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The bridge is not supported by one stone or another . . . but by the line of the arch that they form.


italo calvino, Invisible Cities


The rule is that if it is a whole sentence with a subject and a verb, it takes a full point. If it is not a whole sentence with a subject and a verb, it does not take a full point.


Unless it looks a bit odd.


guido waldman, editor
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INTRODUCTION


Typography sits at the intersection between language and design. Just as language has its rules of spelling and grammar, typography has its own conventions, which have evolved over centuries. However, many of these rules are not absolute; the typographer, publisher and author can choose how type is set. These choices, and how to make them, are the subject of this book.


The Typographic Style Handbook is for anyone who wishes to develop a practical understanding of typography and typesetting, whether working in the publishing industry, or producing promotional material for a company or institution. For self-publishers it provides a starting point for thinking about the production of text. For publishing professionals, we hope it will prove a valuable reference and aid communication between the various departments.


About this book


The book is divided into three main sections: general typesetting, books, and businesses and institutions.


general typesetting – describes basic typesetting for a range of publications. This section includes chapters on typeface choices, punctuation, numbers, headings, lists and captions for illustrations


books and journals – details the typographic conventions found in books, for example, preliminary pages, notes, cross-references, bibliographies and indexes


corporate style – explains how the treatment of text can be incorporated into an organisation’s branding guidelines to create a consistent look across all printed and online material.


Specialists in some fields, such as mathematics and chemistry, will find that we do not cover their subject in any detail as we do not have the space to do justice to the complexity of those subjects.


This handbook is intended to be used as a reference work. In order that each section is self-contained, some information is repeated.


We have also included additional explanations in some areas such as printing processes and image treatments. This is based on our experience of the addditonal requests for information and advice from clients when supplying materials to be designed, typeset and printed.
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Typographic style


The concept of typographic style incorporates both editorial and visual conventions, from the use of punctuation to the design of a title-page.


In essence, it is the idea that some typographic elements may be treated in more than one way. For example, speech can be indicated by single quotation marks:


‘She’s expecting,’ Jane added, ‘A girl.’ ‘How do you know?’ Robert said.


or by double quotation marks:


“She’s expecting,” Jane added, “A girl.” “How do you know?” Robert said.


Both are correct. Which one you use is a matter of style. Having made a choice it should be applied consistently throughout the publication.


House style


A set of styles used by a particular organisation is known as their house style.


A house style document lists preferred typographic treatments as well as dealing with editorial matters, such as spelling, grammar and tone of voice in written text. It can also contain a section on work-progression to ensure the correct procedures are followed.


Companies may have a house style document as part of their branding guidelines. The house style creates a consistency throughout all the printed and online documents and advertising produced by a commercial organisation.


Some academic institutions create style guides for students submitting dissertations and doctoral theses, many of which are available online. These address basic typesetting issues, but are particularly concerned with the correct form of citation in bibliographies and footnotes.


See Appendix J (p. 266) for the authors’ own basic house style, used at Libanus Press.
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Why use a house style?


The aim of creating a house style is to achieve consistency throughout a publication or group of publications. This reduces distractions for the reader as inconsistencies may appear to be errors and deflect the reader’s attention from the text.


Clarity and precision are of particular importance in technical works, such as medical or engineering publications, and creating a consistent text reduces the risk of confusing the reader.


In publications that include texts from a number of contributors, asking authors to follow a house style will make the production process more efficient.


Responsibility for house style


Ideally the creation of a house style should be undertaken by someone with editorial or typographic experience. Consulting publications in the same field may help the process. Many house styles evolve over time through a process of trial and error; some are the work of meticulous individuals.


However a house style has developed, it is essential to specify where the responsibility for the content of a publication lies, who has authority to make changes, and who signs off the final proofs. No one should make unauthorised changes to text.


Applying house style to a text will take time, so project managers should consider how this can be done efficiently. In most cases, getting the text as clean as possible before the design and typesetting process begins will be most cost-effective.


An important question to ask is: how far do we take the application of house style? Should every piece of paper to come out of an organisation have the same rules applied? Common sense has to prevail – there is no need to lavish the same care on an in-house e-mail as you would on the production of a book.


