an 
ascender th downstroke of J p q 1s called a d sccnder 
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the margms are too nan ow It must be 1emembered 
that a good deal of margm IS lost when the books 
are tnmmed m the bmdmg and Lhis loss must be 
allowed for As a general rule solid pages have 
small margms and leaded pages larger margms 
The width of the margm 111creases with the width 
of the space lines or doublmg and treblmg of the 
leads 1 

Half tztle This IS very often om1tted Its 
purpose IS to lead up to the title page and consists 
of a short title of the book It IS generally set up 111 
type about half the size of the title on the title page 
and the hne Is placed slightly above the centre of 
the page 

Tlze tztle page The author should cooperate 
with the prmter on the style of this page The title 
of the book appears at the top m large type and the 
author s name lov. er down 111 smaller type At the 
bottom appears the name of the pubhsher Any 
other matter should be placed m small type so as to 
be as mconspicuous as po">sible 

The title page should be set throughout m pla111 
roman any fancy types bemg ngorously excluded 
the effect of a title page IS obtamed entirely by 
careful groupmg and spacmg Leave out full stops 
at the ends of hnes 

Imprmt Th1s usually appears on the back 
of the title page though sometimes It appears at the 
extreme end of the book Th1s urpnnt 1s that of 
the pnnter the publishers 1mpr111t 111vanably 
appearmg on the title page 

Advertzsement This 1s a short note by the 
pubhsher referrmg to the circumstances under 
which the book IS brought out 

Pracftcal Prmtmfi 
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Edltor s or translator s prejau This IS some 
hmes found m books which form part of a senes or 
which have b .. en translated from another language 
It 1s set m the same style as the text 

Ded1catzotl This should be short ~o that the 
hnes can be grouped m the centre of the page 
Cap1tals and small cap1tals a1 e generally used the 
hnes bemg set m monumental style 

Preface This IS usually set m the same type as 
the text The pages are numbered separately from 
the text and are usually put m roman numerals 

Content~ Thts IS usually set m type smaller 
than the text The style vanes considerably to 
meet vanous reqmrements Only those parts of 
the book whtch follow the contents page should be 
mcluded m the hst of contents 

Example I 
CHAPTER 

PAGE 
XXXIX GROWTH OF AN INDUSTRIAL DISTRICT 230 

XL CO'\IMUliiiCA TIONS 245 

Example II 

SECTION I 

THE CIRCLJ.. 
Chord Properties 
Angle Propert1es 

CONSTRUCTION 
Inscnbed and Escnbed bncks 

I 
10 

19 

Llst of lllustratzons or plates To be set m c:;ame 
style as the contents page 

Errata addenda corrzgenda are put Immediately 
before the text When there IS one Item use the 
c:;mgular forms erratum etc 
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.Appendzces are usually set up m smalle1 type 
than the text The page numbers at the top should 
1 un 6n consecutively 

The Index appears m a still smaller t} pe 
and 1s often set m double column to save space 
Here too the page numbers should be contmued 
consecutively 

A clear ~hstmctwn should be made between each 
alphabetical section either by usmg a large mttlal 
for the first word or placmg the mdex letter above 
m a separate hne 

Vv hen an mdex IS exhaustive the references 
should be distmgUished from one another as clearly 
as possible 

Serenzty a gtft of t1me 487 attamment of 154 fetgnmg 
453 I 

Or 1f this 1s not possible the prmupal reference 
may be g1ven m heav1er or Ita11C type 

Sm 57 84 90 I 200 219 240 349 

Ex ra wlute space between paragraphs should 
be used spanngly usually only before a final 
paragraph which summanzes what has been said 
abO\e 

NOTES 

Footnotes These are set m type at least two 
sizes sma11er than the text 

Use supenor figures l s mstead of the old 
fashwned style of ,. ~ t + 

The note should be separated from the text by 
a white space the dividmg rule JS now rarely 
\lSCd 
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When there IS only one short note It Is usually 
put m the centre Two or m01 e may be arranged 
m double column 

Maclean The Celts p 21 
Balfour Botany and Reltgu;n 

p 82 

When short and long 
may be put thus 

Mammalia p 27 
Bam Mmd and Bod; 

p 46 

notes are mmgled they 

Brztzsh Commonwealth p 23 Moor 
For a calculatmn of the measurements sec P 10 
Brttzsh Ccmmonwealth p 98 lb1d p lOT 

Sometimes the reference m the text occurs so 
low on the page that there IS not room for the 
whole of the note It may be earned over to the 
next page above the notes belongmg to that p'l~e 

Never use 1b1d for the first note on a page 
Shoulder notes These are placed m the outer 

margm on <1j level With the top lme of the page 
Stde 11otes These stand m the outer margms 

of the pages left on the odd n urn bered page and 
nght on the even page The top lme of the note 
should be on a level With Lhe top lme of the 
paragraph The lmes may be of Irregular length 
but should ahne on the left hand stde 

Let m noes These are placed m a rectangular 
space made m the text w1th two full lmes above 
They should appear on the outer s1de of the page 
The lmes mav be of Irregular length but should 
alme on the left hand s1de 

Quotatwns When these are set m smaller 
type and stand clear of the mam body of the text 
they need not be placed w1thm quotatiOn marks 

When several paragraphs follov. each other m 
the text as a smgle quotatwn, the quotatwn mark 
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may b~ placed at the head of each the closmg mark 
appeanng only at the end of the final paragraph 

lmtwl letters When these are used at the 
commencement of chapters the remamder of the 
word should be set m capitals If the mttlal ts a 
plam one the top should be m lme w1th the top of 
the letters that follow 

CASTING OFF COPY 

The eastest method of ascertammg how many 
pages your manuscnpt will take 1s as follows 

Take a book whtch IS the same as regards size 
of page and of type as the one you wish to have 
pnnted Count the number of word~ m say mne 
hnes and find from them the average number of 
words m a hne Multiply this figure by the number 
of hnes m a full page and the result gives you the 
average number of words per prmted page Now 
ascertam the average number of words per foho m 
your manuscnpt and multiply 1t by the number of 
fohos Dtvtde the former figure mto this total and 
you wtll get the number of prmted pages that your 
manuscnpt wtll occupy 

Example 

Average no of words to lme m punted page 10 

Number of lmes per prmtea page 38 
10 x 38 = 380 words 

Average no of v. ords per lme of MS 8 
Number of hnes per foho 24 
Number of fohos 200 

s 

8 x 24 x 200 = 38 400 words m MS 
38 400 - 380 = 102 pnnted pages 
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Allowance must be made m the prehnunary 
matte1 for such 1tems as the title page which 
occup1es a full page Irrespective of the number of 
words 

DIMENSIONS AND ARRANGEMENT OF 

PRINTED PAGE 

When mountmg a p1cture for frammg m order 
to get the best effect you must fix It on the mount 
so that less margm IS left at the top than at the 
bottom If you put It exactly m the centre It will 
not look so well When planmng a book the type 
page 1s treated hke a picture aiid the margm at the 
bottom IS wider than at the top It must be noted 
that the double page opemng IS treated as a umt 
not the smgle and the mside margms are therefore 
much less than the outer margms 

The shape of each type panel should correspond 
roughly to the shape of the page If the measure IS 
reduced the depth of the type panel must also be 
reduced proportionately Thus the common meas 
ure for demy s1ze IS 24 ems and the depth of the 
type panel 42 If however It IS desired to give a 
broader margm than this and the measure IS reduced 
to 22 ems the depth of the page must be 1educed 
to 40 as otherwise It Will have an ugly appearance 
When you are dealmg With an expenenced pnnter 
these matters may be left to him but when deahng 
w1th the ordmary Ind1an firm 1t IS advisable to 
make a dummy and g1ve It to him along w1th the 
JOb 
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To make a dummy take a piece of paper of the 
size m wh1ch the book 1s to be pnnted and fold 1t 
so as to make two leaves or four pages Then on 
the ms1de mark out two panels as shown m the 
1llustratwn An ordmary foot rule wlll do for this 
purpose 1f you recollect that the 12 pomt em 1s 

equal to 116 of an mch 

., ' 
Headmarsm 

Back mar;pn 

~ 

T 
:I' he dept}, 

'FOre .: ').lll!as 
UJC ofTJpe e'We ~ I 

I 
J. 

.f.. 

''Tad :.Jt'UU9T-n-
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THE sheets after pnntmg are removed to the 
Bmdery Here they are folded up so that 
the &Ignature falls on the front page the 

folded sheet 1s called a sectiOn Piles of each sectiOn 
arranged m proper order A B C D or I 2 3 4 are 
placed m a row and then a boy gathers a sectiOn 
from each pile and puts them together contmumg 
until the piles are exhausted The sectiOns are now 
ready for fastenmg together 

Sewmg When a book consists only of two 
sections an outer and an mner with a pape1 
wrapper a long double stitch IS made through the 
back but when there are several consecutn e 
sections the backs are sewn together v. 1th a wntmu 
ous thread Hand sewmg ts a lengthy process 
so m magazmes catalogues and certam kmds of 
cheap v. ork the sections are fastened togethet by 
stabbmg Holes are bored through the sectiOns 
close to the back edge and a double stitch 
made through them The disadvantage of stabbmg 
1s that the leaves do not open flat and therefore It 
should not be done m the case of good book worl-. 

