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THE PRINTE D WOR D 

D J  Plum b 

Introduction 

I r r e spec t i ve o f th e valu e o f th e communication , al l pr inte d 
mat ter ca n b e divide d int o tw o definit e a r e a s . Th e f i rs t 
r e q u i r e s l i t t l e o r n o r e a d e r par t ic ipat io n an d i s judge d 
pure ly upo n th e need s o f th e r e a d e r -  choic e o f newspaper , 
au thor , subjec t in te res t e tc . Th e secon d i n whic h th e 
r e a d e r o r u s e r o f th e pr in te d mater ia l ha s demand s mad e 
upon hi m i n th e for m o f makin g a  decis io n base d upo n th e 
information, givin g asked-fo r informatio n o r performin g a 
function an d actin g o n give n i n s t ruc t i ons . I n th e secon d a r e a 
legibi l i ty , comprehensio n an d presen ta t io n a r e th e mai n 
conce rn . 

We a r e a l l subjecte d i n on e wa y o r anothe r t o pr in te d mater ia l 
that r e q u i r e s actio n o n ou r p a r t , fro m completin g a  ta x r e t u r n , 
taking a n examinatio n o r attemptin g t o cons t ruc t a  mode l fro m a 
kit o f p a r t s , an d hav e foun d tha t th e spee d a t whic h th e jo b i s 
completed, o r th e succes s o r fai lur e fro m actin g upo n wri t te n 
i n s t r u c t i o n s , i s dependen t o n th e wa y tha t th e chose n word s o r 
ins t ruc t ions we r e p r e s e n t e d , e i the r wit h o r withou t i l lus t ra t iv e 
a i d s . 

T h e r e a r e application s wher e th e v isua l d ispla y o f word s tha t 
demand posi t iv e actio n o n th e p a r t o f th e r e a d e r fal l outsid e th e 
a r e a o f pr in te d m a t t e r . Motorwa y signin g sys t ems , warnin g 
and informativ e not ice s etc . a r e suc h example s an d have , i n 
addition t o th e factor s o f legib i l i ty , comprehensio n an d p r e s e n t -
ation th e ne w fac tor s o f Tim e an d Distanc e i n achievin g 
communication e f fec t iveness . 

These ne w f a c t o r s , whic h a r e no t c r i t i c a l i n norma l wor d 
p r e s e n t a t i o n , dictat e tha t p resen ta t io n o f th e legibl e an d 
comprehensive p a r t s i s c r i t i c a l i n a n applicatio n wher e the r e 
may b e n o allowanc e mad e fo r misunderstandin g o n th e pa r t o f 
the r e a d e r . 

Design Objective s 

A resum e o f th e chie f a t t r ibu te s o f pr inte d mater ia l tha t i s 
intended a s th e sol e mean s o f communication , no t supporte d 
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by spoke n commentar y o r i l lus t ra t iv e promptin g an d ins t ruc t -
ion, woul d rea d a s follows : 
1. It s abili t y t o giv e informatio n accura te l y an d concisel y 
2 . It s abil i t y t o possibl y see k informatio n 
3 . It s abilit y t o collec t tha t information , an d 
4 . Its  abil i t y t o allo w eas y r e t r i e v a l o f th e sough t an d 

collected information . 

In othe r w o r d s , communicatio n ca n sometime s b e a  two-wa y 
p r o c e s s . 

The succes s o f communicatio n b y th e pr inte d wor d coul d b e 
placed upo n t h r e e f a c t o r s : 

1. Th e us e o f common-sens e whe n const ruct in g th e word s o f 
communication 

2 . Th e abili t y o f th e wr i t e r o r communicato r t o vie w a 
specia l is t subjec t throug h th e eye s o f a  non-spec ia l i s t , 
i l l i t e ra te o r semi- i l l i t e ra t e r e a d e r , an d 

3 . Th e abilit y o f th e wr i t e r o r des igne r t o p resen t th e 
wri t ten informatio n i n suc h a  manne r a s t o enhanc e an d 
pred ic t i t s ef fec t iveness . 

Together wit h thes e factor s mus t b e pu t th e understandin g o f 
production technique s whe n applie d t o th e financia l r e s o u r c e s 
ava i lab le . 