A trickier proposition is what to do with a text that is internally consistent, makes sense to the reader, but uses a different style to your own. Is it worth making extensive changes for the sake of house style? There is no definitive answer to this: it will depend on the priorities and resources of each organisation.
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Using this book


There are three kinds of information in this book: rules, styles and principles.


Rules – these are typographic conventions that are universally used and understood in the presentation of written text. For example:


Rule If a sentence starts with a number, the number is always spelled out:


to France. Twenty-seven of the men travelled back to Spain in the


Using figures in this situation would be wrong:


to France. 27 of the men travelled back to Spain in the summer of


We have limited the inclusion of rules to those that may be unfamiliar to the general reader. Rules that are so well known as to be obvious, such as using a capital M for Mr, have not been listed.


Styles – these are typographic conventions that vary from organisation to organisation. Accordingly we have given alternative styles.


Here we have the choice between using capitals or small capitals for the abbreviations ‘BC’ and ‘AD’ within text:


Style 1 Capitals are used:


in the sixth century BC. The Roman Empire absorbed Egypt in


30 BC, but defeated attempts at invasion in the third century AD.


Style 2 Small capitals are used:


in the sixth century bc. The Roman Empire absorbed Egypt in 30 bc, but defeated attempts at invasion in the third century ad.


In this case there are only two styles. Other text treatments will have more styles to choose from.


Principles – with some typesetting decisions, such as choosing a typeface or the amount of space between lines, there are too many possibilities to list, so we have set out the basic principles to be considered.
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Choosing styles


Editors and typesetters who work on the setting of a text have to balance the reader’s understanding of the text’s content with the need to produce readable and visually pleasing pages. A simple example is the choice between whether or not to use full points with initials:


Style 1 Initials with full points:


the T. S. Eliot quotations were identified by E. F. Peters in


Style 2 Initials with no full points:


the T S Eliot quotations were identified by E F Peters in


Which is better?


On the one hand, the convention of using full points in this context is well understood by readers; it contains no ambiguities. On the other hand,


Style 2 looks cleaner without the full points; the page is less spotty. How this is resolved will depend on the nature of the publication.


Content can also affect the choice of a style. Whereas short headings may benefit from the extra weight of being set in the capitals of Style 3:


Style 1


Chapter 3


Style 2


Chapter 3


Style 3


CHAPTER 3


a text containing long headings may be better served by the compact italic of Style 2:


Style 1 Which Moped with Chrome-plated Handlebars at the Back of the Yard?


Style 2 Which Moped with Chrome-plated Handlebars at the Back of the Yard?


Style 3 WHICH MOPED WITH CHROME-PLATED


HANDLEBARS AT THE BACK OF THE YARD?
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Practical considerations


As well as aesthetic and editorial concerns, there are practical factors to be considered when creating a house style and thinking more widely about an organisation’s publications.


In publishing houses there will be editors, proofreaders, designers and typesetters all applying themselves to the task, but in other organisations it will often fall to non-specialists to oversee the production of printed and digital documents. Consider these factors:


software – what typesetting programs are available to the organisation? Word-processing programs allow much less flexibility within a text setting than specialist programs such as Adobe InDesign® and Quark XPress®. Using industry-standard software for design and layout should reduce the risk of technical confusions where the work in one program will not transfer to another.


typefaces – what fonts are available to the organisation? Not all typefaces contain the same range of characters and styles.


implementation – will the work be carried out in-house or by freelancers? Many organisations hire designers and typesetters for projects that may be beyond the skills of in-house staff.


enforcement – who will proofread publications and ensure that the house style is followed correctly? At what stage in the production process should house style be applied?


efficiency – applying house style takes time. Whilst some changes can be made globally to a text document, other changes may need to be made individually which could add to the production time and the cost.


print or screen – is the publication to be printed or published online? Consult with a printer or website-builder to ensure that you are conforming to the industry standards for creating files. Responsive websites and e-books are less fixed than printed text. How does this affect the application of a house style?
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Production and work progressing


A house style document can also contain guidance on the production of text and how work is managed, both inside and outside the organisation. For example, it may include the following:


list of suppliers – such as editors, designers and printers.


paper choices – range of papers which are used by the organisation.


production schedules – for publications produced regularly.


project management – details on who is responsible for overseeing and signing off a project, and who is responsible for the day-to-day management.


instructions for archiving – how finished files are stored for the long term.


