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Introduction 

After yo u hav e agree d o n a  format , yo u hav e t o explai n i t t o typist , 
designer and printer . Normally , you write Instructions on the manuscript 
or typescript . I n orde r t o make suc h communication easier , a number of 
signs an d convention s hav e bee n developed , used b y printer s an d editor s 
everywhere. I n this unit you will learn how to use them. 

At the end of the unit you will be able to: 

start developing a house style for your courses; 
copy edit and mark up a text following a house style; 
check that a text is complete and make the finishing touches; 
brief a course typist; 
brief an illustrator. 

This unit explains how to prepare a text for production. I f the material 
in it is quite new to you, you are advised t o devise additional exercises 
yourself, and t o practis e marking u p the text. A s in the previous unit, 
there are quite a lot of technical terms. Mak e sure you understand them. 

This uni t coul d tak e yo u up to 3  hours, especially i f you do additiona l 
exercises. Th e assignment will take one or two hours. I f the work takes 
longer, do not worry. Yo u will find that after some practice you will be 
able to mark up texts accurately and quickly. 

* 
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1. Devisin g a house style 

A house style is not a kind of architecture; it is a term used by printers 
for the format the y use and convention s the y follow. Th e word 'house' is 
used becaus e i n old-fashione d English , w e tal k abou t 'publishin g an d 
printing houses ' rather tha n 'publishers ' and 'printers' . Th e publishe r 
will make up a list of standard instructions , which everyone will follow. 
This lis t ca n contai n al l kind s o f things : punctuation ("Oh " no t 'Oh') ; 
spelling ( s no t z  i n word s lik e 'organisation') ; forma t fo r heading s 
(underlined, no t capita l letters ) and s o on . Th e lis t ma y b e severa l 
pages long . Her e i s a n extrac t fro m a  lis t whic h explain s ho w t o us e 
numerals. 

Numerals 

Of th e optiona l symbols , decima l poin t o r decima l comma , w e hav e 
chosen to use the decimal point. 

No symbo l i s use d between , fo r example , th e thousan d an d hundred s 
digits i n a  numeral. Bu t a  spac e i s lef t afte r ever y thre e digit s 
counting from the decimal point in both directions. 

For example: 9 672 431 
7.256 37 

You can see that a list of agreed rules like this is extremely useful. I f 
everyone tries to follow it, then the editor will not have too hard a job 
arranging th e fina l text . Th e edito r doe s no t hav e t o mak e decision s 
about detail. 

It i s u p t o eac h institutio n t o decid e it s ow n house style . Her e is a 
checklist o f heading s an d question s yo u migh t us e t o develo p you r ow n 
list. 

General layout 

Do yo u star t eac h uni t wit h a  ne w page ? A  right-han d pag e or any 
page? 

Do you start a new page or not with each section? 

How do you lay out exercises? I n a frame? Indented ? 

How do you lay out special features like objectives or summaries? 

Do yo u leav e spac e fo r student s t o writ e answer s o r not ? D o yo u 
print lines for them to write on? Soli d lines or dots? 

Where ar e th e answer s t o exercise s t o b e placed ? Ho w ar e the y 
presented? 

How are paragraphs arranged? A  space between them or indented on the 
first line? 

Headings 

What hierarchy of headings do you use? 
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What type do you use for main headings and subheadings? 

Are headings central or at the side? 

Are headings numbered? How ? 

Pictures, tables, diagrams, etc. 

Are there standard sizes? 

Are they framed or not? 

Are they titled or not? Wher e are captions placed? 

Are they numbered or not? 

Capitalisation 

When do you use capitals? 

Spelling 

Where there is a choice, which spelling do you use? 

Numbers, dates and time 

Do you use figures or words? 

Do you use spaces or commas to indicate thousands? 

How do you express dates (eg 15 May or May 15th)? 

How do you express time (eg 13.00 h or 1 pm)? 

Abbreviations 

When do you use them? Whic h ones do you use? 

Where do you explain them? 

Punctuation 

When there is a choice, which do you use? 

Typefaces 

When do you use italics? Whe n do you use bold? Fo r technical terms? 
Foreign words? Emphasis ? Headings ? 

