





Numbered catalogue entries
Columns and tables
Decimals and fractions
Weights and measures
Times

Dates

Elided numbers

Roman numerals

Spelling out numbers

PART ELEVEN
ILLUSTRATED BOOKS

Placing illustrations within text
The size of scattered illustrations
Positioning illustrations
Proportions

Unusual shapes

Cut-outs

Grids for illustrations

Asymmetric layouts
Double-column layouts

Plate sections

Large-format illustrated books
Choosing a format

Large-format grids

Grids for catalogues

Planning four-colour work

Typography in large-format illustrated books

Captions

Bleeding out illustrations
Fold-outs

Co-editions

PART TWELVE
IMAGES

Working with images
Cropping illustrations
Cropping works of art
Using image details
Horizontals and verticals
Differences in scale
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Digital images

The pixel and resolution
Colour modes — RGB/CMYK
How scans are used

Picture management

The output of scanned images
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FURTHER TEXT TREATMENTS

Setting plays
Setting poetry

Dual-language prose setting
Accents and special sorts

Progressive formats

Reference works
Navigation
Multi-column layouts
Type style
Multi-volume works
Works sold as sets

Setting tables
Column width
Type size

Rules

Extensive tables
Chronologies

Setting for special needs

Setting text for dyslexic readers
Setting text for partially sighted readers
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BINDING, COVERS AND
JACKETS

Binding

Hard-bound books

Paperback books

320
323

330
331

334

337
337
338
338

339
339

340
340
341
342
342
343

344
344
346

350
350
35

Covers and jackets
Cover components
Jacket components
French-fold jackets
Printed cases

Jacket and cover finishes

Combining cover and jacket image and text

Typesetting jacket and cover copy
Jacket and cover front flap text layout
Jacket and cover back flap text layout
Jacket and cover back panel text layout
Spine text layout

Cover back panel text layout

PART FIFTEEN
PRE-SETTING AND
POST-SETTING

Preparing text for setting
How editors supply text
Converting text for use
From production to design

Editorial rules

Italicization

Capitalization

Abbreviations and contractions
Word division

Compounds

Quotation marks

Apostrophes
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References to bibliographical sources
Credit lines
Spelling

From proof to printing
Marking up of proofs
Output

Output of text-only books
Output of illustrated books
Checking the printer’s proofs
Paper and presses

Paper choices

PART SIXTEEN
TIME AND MONEY

Time and money

The production sequence

Receiving and understanding the brief
Design and typesetting work progression
Time sheets

Print management

Invoicing and VAT
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