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PREFACE

Men differ so radically in their preferences as to spelling, punc-
tuation, capitalization, and other typographical matters, that it is
impracticable to frame a set of inflexible rules for printing. This
Handbopk merely sets forth the general custom of one large
printing-office, —a custom which is the result of many years of
widely varying experience. While all the rules here given are
believed to be sound, and in general are to be followed exactly,
many of them are not considered altogether imviolable. Much
must be left tothe purpose and feeling of the writer whose work is
being printed, and the application of rules must be elastic enough
to meet all cases. The printing art is servant to the author, not
his master.

Absolute completeness has not been aimed at; the dictionary
has not been displaced; common-sense and good judgment must
always be used by compositors and proof-readers. It is hoped,
however, that the Handbook will prove of practical use in
standardizing work and preventing misunderstandings.

The constant aim in preparing it has been to express the
traditions and customs that have grown up at The Riverside
Press during more than half a century of work. On many points,
however, the style manuals of several other large printing offices
have been consulted {especially those of the University of Chicago
Press, the Government Printing Office, the Plimpton Press, the
Norwood Press, and R. R. Donnelley & Sons Company), and
grateful acknowledgment is here made of the help they have
afforded. Particular credit should be given to the very thorough
and excellent Manual of Siyle published by the University of
Chicago Press.

March 31, 1014.
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SUGGESTIONS TO AUTHORS AND
EDITORS

In order to insure accuracy in printing and to avoid unnecessary
expense, copy should be made as nearly perfect as possible before
it is sent to the printer. Changes in type are costly, especially o
after the type has been made up into pages.

The paper used should be in sheets of uniform size and good
quality, neither very slippery nor very shiny. If practicable,
copy should be typewritten. When it is written by hand, erasures
and interlineations should be avoided as far as possible, and
special care should be used to make all proper names and foreign
words unmistakable.

Quotations should be clearly marked and wverified, and in all
cases of considerable length and importance the source should be
given fully and exactly.

Footnotes should be put at the bottom of the page, or separated
from the text by lines running across the page above and below
each note. In handwritten manuscripts, notes may be written
with ink of a different color. The word in the text to which the note
belongs should be marked by a superior figure corresponding to
the number of the note.

All paragraphs should be distinctly indicated, and none should
be left in the copy that are not to be followed in printing.

Unless an author intends to leave the printer free to follow the
style of the office in regard to spelling, punctuation, and capitali-
zation (see pp. 8, 21, and 30 of this Handbook}, it is important
that he should prepare the copy with careful consistency and in-
form the printer of his preference.

Every book MS. should contain copy iora.ut!e-page,givmg at
least the exact title of the book and the author’s name as he
wishes it to appear, with any desired designation of his official
position. There should also be a table of Contents (which may be
subject to change}, and a memorandum stating whether there will
be a Dedication, a8 Preface, or an Introduction (if these are to be
furnished Iater). If the book requires an Index, the author should
state whether he intends to prepare it or wishes the publisher to



viii HANDBOOK OF STYLE

have it made, the cost to be charged to the author's royalty
account.

Copy should be written on only one side of the paper, and the
sheets should be numbered consecutively, but not fastened
together. They should be sent to the publisher or the printer
flat; never rolled or folded. When it is necessary to attach one
piece of paper to another, good mucilage should be used, rather
than pins or clips.

An guthor should always retain one copy of a MS., and not run
the risk of absolute loss by sending away his only copy; but he
should submit to the publisher the original of a typewritten MS.
and not the carbon copy, as the latter is likely to be less legible
and harder to handle.

When pages of magazines or papers are used for book copy,
duplicates of each page should be supplied, so that compositors
will not have to use both sides of the copy.

If possible, the author should make all necessary corrections in
the galley proof, where changes involve the least labor and
expense. Plate corrections should be made only when of the
utmost importance. All queries made by the proof-reader should
be definitely answered, so that there may be no doubt of the
author’s intention.

Proois should be read and returned promptly, accompanied by
the copy, as it may be of importance for the proof-reader to refer
to this in connection with the final reading.




