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PREFACE

Public Relations as a profession has made rapid progress during
the past two decades. Ths major public sector and private organisa-
tions today have recognised tha importance of Public Relations, there-
by creating hew job opportunities for young men and women. More-
over, Public Relations as a managemeni function is fast gaining
recognition in our country. Further, there is a wide scope for Public
Relations Consuitancy Service. The number of new openings adverti-
sed in the mass media makes one optimistic about the growth of the

' ‘profession. The next decade with its aver all progress in agriculture,

industry, commerce and greater awareness among the masses owing to
increased expasure to mass media will call for greater two-way Com-
munication and Public Relations than have hitherto been needed.

The social responsibility of a Public Relations practitioner is
greater in a developing country like ours than thg developed countries.
The profession will have a cruciat role toqplaWy in the near future,
whether it is that of fighting against unto bility. pollution or
campaigning for afforestation, small fa m for bringing in Computer

~technology.

The Post-Graduate Diploma C%in Public Relations offered by
the Andhra Pradesh Open U rsity®aims at training persons as Public
Relations professionals. T rse covers all aspects of Public

Relations keeping in vj our Bocial, political, cuftural and economic
imperatives. It intro he students to the basic pringiples and
practice of Public Relatidfis

The Diploma Course consists of the following five papers:
1. Principles of Communication and Public Relations
2. Public Relations Media

3. Public Relations Management

P

Editing and Production of Corporate Publications, and

8. Advertising

(Contd)




This text covers writing for corporate publications, preparing refer-
ance material. editing and production of cover, etc. in the Printing
part, typography, proof reading., block making and the importance of
paper are discussed. ‘

The students can compare corpoerate publications produced’' by
different organisations and can study the various aspects discussed in
the paper like contents, layout, cover. size of publication, paper used
etc. !
The students can have a first hand practical experience by visiting
local printing presses and see the whole process.

With this text, we complete the syllabus for the paper ‘Editing angd
Froduction of Caorporate Publications’. Detailed syllabus of the paper
appears towards the end of the text.

This text deals with the topics included\in the syllabus for [the
Past-Graduate Diploma Course in PuRi elations offered by 'the
Andhra Pradesh OQpen University. syl s, for the sake of con-
venience, is divided into units, eac hich comprises of a number
of lessons. Each unit generally cov®wes@ specific area of the subject.
The lessons are propared by s balists in accordance with a format
intended to enabie the st nt 1@ read and understand them without
much difficulty. Each egins with a statement of its objective
followed by synopsig an s at ils end assignments, aimed at testing
the student’s co sion of the subject matter.

The University hopes that this material would help the student' to
get acquainted with the basic principles of Editing and Production | of
Corporate Publications.
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UNIT H WHITING AND EDITING OF CORPORATE
PUBL!CATIONS

Lesson - 9 Writing For Corporate Publications

Ohjective

To explain the fundamentals and thes techniques involved in
writing for corporate publications. :

Synopsis

1. lIntroduction

Structural composition of the toxt
Opening and concluding sentenceg
Use of Statistical data

Distribution of facts O
l.Language composition e text

a} Vocabulary v

b} Structure of Qnses

¢) A popul vie

7. Tonai comp@ of the text

a) Interpretative tons
by Laudatory tone
¢) Hortatory tone (FPersuasive)

& R W N

8. Summary
1. Imtroduction

In the preceding lessons we have seen the preliminary steps
involved in the preparation of the reading matier to be included in a
caorporate publication. The matter is drafted hearing in mind certain
broad and widely recognised guidelines by the PR practitioners and wri-
ters. They may be even looked upon as fundamentals of good writing.
In keeping with this, the PR practitionsr has to pay attention {o three

important aspects. namely, the Struciural composition, the Langua-.

ge compasition and the Tonal composition of the reading matter. This
approach will make for an impressive presentation on the subject.




|

|
It will also improve the readability of the text and the overall impalct
of the publication on the target audience. In other words. the draft-
ing ought to be done keeping these guidelines in view. since if the
reading matter does not make any impact, the very purpose for which the
publication is undartaken will not be fulfilled. This lesson discussgs
the guidelines for effective writing in respect ¢f 2 corporate publica-
tion. ' . I
|

2. Structural Composition of the Text.

i
Let us first take the structural composition of the reading matter.
Of course. text may have to contain a number of paragraphs. They are
to be structured in a logical manner to make the presentation of the
elements of the theme in their correct sequence. Study the diagram

below : o
' |
|

o>

Hard - corg paras

@ncluding para |

_ |
Let us assume that the four paras indicated above constitute

the reading matter for folder. The first para is known as the Introduc-
tory para. The lastjparais known as the concluding pata. The two paras
in between are known as the hard-core paras. They may be three in
number or ten or perhaps more, according to the length of the publi-
cation. |

-— Imtreductory para

The introductory para serves as an introduction to the subject lof
the folder. [t iritroduces the subject to the target audience. In other
words, it raises the curtain on the subject. The hard-core paras that
follow may be many in number, as already stated. They present the
details of subject. all the facts and figures which the PR practitioner
desires to convey in the publication. All aspects of the subject
have to be covered in these paras. Now we come to the last pafa,
the concluding para. This para should summarise what has been said
in the preceeding paras. This sequence in the structuring of paras wh#{e

2 ' :

[
Y




drafting the reading matter in a corporate publication could be iooked
upon as the ideal structural composition.  Therefore. this has to be
always borne in mind by the PR practitioners and writers of corpo-
rate pubtications. The concluding para should leave a lasting impres-
sign on the reader’s mind.

Now |e=us take a close look at the ideal structural composition.
‘As ohserved earlier, the introductory para introduces the subject and
raises the curtain. As such, it should contain only general information
on the subject without going into the details. In other words, it
should not contain dry figures and cumbersome details. although they
may be relevant.  This and other points can best be explained with an
example. Let us assume the folder proposed is on the high yielding
varieties of paddy. The PR practitioner has drafted about six paras. The
introductory para will contain a very brief outline history of the high
yielding varieties. their origin. the research undertaken, their increas-
ing use. higher production achieved and the like. This general infor-
mation will serve as a good introduction whic ay also interest the
reader enough to read what follows.

s - will refer to facts and
frieties in use in a particular

The nexi four paras - the hardcorg
figures. The names of high yviglding

Ly,

state. their annual consumption, wise production figures for the
five or ten years, incentiv ffer8d, research conducted. the experi-
ences of progressive farm g them and the like. The last para

will b3 the concludi par®® summarising ina few sentences the
impact of the kigh y% varieties of the agrarian economy of the
region.

3. Opening and Concluding Sentences

The first sentence in the introductory para should be arresting and
interesting one. It should be able to catch the attention of the reader
immediately. Only then the reader will b2 tempted to read the paras that
follow and eventually the whole publication. It follows that this
sentence should not be dull and unimpressive. ‘Therefore, care
should bz takan to ensure that the opening sentance is able to make
the reader sit up and take notice of it. The followmg may be
cited as examples of a good opening sentence in the introductory
para. However, it should be basad on facts and not on fiction. .