Books pnnted on cheap paper made from wood 
pulp should be stabbed as the lea\ es easily tear 
out 1f sewn owmg to the bnttle nature of the paper 

WIre stitches are often used v. hen the wm k 
conststs of an outer and mntr sectiOn or when the 
sectiOns are stabbed In th1s country the wire 
qmckly rusts and cotton should always be used 
when the book 1s to be kept for any length of 
hme 
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After stltchmg the books are taken to the 
gulllotme and the edges tnmmed 

COVERS 

Paper 'wrappers a1e used for booh..s of tempo1a1y 
mterest or m cases where cheapness IS the chtef 
consideratiOn Cover papers are produced m many 
attractn e shades and will stand a considerable 
amount of handlmg The co\ ers are pasted on 
the book before tnmmmg 

Stiff covers A book "'Ith stiff stde.;; covered 
with paper wtth or without a cloth back 

Cloth bmdmg A book wtth stiff sides covered wtth 
bmders cloth 

Leather bmdmg and half leather bmdmg The 
former term Is apphed to a book wtth sides and 
back of leather half leaLher when only the back 
and corners are leather The follow111g leathers 
are generally used 

Sealskzn IS a strong clurable leather spectally 
smtable for hbrary books 

Ptgskm IS chiefly used for large heavy books 
.:;uch as ledgers 

Morocco IS a pohshed gra111ed leather much 111 
demand on account of Its flexibility and attractive 
appearance Good morocco 1s prepared from goat 
sk111 but the cheaper k111ds tm1tat10n moroccos are 
sheepskm 

Sheepskm IS the cheapest k111d of leather used m 
bmdmg It vanes considerably 111 quahty 

Calf IS 'ery soft to the touch but 1s smtable 
only for small ornamental books as It has httle 
durab1hty 
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Imztatwns There are several ImitatiOns of bmdmg 
cloth such as Duxeen (an embossed paper) and 
of leather such as Rexme Their ment IS that of 
cheapness 

ATTACHING THE COVER 

The cover bemg prepared and the title stamped 
on 1t the next thmg to be done IS to attach It to the 
book The backs of the sections are beaten w1 th a 
mallet to make them solid 

Usually the book Is attached to the co\ er by a 
p1ece of cloth which IS glued on to the back of the 
sectiOns and then on to the cover but when extra 
strength IS reqmred tapes sewn to the sectiOns and 
glued to the cover are used Blank sheets are then 
pasted over the msides of the cover 



PART II 



SP~LtiNG 

No attempt will be made to deal exhaustively with 
this subJeCt Everyone who wntes should be m 
possession of a standat d up to date dtctwnar) 
whtch will w1th a few exceptiOns g1ve all the 
assistance that ts requned Altewatlve spellmgs 
ate usually gn en but termmatwns may gtve 
trouble 

able or zble In Enghsh thete ts a prevalent 
feelmg for retammg zble whe1ever there was or 
might be a Latm zbzlzs ~ h1le able 1s used for words 
of d1stmctly French or Enghsh ongm The Oxford 
Conczse Dlcfzo,zary (s u ble) 

z,.,e or zse As a formative of verbs from nouns 
or adJectives m Enghsh zze has 111 almost every 
case superseded zse As a verb termmatwn zse IS 

1 etamed for some words of French ongm such as 
aavertic;;e advise chastise compnse aespise etc 

zse IS usually retamed for noun termmatwns 
demise enterpnse excise merchandise 

The Oxford Press retams the e before ment m 
wotds ltke CJbndgement acknowledgement Judge 
ment 

JE CE re ce (m manuscnpt PUL - over Iette1s) 
~::.hould be used only 111 Old Enghsh and certa111 
words of French ongm such as manreuvre In Latm 
Greek and Enghsh words use two separate letters 

Dtst111gmsh between the followmg 

abetter 
accepter 
.usle 
anybody any perscn 

abettor law 
acceptor law 
ISle 
any body any 11UIIIber of persons 



74 AUTHOR AND PRINTER 

anyone any person 
a sthettc 
assenter 
assurer 
aught anyilun,., 
ay always 

bargamer lzag1,hr 
ban 
bedel Oxford 
beefs meat 

any one of a number 
asc ttc 
assentor law 
assuror underwnhr 
ought c;pha 
aye yes 

bargamor law seller 
banns marnage 
bedell Cambnd~:.e 
beeves oxen 

benzene 1 spmt obtamed from benzme spntt obt uned from 
coal gas 

btt 
bogey golf 
bogte a truck 
boose cow stable 
bourn stream 
bratse stew 
brake vehtcle 
breach 
broach tap 
brethren of a soctety 
bumkm nautzcal 
by and (the) by 

cabal 
calendar almanack 
calk trace 
canon rules eccles 
canvas cloth 
car 
cedar tree 
censer vessel 
cent centum 
cerebellum hmder bram 
check pattern 
ctst archaeol 
clench fists 
cloths 
clue 
cockscomb plant 
complacent self satzsjied 
complement completzon 
confidant masc 
COnJUrer 

1 A tho 

petroleum 
bttt naut 
bogy apparttwn 

booze 
bourne lmut 
braze solder 
break 
breech short trousers 
brooch ornament 
brothers 
bumpkm 
bye bye also bye cncket 

cable 
calender to make smooth 
caulk make waterltght 
cannon gun 
canvass pollttcal 
carr bog 
ced r one who cedes 
c nsor JUdge 
cent Ametzcan com 
cerebrum bram proper 
cheque bank 
cyst bzology 
chnch argument or nat! 
clothes 
clew sad 
coxcomb fop 
complatsant obliged 
compliment 
confidante fem 
COnjuror law 

I P I D I 
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conlcst • .m t 
counctl 
Lrochet m II 01!.. 

1.\LpLndant 11 

depostlary Ptr:.on 
desert 
dtplomat 
dtvest 
draft document 

draftsman one who drafts docu 
ments 

dyemg 

ensure make safe 
envelop v 
entomology 

famt 
farthc..r comp of far 
fcttd 
fish pl kmd 
flacon small bottle 
fogy 
forebear bear before ancestor 
forego go before 
foreJudge ;udge beforehand 
form 
fungous ad; 

gage pledge 
gallop horse 
galosh 
gaol ;ail 

genu spzrzts 
gilt 
granter 
grtll to broil 
gnsly lwrrtble 
grom 
guana lJ ard 

ha ha lau,.,hter 
hatr stroke sprmg s breadth 
handsome 
hanged capttal pumshment 

contestor law 
coun.:;el adttCl barnshr 
crotchet 

dt.pendent ad; 
dcposttory p/aa 
dessert dumer course 
dtplomate one holdmg dtPioma 
devest ladJ mtransztwe only 
draught drawmg bree e 
drought water famme 
draughtsman one who makes 

drawmgs 
dymg 

msure m a soczety 
envelope n 
etymology 

femt P1 elend 
further 
fettal ambassadonal 
fishes number 
flagon large wme bottle 
foggy 
forbear refram 
forgo abstam 
forJudge exclude 
forme prmter s 
fungus n 

gauge measure 
galop dance 
golosh boot trade spellmg 
goal 
ghoul spmt 
gem uses 
gmlt 
grantor law 
gnlle gratmg 
gnzzly grey 
groyn arch 
guano manure 

ha ha sunk fence 
hare bram lzp s foot 
hansom cab 
hung suspended 
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hangar sl!ed 
holey havmg holes 
humerus bo11e 