Although this is not a manual on print management, we have tried to describe some of the issues that may arise in the process of producing publications. It is advisable to establish good relationships with printers and website-builders and raise any queries you have with them at an early stage. See Appendix A, Progressing printed works.


Getting started


If you are new to the subject of typography, the Basic terms of the trade in the following pages will introduce the terminology used throughout this book. For anyone who works with, or employs, designers, typesetters, editors


or printers, becoming familiar with the industry terminology will make conversations clearer and help to avoid confusions.


The chapter on Body text has an introductory section explaining the basic principles of typesetting.


A list of standard symbols for marking up text can be found in Appendix C. A list of abbreviations can be found in Appendix F.


A combined Glossary and Index can be found at the end of the book.
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PAGE LAYOUT


In printed works a page refers to one side of a leaf of paper. Two pages opposite each other are called a double-page spread; the left-hand page is the verso and the right-hand page the recto.


The area of the page containing the text is the text panel. The white areas around the edge of the text are the margins. The top of the page is called the head and the bottom is called the foot. The inner edge of the page is the gutter and the outer is the fore-edge.


A page that is taller than it is wide is called portrait format. A page that is wider than it is tall is called landscape format.


spread


verso recto


1 page 1 page


margin head foot


text panel


gutter


fore-edge


portrait


landscape


The same terms apply in describing illustrations.
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TYPE


An upper-case alphabet, also known as capitals or caps:


ABCDEFGHIJKLMNOPQRSTUVWXYZ


A lower-case alphabet: abcdefghijklmnopqrstuvwxyz


An individual letter, mark or symbol is called a character. A set of letters, numbers and symbols created to a single design is called a font.


the font Minion Pro regular:


abcdefghijklmnopqrstuvwxyz ABCDEFGHIJKLMNOPQRSTUVWXYZ 1234567890,.;:’’”“


A set of fonts created around the same design is called a typeface.


FONT STYLES


Many letter forms have small horizontal or slanted strokes at the end of the main strokes; these are called serifs. Fonts which do not have serifs are known as sans-serif fonts. Fonts that resemble handwriting are called scripts.


a font with serifs – Cycles: ABCDEabcdefghijklmnopqrstuvwxyz


a sans-serif font – Gill sans: ABCDEabcdefghijklmnopqrstuvwxyz


a script – Lucida handwriting: ABCDEabcdefghijklmnopqrstuvwxyz


A selection of fonts from the typeface Adobe Garamond:


ABCDEF fghijklmno123?!, ABCDEF fghijklmno123?!, ABCDEF fghijklmno123?!,ABCDEF fghijklmno123?!, ABCDEF fghijklmno123?!,ABCDEF fghijklmno123?!,


A selection of fonts from the typeface Helvetica:


ABCDEF fghijklmno123?!, ABCDEF fghijklmno123?!,


ABCDEF fghijklmno123?!, ABCDEF fghijklmno123?!, ABCDEF fghijklmno123?!,ABCDEF fghijklmno123?!,
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A font in which the main strokes are straight and vertical is called roman. A font in which the main strokes slope forward or are curved is italic.


a roman font – Collis roman


ABCDEabcdefghijklmnopqrstuvwxyz


an italic font – Collis italic


ABCDEabcdefghijklmnopqrstuvwxyz


Small caps are a set of capitals that are designed to match the visual height and weight of the lower-case alphabet when set at the same type size.


upper-case, small caps and lower-case in Bembo


ABCDEFGHIJKLM abcdefghijklm abcdefghijklm


The weight of a font is determined by the thickness of the strokes. The most common weights are light, regular, semi-bold and bold.