— The Baby Boom is India’s enemy No: 1

-~ The ctusade on our Nation’s poverty is on

3




— ’Gonpa’ shows the way to plenty

— A dream comes true in a distant land-locked
village. south of the Vindhyas

— The weaker sections enter a supny &ra

—-  The picture of our agrarian sconomy will
ere fong, tell the tale of promise and performa

née |

The concluding sentence in the concluding para should be equahly

impressive.  H should be to able to teave an enduring i
the reader, who shouid have the fesling of having read

moression an
a good iexi,

|

folder, a brochure or a pamphlet.  If the first sentence is a curtain-
raiser, the last one rings down the curtain. summarising the wh(lkle
account in one or iwo teiling sentences and impact. The following

may be cited as examples of good concluding sentences

Now family welfare programme engers the last

rhase. the most crucial one. whan tWg nation's |

future will be dicided.

- The Nagarjunasagar wata @ turned vast
arid lands into smifing fickdgg#tnd usheored
in a new dawn for th agrs of that area.

So. to make the cpenj4
8sive one may have to wr)
fied. Though arduoy®this &
has its own rewards

and the closing sentences
2se a number of times tiH

4. Use of Statistical Data

At times, Lthe usa of statistical data or figures may
blem. Usually the PR praciitionar will have at his d
numbet of statisticel data which could bz of useto hi
out a publication. At the collation stage he makes a sal

guite impie-
one is satisi-

arcise has to be gone through since it

|

|
pose a pro-
iéposal targe
m in bringing
ection. Th|ey

are to be used in the hard-core paras along with facts. Since the
reader generally would find itisdious to go thraugh a mass of figurés,

only the most imporiant figures may have 1o bz usad
be kept to a minimum.  Or else tha reader ovarwhaimead

Thay shouid
by statistical

data may be disinclined on after reading a couple of paras. if this

happens, the very purpose Tor which ths publication
will be defeated. He should, tharefore make a judiciaus
tical data svenly distributed amang the hard core paras.

However, in some cases the growth trends of an

is brought qut
use of statis-

organisatipn

may have to be emphasised with the relevant statistical. year~wiise
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data. in such cases one can use a3 diajrammatic representation--bar
diagrams, pie diagrams. graphs. charts, etc., in the publication as app-
endices. Forinstance, in the annual reporis of banks we may come
across such appendices ' '

5. Distribution of Facrs

We have seen that in the hard-core paras-whatever be thewr
number--the PR practitioner will have to put in all the facts and figu-
res which he desires to convay. This should bz done in a judicicus
manner. The facts and figures should be evenly distributed ameng
the paras. Fach para may centre on one or two important facts
supported by figures. Thus, ail the hard-core paras will be evenly
structured. Care has to be taken to avoid overloading two or three
paras with all the facts, leaving the rest without any worth mentio-
ning. For instance, the PR practitioner has seiected ten important
facts to be covered by thz hard-core paras; he may draft five paras
each devoted to the exposition of iwo facts ith relevant figures.
Such a procedure will help thareader to ta igdall the facts, with-
out much strain. Moreover his intereg?”™N\gustained right through to
the end. These guidetines have to be ‘in view while finalising
thz draft.

6. Languagg”§ompositivn of the Text

There are various silss writing. We will discuss the more
importani among the aughis can be expressed in a simple and
direct langtiage.. the wawfn which thz common man often does. We
can call this style a matter-of-fact style. A research scholar on the
other hand, writes in a different style paying special attention to the
aptness of words and phrases. Thus he is capable of conveying accu-
rately what he wants to.  There will bs no overtones or exaggeration
in what he writes. Again, a journalist writes in a journaiistic siyle
making use of journalistic expression coined by him and fellow journa-
fists. Most of such expressions have passed into usage and custom.
Rightly or wrongly this style has become popular with ihe reading
public. This is evident from the fact that many English periodicals are
able to achieve wide circulation hecause of their employment of a
brilliant journalistic style which is popular with the reading public.
tndeed, the journalistic style of writing because of its readability has
become popular with the reading public.

Against this wider background, we shall discuss the language
gomposition. A corporate publication is meant to be read by as many
people within the country and outside as possible. Readability of

5




such a publication depends on the language it empldys. The lannglage:
should be arresting. H should prompt the reader to go through the

entire publication. Therefore its style should be such that it is able to
stimulate the reader’s interest and sustain it. Nowadays, the journali-

sitic style has proved itself to be capable of achieving this. So its

readability is to be availed of to make corporate pubtications widely
read. Here lies the difference between literary writing and journalis-
tic writing. -1t willi be observed that the whole emphasis here is on
readablity. 1f on the other hand. a publication is hardly readable, [not
many perhaps will have the inclination to read it at all. Then naturally
such a publication will not serve any useful pur'pose from the point of
view of the PR practitioner. '

a) Vocabulary . ‘

When we study the language composition, special attention haLs to
be paid to vocabulary or the use of words. . The present-day tendency
is to use simple words and not bombastic rds, to make a publica-
tion easily understood. . Simple words n@e words with which the
reading public is familiar and which is gen y used. ‘

So. if the ideas are expressed i e words, the message is
- easily understood. This is great advantage of writing E_L'l a
simple language, This advant%?as to be fully exploited by the
PR practitioner. Howey at times technical terms may have| to
be used, in which case, 0ssary may be given.

b) Structure o j@nées

- Just as the use of bombastic words is no longer favoured so allso
- is the complicated structuring of sentences. The current fashion is
to use short sentences in preference to long winding sentences. N is
indeed , true that "Brevity is the soul of wit". There are many advan-
tages in keeping the sentences shart.  In the first place, the
sentences could be read quickly. This will make for rapid reading.
Secondly aptness of expression could without much difficuity be
achieved through short sentences. They could be re-written and emn-
bellised without much difficulty. This will not be a time-consUmiEg'
exercise. Many distinguished writers and journalists have perfected
this style of writing. Their books have become popular. Their style
couid therefore, be taken as one worthy of emulation. ‘

¢} . A Popular Style

As we have seen earlier, the journalistic style of writing has
become popular with the reading public. This style is based on tl're

6
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use of journalistic words and phrases coined by the journalists them-
selves with a view to improve the readability of what thay write in
English newspapers and periodicals. Many such words and phrases have
passed into usage and custom. The reading public is- familiar with
them. That is way the PR man tends to employ this kind of style,
since it enables him to put across effectively the message through the
medium of the printed word. Now a word of caution. Great restraint
is necessary in the use of journalistic expressions. A publication may
offer great scope for their use. In other words, it should not be aver-
toaded or saturated with such expressions.