Jts pronoun 

)am v 
Jangle wrangle 
Junta cou11ctl Sp It 
JOUst combat 

kauri comferous tree N Z 
kerne foot-.soldter Ir 
key 
koran bustard 

lac, resm 
lama pnest 
lea, grou11d 
leave 
hcence n 
bckensh greedy 
literal 
loath tUij 
lopmg 
lorry 
lour frown 

madregal fish 
magasm shop (Fr) 
maggot 
mandatary perso11 
mandrel spmdle 
mamkm 
mantel p1ece 
mask 
mend1an 
mllhon I ooo ooo 

m1sled nus led 
moneys 
mucous adJ 

naught 11othmg 

oar 
obelus mark 
os ossa bones (L) 

hanger 
holy 
humorous 

It S IllS 

Jamb stde post 
Jmgle 
JUnto cltque faclwll 
JUSt adv adJ 

karn Austr blue gum 
kern proJectwn t)pe 
quay 
Quran 

lakh 100 ooo 
llama ammal 
lee stde 
bef .vtllm~:,ly 
hcens 'i 

hquonce sweet 
httoral 
loathe " 
loppmg 
lory patrol 
lower 

madr1gal 
maga.lme 
magot ape 
mandatory command 
mandnll baboo11 
mannequm dress mal..er s (Fr) 
mantle 
masque e11tertamment 
mend1em a 111 p m 
m1lle I 000 (F) 
m1lhard I ooo ooo ooo 
m1zzled 
momes obsolete except m law 
mucus 1t 

nought cvpher 

ore 
obolus com 
os osa mouth (L ) 
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paean song 
padre 
paten d1sh 
pastel uoad 
peas 
pearl 
pendant 11 
pence value 
petrel btrd 
phosphorous a 
plam sa1lmg song fig 
practice 11 

precentor 
precessiOn equmoxe~ 
premises 
prmcipal clue/ 
preposttiOn gram 
prophecy 11 
put 

rabbet ;omt 
radtcal Cltem 
rase era~e 
real com 
reahty 
reave rob 
recetpt 

renuse make over law 
repr1se law 
ngour 
mne frost also poetr; 
rondeau poem 
roastt-r 
rout 

sack 
salver Ira; 
salvage 
<>CUll oar 
setze 
sensual 
sergeant milttary 
sew stttch 
shew B1ble Pra;er Boot 
'\hot I 11!s 
Slh)'l 

pa on prosody (Gr) 
padrone employer (/ta!tan) 
patten over shoe 
pastille 
p ase puddmg 
purl knzttmg 
pendent ad; 
penmes number 
p trol 
phosphorus 11 

plane satbng naut 
practise v 
preceptor 
processwn 
prem1sses log 
pnnc1ple 
propos1tton 
prophesy v 
putt golf 

rabbtt rodent 
radtcle Bot 
ra?e to the ground 
reel wmdmg 
realty !au propert; 
reeve 
rectpe prescnptwn !tst of m 

gred1ents 
remiss 
reprtze 
ngor medical 
rhyme 
rondo mus1c 
roster ltst 
route nullfary usage n 

sacque coat 
salvor person 
sel\. edge cloth 
skull 
se1se sectst\ e law 
sensuous 
serjeant law 
sow seed 
show 
shots fired 
Sybil 1Ull/ll! 
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s1gn 
sm lt small fish 
stat1onary 
stanch stop 
step 
story 
stra1ght 
stratum geol 
sun 
swath cui grass 
swmgemg blow 

thrash 
t1me 
timber 
tm1Panl drum 
ton 

vender 

wa1ve forgo 
wh1skey Insh 
wreath n 

sme maths 
smolt 211d )C zr salmo11 
statiOnery u ntmg paper 
staunch firm 
steppe 
storey house 
strait laced Jacket 
stratus cloud 
sunn fibre 
swathe bmd 
swmgmg 

thresh gram 
thyme herb 
t1mbre tllUSIC 

tympanum ear drum 
tun cask 

vendor law 

wave 
wh1sky Scotch 
wreathe t 

FORMATION OF PLURALS 

I fhe plural 1s generally formed by addmg s 
to the smgular 

2 Words endmg m s sh x z ell (soft) add 
-es 

3 A final --y 1s changed mto zes when 1t 1s 
preceded by a consonant as c1ty Cities Proper 
names are exceptions fly (carnage) fl.ys also words 
endmg m quy take -zes 

4 The Conczse Oxford Dzctzonary says (p VI) 

In statmg the plural of words m o we ha\ e found 
1t tmposstble to draw any satisfactory hne between 
the words that prefer os and those that prefer -oes, 
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1t may be laid down that on the one hand wotds of 
which the plural Is very commonly used as potato 
ha\e almo~t mvanabl.Y oes ttnd on the other hand 
words still felt to be foreign or of abnormal form as 
soprano ch10mo have almost mvanably os 
of many other words 1t may be satd w1th confidence 
that they use one form only_ (cf punct1hos noes) 
but the ma)onty fluctuate 

5 The plural of letters and anthmehcal figures 
1s fmmed by addmg s as 5 s M A s 

6 Nouns endmg m for fe add s If the fsound 
1s retamed m speakmg If softened they are changed 
mto ves 

roof 
ch1ef 

roofs 
cluefs 

w1fe 
leaf 

WIVeS 
leaves 

7 Eight nouns form the plural by an mternal 
change 

man m n tooth teeth 
woman women lous bee 
foot feet mons nuce 
goose geese dormous dorm1ce 

The plural of mongoose however must be form 
ed mongooses as the word IS not a compound of 
goose but ~rom the native mungus Use Germans 
Normans Brahmans Mussalmans the termmatlons 
are not the Enghsh man 

8 Four nouns form the plural m en 01 -ne 
ox oxen brother brethren 
ch1ld ch1ldren cow kme (archatc use cows) 

9 P10per matenal and abstract nouns have 
no plurals except when they are used as common 
nouns 

Ca sars Henrys 
wmes mls (different kmds of) 
Yirtu<-s v1ces (different acts or kmds of) 
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10 Some nouns have no smgular form These 
are generally the names of thmgs of more parts 
than one such as 

Instruments or tools b Jlows sctssors pmcers 
spectacles 

Articles of dress trouser" drawers breeches 
Dtseases measles mumps small pox 
Miscellaneous annals btlhards commons corps 

credentials dregs nupttals proceeds thanks tJdmgs 
VICtuals VItal~> 

~orne of these are also used m the smgular 
Small pox 1s a dangerous dtsease 
The Stxth Army Corps marches to day 

The word news IS treated as smgular 
I 1 Words denotmg a science or an a1 t and 

havmg the Greek termmahon res are generally 
treated as smgular such as ethics hydrostatic" 
mathematiCS mechamcs optics physics pohttcs 

12 Some nouns plural m form are used m 
both numbers accordmg to the sense as senes 
spec1es means pams alms and nches properly 
smgular are now generally plural 

13 A compound noun usually forms a plural m 
the pnnc1pal word only 

sons m law 
step sons 
hangers on 

matd servants 
foot men 
kntghts errant 

courts marttal 
passers by 

ExceptiOns men servants women serv1.nts 
lords JUStices kmghts templars 

Apparent exceptions are also found m handfuls 
and teaspoonful~ but handful anu teaspoonful have 
come to mean a certam quantity rather than a hand 
full or teaspoon full 
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Keep the smgular form m such compound 
adJectives as SIX week old child two year old 
colt but the chtld IS stx weeks old etc 

Use the Misses Matthew rather than the Miss 
Matthews sometimes the latter form IS confusmg 

14 Many nouns tak.en from other languages 
keep their ongmal plural form 

SINGULAR PLURAL 

addendum addenda 
alumnus alumm 
amanuensts amanuenses 
analysts analyses 
ammalculum ammalcula 
anttthest'l antitheses 
apex aptces 
appendtx appendtces and appendtxes 
arcanum arcana 
automaton automata 
axts axes 

bandtt bandtttt 
basts bases 
beau beaux 
bureau bureaux 

cherub cherubtm 
Crt SIS cnses 
cnter10n en ten a 

daturr data 
destderatum destderata 
dtctum dtcta 
dtlettante dtlettantl 

dfiuvmm effiuvta 
elltpSIS elhpses 
erratum errata 
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flambeau flambeaux 
focus foc1 
formula formulae 
fungus fungt 

genus genera 

hypothesi hypotheses 

larva larvae 

madame mesdames 
medmm med1a 
memorandum memoranda 
metamorphosis metamorphoses 
m1asma miasmata 
mon~teur mess1eurs 

nebula nebulae 

OaSIS oases 

parenthests parentheses 
phenomenon phenomena 
polypus polypi 

rad1us radu 

savant savants 
seraph seraphim 
stimulus shmult 
stratum strata 

termmus ternum 
theSIS theses 

vertex vertices 
Virtuoso VJ;t'tUOSl 
vortex vorttces 

The present tendency 1s to reject fore1gn plurals 
cherubs seraphs formulas memorandums bandits 
etc are used Some foreign nouns are used only 
m the plural such as abongmes antipodes agenda 
archives hterat1 mmuttae 
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DOUBLING CONSONANTS WITH 

SUFFIXh.S 

Verbs accented on the last syllable and v..:rbs 
of one syllable endmg m a smgle consonant after a 
smgle vowel double that consonant before the 
termmatwns eth est ed and mg but not 
before s 

drop droppeth droppest dropped droppmg drops 
commtt comnutteth commtttest commttted commtttmg 

commtts 

Verbs not accented on the last syllable do not 
double the final consonant 

balloted galloped rabbttmg 

Verbs endmg m el double the final consonant 
m Enghsh usage 

levelled travellmg 

The Oxford Press rules prefe,. worshipped 
1mt1aled and paralleled as exceptions to the above 
rules 1 

POSSESSIVE CASE OF PROPER 
NAMES 

Use s for the pos!,ess1ve case after proper 
names 

Charles s Jones s Thomas s 

Ancient names endmg m es should be followed 
by only 

Arabaces Xerxes 

Rules for Composztors and Readers p 34 35 
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The possessive case of plural names 1s usually 
formed by addmg only 