The choic e o f t y p e - s i z e , fo r example , ca n b e determine d b y 
severa l fac tor s including : 

1. Th e amoun t o f tex t t o b e se t 
2 . Th e amoun t o f spac e availabl e o n th e pag e fo r th e tex t 
3 . Th e norma l lightin g condition s i n whic h th e mater ia l i s 

meant t o b e r e a d . Fo r ins tance , i f i t i s t o b e r ea d i n 
na tura l lightin g the n a  smalle r type-s iz e i s use d tha n i f 
r e ad a s , say , a n instruct io n o r maintenanc e manua l unde r 
a t r a c t o r o r dow n a  min e i n poo r lightin g condition s 

4. Th e dis tanc e a t whic h th e mater ia l i s mean t t o b e r e a d . 
If i t wer e a  pos te r o r explanator y wal l d iagram , the n a 
l a r g e r type - s i z e woul d b e use d tha n i f i t wer e a  piec e o f 
hand-held mater ia l intende d fo r us e a t norma l ey e leve l 
and dis tanc e 

5 . Th e ag e o r educationa l s ta tu s o f th e r e a d e r . Chi ldren , 
semi- i l l i t e ra te o r ol d peopl e ma y fin d difficult y i n r e a d -
ing s o th e e a s i e r i t ca n b e mad e th e b e t t e r , an d on e 
would us e a  l a r g e r type-s iz e tha n tha t employe d fo r th e 
educated r e a d e r i n ful l comman d o f hi s o r he r sensor y 
p o w e r s . 

All productio n technique s ca n b e chose n b y determinin g th e 
fac tors o f u s e , togethe r wit h th e financ e allotte d fo r product -
ion an d th e availabil i t y o f th e technique . 
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General Guideline s 

It ha s bee n mentione d tha t common-sens e i s a  prim e facto r i n 
the constructio n o f th e writte n word . A n extensio n o f thi s 
common-sense coul d b e i n th e for m o f definin g one' s ow n 
ability i n th e variou s area s o f desig n an d production , an d a 
rational loo k a t al l th e factor s governin g th e presentatio n o f 
information ca n b e see n a s bein g par t o f this . A  check lis t 
of thes e factor s enable s yo u t o structur e bot h th e desig n an d 
production mor e effectively , an d migh t rea d a s follows : 

Type o f publicatio n : Book 
Booklet /Leafle t 
Poster 
Other 

Type o f information : Statistica l tex t 
Statistical diagra m 
Explanatory tex t 
Explanatory diagra m 
General informatio n 

Type o f text : Informative 
Technical (eithe r statistica l o r explanatory ) 
General 

Type o f illustration : Objectiv e 
Symbolic 
Abstract 

Type o f reader : Illiterat e (reade r i n thi s cas e mean s user ) 
Semi-liter ate 
Literate 
General 

Location o f reader : Rura l 
Urban 
General 

Age o f reader : 5-1 5 
15-60 
60+ 
General 

Supporting material : I s othe r informatio n t o b e use d i n conjunct -
ion wit h th e publicatio n (printe d o r verbal) ? 

Distribution: 

Retrieval: 

How i s th e publicatio n t o b e distributed ? 
By mai l 
By hand t o th e reade r 
Collected b y th e reade r 
Other 

Does th e publicatio n see k informatio n fro m 
the reader , an d ho w i s thi s gathere d 
information retrieved ? 

Resources: What resources , creative , productio n o r 
financial ar e available ? 
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Each on e o f th e above , o r an y othe r facto r containe d i n a 
check lis t r e q u i r e s a  select iv e decisio n which , whe n made , 
will provid e th e basi s o n whic h desig n an d productio n ca n b e 
implemented, e i the r wit h o r withou t professiona l a s s i s t a n c e . 

Product ion o f th e pr inte d wor d 

The firs t requiremen t i n th e productio n of  th e printe d wor d i s 
the mean s b y whic h th e individua l c h a r a c t e r s o r l e t t e r s i n th e 
word a r e assemble d read y fo r pr in t ing . 