7 Tonal Compoasition of the Text

The tonal composition of a write-up means the tone in which
it is.written or drafted. It can praise the theme or it can criticise
it. 1t may also be 3 combination of both, at times. Broadly speaking,
the following tonal compositions in vogue will be of use to the PR
practitioners : a) Interpretative tone, b) LaugdatoRg tone; and c} Horta-
tory tone.

a) Interpretative tone O

Interpretative tone interprets ?ains the features of the theme
ing

of the publication. So.ther atter written in an interpretative
tone will be helpful in putt ward the main or salient features of
the theme with whic . thg pubNgation is conceived. This tone is adopted
to acquiant the targe ce with the important aspects of theme

which makes for a betteNdrganisation, its work, its products and
allied matters. This point can be amplified. For instance, if the orga-
nisation introduces a new product, it is necessary to explain its
distinctive features to the public-its qualities. durability. uses,
economy. etc. In a larger sense, this is all part of sales promotion.
In such circumstances, interpretative tone will best serve the purpose
from the point of view of the PR practitioners.

b) Laudatory tone

To 'Laud’ means to praise. So the reading matter written in a
faudatory tone praises the theme of thz publication. Generally this
tone is adopted to gain the goodwill of the target audience for a
scheme, a product, or a venture launched or to be launched by an
organisation. Care may have to be taken tc ensure that this is done
in a suitable and restrained manner. The emphasis is on restraint. In
other words, praising is done in measured doses. It ought not be
javish. Too much of praise may leave a bad taste and an unfavourabls

7




impression on the reader. it may be even counter-produgtive. |The

A
reader may not believe in what is said in the publication. it_s credibi—
lity may be thus lost, If eredibility is lost, everything is lost in public

relations. Words and deeds should afways go hand in hand. These

factors may have to be borne in mind by the PR praciitionar.

¢} Horiatory tone o |
' |

‘Hortatory’ means giving advice through persuasion. Reading:
matter writtent in hortatory tone will advise and persuade the

target audience. If an arganisation puls out a new product in the

|
market, it 15 but natural that the PR practitioners will make avery effort

through the media o persuade the public 1o buy the product! by

highlighting its good features. Hers also great care s necessary {o
ensure that persuasion is done with finesse, in a subtle fashion! it
should not be done in a crude fashion. Let it be understood that |the

more subtle it is the more favourabie will bg the reaction of the farget

audience. Public Relations message is glwa based on persuasive
communication. These facts have to be K¥gidh mind by tha PR pralc'ti-

tioner while drafting puhfications ,“ ttatory tone. |

HInary |

Structural compositi {ong composition and language composi-

tion are the important g t need the special attention of thra| PR
practitioner while dgafting%he reading matier of a corporate publica-
tion. * The reading r has to be struciured according to some well

recognised hasic guidines. Obviously, it will have a3 numbejr of
paragraphs according io the size of the publications. The first para is
called ihe Iniroductory para and the last para the Conctuding para.
The paras in between which may be many in number. are calted'ikve
hard-core paras. The first para or the introduciory para will raiselthe
curtain or introduce the subject to the reader in general tarms. Facls
and figures relevant to the subject witl be dealt with onty in the hEIIi'd-
coie paras that foliow the intreductory para. They will have 'tcll he
evently distributed in these paras. The concluding para will sumrfua-
rise in a nuishell, what all is said in the hard-core paras.

" The reading matter shouid be written in a popular style, Jiked
by the people and read by them with interest. Nowadays the journa-
listic style of writing appears to be popuiar, in contrast 1o the matier-
of-fact style and the academic style. There is, thsrefore. no reason:
why this style should noi be employed by the PR practitioner while

writing for popular corporate publications. Journalistic siyle invof'lues-

8 |
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the use of journalistic expressions in non-technical publications.
Here care is taken to ensure that they are used with restraint.

Following are the tonal compositions in vogue which could be used
by the PR practitioner with advantage : (a) Interpratative tone;
{b) Laudatory tone; (c) Hortatory tone. Interpretative tone seeks to
explain the features of the theme; the laudatory tone praises the
theme and the hortatory tong persuades the target audience. The

choice of the tonal composition depends on the purpose of the
publication.

Awrthor of the Lesson - Mr. T. B, Jagadesan

Assigameils

I Answer the following in 30 lines eacb
1. Discuss the structural compos of the text of a corporate

publication ? Y
Discuss the langu camposition of the text of a corporate

publication. '
3. Discuss ths ampasition of the text of a corparate pub -
lication. . _ _

H  Answer the following in 34} lines each

o

4. What style of language would you prefer while draﬁing the
text of a publication and why ?

(4]

Why should be vocabulary and structure of sentence bs simple
in the text ?

6. How will you use the statistical data in the text ?
7. How will you use basic facts in the text ?

8. What do you understand by the expression ‘tonal compaosi-
tion’ ?

9. Explain how the hortatory tonal composition diffars from the
faudatory tonal composition?




tesson - 16 Preparing Peference Material For

Corporate Publications

Objective

To explain the various stages involved in gathering the bagk-

ground material used for writing a corperate publication, namaly, the

coilzciion, coltation and preservation stages.
Synopsis

1 Intreduction
Z. Collection of background materiat

3. Coilation of background material

4. Preservation of background materia

IE I | ;rtmn

5. Summary

Mention has been made of rious types of publications which

are generally brought out
brochures, pamphlets, |
like. Apart from paying

the QR practitioner. They are folde;
oks, manuals. annual reporis andt

the PR practitioner. ave to give much thought to the exercise

wention to their production technigues,

wtiting the text that go into the publications. This axercise has
to pass through various hases. (Fig ). In other words, the PR prac-
titioner has to take many preliminary steps. For instance, if the PR

practitioner. is required to bring out a brochure on high yielding var
ties of paddy, the first step is to collect the background material
this subject from various sources. These sources could be the Agy

-

\
i

1

-

cubiural Universiiy of the Stata, Government deparimsnis and the
library. Th's is the first phase of the exercise andis known as iho

colloction of backgraund materiul

The next phase is to examine the “background material ©

lected from these and other scurces, compare the data and decide

on the facis and figures that should be made us2 of in ihe brochus

.

This phase of ths exercise is known as the collation of backgrour:

1}

material. - After this, the first draft of the text (to be printed in the

hrochure) will have to be got ready. When the fivst draft is finalise
usually much of the original background material coliected will

teft with the PR practitioner whiclh should not ke thrown away or

o,

1!
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neglected in any mannet: - On the contrary, it should be preseruéd for
future reference. This.phase is. known . as tha preservailon of back -
wround maicrigl. We can, therefore, say that the “whols exercise Isa
three-pronged one as indicated in ths diajram bezlow.

Collection Stage-|

Coliatian
Stage-|

Prassrvation
Stage-11!

(Fig. 1) Three Pronged Exercise of CollacNgn & Background Matsrial

2i Collection of Ban:.ra’ Muaterial

The first phase of the exarci@wgnamely. thz collection of back-
ground material is an arduous on he PR practitioner has to spend
much time op going rourn ffarknt places ani maesting di'Fferent
pecple to secure as much elevant background material as possible
ot tha subject. Thi §ll take considerable tima. say a number of.
days, if not more.

