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INTRODUCTORY

THERE is mo one final authority that may be appealed to by
the printer in disputed points of capitalization, punctuation,
spelling, and the compounding and division of words, The
teaching of the special treatises on these subjects is so widely
divergent that an attempt has been made here to put in con-
erete form a number of rules that will assist in preserving
uniformity of style in typographical composition. It ig need-
leas to say Lhat this embodiment of rules is not exhaustive,
and that much has been left to the judgment and experience
of the compositor and proof-reader. As a convenient start-
ing-point, the rulings of the Standard Dictionary have been
followed generally, although office decisions frequently differ
from that authority.

The zpecimen words found under the captions * Conszolida-
tion,” * Hyphenation,” and * Division * will be found useful
in indicating the treatment of words of similar construction
not mentioned in these lists,

It must be clearly understood that while the rules given in
this Manual are to be generally observed, cases are bound to
occur where it may be considered necessary to deviate from
the rule. 5o far as possible, in such cases, special instruc-
tions will accompany copy. Sometimes, however, the proof
will convey the notice of temporary change of proceduore.
Such exceptional departures from the usual style must not be
considered as a precedent or as invalidating any rule herein
given. Every doubtful point that may arisc cannot be spe-
cifically treated here, but it is believed that the ruoles laid
down will serve as a guide in the majority of such cases,