If you start with a list covering some of these points, you will quickly 
add mor e item s unti l it  i s sufficientl y comprehensive . Fo r thos e 
producing texts in English, there is a useful reference book called Hart's 
Rules for Compositors and Readers. I f you do much copy editing, try to 
get it. 
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EXERCISE 1 

Find on e o r tw o book s publishe d i n you r ow n country . Schoo l tex t 
books woul d b e ideal . Usin g th e heading s i n th e lis t above , look 
through th e book s carefull y t o fin d ou t what  convention s ar e mos t 
usual in your country. 

(20 minutes) 

Comment 

It i s only when yo u are working closel y o n a tex t tha t th e need t o make 
choices become s apparent . Her e ar e som e guideline s fo r Englis h text s 
which may help you learn what to look for. 

We usuall y star t eac h ne w lesso n o n a  right-han d page , bu t onl y 
occasionally start a new page for each section. 

We usuall y provid e dotte d line s fo r writing answers , widely space d 
for large writing. Soli d lines are too heavy. 

We usuall y us e capita l letter s only fo r main headings. Uni t titles 
are usually placed centrally, and other headings are to the left. 

Captions to pictures are usually placed underneath the picture. 

The main spelling choices in English are between 's' and 'z' in words 
like 'organisation' , 'recognise', 'realise'. Ther e is also a choice 
between America n spellin g (center , I practice) and Britis h spellin g 
(centre, I practise). 

We usuall y giv e word s fo r number s u p to ten appearing i n the text, 
and the n figure s fo r number s ove r ten . Yo u may fin d i t usefu l to 
refer t o th e internationa l standar d rule s fo r expressing quantitie s 
and th e like . Thes e state , fo r example , that 3  metres i s alway s 
abbreviated t o 3 m and that ten thousan d shoul d alway s be written 
10 000. 

EXERCISE 2 

If yo u have n o hous e rule s i n your institution , try to make a  list. 
You will find it useful to look at a sample of your own texts to help 
you. 

(30 minutes) 

Comment 

Discuss wha t yo u hav e don e wit h a  colleague . (Yo u may prefe r t o wait 
until you have finished other work in the unit before you do this.) 

2. Cop y editing and marking up 

We star t wit h tw o technica l terms . Th e 'copy ' i s th e material tha t i s 
going t o be printed , and 'cop y editing' is therefore editin g this agreed 
draft s o that i t i s ready t o print. Yo u also have to write instruction s 
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for the course typist on the copy. This is called marking up. 

It may b e helpful a t thi s poin t t o lis t th e event s betwee n writin g an d 
typesetting. W e star t whe n th e write r an d edito r hav e bot h worke d 
extensively o n th e text , th e write r ha s submitte d hi s fina l draft , and 
this has bee n approved . A t thi s stag e i t may b e necessary t o typ e or 
retype the draft. Th e typist will type it as a draft, plain typing with a 
double spac e betwee n th e lines . Th e edito r mus t the n chec k th e typin g 
carefully t o make sur e i t follow s th e original. Error s can be corrected 
by hand. 

You now have an accurate text , clearly typed. Thi s is your 'copy' . Wha t 
editing does it need? I f you have worked on the text carefully during its 
earlier development , i t wil l nee d little . Yo u must, however, read th e 
whole text through carefully, and check it as follows: 

Is the language clear? 
Are all the technical terms explained? 
Are headings arranged consistently ? 
Are paragraphs correctly divided? 
Are the instructions clear? 

This should not take as long as the first edit. Yo u will probably have to 
make numerous minor changes to the text. Refe r to your house style, and 
correct punotuation , spellin g an d othe r expression s whereve r necessary . 
Make sur e tha t al l th e material i s consistent . Whe n yo u are satisfie d 
with the text, you can mark i t up. T o do this , and t o mark correction s 
and amendments on the copy, you use standard signs. Th e most common signs 
are given in the table . Thes e are used fo r marking up and proof reading 
(see Unit 13). 
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EXERCISE 3 

Cover u p th e exampl e yo u hav e jus t looke d at . Her e i s a  correc t 
version of the passage. 

MARKING UP 

When yo u ar e preparin g a  tex t fo r typesetting , g o throug h i t 
carefully, correcting all the errors. 

Follow al l th e rule s tha t you r organisatio n ha s adopted . Mar k 
the tex t clearl y s o tha t th e typis t know s you r intentions . Us e 
the signs given in the table. 

Now try to mark up the typescript without looking at my version. Whe n 
you have finished, check against the example. 

Marking up 

When you are preparing a text for typesetting, you go 
through i t carefully, correcting al l the errors. 