The technique s fo r l e t t e r - a s sembl y o r type-se t t in g ca n b e 
basical ly broke n dow n int o fou r a r e a s : 

Hand composition , whic h indicate s th e manua l placin g i n 
position o f thes e individua l l e t t e r s . Th e moder n tech -
nique hard l y v a r i e s i n pr incipl e fro m th e inventio n o f 
moveable typ e i n abou t 1440 . Eac h le t t e r i s a n indivi -
dually cas t piec e o f a  lea d allo y whic h b e a r s th e c h a r a c -
t e r i s t i c s o f th e l e t t e r i n r e v e r s e , s o tha t whe n pr inte d 
it appea r s c o r r e c t an d th e r igh t wa y round . 
Mechanical compositio n i n whic h th e l e t t e r s a r e a s sem -
bled e i the r in  complet e l ine s o f typ e (Linotype ) o r a s 
individual l e t t e r s mad e u p a s l ine s (Monotype) . Lik e 
hand composition , mechanica l l e t t e r -assembl y i s base d 
upon ho t meta l . 
Photo-composit ion Thi s metho d i s use d increasingl y a s 
an a l ternat iv e t o ho t meta l an d i s pr imari l y a  photogra -
phic technique . Th e individua l l e t t e r s a r e place d i n 
position o n a  negativ e matri x an d e i the r by  manua l 
select ion o r b y usin g a  keyboard , a r e posit ione d betwee n 
a l igh t - sourc e an d photographi c pape r whic h i s the n 
exposed t o giv e th e images . A  unique aspec t o f photo -
composition i s tha t i t i s no t limite d t o th e fixe d s ize s tha t 
a r e use d i n ho t meta l , an d althoug h usin g th e sam e siz e 
r anges a s tha t method , ca n complemen t thes e wit h in te r -
mediate s i ze s t o sui t ce r ta i n appl ica t ions . Th e abilit y 
to d i s tor t l e t t e r s an d spacin g i s a ls o uniqu e t o thi s method . 
Capable o f v e r y fas t set t in g speeds , photo-compositio n 
can b e use d fo r a  va r ie t y o f appl ica t ions . 
Cold Settin g An y metho d othe r tha n th e above , especial l y 
those whic h depen d upo n th e us e o f manua l o r e l ec t r i c 
t ypewr i t e r s o r th e IB M composin g syste m a r e classif ie d 
under th i s heading . Th e advantag e o f thi s metho d i s i n 
the fac t tha t type-se t t in g ca n b e supplie d b y th e ordinar y 
office typewr i te r an d typis t withou t r e so r t in g t o spec ia l -
is t an d costl y ski l l s an d equipment . Th e operat in g o f th e 
IBM unit s r e q u i r e s som e t ra in ing , an d th e resul t in g type -
sett ing ca n b e compare d wit h tha t obtaine d b y th e mor e 
t radi t ional methods . I n th e majorit y o f applicat ion s wher e 
speed an d econom y a r e th e mai n l imitation , thi s metho d i s 
idea l , provide d tha t l imitation s regard in g t y p e - s i z e , styl e 
and the i r us e i s worke d t o an d th e skil l o f th e typis t i s no t 
overes t imated . 
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Tabula r mat te r se t b y conventiona l typewr i te r 

'KODAK' COLOU R FIL M 
AND SIZE S AVAILABL E 

'Kodachrome' I I fo r Dayligh t 

'Kodachrome' I I , Type A 

'Kodachrome-X' 

'Ektachrome-X' 

135,828 

135 

126,135 

METER 
SETTINGS 

AND 
LIGHTING 
BALANCE 
Daylight 
ASA 2 5 

Photoflood 
ASA 40 

Daylight 
ASA 6 k 

Daylight 
(Process E-4 ) 126,135,127,120/62 0 AS A 64 

The sam e cop y se t b y a n IB M composin g uni t 

'KODAK' Colour Fil m 
and Sizes Available 

'Kodachrome' I I fo r Dayligh t 
135,828 

'Kodachrome' I l Typ e A 
135 

'Kodachrome-X' 
126,135 

'Ektachrome-X' 
(Process E-4 ) 126,135,127,120/62 0 

Meter 
Settings 

and 
Lighting 
Balance 

Daylight 
ASA 2 5 

Photoflood 
ASA 4 0 

Daylight 
ASA 6 4 

Daylight 
ASA 6 4 

Hot meta l typ e sett ing showin g heading s an d sub-headin g s 
National Youth Orchestr a of Grea t Britai n 