‘Broadly speaking, thers are iwo main sources from which back-
ground material is usually secured : oneis the internal and the other
is the external. (Fig W1}. -internal sources are within the o_rganis_atioh“
with which the PR practitioner is associated. They comprise the top
executives, key officials, the Documentation dection of the Research
and Development division and the Library. The exiernal sources are
the outside scurces, ouiside the organisation, with which the PR
practitioner is not associated. They cdmprise Educational and Resea-
rch organisations, Heads of various disciplines therein, Universities,

) Public Libraries and field workers. The PR -practitioner may have to

' draw on hoth the sources for collecting hackground material. |t may
bz stressed here that the internal sources will help in  praserving reie-
vant facts and figures, while the exiernal sources will broaden the
sweep of the.publication. Thersfore, a j'udicious hlend of both will
certainly go a long way in making the. publication informative and
effective. ' '

I




The nature of the exercise centering on the collection stage and its
Lhases could be explained through an example. Let us assume that
the PR Manager of the State’s Agricultural University is requued to
bring out as quickly as possible an illustrated brochura of high yielld-

ing varieties (HYV) of Paddy for the use of progressive farmers in the

region. In this specific case, good internal sources are the key func-
tionaries of the Agricultural Universiizy, its Research Heads dnd
the library with its Documentation section. The external sources
could be the Agriculture Depariments of the Cenire and State govern-
menis and some progressive farmers using the HYV. Assisted by l:"lis
team. the PR Manager will endeavour to secure backaround material

including pictures from bath the sources. Accordingly ha will, in the

first instance, meet the kay functionaries of the University, at the "op
and near-top levals. He will alsa inest tha Basearch Officersm‘var:ous
sections dealing with the HYV. They will no doubt provide him with
ample L'terature, printed and/or cyclosiyled. They will also talk io him
providing additional information. The PR Manager will take notes and
secure good photographs, diagrammatic ustrations. eftc. Gm!)d
books an agriculture and standard refara bopks will provide addi-
tional background infarmation on thedaistory™f HYV, the staie using
them, the higher production figures @ ed, the lead mainiained Ly

some staves and the liks.
tin 12 external sources. Ths Sta'ite

Government departmenté th2 Dircetorate of Agriculture WE”
certainly have useful gackg®gund material on thz HYV that are in wige
usz in the region, t glative merits, advantages, etc. He will coll-
ect tha relevant mate rom thase sources. Lastly, he can also inter-
view some progressive farmers using the HYV. Thay will talk to h]fﬂ
about their experiences-how thay first came to know aboautihz HY)

how they used them, the highsar production they were able to achieve
and the like. The PR Manager will take notes as well as photographs
of the farmers for possible use in th> proposad brochure. ‘

Tha PR Manager will ige

Specialists |

tn this context it may b2 stressed that subject specialists can
play an important role in providing invaluable background information
to the PR practitioner on their respective subjects. which he could not
otherwise be able to secure from any other source or sources. A.:a
shown in the diagram the list of subject specialists is only |Ilustrat|v;:
and not exhaustive. They can speak on thair respective subjects with
a tone of authority and throw light on ths given theme. This speciali-
sed information, even if it is brief can broaden the scope of a brochurele

|
12 |
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3. meihg’s for the Cover

On occasions, the PR practitioner may go in for the use of -Indian
ink drawings, sketchs, fogos, etc for the cover. .To make it topical he
may even commissiévn a distinguished artist to do the drawing in
which case the artist has to be thoroughly briefed as to what is expec-
ted of him. He should have clear idea of the purpose for which the
drawing or the sketch is required, its: conceptual framework, colour
scheme and the like. This will go along way in enabting the PR
practitioner to secure the best possibie drawing or sketch from the artist
for the special cover it is perhaps. ncedless to add that such covers
will impart'é ‘new look® to the issue in the sense that they represent
“break with the routine reproduction of photagraphs on covers of such
publications. At times, it may also happen that he may be able to
secure the prize - winning drawings of distinguished artist/s for repro-
duction on his covers. There are many such instances in respect of
popular pericdicats in the market. '

They in fact take pride in issuing such exglusye and -prestigious
reproductions. I the PR practitioner tooggme oss such  drawings
he may have to pay the artist at special and incur considerable
expenditure on this score which he shouleGt hestiate to incut,

4. A ' Covers

Prestigious corporate pubWgations are nowadays produced with art
paper covers. in suc @ the art paper will have 10 be of heavy
poundage and is therefo per’isive. tts ivory smooth surface will be
most suitable for excellent reproduction of ftranspariencies. Even
small details could bz reproduced clearly. In technical language
this is known as ‘triumph of details’. The inside pages could also be of
art paper, but of a lower poundage which is less expensive

in regard to the production of regular House Journals the PR
practitioner has to do some planning. Much depends on the budget
earmarked for the house journal. if the budget provision is not much.
one may have to think of a less costly variety of paper both for the
cover and the inside pages. 1f. on the other hand. the budget provision
is a substantial one. the PR practitioner can go in for art paper for both
the cover and the inside pages.

5. Reproduction of Hlustrations

- Generally, illustrations in corporate publications may be klack and
white photographs or transparencies or diagrammatic representation.
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There are many attractive ways of their reproduction. For !I"IS‘[LI"ICE
black and white photographs can be printed on tint surface to give
them a motre pleasing. appearance. It is easy for the printer to adopt

this process at no great cast. Tintcolours of various shades are available

in the market. Different shades couid be used for differant pages Whlle
reproducing either the black and white photographs or dragrammatlc
representations. Their visual impact will be great and enduring. In
respect of the reproduction of transparencies, much depends on the-
occasion. If there is a substantial budget provision for it, it could
be made a regular feature. H the PR practitioner decides on prlhtmg-
photo montage as a centre-spread pertaining to a theme of |mportL]ance
to his organization he can go in for transparencies secured thr ugh
special efforts. But, it has been pointed out the printing of colour
tranaptencies is a time consuming process, apart from its being co‘stly.

6. Masthead of House Journal ‘

The (artistically draw)n name of the{House Jowrn@ﬁppearing on
the cover or on the front-page is calledghe \asthead’. This is always
designed by a experienced artist commisH d for it before the faun-
ching of the house journal. He isffedired to submit say about half a
dazen different designs of the ma
PR practitioner. The select sign is finalised by the artist. V'Nhile-
designing and sslecting the \fasthead, tha clarity of lettering, the
artistry of the design a e stope of colourful reproduction are to
bre the main critetia. e thie masthead is finalised and used ixi1 the
first or inaugural j#We of Yhe house journal it should not be changed
in subscquent_ is It will have to bethere jso long as the format of
the journal remains Michanged. If, on the other hand, the format is
changed say after two or three years, then the masthead also ca be
changed in keeplng with the new look sought to be imparted tJ: the
journal. _ : ‘

The masthead of a House Journal occupies a special and distinct
place at the top of the front page or cover, whatever be its size. This
positioning is called ‘Placement’. The placement of the name pl ite is
not to be changed frequently. It will appear in the same p!ace |1'res-
pectwe of the layout of the front page. This placement approach is
tooked upon as a fundamental and should not, therefore, be \nolated
One of the ways of making the cover attrative is to print the masthead
in colours, Different colours couid be used for different issues. This
means the January issue, for instance, may be printed in sky blue
colour. the February issue in deep red colour and the March :ssue in
photo brown colour and so on.  The colour scheme could be changed
from issue to issue. thus breaking a montonous approach.
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"It may be added that the name platé’ couid be printed in a single
colour or in two or more colours. A multi coloured masthead will add
to the prestige of the House Journal. This will not be a difficult one,
since most of the presses to-day are well equipped.for it. It may cost
more than uni-cloured one. The budgetary provision may have to
be taken in consideration while deciding on the overall colour scheme

of the masthead.