The Browns dog The Adamses house 

Follow copy m quotatiOns 

CONTRACTIONS 

A full stop 1s not necessary after the followmg 
contractions Dr Hon ble Mr Mrs 

Some authonties extend the omiSSion of the full 
pomt to all contractiOns which retam the endtng of 
the full word acct advt Govt Hony St 

Full stops should not be used after chem1cal or 
mathematical symbols or after contractions which 
have come to be regarded as symbols such as-

Ist 2nd 3rd 
4t0 Svo I6mo 

Om1t s m the followmg 
em gr mm cwt grm 
mm dwt tn oz lb 

Insert s m 
tons yds qrs 

Days of the week 
Sun Mon Tues Wed Thurs Fn Sat 

Months 
Jan Feb Mar Apr May June 
July Aug Sept Oct Nov Dec 

Put PS MS MSS SS (steamshtp) not P S 
etc but H M S ll M H R H N B Q E D 
R S V P because these are contractions of two or 
more separate words 
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N E S W each w1th a full stop when pr111ted 
separately but put NW NNW Spell out 111 
ordmary narrative I teached a vtllage five mlles 
~outll of Madta.;; 

The plural form of such contractwns as p 
(page) f (followmg) 1~ pp ff 

Contractions such as am t don t em havn t 
hs there 11 I d should be pnnted Without a space 
before the apostrophe 

Put a thm space befo'1 e ts and h.1s when abbre 
vtated to s as 111 boy s Kmg s to distlngmsh 
them from possess1 ve case 

Use the ampersand m names of firms-W llson 
& Co but othenHse use etc 

In general matter pnnt nmeteenth century not 
19th century the latter 1s only admiSSible m works 
of reference 

Books of the Btble may be contracted m two 
ways the longer one bemg for general use and 
the shorter for use m books such as commentanes 
which contam closely packed references 

OLD TESTAMENT 

Gen I Kmgs Eccles Obad 
Exod. 2 Kmgs Song of Sol Jonah 
Lev I Chron Is a Mtc 
Num 2 Chron Jer Nahum 
Deut Ezra Lam Hab 
Joshua Neh Ezek Zeph 
Judges Esther Dan Hag 
Ruth Job Hos Zeth 
I Sam P_p Joel Mal 
2Sam Prov Amos 
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NEW TEST A liJ.ENT 

1\latt 2 Cor I Tm1 2 Pet 
Mark Gal 2 Tun I John 
Luke Eph T1tus 2 John 
John Phd Phtlem 3 John 
Acts Col Heb Jude 
Rom I Thess }as Re-v 
I Cor 2 Thess I Pet 

APOCRYPHA 

I Esdras Wtsd of Sol Susanna 
2 Esdras Ecclus Bel and Dragon 
Tobtt Baruch Pr of Man asses 
Judith Ep1s of Jer I \bee 
Rest of Esth Song of Three 2 Mace 

Childr 

OLD TESTAMENT 

Gn Ruth Ezr Cant Hos Nah 
Ex IS Neh Is Jl Hab 
Lev 2S Est Jer Am Zep 
Nu IK Job Lam Ob Hag 
Dt 2K. Ps Ezk Jon Zec 
Jos ICh Pr On M1c MaL 

Jg 2Ch Eccles 

NEW TESTAMENT 

Mt Ro Ph 2T1 IP Jude 
Mk I Co Col Ttt 2P Rev 
Lk. ..... 2Co I Th Phtlem I Jn 
Jn Gal 2Th He 2 Jn 
Ac Eph I TI Ja 3 Jn 



1 Esd 
2 Csd 
Tob 
Jdth 
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APOCRYPHA 

Rest Est 
WIS 

S1r 
Bar 

Ep Jer 
Song of Tim .. <.. 

Sus 
Bd and Drag 

Pr Man 
I Mac 
2 Mac 

Abbrev1ated ref<..rences should be pnnted thus 
Gen IV Exod xx 19 or when usmg the shm ter 
form Gn 4 Ex 20 

REFERENCES TO AUTHORITIES 

AuthontJes should be c1ted thus Wheeler 
Hzstory of lndza vol u p 84 In footnotes or when 
there are many references m the text a contracted 
form may be used Wheeler Hzst of Indza u 84 
It IS not necessary to give the chapter when the.. page 
numbe1 IS given 

Use lower case for contractmns such as e g 1 e 
p when beg111nmg a footnote 

References to Shakespeare splays 2 Henry VI 
III 11 12 

References to poems Tennyson Maud XVIII 
Vll 6 

FIGURES AND NUMERALS 

In descnpt1ve wnt111g numbers under one 
hundred should be 111 words but put go to 100 ' 

not mnety to roo Spell out 111 such 111stances as 
It happened a hundred years ago Use figures 

when deahng wtth spec1fic quantities 
George V or George the Fifth not George Vth 
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Nmeteenth century not rgth century 
Roman numerals should not be followed by a 

full stop except m references to chapters as explamed 
above 

Numbers at the head of paragraphs should be 
prmted I 2 clauses m paragraphs (I) (2) 

Use a dectmal pomt m decmtal figures as o 85 
for time of day use a full stop as 5 30 p m 

Put pp 224-6 not pp 224-26 but pp I I-18 
In dates put 1861-7 
B c follows the year AD precedes It 257 

B c to A D 500 Put figures m full for B C dates 
257-255 BC 

THE CAPITAL 

Do not begm a word w1th a cap1talletter unless 
you have a defimte reason for so domg Such 
reason may be due to (I) the posttlon of the word 
or (2) the destre of the wnter to show that the word 
IS used m a spectal as dtstmct from the ordmary 
sense 

CAPITALS DUE TO POSITION 

1 At the begmnmg of a sentence 
2 The first word of every lme of poetry 

ExceptiOns to th1s rule may be found m German 
Latin and Greek works and m the Scottish 
Psalter 

0 Lord God unto whom above 
all vengeance doth b long 

0 mtghty God who vengeanc ... own st 
shme forth avengmg wrong 
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3 The fir~t word of a dnect quotatwn It 1s 
~lot reqmred at the beg111nmg of an mdrrect quota 
tlon or to cont111ue a quotatron that has been broken 
off unless the sense reqmres rt 

He setzed the expresston come f10m Scotland whtch 
I used m the sense of bemg of that country and 
retorted That str I find IS what a great many of your 
countrymen cannot help (Indtrect and direct ) 

Uncommon parts he remarked reqture uncommon 
opportumtles for thetr exertion 

What do you thmk of Garnck? he satd He has 
refused me an order for the play 

4 Trtles of books plays poems and mam 
headmgs are usually set m a full hne of caprtals as 
befittmg therr Importance When small (lower case) 
letters are used mrtlal caprtals are retc1med for the 
Important words 

If Wtnter Comes Sh(., Stoops to Conquer 
Hymn on the Mornmg of Chrtst s NatiVIty 
The Educatlon of the Mtddle Classes 

Th1s rule apphes to all references to books 
poems etc 

Black letter head111gs of paragraphs standmg 111 
lme w1th the text should follow the style adopted m 
the text 

CAPITALS DUE TO MEANING 

Practically all other uses of the caprtal come 
under thrs headmg The caprtal may be permanent 
as 111 the case of proper names or mserted 111 

common names to give a mean111g other than that 
whtch they ordmanly carry Do not caprtahze a 
word merely for the sake of emphasts rt rs often 
mrsleadmg 

I always spell Duty w1th a capttal D 
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Th1s remark IS sometimes made with the Idea that 
a htgh t.onceptlon of duty IS tmphed what 1t 
really means 1s that duty ts always persomfied a~ 
m Wordsworth s ode 

Stern daughter of the vo1ct. of God I 
0 Duly I 

Do not capttahze a word therefore Without con 
stdermg how the cap,tal will affect the meanmg 
Compare the followmg examples 

I The crowd was awed by th1s exhibition of h•s majesty 
H1s Majesty opened the Exhibition at W embley 

2 The company m h1s house mcluded several dukes 
The Duke then addressed the House (of Lords) 

In the last example Duke apphes to a particular 
person whose name 1s already known to the 
reader 

Str ctly speakmg a title has no nght to a capt tal 
unless It (I) serves as a substitute for a proper 
name or (2) has a meanmg dtstmct from the general 
application of the word Thus by a judge of tlze 
H1glz Court we mean some one occu pymg a certam 
official post bon but anyone may be a JUdge of the 
High Court I e a cnhc of 1t A Collector may 
claim the capital because he 1s somethmg more than 
a fiOllector We attach dtfferent meamngs to the 
State of Mysore and the state of Mysore The political 
term Non-cooperalzon has a stgmficance not conta111 
ed 111 non cooperatwn 

Use capitals for the names of and synonyms for 
the Detty also for pronouns whtch refer to the Detty 
such as He Htm H1s Me M111e My Thee Thme 
Thou but use who whom whose 

Also m words whtch form part of a title day 
street etc 111 Chnstmas Day Ross Street 
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SMALL CAPITALS 