Rimsky - Korsakov 

The Russian Easter Festival 
Overture Op 36 

Rimsky-Korsakov remained, for much of his 
life, unsatisfied by the dogma of the Russian 
Orthodox Church, and found himself more 
attracted by ancient Slav paganism and by 
mysticism. But in 1888 he attended Easter 
morning service in St Petersburg, and was so 
impressed by its colourful nature that he 
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Elements o f th e pr in te d wor d 

About a  q u a r t e r o f th e wor ld ' s populatio n ha s learne d t o mak e 
itself understoo d wit h th e symbols , o r l e t t e r s , o f th e Lati n 
a lphabet . Som e ca n deciphe r i t e a s i l y , o the r s fin d i t mor e 
difficult. L e t t e r s a r e th e individua l p a r t s o f th e alphabet , 
and th e bas i c shape s o f thes e l e t t e r s canno t chang e an d thei r 
function i s fixed . Var ia t ion s o f thes e bas i c shape s hav e bee n 
made however , an d a r e use d a s aid s t o comprehensio n an d 
should b e cons idere d a s jus t a s muc h a  pa r t o f th e communi -
cation facto r a s th e word s tha t mak e u p th e message . Thes e 
va r ia t ions a r e availabl e i n th e shape , s i z e , weight , widt h an d 
slope o f th e s tandar d l e t t e r , eac h ha s i t s us e an d eac h ca n b e 
misused . 

Spaces tha t appea r betwee n eac h l e t t e r i s automaticall y 
provided i n al l system s o f composition , bu t i n photo-se t t ing , 
these ca n b e var ie d t o sui t th e tex t . 

Type- faces a r e dist inguishe d i n tw o forms : thos e wit h en d 
l ines ( se r i f s ) an d thos e withou t (san s serif ) an d ther e i s a 
l a rge select io n o f type-s ty l e i n bot h forms . Usuall y books , 
leaflets an d an y pr inte d mater ia l tha t i s intende d fo r contin -
uous readin g a t norma l ey e leve l an d dis tanc e a r e se t i n th e 
ser i f ied for m whic h i s know n a s 'Roman' . Thi s for m i s 
e a s i e r t o r e a d , especia l l y i n th e la rg e a r e a s o f tex t tha t a r e 
found i n books , a s th e se r i f s ac t a s l e a d e r s ont o th e nex t 
l e t t e r an d word , an d th e ey e t i r e s l e s s ea s i l y . San s seri f 
is mor e suitabl e fo r us e i n technica l an d tabula r ma t t e r . 

Both form s a r e availabl e i n al l th re e system s o f composition , 
although i f a n o rd inar y typewri te r i s u sed , th e l e t t e r for m 
will va r y slightl y fro m tha t use d t o typ e thes e n o t e s . 

Capital l e t t e r s a r e know n a s ' c a p s ' an d smal l l e t t e r s a s 
' lower c a s e ' . 

Measurement Th e uni t o f measuremen t use d i n print in g i s th e 
'point ' abbrevia te d t o ' p t ' . T h e r e a r e tw o poin t system s i n 
u s e , th e Engl i sh /Amer ica n (use d i n Grea t Bri tai n an d th e 
United S ta te s an d a r e a s unde r Br i t i s h o r America n influence ) 
and th e Dido t (abbreviate d a s 'D' ) whic h i s use d i n al l othe r 
a r e a s . 

The poin t (pt ) i tsel f i s approximatel y 1/72" , an d t y p e - s i z e s 
a r e a r r ange d i n singl e poin t increment s fro m 6  t o 12p t fo r 
bookwork an d tex t se t t ing , b y tw o point s fro m 1 2 t o l8p t , b y 
six point s fro m 1 8 t o 48p t an d b y 1 2 point s fro m 4 8 t o 72p t 
for displa y se t t ing . A s a l read y mentioned , photo -
composition, whils t bas ica l l y usin g th e sam e inc rements , ca n 
produce s ize s outsid e thi s scal e fo r specia l r equ i r emen t s . 