Now the diagrams 1. 2. 3 and 4 show different placements of
masthead in a house journal. If the House journat is of the size of.
1 demy, the placement can be either in the centre at the top (fig 1) or
flush left (fig 2). In both the cases, there should be a proportionate
margin on all the sides.

SHRUTI

IMAGES

Figs. 1=Centrally positioned. 2=Flush left
Placement of masthead in House Journal (Size 1/4 demy)
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- if on-the other hand; the house journal is of the size of half demy
the placement of the masthead can be flush left (fig 3) with no!mar-
gin, as indicated in the diagram. 1nfig 4 the masthead is "a céntrat
one at the top with no margin. These . two are known as Flush cot
name plates, atanguage which the printer will understand easity.
With these broad indicatiohs or guidelines, an experienced layout
artist will be able to prepare the design with artisitc attering for? final
approval. "(See Page No. 33) . ‘

7 Role of the Printer

tn planning the cover, the Printer plays a significant roie~bo1|'h at
the planning and at the Printing stage, The PR préctiﬁoner -&akes
advantage of the Printer’s special knowledge in selecting the black
and white photographs or transparencies or drawings for the cover.
This means that the printer is consulted and his opinion ascertainecll—and
respected-white making the final degisio He is easily the best per-
son to advise the PR practitioner on thg suitgblility or otherwise of the
selection made from the iechnical angle. en the selection is‘ over
the choice of colours is also an age ere the printer can be of great
help to the PR practitioner. He % vise the latter on the overall
calour scheme to achieve th imum visual impact. The PR pq"acti-
tioner is. therefore, well advi to take the printer into confidence in
these and allied respe d avail himself of his printing skiifs. A
cooaperative printer is alWgays a tower of strength to the PR practitioner
in the productio tractive and colourful covers. In a larger sense.
they bear testimo the excellent quality of colour printing.

- |

8. Summary

The cover of a corporate publication should bz as colourful as
i possible to catch the eye of the reader or, in a larger sense, impress
. the target audience. To make the covers colourfui the PR practitioner
. .may have io select thz best availablz transparencies and commission
" a well equipped press to do the job. There should be no compromise
w-with quality in either case; or ?else the end praoduct will suffer. If,
" however, the PR practitioner is not able to secure good and appropriate
" transparencies, he may commission an experienced photographer for
the purpose. Nowadays. presiiigious organisation are adopting |this
_ methaod, their choice being distinguished photographers in the country
. whose reputation is high in the profession.

At times, the PR practitioner may come across excellent dra\nJings
by very reputed drtists. Some of their prize-winning. drawings Imay
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also be available to him. If he finds them suitable for reproduction in
his publications, especially diaries and calenders. he may go even out
of his way to secure them for exclusive raeproduction. in planning a
dummy for the cover, an experienced layout artist will be an asset.

In a corporate publication in general and in an annual report| in
particular, attractive results could be achieved by printing diagrammitic
iflustrations such as histograms, pie diagrams. and graphs on tint area/s
of different shades or colours. Such illustrations will be very pIeasi’ng
to the eye, apart from the interest they evoke in a reluctant reader.
[f different tint coiours or different shades are used in different pages.
the results are bound to be striking.

While designing the cover, the PR practitioner should avail himself
of the advice of a layout artist and the printer. The former wil provide
the overall design and the latter will print. The PR practitioner will be
the driving force behind them all. The collective and co-operative
endeavour of the three will go a long way i aking the cover of a cor-

_porate publication “a thing of beauty’. )

Atithor es.wm > Mr. T. D. .lagadc%zxn

Assisnments @

Answer the foliowing in 30 lines each

[

t. Discuss the various kinds of illustrations generally pt;efe:red for
the cover of a corporate publication. Discuss their relative merits.

2. Apart from transparencies and photographs, drawings and sketches
also represent good alternatives for covers. Do you agree with this

view-point ?

3. Discuss the effective ways of reproducing diagrammatic illustra-
tions in corporate publications.

4. The layout artisit and the Printer play a crucial role in the produL:-
tion of an attractiative cover. Discuss,
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UNIT 2 TYPOGRAPHY AND PRESS

Lesson 2 Typography and Printing Press

Objective

To explain parts of a type, point system, family and series. format
of type. composing. kinds of Letterpress, Printing machines and

Binding.

Synopsis

1.

2.

There are four mai eilads of Printing. The chief difference

among these metho%in heir Printing suiface otherwise known

as Face.
ting surface is in refief dnd in reverse. This is an ancient art of the East.

This method of Printing is in wide use in our country.

During the 9th Century in China relief images. cut on wood, were
used to obtain copies. Latter, progtess was made to produce separate

backed chatacters so that the fresh pages could be made with the
re-arrangements after printing. This process had not progressed well
due to cumbersome chinese alphabets running into large numbers. It
was in the year 1450 that John Gutenburg of Germany invented a
method of Printing from moveable individual metal types. This inven-
tion had revolutionised the entire printing method throughout the worid.

The 16th Century was coﬁsidered to be the Goiden Era for the

Histery of Printing
Type and its Parts

Type faces and Point system \ \

Family and Series | 0

Letter Press Printing Establis @

a) Composing Section

b) Machine Deparime

¢} Binding Sectio

ting is a method of Printing where the Prin-

Letter Pres

1. History of Printing

Letter-Press Printing. In India. the first letter press was set up near

Goa in the year 1556 by the Dutch missioneries.
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2. Type and its Parts

In ietter-press printing. types are used to compose words tines,
paragraphs, pages for printing.

What isa type ? Atypeis a rectangular piece of metal or wood
carrying an image, a tetter or @ design in reverse and in relief at one
end. A iype has three dimensions. It has widih, depth and height.
While depth of {ype may vary. the height is constant and itis 0.91 I8
The width and depth of a type depends on the shapé of a character and

its size.

Type is cast from type metal. Type metal is an alloy of tin, anti-
mony and lead mixed in a definite proportion according to the method
of casting types. as lypes can be cast by handas well as ﬁhe
machines. Lino Machine, Intertype machines and Mono - casting
machines and lLudlow machine are the machine that can compase
and cast types. The proporticns ¢f tin antimony and lead in the
type elloy shall vary accoerding to 1h% requirements of these
composing machines.

The parts of a type are known b names. They ate indicated

in the diagram given below :

FACE This is the siggor tetter on the upper end of the ty;!ae‘
This rec ink and comes into contact with prin-
ting matertd during printing. It consists of main stroke,
seri nter and kern.

STEM This is tha vertlcal strokes forming thes outline of the
letter.

SERIFS These afe short terminal strokes at the end of a main

stroke of a letter. Some types do not have serh(s.
These types are called ‘San-Serifs’.
COUNTER It is the open and depressed portion in the face.

SHOULDER The flat top of the body of a type. ‘

BEVEL This is the sloping portion from the edge of the face to
the shoulder.