9t 

Use ::.mall capitals fo1 dares 111 numerals as 
l\1 DCCC XIV 1 Also for A D and B C A M (anno 
mund1) A H and A u C Use lower case for a m 
and pm 

ITALIC TYPE 

Itahcs should be used for the titles of books and 
the names of penodtcals Do not put The m Itahc 
unless 1t forms part of the title or name 

Put names of ships II" 1tahc H M ~ Lwn and 
~ S Manto/a 

The Oxford Press rules3 say Word::. or phrases 
m foretgn languages (unless anghcited) should be m 
1tahc Unfortunately however It does not g1ve 
us a defimtton greatly needed of the word angh 
c1zed A hst of words whtch 1t regards as such 1s 
gtven on another page and also a hst of words 
presumably not anghctzed whtch must be pnnted 
m Itahcs A study of these hsts does not carry us 
very far paste restante proces verbal pnma facie 
are m roman while a przort ex offzczo and pro forma 
are m Itahc 

The selection made seems arb1trary but 1t IS 
difficult to lay down prmctples governmg the use of 
Italics Perhaps the followmg suggestiOns may 
help 

(I) foreign words "h1ch have an adequate 
Enghsh eqmvalent and therefore need not be 
naturahzed should be put m 1tahc Thus 1f an 

Note spacmg See also Titles 
Rules for Composllors and Readers p 51 
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author wtshes to tmpart a French flavour by wnhng 
such sentences as He took hts moucltotr from hts 
poe he 1 let h1m show by use of Jtahcs that he 1s u~mt:> 
such foreign words for a purpose and not becau~\. 
he IS unaware that the words handkerchief and 
pocket rxtst m the English language 

(2) Use ttahc when It IS des1red to ~how that a 
word IS used m 1ts foreign a~ d1st1nct from tb 
anghcized meanmg moral moral fine fine 

(3) Use 1tahc for foreign words the appltcatwn 
of which IS hnuted such as legal and scientific term~ 

LOWER-CASE INITIALS 

Use-lower case Initials for 
Verbs formed from proper names such as 

chnstiamze frenchtfv pasteunze 
AdJectives and adverbs denved from proper 

names when they serve as common adJectives or 
adverbs, thus lllllputzan means small while Lzlltputzmt 
has a dtrect reference to Lilltputia 

Common nouns denved from proper names as 
dmly guernsey mverness marcomgram phthpptcs 
etc 

TITLES 

In India official usages prescnbes that mtttals of 
offictal designatiOns serv1ces etc should be m 
capitals A D C V H S- J P I C S I M S I S C 
RA RE ISMD RIM IA 

Irutials of orders degrees and societies after 
names should be m small capitals c s I F R c S 
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PH D D sc M A B A etc The sequence runs 
titles academic degrees services the higher of each 
first John Brown Esq C IE: M A (Oxon) I C S 

PUNCTUATION 

Punctuatwn 1s an art nearly always left to the 
pnnter authors bemg almost without exceptwn 
either too busy or too careless to regard It These 
words were wntten by a pnnter and there IS an 
underlymg note of protest at the shirkmg of what 
after all IS the authors proper responsibility In 
Ind1a the nsk of leavmg pumJuatwn to the prmter 
IS not a small one for as I have said before the 
compositor s knowledge of English does not usually 
extend much beyond the alphabet and he cannot 
be expected to do more than follow his copy 

On the other hand It IS clearly useless to expect 
an author to carry m his mmd the very numerous 
rules for punctuation usually la1d dow:m m books 
dealmg w1th this subJect In one such book, which 
IS before me as I wnte the followmg IS one of 
twelve paragraphs on the uses of comma 

Commas are used m a sentence generally to mark off 
adJuncts phrases and clauses non restrictive adJectives 
phrases partiCiples parttctpal phrases adverbtal phrases 
and clauses and apposttwnal and parenthetical expresswns 
also usually to separate all consecutive elements of a 
sentePce whtch mtght be read together erroneously or whll.h 
mtght momentarily bear a wrong mterpretatwn 

Such rules may be useful to refer to m difficult 
ca~es but to recollect and apply them while actually 
wnhng 1s a task that few people would care to 
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undertake we have therefore to look about for 
some more practical \\ ay 

It must be borne m rnmd that when wntmg 
composition p1ecedes th"' stroke of the pen Some 
tlmes we are able to arrange a whole sentence m 
our mmds exactly as we want It before commencmg 
to wnte but normally the thought IS Imperfectly 
clothed at the start and we compose JUSt ahead of 
the wntten word Our mmds are actively concerned 
with the thought and w1th the selectiOn and 
arrangement of words and phrases m which to 
express 1t the actual wntmg follows automatically 
Should any dtfficulty anse m connexwn with the 
latter such as the spellmg of a certam word the 
mental process of compostbon IS mterrupted and 
sometimes the tram of thought IS lost 

Many wnters constder punctuatiOn to be JUst 
such another mterruptwn and therefore refuse to 
bother themselves about 1t They fail to appreciate 
the fact that punctuatiOn markc; are merely the 
record of somethmg that has been a1ready done 
while frammg the sentence m the mmd When 
mentally composmg or speakmg aloud we mtroduce 
certam pauses and vOice mflectwns m order to 
make the meamng clear we cannot make sentences 
mtelhg1ble even to ourselves Without so domg 
Just as letters are the record of the articulate 
sounds we produce so punctuatiOn marks are the 
record of thtse pauses and mflectwns Where 
there 1s no pause or change m the normal nse and 
fa.ll of the vOice there IS no break m the contmmty 
of the sense and any mark m such cases 1s 

unn~cessary 



PUNCTUATION 95 

Some wntc1 s are able to punctuate as they 
wnte others find It necessary to 1ead over a 
sentence after trey have wntten It down m either 
case they rely upon the ear for gmdance rather 
than on a conscious study of the grammatical 
constructiOn 

Use stops only when they are necessary to the 
meanmg except m the case of books which are 
meant to be read aloud there 1s no need to mdicate 
every place where the vmce of the reader v.ould 
pause especially when such pause IS due to lack of 
breath and not to a break m meanmg 

Use as light a stop as v.Ill do the work do not 
use a semicolon where a comma will suffice or a 
full stop v. here a semtcolon or colon vztll do The 
hghter stops should be used to express the varymg 
degrees of dependence ofthought between sentence!) 
which may be grammatically complete m them
selves the full stop bemg reserved for the 
completiOn of the thought A style that groups 
several complete sentences together by the use of 
semicolons because the) are more closely connected 
m thought 1s far more restful and easy for the 
reader that IS than the style that leaves h1m to do 
the groupmg for himself and yet It IS free from the 
formality of tne penod which consists not of 
grammatically mdependent sentences but of a mam 
sentence with manv subordmate clauses 1 The 
force of this will be seen 1f you will read the 
followmg extract aloud givmg the full pause and 
drop m the vmce that should accompany each full 
"ton 

Three weeks ago we wrote Th(.. Russ1an Treaty 1s 
dead Mr Asqu1th s actwn m our v1ew had dispatched 

T/le Kmg s Eng/zsh p 228 
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1t If any lJfe had lmgert.d m the prOJect M Zmovteff s 
methods would have sttfled the last breath The Russtan 
Treaty was a sketch We dechned to rave agamst tt m 

advance We reserved our freedom to JUdge of tts substahce 
when matured In thts JOurnal we take thmgs senously 
when they become serwus and not before We cannot 
pump up premature excttement or start blazmg away 
agamst The Spamsh fleet because tt s not m stght 

Thus read the extract sounds more hke the 
poppmg of a machme gun than rolhng cd1tonal 
thunder 

THE FULL STOP 

We may say then that the full stop should 
generally be reserved for closmg sentences that 
are mdependent m thought as well as grammar 
When readmg over what has been wntten the voice 
usually drops at the end of the thought to the 
lowest note of the key m which the sentence has 
been pitched when owmg to rhetoncal consider 
ations It does not the comparatively long pause 
which follows may JUStify by Itself the mserhon of 
the full stop 

THE SEMICOLON 

The chief use of the semicolon IS as we have 
mdicated above to part sentences which mav be 
grammatically mdependent of one another but 
whtch are closely dependent m thought 

The spot plague as we have &hown somettmes results 
m tllogtcahty tt need not do so however when tt does the 
fault ltes wtth the person who acceptmg tts pnnC'tples does 
not arrange hts sentences to smt them 

At each semicolon the vmce has a half drop 
showmg that the thought ts contmued m the next 
sentence 
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The .semicolon m modern compos1t1on 1s rarely 
used to part the subordmate from the prmc1pal 
clause If commds Will not sei ve the sentence needs 
recastmg 

THE COM\1A 

I The comma hke the semicolon may be used 
for partmg grammatically complete sentences m such 
cases 1t 1s usually followed by a conjunction and the 
vo1ce drops less than at the semicolon 