Weights an d width s Apar t fro m s i z e , l e t t e r s o f an y on e type -
style a ls o diffe r i n th e graduat ion s o f weigh t an d width . 
Weight indicate s th e var iou s th icknesse s o f s t roke s i n 
re la t ion t o th e heigh t an d space s withi n th e le t te r - for m an d 
is usual l y grade d a s l ight , medium , bol d an d ex t r a bold . 
T h e r e i s n o s tandardizat io n o f thi s weigh t factor , an d a  bol d 
in on e type-s ty l e v a r i e s fro m tha t o f ano ther . 
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Widths a r e th e v e r t i c a l oute r dimension s o f th e l e t t e r s . The y 
a r e i n definit e propor t io n t o th e weigh t o f th e l e t t e r . Man y 
type - s ty le s a r e avai labl e i n onl y on e width , bu t o the r s offe r 
s e v e r a l , including : ex t r a condensed , condensed , expande d 
and ex t r a expanded . 

Slope I n additio n t o uprigh t l e t t e r s , o r thos e whic h a r e a t 
r igh t -ang le s t o th e bas e l i n e , s loped , o r i t a l i c , typ e i s a ls o 
ava i l ab le . L e t t e r s i n i ta l i c slop e i n on e d i rec t io n only . Al l 
type-s ty les contai n a n i ta l i c ve r s io n an d lik e var ia t ion s o f 
weight an d widt h ca n b e u s e d , i n conjunctio n wit h s t anda rd , 
upr ight l e t t e r s , t o gai n emphasi s i n tex t a s wel l a s bein g use d 
where differentiat io n o f cer ta i n a r e a s i s r e q u i r e d . 

The wor d Word s a r e combination s o f singl e l e t t e r , an d a r e 
placed o n th e pag e i n th e o r d e r o f speech , usin g space s t o 
s e p a r a t e individua l w o r d s , on e fro m a n o t h e r . 

A lin e whic h contain s word s an d space s mus t hav e opt ica l 
c o h e r e n c e , i . e . th e word s mus t b e c l ea r l y recognizabl e an d no t 
run int o on e a n o t h e r . C a r e mus t b e take n i n tha t th e spac e 
between word s i s no t to o g rea t s o a s t o disrup t th e flo w o f 
r e a d i n g . A  norma l spac e betwee n word s i s o f a  fixe d s iz e an d 
r e g u l a r l y r e p e a t e d . 

When wor d spacin g fo r l a r g e r t y p e - s i z e s (heading s o f displa y 
set t ing) th e space s ma y hav e t o b e modifie d a s i r r e g u l a r i t i e s i n 
l e t t e r s a t th e en d an d beginnin g o f word s becom e apparen t an d 
r e q u i r e opt ica l spac ing . 

The l in e an d colum n Line s cons i s t o f word s a r r a n g e d on e afte r 
the o t h e r , an d a r e place d on e o n to p o f th e o the r i n a  column , 
with e i the r th e n a t u r a l , bui l t - i n spac e (se t solid ) o r ex t r a spac e 
(leading) i n se r t e d betwee n th e l ine s i n o r d e r tha t a  g r e a t e r 
deg ree o f legibi l i t y i s ach ieved . 

The widt h o f a  colum n i s usua l l y determine d b y th e numbe r o f 
l e t t e r s tha t hav e t o b e accommodated , an d usua l p r a c t i c e i s tha t 
a colum n widt h tha t contain s betwee n 40-6 0 l e t t e r s i s sa t i s fac tor y 
for mos t n e e d s , an d e n s u r e s a  lin e tha t i s no t to o t i r in g t o r ea d 
and allow s th e ey e t o fin d i t s wa y bac k t o th e s t a r t o f th e nex t 
l i n e . 

Lines i n column s ca n b e a r r ange d i n fou r w a y s : 

(1) Justifie d o r se t ful l ou t wit h l ine s f lus h a t bot h th e lef t an d 
r igh t han d sid e o f th e column . Wor d b reak s a t th e en d o f 
l ines a r e hyphenated . 

(2) Unjustifie d -  range d lef t wit h th e l ine s flus h a t th e lef t han d 
side o f th e colum n only . Thes e note s a r e se t i n thi s manne r 
which i s th e usua l styl e fo r offic e t y p e w r i t e r s . 

(3) Unjustifie d -  range d r igh t wit h th e l ine s f lus h a t th e r igh t 
hand sid e o f th e column . Rare l y use d excep t i n ce r t a i n 
t abu la r wor k becaus e o f difficult y i n r e a d i n g . 