Follow all the Rules that your organization has adopted . 
Mark the text clearly s o that the typist knows your 
intentions. 

Use the signs given in the table. 
(10 minutes) 

Comment 

The purpos e o f markin g u p i s t o giv e instruction s t o a  typist . I f i n 
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doubt, yo u ca n writ e message s t o th e typist . A s yo u d o no t wan t th e 
typist to type your messages by mistake, use this convention: 

Write TYPIST! and then the message in the left margin. The n draw a circle 
round the message. 

3. Finishin g a text 

As you arrange th e course unit s int o books, there will be some finishing 
touches. W e have already mentioned commissionin g th e cover design. Yo u 
will also need to arrange the beginning and end of each book. 

3.1 A t the beginning 

a. Titl e page . W e use thi s name for the first printe d pag e of a book. 
The titl e pag e contain s th e titl e o f th e book . I t als o usuall y give s 
similar informatio n t o th e cover: name o f institution ; name o f series or 
course; course reference number; course author. 

b. Revers e o f titl e page . Th e bac k o f th e titl e pag e shoul d contai n 
reference data about the book, as follows: 

Name and address of publisher (i.e . your institution) 

Name and address of printer (i f different) 

ISBN (International Standard Book Number), if used 

Bibliographical data on author (include d i f the book is likely to be 
put in libraries) 

Date the book was published (reprin t dates and new edition dates are 
also given, where relevant) 

Number of copies printed (sometimes ) 

Ackowledgements: a list of those who gave permission to use copyright 
material or otherwise helped 

Copyright symbol and name of copyright holder (usuall y the publisher) 

You may also have special national requirements, for example you may need 
to state that a course has been approved by the Ministry of Education. 

It is usua l t o prin t matte r o n thi s pag e i n small print . I t is not of 
major interest to students. 

c. Content s page . Thi s cover s th e content s o f th e whol e book . I f 
several unit s ar e boun d togethe r i n one book, you will need t o give th e 
page where each unit starts. 

d. Cours e introduction. Thi s would occu r only in the first volume of a 
course. I t is often the last part of the course to be written, and often 
the editor drafts it. 
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EXERCISE 4 

The cours e introductio n normall y contain s a  statemen t o f th e 
objectives o f th e whole course . Ca n you think of other feature s it 
might contain? Not e down as many as you can. 

(5 minutes) 

Comment 

The answer yo u give depends t o a certain extent on what other sources of 
information th e studen t has . Mos t distance-teachin g organisation s hav e 
general handbook s fo r student s whic h contai n advic e o n studying , an d 
explain how their teaching system works. Som e of the topics listed below 
could b e covered i n a general handbook instea d o f a course introduction. 
You would need to tell students: 

About th e cours e content . Yo u would lis t objectives , describe th e 
contents o f th e cours e an d th e arrangemen t o f th e subject , perhaps 
introduce the subject, and where relevant print the exam syllabus. 

Who the course is for. Describ e the sort of student you expect to do 
the course (fo r example, mention any qualification they are expected 
to have) . Describ e th e extent o f knowledge o f the subject they are 
expected to have. I f no previous knowledge is expected, say so. 

About th e cours e materials . What  exactl y shoul d th e student s 
receive, i n wha t sequence , an d when ? Ho w man y cours e book s ar e 
there, for example? 

How the course works. Explai n how they are supposed t o work through 
the material , at wha t pace . Explai n whe n an d ho w t o sen d wor k to 
their tutor for marking. 

What the y nee d t o d o th e course. I f they need equipmen t o r books, 
list the m i n th e introduction . Mention , too , an y recommende d 
background reading , but distinguish clearly between essential books, 
which ever y studen t must  have , an d recommende d books , whic h ar e 
desirable but not essential. 
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How the y shoul d study . Giv e advic e o n organisin g time , making a 
study timetabl e an d othe r practica l matters . Giv e som e hint s o n 
study skills , lik e keepin g note s an d revisin g regularly . Giv e 
advice o n approaching th e subjec t an d studyin g i t effectively. Fo r 
example, in an agricultural course you would stress the importance of 
doing practical work. 

How t o ge t help . Explai n ho w t o ge t hel p fro m a  tuto r o r studen t 
advisor whe n difficultie s occur . Mak e sur e yo u describ e th e 
facilities availabl e fro m you r institution , suc h a s loca l stud y 
centres or postal library loans. 