from light to bold in Stone Sans


ABCDEabcdefghijklmnopqrstuvwxyz ABCDEabcdefghijklmnopqrstuvwxyz ABCDEabcdefghijklmnopqrstuvwxyz ABCDEabcdefghijklmnopqrstuvwxyz


Text fonts are designed especially for setting long texts to be read continuously, such as books. Display fonts are designed for use in headings, title pages and covers.


text fonts – Garamond Pro and Cycles regular


ABCDEabcdefghijklmnopqrstuvwxyz


ABCDEabcdefghijklmnopqrstuvwxyz


display fonts – Bauer Bodoni black and Rialto italic


ABCDEabcdefghijklmnopqrstuvwxyz


ABCDEabcdefghijklmnopqrstuvwxyz
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CHARACTER STYLES


Lining figures are numbers that are uniform in height.


0123456789


Non-lining figures or old-style figures are numbers that vary in height and alignment. 0123456789


Both lining and non-lining figures may also be referred to as Arabic numerals in contrast to roman numerals such as II, IV, XII, iii, ix, xvi


Superior or superscript characters are printed smaller and higher than regular characters.


abcdefghijklmnopqrstuvwxyz


Subscript characters are printed smaller and lower than regular characters.


abcdefghijklmnopqrstuvwxyz


SPECIAL CHARACTERS


Marks that are added to letters to change the sound are diacritics.


More commonly used ones are referred to as accents.


Characters outside the usual set of letters, numbers and punctuation marks are called special sorts. They may include mathematical or phonetic symbols and ornamental characters.


Where two or more characters are joined together, this is called a ligature.


SPACING


Space added between individual characters is called letterspacing or kerning. Space added between lines of type is called leading. The space between two words is a word-space.
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MEASUREMENTS


The size of type is measured in points (pt). The measurement is taken from the top of the ascenders to the bottom of the descenders.


ascenders


abcdefghijklmnop


type size


descenders


Type sits on an imaginary line called the baseline. The height of the lower case alphabet without ascenders or descenders is the x-height.


abcdefghijklmnx


x-height baseline


The space between lines of type is called leading. It is measured in points from baseline to baseline.


An em is a unit of measurement equivalent to the size of type; so in a text set in 10 pt, an em space is 10 pt wide and an em dash is 10 pt long.


An en is a unit of measurement equivalent to half the size of type; so in a text set in 10 pt, an en space is 5 pt wide and an en dash is 5 pt long.


abcdefghijklm nopqrstuvwxyz abcdefghijklm nopqrstuvwxyz


11 pt type on 11 pt leading, also known as set solid


abcdefghijklm nopqrstuvwxyz abcdefghijklm nopqrstuvwxyz


11 pt type on 13 pt leading


abcdefghijklm nopqrstuvwxyz abcdefghijklm nopqrstuvwxyz


11 pt type on 15 pt leading


abcd efgh–ijklm


em space en rule
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TYPESETTING


The width of a panel of text is the measure.


When text is aligned down the left-hand side it is ranged left. When text is aligned down the right-hand side it is ranged right. Text that is aligned down both sides is justified.


abcdefghijklm nopqrstuvwxyz abcdefghijklm nopqrstuvwxyz


ranged right


Indenting a line of text means to start it inside the left margin of the text panel.


He had dreamt once of writing novels, but had not achieved so much as a novella, in spite of all the unfinished manuscripts lying around in folders. But unfinished they


A hung out line of text starts outside the left margin of the text panel.


He had dreamt once of writing novels, but had not achieved so much as a novella, in spite of all the unfinished manuscripts lying around in folders. But unfinished they were


Turning over a word means moving it from the end of one line to the beginning of the next line.


before He had dreamt once of writing novels, but had not achieved so much as a novella, in spite of all the unfinished manuscripts lying around in folders. But unfinished they were fated to


after He had dreamt once of writing novels, but had not achieved so much as a novella, in spite of all the unfinished manuscripts lying around in folders. But unfinished they were fated to


Taking back a word means moving it from the beginning of one line to the end of the previous line, the opposite of the action shown above.


abcdefghijklm nopqrstuvwxyz abcdefghijklm nopqrstuvwxyz


ranged left


abcdefghijklm nopqrstuvwxyz abcdefghijklm nopqrstuvwxyz


justified
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PARTS OF A PUBLICATION


In general, books are divided into three parts:


The preliminary pages, or prelims, contain, for example, the title page, imprint page and contents page.