I wtll not try tt ts dangerous 
I wtll not try for tt ts dangerous 

2 The parenthetical U;:,e of the comma should 
cause no difficulty If It Is remembered that only 
non definmg clauses should be thus enclosed They 
may be d1stmgmshed from definmg clauses by the 
fact that they can be hfted out of the sentence w1th 
out altenng the meamng also by the difference of 
mflect10n 

The Judge who r cetves brtbes cannot admtntster JUSttce 

The clause who recezves brzbes IS definmg and 
cannot be omitted If we make It non definmg 
(m which case It might be omitted) we get the 
followmg possibly libellous statement 

The Judge who recetves brtbes cannot admtmster JUStice 

The non defimng clause must be separated 
from the mam sentence by two commas one before 
and the othei after that IS they must be used 
m the same way as marks of parenthesis Where 
the clause IS definmg no comma should stand 
between the subject and 1ts verb 

The same qUickness of sympathy whtch had served 
htm so well tn hts work among the poor enabled htm to 
pour fuJmg mto the figures of a bygone age 

7 
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The clause whtch poor defines what precedes 
1t and the vmce goes on Without a break after 
sympathy m readmg aloud there would probably 
be a pause after poor but this would be due to lack 
of breath and not to med.nmg and a comma cannot 
be mserted as 1t would diVIde the sub clause from Ito;; 
verb If, however the clause whzch poor were 
not definmg but mserted as additional matter the 
vmce would pause at sympathy speak the clause m a 
different key and return to the tone of thy at en m 
wntmg therefore commas would be used after 
sympathy and poor not merely after the latter 
word 

Contrast the followmg patrs of sentences 
I However 1t ts done 

However 1t 1s done 1t must be fimshed 
2 We then came to th1s dec1s1on 

We then came to th1s dec1s1on 

;, A th1rd use of the comma 1 to part the 
subordmate from the pnnc1pal phrase 

Peace of mmd bemg secured we may sm1le at 
misfortune 

Do not confuse the absolute statement with the 
submdmate phrase 

The secretary havmg read the mmutes the next busmess 
was brought up (Abs st ) 

The secretary havmg read the mmutes brought up 
the next busmess (Sub phr ) 

4 Do not msert the comma after a noun clause 
used as a subJeCt of a sentence 

That good punctuation helps the sense IS surely 
the case 
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5 Where several words of the same clal)s follow 
one another without conJunctiOns put commas 
between them 

Reputatton v1rtue happmess greatly depend on the 
chOice of compamons 

Om1t the comma 1f and Is used 

ReputatiOn v1rtue and happmess greatly depend on the 
cho1ce of compamons 

Here and s1mply fills m the pause that occurs m the 
previous example we may mc;ert the comma or 
and but we cannot msert both without altenng the 
rhythm of the sentence 

6 Other mstances m which the comma should 
be used Will be sufficiently Illustrated by examples 

Fortitude or strength of mmd ts requtrea 
Lymg the vo1ce of slaves 
My son gtve me thy heart 
Thy butterfly chtld of summer flutters m the sun 
The vessel was oblong three feet m length two feet m 

breadth e1ght mches m depth 

TH~ COLON 

Formerly the colon served as an mtermediary 
stop between the full stop and the semicolon w1th 
the decay of the formal penod the necessity for 
such an mtermed1ary disappeared It 1s now 
employed m the followmg ways 

I To connect two sentences that are clearly 
opposed to one another where there 1s no adversative 
conJunction 

2 lntroducm~ a formal quotatwn or hst 



roo AUTHOR AND PRINTER 

3 Introducmg an explanation or proof not 
connected w1th the previous sentences by a con 
JUnCtiOn 

Man proposes God dtsposes 
Rebuke thy son m pnvate p..1bhc rebuke 

hardens the heart 

THE EXCLAMATION MARK 

The rule IS stmple do not use It unless the 
expressiOn 1s exclama ory 

THE QUESTION MARK 

Thts should be used only after a dtrect questiOn 
and not m cases such as the followmg 

I was asked tf I would stay to dmner 

Dtstmgmsh between the exclamatiOn and the 
questiOn the difference m mtonat10n will be a 
sufficient gmde 

How many hours have I wasted' 
How many hours have I wasted~ 

THE DASH 

The dash may be used to mdicate a parenthesis
but It should be confined to cases where there IS a 
sharp break m the general run of the passage 

He stopped a man m the street-goodness only know-. 
who he was-and asked htm for help 

Other legitimate uses are (IJ to mtroduce an 
explanation example or substitute (2) to maik the 
arnval at the prmcipal sentence after a long 
mtroductory clause ,3) before an mterrogatn e 
clause m apoosttion 

I He recetved hts first lessons m ctttzenshtp m the 
place where such lessons can best be taught-the famtly 
ctrcle 
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Th Confen.nce ts open to all-Hmdus Muham 
madans and Chnsttans 

He was not a pohtlctan that IS-a party man 
2 When the Conference has ended and the membets 

have returned to thetr homes and the excitement has 
d1ed down-then we shall be able to esttmate better 
what has b en accomplished 

3 The questmn ts-can 1t be performed 1 

A long dash IS used when a sentence 1s 
left uncompleted 

I would rather do 1t m any other way but-

MARKS OF PARENTHESIS 

The nurks ( ) are used to enclose an explana 
tory word or phrase wh1ch 1s not absolutely 
necessary to the sense 

Know then thts truth (enough for man to know} 
V1rtue alone ts happmess below 

BRACKETS 

Brackets [ ] are used to enclose comments 
explanations mterpolat10ns notes or translat10ns 
not m the ongmal text but added by a later hand 

QUOTATION MARKS QUOTES 

Quotatwn marks should be used only whetl' 
they c:tre necessary to the meanmg It 1s usual to 
say that dlrect quotatwns reqlllre marks and 
md1rect quotatwns do not He sazd I had no 
w1entzon of gomg He satd he had no mtentzon of 
gomg Th1s however does not cover all the ground 
there are quotatiOns wh1ch are mduect m form yet 
wh1ch retam a phrase that needs to be recogmzed 
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as ongmatmg w1th the person quoted He sazd he 
had no zntellfton of gomg If no such necessity 
ex1sts the marks should be omitted 

Quotations from works of other wnters should 
be placed w1thm marks unless they are other\\lse 
clearly dtstmgmshed from the text by standmg m a 
separate lme or paragraph and by the use of smaller 
or different type however It 1s done the dtstmctwn 
must be clearly made between the quotation and 
the wnter s own matter 

Metaphors should not be quoted unless they are 
dzrectly borrowed from another wnter or are m 
danger of bemg taken hterally In cases of the latter 
do not underestimate the readers mtel11gence and 
If the context sufficiently md1cates that the word or 
phrase IS to be understooa metaphoncally omit the 
marks 

Om1t quotes m such cases as the followmg 
You know the proverb A stitch m hme saves mne 
The question ts-Gan such a matter be explamed) 

The Oxford Press rule regardmg double and 
smgle quotation marks 1s as follows Smgle 

quotes are to be used for the first quotatiOn then 
double for a quotatiOn w1thm a quotation If 
there should be yet another quotation w1thm the 
second quotat1on 1t IS necessary to revert to smgle 
quotation marks 1 Th1s seems more logical than 
the general practice of usmg double marks for first 
quotatiOn and smgle for the second and It has the 
add1t1onal advantage of presentmg a much lighter 
appearance when a number of smgle words are 
quoted 

Rules for Compostlors and Readers p 64 
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When the mner quotatiOn ends the outer, see 
that the marks follow m proper sequence 

Why do you say 1t 1s mere preJudice ~ 

QUOTATION MARkS AND STOPS 

It 1s generally agreed that exclamatiOn and 
question marks should be placed before or after the 
closmg quotation marks accordmg to the .;;ense 

Why are you domg this ~ I asked 
Must he plead Gutlty ~ 
I heard a whispered Go I 
How unfortunate 1t was that he pleaded Gutlty 1 

The general practice 1s to place full stops and 
commas before the closmg quotation mark Bead 
nell says For the sake of neatness the ordmary 
pomts such as the comma semicolon colon and 
full stop precede the quotation marks The authors 
of The Kmg s Engllsh argue that these stops should 
be treated m the same way as the exclamation and 
question marks that 1s placed accordmg to the 
sense 

(I) VIews advocated by Dr Whately m hiS well known 
Essays 

It IS enough for us to reflect that Such shorthved 
wits do wither as they grow 

We hear that whom the gods love die young and 
thenceforth we collect the cases that Illustrate It 

(Ia) You are breakmg the rules Well the rules are 
Silly 

(Ib) Certamly not he exclaimed I would hav~ died 
rather 

(2) I cannot guess he retorted what you mean 

It may reasonably be d.rgued that m the first 
three example~:» (I) the stops are nghtly placed they 
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belong to the whole sentence and not me1 ely to the 
quoted words In (2) however the case ts different 
here there 1s no contammg sentence but the 
sentence Itself IS wholly w1thm quotatwns he 
exclauned IS- merely a parenthetical clause whtch 
can be removed w1thout mJury and can no more 
claim the full stop than 1f the whole were wntten-