BEARD Ths is the space from the bottom of the faceto the
front of the shoulder. In other words, it is the total
distance occupied by the bevel and the shoulder.
(Beard = Bevei -+ Shoulder).
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and its parts

7. Set width 8. Bod Point size 10 Face (Printing surface)
11. Bevel 12. Groove 13. Feet 14. Type height 0918"

Fig.
1. Stems 2. Counte%Be rd 4. Shoulder 5 Serifs 6. Nick

BELLY This is the front portion of type where there is nick.
it is parallel with the back.

WIDTH The distance between the side or the width across the
or shank. This distance varies according to the shape
SET ] of a letter.

BODY This is the distance between belly and back. 11 is also

known ad depth’ or “Shank™ of type.

NICK This is a small grove across the belly.of a type. This
nick helps the wcompositor to place the type in the
correct way while composing by hand.
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No doubt the development of letters was very gradual and had
undergone many changes. This development has been dependent on
two major influences. Firstly. on the qualities imparted by the tools
that are used to create the letter and secondly on the effect of the
social environment.

3. Type Faces and Point System

Social environment also has its influence on the formatign of
letters  What is once considered to be fashionable becomes obsblete
and out of fashion after some time. So today we have innumerable
type faces in the market, each face having its own distinguishing Lha—
racteristics and the study of which is a vast subject by itself.

The important quality of a type face is that it should have pleasing
appearence. When composed, the type should not strain the eyes to
read and should be legible, and easily readable. '

Jfore-

The body of a type shows the appegging Mepth of the letter. Be
the invention of the moveable type, for vy years, 1ypes were not
cast to any definite size. They wef& CBgt in various sizes, not basef on

any standard measurement. Each of a type body had a name.

The type body of the same na aried in size with different founda-
ries. S0 types purchased fror%ent type foundaries could not be

used together.

POINT SYSTEM @ .
To overcome ese difficulties experienced by theprinters a

system was introduced by a French type Founder. This system
is known as the peint spstem. The point system came to be adopted
through out the world in 1878,  According o the point system, all types
and other materials used for composing are cast to mdiiples of a [fixed wunit
measurement wihich is a point. '

The poft systems is a method of @ measurement based on a wnit colled
POINT  This goverus the sizes of all material used in composing. A4 point
is J172 (ie 0.0 1384”) of an inch. Since a point is too small a meaere—
ment for use in printing, twefeve of these points are taken as basic mea-
surement. Tweleve points are called one EMOR PICA. Therefore Pica
is a basic measurement is Printig and is § {i.e., 0.666") of an inch.

The size of the type is indicated by the number of points as 8
points. 1¢ points, 12 points so on.  We have types cast of sizes fiom
four to 72 points. Moaoreover, this points system not only refers to type
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bodies but also to the thickness of spaces, leads, rules, borders, furni-
tute etc., used in composing.

1 point = 1/72 af an inch (0.01384")

12 points _ : "
pica = 1/6 of an inch {0.1668")

The point system has many advantages. Types are called only the
points that the body represents as 10 point type. 12 pt type. 14 pt type
etc. Space is cast precisely to a fixed measurement.  Typographical
calculations are easily done. The point system regulates not only the
body but also the position of the face on the body by regulating the
amont of beard. The amount of beard for a letter is in proportion 10 ity
body size.  The smaller the body, the smailer the amount of beard, the
greater the body, the larger the amount of beard allowead, As aresult
we can compose any size of types in a line and align them. This spstem
ol the Point Line Spstem
1t of o series of type

of aligning the different sizes of types in a line is cal
The purpose af a point ling system is Lo aid the aggnia

frees.,
4. Family An@ri es

Types are cast to any sizg fron{ 4 pt to 72 point. Types larger

than 72 point are made of d wood. We have many kinds of
type faces such as Rome falg, old face. modern face, san-serifs.
Malics etc., Family o group of iype faces each having sohte
similarity  or similar fe . For example, Gilis family means Gills-

types of medium, bold and thin faces.

Series means difierent sizes of types of one face. Example Gills
bold 34 pt.. Gills bold 13 pt. Gills 14 ptetc.

The term Family refers to faces of types and the term ‘Series’ refers
1o variouns body sizes of the same face.  For effective use in display of
work. we may choose one or two families of faces but large series of
body sizes. '

FOUNT OF TYPES: A compiete assortment of characters or 1ype of

one size and of one face including capital letter. small capitals., lower
case letters, numerals and punctuation marks is called a Fount of types.

8 point Roman Fount

12 point Bodani Fount
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- The number of letters in a fount varies according to the purpose for
which they are to be used. We have (1) book fount, and (2) Job
fount.

Book fount generally consists of capitals, smail capitals. lower Ease
letters, accented letters, Ligatures, reference marks, punctuation marks,
numerals etc.

The job fount consists of capitals. lower case letters, punctueltion-
marks, numerals etc. Book fount has morc numbar of letters than a

job fount.

A fount of type does not include uny spaces. They are to be pur-
chased separately.

3. Letter Press Printing Establishment

Letter Press printing establishment shall generaily have three
departments,

a2} Composing Department
b) Machine Department., andO

¢} Binding Department. ?‘

a) Composing: Sect is department matter is composed either
by hand or by machiges. Per hand composing. loose types, are stodked
in cases or wood - Composing is done by hand picking |the

individual letters fromthe respective boxes. Many applicances such
as composing stick, gallies, chases, imposing stone are used in a com-
posing room, ‘
While composing, spaces are used in between the words to get
white space between them in printing. The spaces are Jess than type
height and hence they shall not print. The usual space used in
between the words is a thick space. We have middle spaces, thin
spaces and hair spaces also. These spaces bear a regular relation| to
body sizes. :

3 thick spaces . —= Qne em
4 middle spaces . '— one em !
5 thin spaces = one em
6 to 9 Hair spaces = One em
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To get white space ‘n batween the lines, leads are used. Leads
are long metal strip cut to any required size. We have quoihn, quota-

tions and club to fill up the wide blank spaces in pages.

b) Machine Section - Types of Printing Machines
| )
| In the Machine Section of a Letter Press Establishment, there are

three types of Printing Machines.

. i} Platen Machine
ii) Cylinder Machine
iii) Rowry Machine

The composed types are locked up in a chase for Printing on a
machine. The locked up chase is called a "Forme’.

i) Platen Machine - 0

Fig. 2 The operating principle of the Platen letterpress.
1. Bail 2. Platen 3. Paper 4. Chase and Typeform
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_ This is the simplest type of Prlnlmg Mach[ne The form is clamped
in a upnght position on the bed The pape.' s pressed against the ﬁ) Nnie
by a heavy flat slabh of n.lf'm{ called the PLATEN. Ink rollers pass over the
forme. when the platen is swung away from the forme. The machine is
electrically operated or power drwen The paper is fed either by h| nd
ar automatically. '

One of the chief defects that a platen machine suffers from js that
the heavy platen has 10 be imoved up and pressed againsi the eatire surface of
the forme all at one stroke. Therefore the press is relatively slow in
operation and there is a [imitation on the sizé of the forme that could
be printed on this machine.