(4) Cent re d Th e symmetrica l a r rangemen t o f th e l ine s o n eac h 
s ide o f a  v e r t i c a l a x i s . Thi s typ e o f colum n i s no t suitabl e 
for tex t an d shoul d onl y b e use d i n d isp la y w o r k . 
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Examples o f typ e s ize s an d weight s 

Justified settin g 

Ten member s o f th e staf f o f the 
Division o f Fores t Researc h hav e 
undergone a  three-da y cours e i n 
public speaking . 

It wa s requeste d b y member s 
of th e staf f wh o fel t the y coul d 
benefit fro m som e tuitio n i n the 
art o f communicatin g wit h th e 
public, talkin g t o industr y an d 
special visitors , an d speakin g a t 
seminars an d lecture s an d t o 

Unjustified settin g range d lef t 
By contrast th e remainder o f the book i s 
far mor e successful . Backe d b y table s and 
appendices, thi s gives briefly explici t 
descriptions of nearl y 70 0 species of tree s 
and shrubs , with excellen t colou r photo -
graphs of man y o f these . Inevitabl y th e 
coverage i s selective, and one could quibbl e 
at som e of the choices (e.g. , no Eucalyptus 
microcorys; onl y F.  macrophylla amon g the 
Ficus). However , i n all, this part full y 
justifies th e book's existence . 
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Prin t ing 

Methods o f producin g th e pr in te d imag e suitabl e fo r everyda y 
needs ca n b e define d i n t h r e e dist inc t a r e a s : 
1. L e t t e r p r e s s Th e t radi t iona l metho d o f pr int in g fro m a 

r a i s e d (rel ief ) surfac e fro m ho t meta l t ype - se t t i ng . 
I l lus t ra t ions ca n b e i n th e for m o f l in e block s fo r wor k 
containing soli d o r pur e lin e a r e a s o r half-ton e fo r th e 
reproduct ion o f photograph s o r i l lus t ra t ion s containin g 
var ia t ions i n tone . 

2 . Offse t l i thograph y Base d o n th e pr inc ip l e o f g r e a s e an d 
water no t mixing , a  fla t meta l o r pape r plat e hold s th e 
inked (g rease ) pr int in g a r e a an d th e non-pr int in g a r e a , 
which i s kep t wet , o n th e sam e su r f ace . 
The pr in te d imag e i s t r a n s f e r r e d ont o th e pape r vi a a 
rubbe r offse t r o l l e r . P r e p a r a t i o n fo r l i thograph y i s 
done i n th e for m o f ' a r twork ' whic h i s th e pas t ing-u p o f 
both type-se t t in g an d i l lus t ra t io n i n posit io n read y fo r 
photographic t r an s f e r r i n g ont o th e p l a c e . Type-se t t in g 
can b e e i the r ho t meta l , phot o o r col d composit ion . Thi s 
method i s increas ingl y use d i n th e productio n o f al l 
manner o f pr in te d mater ia l fro m book s an d leaflet s t o 
n e w s p a p e r s . 

3. Sil k s c r e e n A  v e ry quic k an d chea p metho d o f pr int in g 
p o s t e r s , displa y mate r ia l an d othe r publicat ion s no t 
containing smal l s iz e i l lus t ra t ion s o r type - se t t ing . Fin e 
nylon mes h i s s t re tche d ove r a  fram e an d th e non -
print ing a r e a s maske d of f e i the r b y han d o r photograph -
ica l ly . In k i s squeeze d throug h th e open , pr int in g a r e a s 
onto th e p a p e r . 

Calculat ions 

The a r e a r e q u i r e d fo r type-se t t in g or igina l typescr ip t ca n b e 
ca lcu la ted . Type-fac e manufac turer s provid e c h a r t s wit h 
which i t i s poss ib l e t o mak e thes e calculat ion s base d upo n 
the t y p e - s t y l e , type-fac e use d toge the r wit h th e numbe r o f 
l e t t e r s i n th e or ig ina l manuscr ip t an d th e widt h o f colum n t o 
be u s e d . 

Th is p rocedur e i s know n a s 'casting-off ' whe n countin g th e 
number o f l e t t e r s i n th e manuscr ip t an d 'cop y fitting ' whe n 
est imating th e amoun t o f spac e r equ i r e d t o 'fi t th e copy ' . 