The main text is the main body of the text.


The endmatter contains additional information such as appendices and index.


The main text may be divided into chapters or parts.


A chapter usually starts on a new page with a chapter heading.


A part is indicated by a recto page called a part-title, containing the number of the part, with the text starting on the following spread.


The main text excluding headings and footnotes is called the body text.


Possible preliminary pages: half-title


frontispiece


title page


imprint page


contents page acknowledgements preface/foreword


list of illustrations Possible endmatter pages: appendices


notes


glossary


bibliography


picture sources


index


colophon


note on the type used


Chapter Three heading


body He had dreamt once of writing novels, but had not achieved text so much as a novella, in spite of all the unfinished manuscripts lying around in folders.


Where the title of the publication and the chapters are repeated at the top of each page, these are called running heads.
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PAGINATION


Pagination is the numbering of the pages. A page number is called the folio.


The first page of the publication – not including the cover – is page 1. All pages are included in the pagination, whether or not they have printed folios.


A publication may be numbered throughout using Arabic numerals, or the preliminary pages may be numbered in roman numerals with Arabic numerals starting from 1 on the first page of the main text. Page 1 is always on a recto.


1 half-title


i half-title


2 frontispiece


ii frontispiece


3 title-page


iii title-page


4 imprint page


iv imprint page


5 contents page


v contents page


6 blank


vi blank


7 main text starts


1 main text starts


A page containing no text or images is called a blank and has no folio but is counted in the total of pages.


PRINTING AND BINDING


A black and white image that contains shades of grey is a half-tone.


The printing of coloured images is done using four colours – cyan, magenta, yellow, black – and is called the four-colour process.


Spot colours are mixed separately and printed in an additional print run; this is often used in commercial branding.


Books are printed on large sheets of paper, printing 16 pages (8 per side) or more. These are then folded into sections called signatures.


The card covering of a paperback publication is called the cover. The binding of a hardback publication is called the case. The paper wrapper that is sometimes placed around the binding is the jacket. The papers that attach the case to the pages of the book are the endpapers.


A perfect-bound publication has pages glued down the spine. In a thread-sewn publication, each signature is sewn together and then glued down the spine. A short publication that is stapled is called saddle-stitched.
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INTRODUCTION TO SETTING BODY TEXT


This section refers to the setting of continuous prose, in paragraphs. Other forms of text are dealt with in later chapters.


Readability


The key concept when setting body text is that of readability, particularly for extensive texts that will be read for long periods. Good readability means that the eye moves along the lines of text without distractions.


Readability is determined by the relationship between a number of factors: choice of font, type size, length of line, word-spacing and leading. As with many aspects of typography, it cannot be achieved by applying set rules or formulae. It is created using the visual judgement of the designer/typesetter.


Text fonts


There are many fonts designed for setting body text, and within this range characteristics may vary significantly. Some fonts are more suitable for setting, for example, at larger sizes or in narrow columns. If choosing one house font for body text in all your publications, it should be tried out in a variety of sizes and layouts to ensure that it has the required versatility.


As a rule, text fonts with serifs have better readability than sans-serif fonts for long passages of continuous text because the horizontal serifs help the eye along the line. The clarity of a sans-serif font may be more suitable for some purposes and can be easier on the eye for people with reading difficulties. In this handbook, which is designed as a reference book, a sans-serif font is used to contrast with the serif fonts in the examples.
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Type size


Body text should be set at a size that is comfortable to read for the appropriate length of time. For a novel, which may be read for hours at a time, using the right type size will stop the reader from getting tired. A short leaflet, on the other hand, may be set at a smaller size. The function of the text should determine the size of the type.