This type of machine could be used for small size works such as
hand bilts, tetter heads, hand outs, visiting cards, wedding cards etc‘

i) C Vi0inder Machme

The second type of machine in a letter 55 establishement is a
cylinder machine. On this machine the f@ locked up on a hori-
zontal bed. The bed runs underneath a rev g cylinder which holds
the paper. The formeis inked whe s under the inking rollers.| -

The papert is pressed again forme strip by strip along the fine
of contact. It ispossible gn Cm machine to print larger sizes | of
sheets than on a platen ine. * Since the pressure is exerted to print
little by little aover a smalNfea only, the print en Cylinder Machine is

clear and sham. @

Fig 3. The operating prinbiple of the cyl.i_n'de_r tet'tér-press. ' ‘

A. Impression Cylinder B. Grippers C. Paper
D. Chase and Typeform
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iii) Rotary Machine

. The thn’d type of ietter press prmt:ng machme is a rotary "machine.
On this machine both the printing surface and ths pressing surface are
Cylindrical. The Printing surface is curved and fixed to a cylinder and
the paper is being carried on by another cylinder. Both these cylinders
rotate continuously in opposite directions. As a result. very high speed
is achieved. Rotary Presses may print flat shzets of paper. Thesir speed
is maximised by Printing on a continuous flow of paper or web of paper.
The former is known as Sheet fed rotary while the latter is known as
Web-fed rotary.

Rotary machines are largely used to print newspapers whare the
speed is very important.

Paper has two sides. To print the other side, having printed
one side, the operations shall be repeated: that is,’ ths shset can go
through the press a second time and printdg on the reverse side
from the same forme or from a different for déhending on how the
composed pages are positioned or impgee ' printing of the second
side of a sheet is called “Perfecting o heet”. There are Cylinder
machines as well as rotary machijges
feeding.

Fig. 4. The ope‘r‘ating princ-i;ﬁle of the rotdf&r'ietterpress.

A, Impression Cylindér  B. Image Carrier Cylinder  C. Paper
D. Image Carriers
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¢) Binding Section

Binding is an art by itself and can be independent of any printing
process. Binding operations are essential to shape the sheets printed by
any of the processes into a designed form. The Binding section
common to all processes of Printing. Therefore. individual and sepa-
rate binding establishments are being started. There may be prinTng
establishments without binding sections.

Howéver, a few items of important equlpmem and machmery for a
binding section are mentioned here : ’

1. Cutting Machine 2. Folding Machine
3 Sewing Machine - 4. Ruling Machine, etc.

The variety and need ' of the machinery for a blndmg section
depends on the nature and variety of works done.

Anthor of the Lej‘fan'. B. § K. Ramachandran

Glossary . Qs

Capitals %e are big sized letters used for the first letier
the first word in every sentence, Capitjls

accupy nearly the whole area in the face of types

Clump A piece of metalic spacing material made from
lead alloy thicker than 3 pt. Clumps are :usedito
fill up the open spaces and also used at the feet
and sides of the pages when locking them up with
mechanical quoins. W

Em This is a basic unit of measurement in printing.
' Alf measurements in printing are expressed in
terms of Ems. When it is not prefixed with any

body size (like 8 pt Em. 10 pt. Em etc) it lis

taken to be 12 pt em which is also called 'Pica Ein

which is one sixth of an inch.

Family A group of type faces, each having some common
ot similar appearances,
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Forme

Fount
Lay of a Case

Ligatures
Perfecting
Pica

Point

Point Line System

Quads

Quoins

Quotations

Reference Marks

Composed type pages are locked a up in chase with
tocking up material for Printing. The locked up
chase with the composed pages IS catled a
FORME

A complete set of letters of one body size and
one face is a fount of type.

The plan or scheme of arrangement of letters and
other types in a case is called ‘Lay of a Case’.

The combination of lower case lettersf iand l
cast as one type for technical reasons is called
Ligatures. They are five in number. /. fio L

The operations of Printing the second side of 'pa—'
per, after having printed the first side is known
as 'Perfecting’-

Twelve points make a p@y. This is the basic

unit of measurem Printing.

This is tha fi unit of measurement in Printing,
All materials n the composing room are cast
to the iple®of the point. It standardises all

composido rcom materials.

stem of aligning the various sizes of type
boales in a line is called Point line system. This
is one of the advantages of the point system.

Thase are large matal spaces wider than thick
spaces. They are cast to various sizes as one em,,
2 em, 3 em, and 4 em. They are used for filling
up the short lines.

Wedge shaped small wooden pieces of a mechani-
cal device used to tighten the matter in a chase.

This is hailowed metal furniture used to fill up the
open space in a page.

These are marks used in the text page to draw the
attention to foot notes. They are six in number,
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1. Asterik or .St_ér *
2. Single dagger -
3. Double dagger
4, Sections
5. Parralle! I
5. Paragraph [
Serigs ' Various sizes of type bodies of one face iscalled
Series.
Small Capitals These arz letters made in imitation of capitals,

but smaller in size. Small capitals are used to
gwe more emphasis to a word

Spaces These are pieces of metal blanks They are lgwer

in height than the typeg. Hence they do not print.
They are used to4sep3gate the word in a line,
producing white spa hey are cast to different
thicknesses. are sub divisions of an em.

Assignmeats \ E

[a%]

"

_ A} Family (of a type)

. D} HRotary machines

Answer the foll in 30 lines each ‘

Why do you use different type faces and type sizes? How dees it
help to make a pubiication attractive 7 - -

- ..How does the Point System help the PR practitioner in brmgmg

out a publication? Explain the F'omt system.

“What are the major ‘departments of a letter-press printing establi-

shment? Discuss briefty the functions of each department.

Answer the following in 10 lines each
[N . . o . L.

B} fype Series
C} Fount of types

E} Cyclinder machine
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Lesson 3 Proof Reading

Objective

In this lesson the importance of Proof Reading, various kinds of
proofs, the qualifications of a proof reader, his duties and responsibiii-
ties. proof reader’'s marks, common sources ol mistakes, style of the
house and style of a work are explained.

Synopsis
1. Kinds of Proofs

2. Copy_h_o!der_'and Proof Reader
3. Proof Reader's marks
4. Common Sources of mistakes
I Kindy of ofs

Before any matter is prin bRany method, a proof of the matter
is first pulled in order to ¢ it with the originals or manuscripts.
A Proof is a trial or spaginen pression, from the type matier ot the
block. The purpose %rg proof of ths matter isto find out the
mistakes by comparing ith the ‘Copy or -Original Mahuscripts’

and mark them in the margin so that they may b carried out and the
copy is printed without any mistakes and with absolute accuracy.