It i s suggeste d tha t un les s yo u hav e a  workin g knowledg e o f 
these calculat ion s i t i s lef t t o th e typographe r o r p r i n t e r t o 
work ou t th e exac t a r e a whic h you r cop y wil l r e q u i r e , fo r 
not onl y wil l i t b e difficul t t o l e a r n th e syste m i n th e shor t 
time availabl e a t p r e s e n t , bu t t he r e a r e othe r workin g t e rm s 
such a s ' ems ' an d ' e n s ' tha t coul d caus e confusion . 
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I l lus t ra t ions 

The choic e o f i l lustrat io n an d its  reproductio n a r e sometime s 
paramount i n th e effectivenes s o f communicatio n i n bein g abl e 
to explai n o r demonstrat e on e par t icu la r par t o f th e informatio n 
that woul d otherwis e tak e tim e i n writin g an d possibl y under -
standing . 

Reproduction o f i l lus t ra t ion s i s i n tw o form s -  Lin e an d 
Halftone. 

Line i l lus t ra t ion s a r e , a s th e nam e implies , mad e u p o f soli d 
a r e a s o r l ine s withou t tona l a r e a s . Th e prepara t io n fo r thes e 
i l lus t ra t ions i s i n th e for m o f blac k an d whit e o r ig ina l s , an d 
any ton e tha t ma y b e requ i re d i s introduce d a t thi s stag e a s a 
p r e -p r in t ed a r e a o f dot s o r othe r l inea r device s tha t give s th e 
appearance o f a  ton e o f th e soli d colour . 

Line i l lus t ra t io n develope d fro m a  continuous-ton e origina l 

Half tone s a r e p repa re d fro m continuous-ton e photographi c 
o r ig ina l s , an d i n o r d e r tha t the y ca n b e pr in ted , mus t b e 
rephotographed throug h a  sc ree n tha t b reak s u p th e whol e 
of th e tona l a r e a s int o a  s e r i e s o f dot s tha t p rogress ive l y 
inc rease fro m ver y smal l fo r th e ligh t a r e a s t o l a rg e fo r th e 
dark tones . 
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The siz e o f thes e s c r een s i s base d upo n th e numbe r o f dot s 
to th e inc h . 

Course sc ree n half-ton e i l lus t ra t io n 

It i s importan t tha t th e c o r r e c t sc ree n i s use d on  pape r fo r 
which i t i s sui table , an d wil l avoi d th e los s o f definitio n whic h 
might b e c r i t i ca l i n th e i l lus t ra t ion . 

If financ e allow s onl y th e cheapes t metho d o f productio n wit h 
the cheapes t typ e o f pape r , i t migh t b e wort h consider in g a 
simplification o f th e i l lus t ra t iv e mater ia l i n th e for m o f lin e 
instead o f halfton e provide d tha t th e detai l r equ i re d t o b e 
shown i s no t los t . 

Communicating wit h th e p r in t e r 

So fa r w e hav e onl y deal t wit h outgoin g communicatio n o r tha t 
which ha s a n effec t upo n th e r e a d e r i n th e givin g o f ins t ruc t ions , 
information e t c . The r e i s a ls o communicatio n tha t ha s t o b e mad e 
with th e p r in te r o r whoeve r i s producin g th e ma te r i a l . 

As wit h outgoin g communication , th e informatio n give n t o th e 
p r in t e r mus t b e c l e a r , concis e an d t o th e point . I n th e situatio n 
where yo u a r e dealin g d i rec t wit h th e p r in t e r an d no t relyin g o n 
his desig n s e rv i ce s h e wil l nee d t o kno w th e following : 

1. Siz e o f publicatio n (i n e i the r trimme d o r folde d Imperia l 
s izes o r th e Internationa l 'A'  s i z e s ) , an d th e approximat e 
number o f pages . 

2 . Numbe r o f colour s t o b e used . 
3 . Typ e o f pape r (i f a  choic e i s allowed) . 
4 . Amoun t o f text . 
5 . Numbe r o f i l lus t ra t ion s an d whethe r lin e o r halftone . 
6 . Bindin g o r finishin g requ i remen t s . 
7. Quantit y needed . 

and th e or ig ina l manuscr ip t mus t sho w c lea r l y an y a l tera t ion s t o 
t ex t , word s o r pas sage s t o b e se t i n bold , i tal i c o r an y othe r 
var ia t ion o f type-s ty le . 
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