Body text at 10.25 pt; footnotes at 8 pt:


issued soon after the first, he added the phrase, ‘by the Creator’ to his final sentence, thereby readmitting the notion of the divine agency.3


Despite this and other alterations, Darwin’s theories undermined orthodox religious teaching, chiefly because On the Origin of Species was


2. For futher explanation of this subject, see Chapter 8, pp. 315–18.


3. Op cit, pp. 275–6.


Body text at 8 pt:


Contacting the company


For further information about guarantees, or to enquire about a service, please telephone us on one of the numbers below.


The visual size of a typeface is determined by the x-height and width of characters, so the point size is not a useful indicator of how large it will look.


Lexicon, 20 pt


Lexicon, 10 pt


Code of practice


Our partners have a statement describing services to customers. This can be downloaded from our website.


Complaints


If you have a complaint, please telephone us on the number below.


Garamond, 20 pt


abcdefgh abcdefgh


abcdefghijklmnopqrstuvwxyz abcdefghijklmnopqrstuvwxyz


Garamond, 10 pt
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Type size and leading


The following examples are set in 10 pt type with leading at 14 pt:


Garamond, 10 pt type on 14 pt leading:


He had dreamt once of writing novels, but had not achieved so much as a novella, in spite of all the unfinished manuscripts lying around in folders. But unfinished they were fated to remain, he having been unlucky with his muses, they, for some reason, having never tarried long enough with his


Lexicon, 10 pt type on 14 pt leading:


He had dreamt once of writing novels, but had not achieved so much as a novella, in spite of all the unfinished manuscripts lying around in folders. But unfinished they were fated to remain, he having been unlucky with his muses, they, for some reason, having never tarried


Leading between lines helps keep the eye moving along the line. Too little leading and the eye can drift to the line below. Too much leading and it is harder for the eye to locate the start of the next line quickly. Both of the above settings can be improved by an adjustment to size and leading:


Garamond, 11.25 pt type on 14.5 pt leading:


He had dreamt once of writing novels, but had not achieved so much as a novella, in spite of all the unfinished manuscripts lying around in folders. But unfinished they were fated to remain, he having been unlucky with his muses, they, for some reason, having never tarried


Lexicon, 9.25 pt type on 15.5 pt leading:


He had dreamt once of writing novels, but had not achieved so much as a


novella, in spite of all the unfinished manuscripts lying around in folders.


But unfinished they were fated to remain, he having been unlucky with


his muses, they, for some reason, having never tarried long enough with
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Character width and measure


The width of an alphabet in proportion to the x-height of the characters varies between fonts:


abcdefghijklmnopqrstuvwxyz Minion


abcdefghijklmnopqrstuvwxyz Centaur


Narrow fonts are useful when setting text in a narrow measure or when there is a need to reduce the number of pages in a publication.


The optimum number of characters per line (including spaces and punctuation) for continuous justified text is 68–72. A shorter line may create uneven word-spacing. A longer line can be tiring to read for long periods and may need more leading to compensate.


50–55 characters per line:


He had dreamt once of writing novels, but had not achieved so much as a novella, in spite of all the unfinished manuscripts lying around in folders. But unfinished they were fated to remain, he having been unlucky with his muses, they, for some reason, having never tarried long enough with his


68–72 characters per line:


He had dreamt once of writing novels, but had not achieved so much as a novella, in spite of all the unfinished manuscripts lying around in folders. But unfinished they were fated to remain, he having been unlucky with his muses, they, for some reason, having never tarried


80–85 characters per line:


He had dreamt once of writing novels, but had not achieved so much as a novella, in spite of all the unfinished manuscripts lying around in folders. But unfinished they were fated to remain, he having been unlucky with his muses, they, for some reason,
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Justified and ranged left text


There are two alignments of body text: ranged left and justified.


Ranged left:


He had dreamt once of writing novels, but had not achieved so much as a novella, in spite of all the unfinished manuscripts lying around in folders. But unfinished they were fated to remain, he having been unlucky with his muses, they, for some reason, having never tarried


Justified:


He had dreamt once of writing novels, but had not achieved so much as a novella, in spite of all the unfinished manuscripts lying around in folders. But unfinished they were fated to remain, he having been unlucky with his muses, they, for some reason, having never tarried


The advantage of ranged left setting is that the space between words remains consistent throughout. This is particularly noticeable when text is set in a narrow column. Many people who experience difficulty reading prefer ranged left setting.