Many item s fro m thi s lis t coul d b e i n a  genera l handbook . Som e coul d 
usefully b e repeate d i n a  cours e introduction , alon g wit h informatio n 
relating only to the course. 

3.2 A t the end 

a. Answers . Mak e sur e al l th e answers ar e include d a t th e end o f the 
book (if that is where you have decided to place them) . 

b. Glossary . Chec k an y glossar y o f technica l terms , make sur e i t i s 
complete, and check all the definitions given. 

c. Indexa : A  cours e ma y nee d a n index . Thi s wil l b e use d onl y fo r 
reference. Whe n you are revising, you may for example want to check every 
reference t o a particular topic . A n index is only necessary for long and 
complex courses . Usually , th e uni t content s list s ar e adequat e fo r 
reference. 

d. Cours e comment s page . A  comment s pag e o r evaluatio n questionnair e 
may need to be placed at the end of the book (see Unit 14). 

Do not forget to list these features in the contents list of the volume. 

4. Ho w to brief a course typist 

A cours e typis t i s neithe r a  cop y typis t no r a  secretary . Usually , a 
well-trained typis t i s selecte d t o lear n t o typ e courses . Sh e ma y 
continue with ordinary secretarial duties as well, or become exclusively a 
course typist. T o operate a word processor or a composer, she will need a 
short specialis t training . Yo u can yourself trai n the typist to lay out 
the pages correctly. 

As a  skille d worker , th e cours e typis t ough t t o b e give n som e 
responsibility. I f you train a good typist carefully, you will soon find 
that sh e notice s an d correct s mistakes . Yo u ca n trai n a  typis t a s 
follows : 

* Giv e her a copy of the house style document. G o through it with her, 
explaining each point. 

* Teac h her the printer's marks you use for marking up the text. Teac h 
her a few at a time. Provid e her with a list of them for reference. 

* Supervis e a new typist carefully. As k her to type a small amount and 
to show you what she has done. Le t her work like this, very slowly, 
for a day or two, until she is quite at home with the work. 
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* Encourag e th e typis t t o consul t yo u ove r problem s a t an y time . 
Always be ready to answer a question. Most  question s will only take 
a moment. 

* Encourag e th e typis t t o work t o a high standard , even if this means 
going slowly. Accurac y and quality are most important. 

* Encourag e th e typis t t o rea d throug h he r ow n wor k an d correc t i t 
before handing it to you. 

If yo u yoursel f d o no t supervis e cours e typists , a n efficien t an d 
sympathetic perso n must d o so . I t is most important tha t course typists 
work i n a  good , encouragin g environment . The y must  a t al l cost s b e 
protected fro m interruption s b y senio r staf f wh o want , fo r example , 
letters typed urgently. 

5. Ho w to brief an artist or designer 

A briefin g o n layou t wil l involv e a  discussio n o n hous e style . Pa y 
particular attention to instructions for illustrations. Whe n a picture or 
diagram is needed, give instructions as follows: 

* Stat e the size and dimensions of the picture. 
* Stat e the style of drawing wanted (lin e drawing, cartoon, etc.). 
* Describ e the subject matter in detail. 
* Sketc h the subject (perhaps) . 

If necessary, you should ask the artist to produce a draft before a final 
version. I t i s best t o brief him both orally and i n writing. Yo u will 
find a n exampl e o f a  written briefin g i n Unit 11 . Yo u ca n discuss th e 
requirements togethe r to make sure it is clear. Th e written version then 
gives an unambiguous record. 

While detailed briefin g is important, you should also allow the artist or 
designer freedom to suggest his own ideas. Designer s are trained to think 
visually and may sometimes see possibilities that editors miss. 

Summary 

This unit has explained how to develop a house style and discussed what to 
include i n it . I t ha s als o show n yo u ho w t o mar k u p a  manuscrip t o r 
typescript, how to make the final preparations before typesetting, and how 
to brief the course typist and artist or designer. 

Most peopl e fin d cop y editin g an d markin g u p rathe r difficult a t first. 
You will find it gets easier when you have had some practice. 

ASSIGNMENT K 

Take a  sampl e typescrip t an d cop y edi t i t and mark it up , following 
the house style proposals you devised in exercise 1 . Ge t two or three 
pages typed , helping th e typis t a s suggested i n section 4. Whe n you 
have done this , you will have a sample of text ready in your proposed 
house style . Yo u coul d no w circulat e th e proposa l an d th e sampl e 
amongst your colleagues, and seek reactions. 
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