I cannot guess (he retorted) what you mean 

Take the case of a headmg m the same book (p 85) 

And who and wh1ch 

Granted that the words quoted do not reqmre the 
stops what does~ 1 

WhenJUdged by the mflectwn test (Ib) becomes 
Impossible 1f certamly no' takes the semtcolon 
he exclatmed must have a full stop In the first three 
sentences It makes no difference to the mflectwn 
v, hether the stops are placed w1thm or Without the 
quotatwn marks mdeed It might be argued that 
they properly belong to the words Immediately 
precedmg the stop 

We arnve then at these conclusiOns 
I That the four stops () () () {.) can be 

placed outside the quotatiOn mark only when thei e 
IS a contammg clause for the quotatwn and not 
merely an explanatory or subordmate clause 

2 But as the pos1t1on of the stop m such 
cases makes no difference to the mflectwn of the 

No stop 1s ever reqmred at the end of a quotation to 
separate the quotatwn as such from what follows that IS 
sufficiently done by the quotatiOn mark -The Kmg s Englzsh 
p 282 
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, mce 1t 1s not mcorrect to place these stops 
mvauably before the final quotatwn mark 

3 No stops are reqmred to mark off the 
parenthetical clause m such cases as the followmg 
thts bemg already su:flictently done by the quotatwn 
marks 

I cannot beheve he satd that you are abk to do tlus 

DOLBLE MARKS 

Double marks should rarely be U"-ed each mark 
has Its own mflectlon and we cannot have two 
different mflectwns on a word at the same tlme 

He shouted Go' 
Why dtd he shout Go ~ 

In the first statement the stress 1~ on Go m 
the question It IS on Why and normally we do 
not stress Go therefore the exclamatiOn mark 1s 
unnecessary 

Do not use the combmahon ( -) but omit one 
or the other accordmg to the mtonat10n the vo1ce 
remams raised at the dash but 1s lowered at the 
colon thus denotmg a greater or lesser degree of 
dependence 

Pnnt wtth lower case tmttals such words as-chnsttamze 
cyclopean etc 

Prmt the followmg wtth lower case tmttals chrtstlamze 
cyclopean etc 

Do not use a comma v.1th a dash eJ.ther one or 
the other 1s unnecessary or It may be that the work 
should be done by another kmd of stop 

In thts book tt will b noticed that (I) has been followed 
1t has been done stmply for the opportumty 1t provtdes for 
gtvmg numerous examples 
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H\PHENS 

THE disappearance of so many of Its former 
mtlectwnal endmgs from modern English renders It 
necessary to mdicate changes of meanmg however 
shght m compound expressiOns by differences of 
tone or accent hyphenation IS a VISible means of 
expressmg this change of meamng m wntmg 
Thus we rna} speak of a red coat and a red coat 
(soldier) a dumb bell (silent bell) and a dumb bell 
(Iron bar) the compounded expressiOn means 
somethmg different from the words standmg separ 
ately and 1t IS pronounced as a smgle word 

In cases .vhere there 1s no modificatiOn of accent 
It w11l usually be found that one element stmply 
quahfies the other and the hyphen should be 
om1tted 

common sense 
fellow man 
head master 

court martial 
war expenditure 

The hyphen serves to distmgmsh nouns from 
adjectives or nouns m apposition used as adjectives 
and gerunds from participles when placed before a 
noun 

a paper basket (made of) 
a paper basket (for holdmg) 
walkmg sttck (stick that walks) 
Vialkmg stick (stick for walkmg) 

The hyphen may also be used for formmg 
compound adjectives pronouns verbs adverbs pre 
positions and conjunctions able to function hke 
simple words of the same class for example 

blood red back btte breast high out stde hke wise 
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When a compound word passes mto fam1har 
usage the temporary lmk of the hyphen usually 
changes mto a closer umon and I 1s wntten 
contmuously as a smgle word this has happened 
w1th many of the examples given above It IS 

largely a matter of personal preference or general 
custom and no absolute rules can be given The 
word dugout 1s a case of rap1d transition before the 
war 1t was rarely used and was wntten w1th a 
hyphen dug out but Withm the space of a year 
dugout became the common form Other words 
though long m common use retam the hyphen 
either because the} would look awkward If fully 
Jomed or because the connexwn Is felt to be 
msuffi.ciently close 

When 1t IS des1red to put an additiOnal prefix 
to a word the ongmal hyphen must disappear 
Co operation may reta.m Its hyphen but non co 
operation IS meamngless smce you cannot both 
work together and yet not work at all It must 
therefore become non cooperatiOn or better non 
cooperatiOn Anti non co operation muc;t m turn 
become anti noncooperation 1f It IS to mean any 
tlung 

Compound ad;ectzves When adJectives or words 
used as adJectives do not separately quahfy a 
!::>Ubstantlve but form a smgle adJectival phrase 
they are lmked together with hyphens such 
umons are of a temporary nature only and must 
not be mserted when the words are not adJectivally 
used Thus we wnte Thts ts common sense' but 
Th1s 1s a common sense attitude Court Martial 

but Court Martial s decision Covent Garden 
Covent Garden Market and yovent Garden Market 
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salesmen South India South Indian Railway and 
South-Indian Railway Umon 1 

Do not wnte The Lloyd George Bonar Law 
agreement nor The Lloyd George Bonar Law 
agreement the first looks hke an agreement be 
tween three persons Lloyd George Bonar and 
Law and the second might be four different per 
sons The best way to wnte It Is The Lloyd 
George and Bonar La'"' agreement It Is then 
clear that only two persons are concerned Mr 
Lloyd George and Mr Bonar Law 

When an adverb that by Its present forPl can 
function either as an adjective or an adverb (the 
disbngmshmg mflex10ns havmg been lost) Is 
conjomed With an adjective to form a compound 
phrase attnbutlvely quahfymg a noun then a 
hyphen must be used for the sake of the meamng 

An 111 used person 
A long forgotten memory 

whereas there can be no ambigmty m the followmg 

A remarkably clever person 

When expressiOns hke Ill used well known oft 
repeated are used predicatlvely they need no 
h}phen-

This man has been Ill used 
This fact IS well known 

because there can be no doubt that zll and well are 
adverbs 

Professor F R Sell of the Mysore Umvers1ty 
sums up the prmc1ples of hyphenatiOn as follows 

Smce we cannot use the more logical form CoventGarden 
Market salesmen South Indian Ratlway Umon 
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The questiOn whether to use a hyphen or not 1s very largely 
a questwn of mtonatwn If you are m doubt frame and 
pronounce a sentence m wh1ch the compound expressiOn 1s 
mcorporated You w1ll then be m a pos1t1on to dec1de whether 
to use a hyphen or not Ask yourself two questiOns 

1 Is th compound expr .... s<>lon specmhzed m meanmg 
that 1s does 1t denote rather than descnbe an object makmg 1t 
one md1V1S1ble whole e g a blackbzrd (or black bzrd) as compared 
With a black fnrd ~ 

2 Do s the accent fall strongly on the first element only~ 
Note that m b/ackbzrd (or black bzrd) the first element IS not 

susceptible of md1v1dual grammatical change whereas a 'black 
bzrd may be changed mto a blacker btrd For the same 
reason we do not hyphen plam In mg and hzgh thmkmg They 
do not sat1sfy our spec1ahsatl0n of meanm., test Nor as a 
matter of fact do they satJ<>fy Oll'r mtonatwn test because 
contrast compels us to stress lzvmg and thmkmg as well as plam 
and /ugh Note also that accent 1s really best shown by a 
change m the p1tch of th vo1ce-1f mdeed that be not the 
normal way of expressmg accent rather than the mere extra 
force of breath as I'> currently beheved e g q paper basket IS 

read w1th relatlv ly even stress and relatively even pttch 
whereas a paper basket IS read w1th a relative nse m p1tch from 
a to pa (pay} followed by a relative fall and a hurrymg over the 
remammg syllables If these two cond1ttons of <>pectabzatton 
m meamng and of mtonatwn are satisfied then the compound 
calls for a hyphen unless tt has become so fam1har that tt goes 
a stag,_ further and IS coalesc d mto one word e g blackberry 
newspap r notebook bombproof teapot (but coffee pot not 
wntten as one word b cause ee would then seem to mv1te an 
accent) 

The presenc of a hyphen leads a reader to g1ve the 
mtonat10n noted above Th1s IS the usual mtonatlon of very 
many compounds (adJLCtive or attnbut1ve noun plus noun) 
but <>ometimes we find that m normal pronunciation the second 
dement the noun will not surrender 1ts accent e g top hat 
old matd apple pte common sen!>e c;ea mr ft~ll stop We must 
leav<., such expres<>Ions Without a hyph n exc pt und r certam 
conditions given bdow Further the o;pectaltzatJOn of sense m 
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some express10ns wherem the accent falls on the second element 
1s so very defimte that we feel the elements to be but one word 
e g greatcoat goodwtll (of a busmess) armchatr Wtth such 
expressiOns 1t ts better to wrtte m one word because a hyphen 
would suggest an unusual mtonatton 