The advantage of justified setting is that the eye gets into a regular rhythm reading lines of the same length. Extensive texts, designed to be read for long periods, such as novels, are usually set justified. A disadvantage is that the word-spacing needs more attention to make it as even as possible, especially in narrow columns.


Word-spacing


Ideally, the space between words should be as even as possible. In ranged left text this is easily achieved, but in justified text the space will vary line by line. Adjustments should be made, using the layout program’s justification settings and manual adjustments if necessary, to ensure even spacing. Attention should be paid to tight and loose lines appearing close together.
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1.1 Text design


1.1.1 Individual and series designs


Publishing houses will often design books individually to produce a text style that is sympathetic to the book’s subject matter, or they may have a template design for each series.


Commercial organisations and companies may wish to use a consistent text style for their printed and on-line documents as a way of reinforcing their branding.


Style 1 Use the same body text design for all publications produced by the company or institution.


Style 2 Use a different body text design for each publication, choosing a style that is appropriate to the content of the individual publication.


Style 3 Use a different body text design for each publication, but keeping within a family of styles that are recognisably from the same publisher.


1.1.2 Body text and display text


A publication may be made up of many different typographic elements, such as body text, headings, captions, etc. Each element should be treated consistently throughout the publication.


As a rule, keeping the number of type styles to a minimum will give the cleanest look to a design.


Style 1 Use one typeface for body text and all other elements:


HEADING Albertina, 16 pt caps


Sub-heading Albertina, 12 pt italics


Body text Albertina, 10 pt roman


captions


Albertina, 8 pt roman


Albertina, 9 pt italic


notes
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Style 2 Use one typeface for body text, captions and notes, and a second typeface for headings:


HEADING Rialto, 20 pt caps


Sub-heading Rialto, 16 pt italics


Body text Albertina, 10 pt roman


captions


Albertina, 8 pt roman


Style 3 Use one typeface for body text, a second typeface for headings, captions and notes:


HEADING Stone Sans, 16 pt caps


Sub-heading Stone Sans semi-bold, 10 pt roman


Body text Albertina, 10 pt roman


captions


Stone Sans, 8 pt roman


The treatment of these various elements is dealt with in more detail in later chapters.


See 7.2 Headings and sub-headings.


See 8.2 Captions.


See 14.2 Notes in general non-fiction.


NOTE TO 1.1.2


In Style 2 the font used for the headings, Rialto, is quite decorative, but not appropriate for notes, so the body text font is used for all smaller text.


In Style 3 the font used for the headings, Stone Sans, is very legible at smaller sizes so may be used for captions and notes.


Albertina, 9 pt italic


notes


Stone Sans, 8 pt roman


notes
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See 7.2 Headings and sub-headings.


See 8.2 Captions.


See 14.2 Notes in general non-fiction.
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1.2 Choosing a font for body text


The body text is a good starting point when designing a publication.


The following factors should be considered:


readability – how easy is the typeface to read?


typeface family – how many different fonts are available within the typeface family and how legible are they?


accents and special sorts – will the text include accents, foreign characters or mathematical symbols?


weight – how dark or light does a page of text look? Is the font too light at smaller sizes?


column width – how many words will fit in a line of text?


Rule Use the same font for body text throughout the publication unless changes are requested by the author.


1.2.1 Readability and body text


In organisations that use a particular font as part of their branding, it may be advisable to choose a roman text font for setting longer texts, keeping the brand font for headings, etc. (see 15 Corporate style).


Italic fonts are not usually chosen as the principal font for body text.


Sans serif fonts are often specified for informational publications and forms where universal accessibility is particulary important as they are clearer for people with visual impairments or reading difficulties (see Appendix G).


Style 1 Use a serif font for body text.


Style 2 Use a sans-serif font for body text.


Style 3 Use the company’s brand font for body text


Style 4 Use a specially designed text font for body text
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