It will be found that mtonatton necess1tatmg a hyphen 
governs another large class of compound expressiOns except 
tttles With of 

The duke of Normandy s hetr 
The kmg of England s son 
The countess of W arwtck s manston 

The mtonat10n of such a phrase as The emperor of Germany s 
tzephew The duchess of Sutherland s ;ewels IS not the mtonat10n 
usually assoc1ated w1th the hyphen stress has to fall rather 
on the des1gnatmg part of the title 1 e Germanv Sutherland 
at all events emperor duchess cannot receJVe much more 
stress than the Germany Sutherland The whole phrase 
1.:; even stress rather than anythmg ebe Wtth th1s exceptiOn 
these expressions are phrases domg duty (as so often happens 
m modern espec ally colloquial English) as a part of speech 
usually a smgle word part of speech e g stick m the mud a 
ne er do-weel a will o-the w1sp the man I saw yesterdays hat 
that fellow I was talkmg to-yesterday s opm10n accordmg to 
catch as..catch can rules she has qmte an old ma1d look a 
strong navy ag1tat10n old what s h1s name told me so When 
put mto complete sentences 1t w!ll be seen that these phrases 
!)atJ.:;fy the mtonat10n test 

Compare the d1fferent mtonatwns g1ven to the followmg 
sentences 

The followmg are members of the committee ex officio 
The followmg are ex officio members of the committee 
The Governor General goes to Stmla next week 
The Governor General s dects!On has not yet been 

announced 
The order was giVen to go as you please 
He obJected to the go as you please order 

dS PET tN VI vi dqPess 
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It 1s agam mtonahon that tells us that m he put up at the 
Bear Hotel the phrasal verb put up IS not thought ot as so 
closely welded tngether as tt ts m a homd put up JOb cp 

Those Jewels are much sought after 
Those much ~ought after Jewels are at last on the market 

Smce the real functiOn of the hyphen 1s to make two or mort: 
words mto one tt IS obv1ous that tf we use such compound 
expresswns as alternatives for smgle word patts of speech or tf 
we w1sh to g1ve a compound 1dea mstead of two separate 
adJectival 1deas we must use hyphens e g a red hot poker 1s 
not the same thmg as a red poker that 1s hot 

Fmally smce the hyphen symbohses thts umficatwn and 
spectabzatwn of sense we must av01d hyphenmg the wrong 
words e g an ex Tory mzmster does not mean a former Tory 
mm1ster but a mtmster who was once a Tory and ts now some 
thmg else 

Compare the meanmgs of these two sentences 

A superfluous hatr remover 
A superfluous hau remover 

After all tf authors are m doubt tt 1s usually poc:;stble to 
turn thetr sentences dtfferently and avotd hyphenmg at all 

DIVISION OF WORDS 

THE division of a word at the end of a lme 
occasiOnally causes some difficulty when readmg 
proofs English prmters generally favour diVISIOn 
accordmg to etymology while Amencans prefer 
diVISion accordmg to pronunc1at10n Attempts 
have been made to formulate rules but every rule 
seems to have as many exceptiOns as agreements 
The pnnc1ple la1d down by the Oxford Press 1s 
perhaps the most helpful The part of the word 
left at the end of the hne should suggest the part 
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commencmg the next hne Thus the word 
happmess should be divided happi ness not 

hap-pmess This amounts to saymg that the 
diviSion should be preferred ""htch Is least hkely 
to cause confusion to the reader Opm10ns dtffer 
widely on this pomt to me appllc able IS less 
confusmg than applz cable which the Oxford Press 
prefers You must therefore rely upon your own 
JUdgement a\ Oidmg of course such obvious errors 
as the diVISIOn of syllabic termmahons such as 
-Cial Clan -CIOUS SIOnS tlon 

A OR AN 

Use a before a consonant and an before a vowel 
except m the followmg cases 

(I) An before a silent h as an heu an honest an 
honour an hour 

(2) An before h m words whtch are not accented on the 
first syllable as an habttual an htstoncal an 
hotel,. but a habtt a htstory a hostel 

(3) A before e or u pronounced consonantally a 
European a ewe a ev. er a unammous a umform 
a umverstty etc 

0 AND OH 

Distmgmsh betv. een the vocatn e 0 and the 
exclamation Oil the latter should be separated 
from what follov. s by a punctuatiOn mark 

0 Lord 0 God 0 Str 
Oh what a fall was there my countrymen ' 
Oh I whence c·une he? 
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NOR AND OR 

Pnnt ne1ther nor either or When 
the sentence IS conhp.ued to a further companson 
nor or or must be put accordmg to the sense 

The verb which follows should be m the 
smgular e g Neither Bombay nor Madras IS 

represented 
Not 1s followed by or m such cases as-He d1d 

not see or hear 1t 

SHALL AND WILL 

Shall and wzll were mOld Enghsh the presents 
of two verbs the former havmg the meanmg of 
obbgatwn or command and the latter that of wish 
or purpose 

Thou shalt not steal 
He will do It whatever you say 

Commands and"' 1shes are ch1efl.y concerned w1th 
future time and from these two verbs an aux1hary 
future tense has been evolved wh1ch strongly 
reflects the1r pnmary meamngs 

I Will 

Thou shalt 
He shall 

We wtll 
You shall 
They shalt 

These forms express futunty w1th the additional 
1dea of the speakers wish mtentwn nromise 
command or threat Shall has been d1scarded m 
favour of wzll m the first person smce we do not 
ordmanly g1ve commands to ourselves on the 
other hand wzll 1s only used m the first person and 

8 
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not m the second and third smce we can properly 
state only our own purpose or wish 

The first person of shall and the second and third 
persons of wz/1 are thus superfluous forms and from 
these a simple auxiliary future uncoloured by 
the former meanmgs of the words has been 
constructed 

I shall We shall 
Thou wilt You will 
He Will They will 

In questions the pos1t10n IS to a great degree 
reversed smce we are enqumng what IS another s 
wish or command Thus 

S'lall I 1 Shall we 1 
Vv ilt thou 1 Will you 1 

Shall he 1 Shall th y 1 

denote generally the wish of the person addressed 
The s1mple mterrogatiVe future questwn runs 

Shall I 1 Shall we 1 

Shall you 1 Shall you 1 

W1ll h 1 Will they 1 

Should and would follow the same uses as shall and 
wzll when formmg an auxiliary future tense When 
they are used m the older way as <..ond1t1onal tenses 
to the verbs shall and wzll each can be used m all 
three persons 

I you he should (ought to) do tt 
We you they would (are Wilhng to) do tt 

When the speaker s mood IS mdicated by 
separate word use the smgle future form Thus we 
can say I would ask or as an alternative I should lzke 
to ask but not I would hke to ask Agam m questions 
we may say Would you come for a walk " or SIWJtld 
you hke to come for a cJJalk '1 not Would you lzke to come 
for a walk' 
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An expressiOn such as You wzll go 10 your room 
Is a command m effect but not m form It ts 
tmpenous assumption on the speakers part that his 
command and the future are tdentlcal I shall do 
UJizat you wzsh ts m the same way a promise the 
assumption bemg that the wish of the person 
addressed and the future time are Identical 
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USEFUL BOOK~ 

PRINTING 

Practtcal Prmtmg Vols I and II By George Joyner 
London The Pnnters Reg1ster Office 13 Johnson s Court 
Fleet Street E C These two volumes cover m detatl all the 
vanous processes of letter press prmtmg 

Przntzng for Busmess By Joseph Thorp John Hogg 13 
Paternoster Row London Se,en shillings and s1xpence Thts 
book 1s mtended mamly for busmess men It deals wtth display 
work (advertisements letter heads etc) and contams much 
usefulmformat10n 

COMPOSITION 

The Kmg s E11gllsh By F G Fowler and H W Fowler 
Clarendon Press Oxford. S1x 'lh1lhngs net Th1s book deals 
w1th many practical dtfficulties m composthon Every author 
should read 1t through not one but many hmes On some 
pomts (such as punctuatiOn) tt IS constderably m advance of 
preva1lmg styles 

Rules for Composlfors a11d Readers By Horace Hart M A 

Umverstty Press Oxford Two sh1lhngs net A very useful 
little work of reference Anyone who uses 1t must bear m 
mmd that the rules are simply those adopted for the sake of 
umform1ty by the Oxford Press 1t does not give alternatives 
wh1ch may be equally right and from an authors pomt of v1ew 
preferable 

Author s a11d Prmters Dtctw11ary By F Howard Colhns 
Humphrey Milford Three shtllmgs and Stxpenc .. net A 
useful httle reference book that embodtts a great deal of 
mformallon not found 1n an ordmary dtctiOnary 

Advanced E11gltsh Grammar Pubhshed by the Chnsttan 
Literature Society for India London and Madras Rupee one 
and annas fourteen A handy conctse grammar on orthodox 
bnes \ery useflll for reference 
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