Ak the mistakes are not eliminated in a waork at one stage in a8
single reading. Different kinds of errors are looked for and correcied
at various stages of proof reading. Therefore, proof of a waork are
pulled out at different stages. As proof are taken at various stages of
works. they are named after the stage in which they are taken,

(s) Gailey Proof

The first proof taken from the matter immediately after composing
is calied the Rough Proof, or a Galley Proof ora Slip proof. This proofis
usuaily in long sheets or slips. (similiar to the shape of the galley).
Being the first proof taken from the matter the galley proof usually
have all kinds of esrors,




(b) Fair Proof

Thz second proof otherwise known as rFair’ proof contains lesser
number of mistakes. Hence better attention shall be paid in correcting
mistakes relating to grammer and punctuations in the first ‘fair’ proof.
- After carrying out the corrections in the fair proof, the matter is made
up into pages with nécessary insertion such as leader, blanks, head-

ings, page numbers blocks etc.
{e) TPage Proof

The proofs of the made-up pages are called ‘Page Proof. When
proofs are wanted by the author for his verification and correction. they
are taken from the made up pages and sent to him. The proof|sent
to the author is called ‘Author’'s proof. In certain ¢ases rfair’

- proof is also first sent of the author before making jup into pages.
The proof sent to the author shall be returned after he has made his

corrections.
(d) Forme Preof

The corrections made by the a§ are carried out and ther the
matter which is in the forme ages is locked up into achase A
proof of the locked up pages i n. This is known as ‘forme’ proof.
This proof is checked or the correct imposition scheme, page

numbers. unifarm mar COfrect signature, continuity of matter etc.

When the co s in a ‘forme’ proof are carried out, the matter
is ready for printing ow the ‘forme’ is sent to machine section for
printing. A proof of the forme is taken on the machine before com-

mening printing to ensure that all corrections of the ‘forme’ proof| are
carried out and that all instructions are followed.

(e) Machine Proof

The proof of the fcrme taken on the machine is calfed ’'Machine
Proof'. Strike order proof, final proof, or O. K. Proof. This pioof is
carefuliy gone through and order to prlnt (strlke order) i.e, the required

“ number of copies is issued.

So. we have proofs named after various stages of a work in the
compasing room tilt it reaches the machine secticn for final pkinting.
The_y are : :

1. . Rough Proof. Galley Proof, Sltp Proof

2. Fair Proof . :

3. Page Proof
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4. Author’'s Proof

5 Forme Proof .
6. Final Proof, Machine Proof. Strike Order Proof or O. K. Proof.

At various stages. of proofs. different kinds of errors are locked for

and corrected.

Who corrects the proof 7 The person who corrects a proof is calied
a Proot Reader or Corrector of the press. He is generallyg assisted by
another person, known as Copy Holder.

The copy holder reads aloud from the copy or original manuscript
so as to enabie the proof reader to follow his reading and carry out the

mistakes in the corresponding proof.
2 Copy Holder and Proof Reader

The copy holder should read out slowly and distinctly taking care
to pronounce tha syllables carefully. He shoulMbz able to make out
the words correctly even if the copy is shabDQily written. He should

spelt out the names of difficult wor her@¥er it is necessary. He
should watch if he is reading to0 fast@ proof reader. He must not
guess the words which he cannowmake ™dt. in cases of doubt he
must refer to the proof reader. '%

Qualifications of a Proof Re;% .
A proof reader w rocedds to correct the mistakes of others

ought to know and u@nd the work he starts to correct. Of course,
he shall be thoroughly c#nversant with all the marks and symbols used

in correcting a proof. He must have an eagle eye for mistakes. He must
have a thorough knowledge of the language in which the work is set
which he corrects, of the grammar and punctuation. He should be a
practical printer and possess sufficient knowledge of the typography
such as imposition. identifying different type faces and body sizes.
display work, table setting. eic. He should bz abie to make out carrectly
even bad hand-writng. He must have good memoty to find out errors
which have already been once marked by him. He should have enough
knowledge about the various processes available in the printing press
where he works. He should be able to edit the originals and give
instructions to the compositor and also to clear his doubts. Last but
not the least, he should be conversant with the style of the house.

Duties of a Proof Reader

A proof reader must be very careful in his work because ithe repu-
tation of the press largely depends on his work. He must take good
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tare of the manuscripts and other materials enfrusted to him. He must
check the proof at different stages till he is satisfied that the printed
work will be free from any kind of ercor as he is responsible for any
errors that may appear in ths work. He must make all corrections neatly
with ink in the margin level with the line in whicly th2 corrections |are
to be made. :

3. Proof Reader’s Marks

How to correct a proof ? A proof is corrected with a set of standard
code of signs and abbreviations called Proof Reader's marks. The
corrections should be written in the margin and in level with lines in
which such corrections are to be made. It a line of the text contains
many mistakes, the corrections in the margin should bs written from
left to right in the same order as th> errors are in the text fine, f th‘ere
are more corrections in a linz and if the white margin on the left side
of the proof is filled with marginal marks, the marginal marks shoutd
commence cn the right side margin in fevel with the fine fram l_eftJ io
right close to the matter in the same order aNhe mistakes in the text

For every correction, there are twg
matter. known as Text mark to shof portion which is to be correc-
ted and another on tha margin know arginal mark, expiaining the
nature of correction to be carri . The text mark is a sign whersas
the marginal mark is eithar a WORE Or its abbreviated form or the fiirst
fetter of the word. A s @a stroke () follows each rarginai mark' to
avoid confusion. The Ind¥§ Standard Institution has standardised the

proof reader’s mark Bhe proof reader’s marks and thair. meaning sho | id
b T

kin marks ons in tha text

be known to the Co gitor.
It a proof contains numereous mistakes it is called Foul Proof. |in
fitm setting and in computerised type assembly a proof is  obtained

to
correct the mistakes. This proof is called ths ‘hard copy’. ’

Chassifieation of Errors

The errars found in a proof are classified tinto four groups accordi:}g
to their nature.

1. Literary Errors

2. Typographical Errors
3. Grammatical Errors
4. Errors in styles. '

1. Literary Errors :  These are the errors relating to spelling of words.
wrong placing of words, unwanted paragraphs or failure to commence a
paragraph etc.
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2. Typographical Errors 1 These are the errors such as turned letters,
battered letters or broken tetters. wrong fount, missing spaces or un-
wanted spaces, etc. as they relate to the setting up of the type
rmatter,

3. Grammatical Errors : These are thes errors relating to ths grammar
which consists of punctuation, word division, spacing etc.

4. Errors in Styles : These are the errors relating to leading, blanks,
heading, caption, Indentien, capitalisation, signatures, etc.

(Proof Reading marks are indicated in the Aamexure)

4. Commen Seurces of Mistakes

The principal typographical errors which arz likely to escape the
eye of an inexperienced proof reader are: (1) Wrong fount such as
mixture of two different types of families oN series; (2) the small
capitals O.V.W, and Z used for the corresporfgingYower case letters or

vice-versa. {3) The turned letters such agg andws The wrong position
of ‘0’ shall be noted Sy its being slig ovea the other tetters in the
tine and of 'S’ by its iarger part of the eing at the top. (4} Tur-
ned letters substitued for othars are closely reversable in that

- -b'¥or 'q’; and figure ‘G for ‘8 — the
e the correct position. (5) = Single
i, ft, ifi. ffl. They may be detected by
trokes of the single letters.

pesition as ‘n’ far ‘u’; ‘d’ for
position of the serifs shall
letters instead the liga

noting the disioined-

The reader may himself cause further mistakes if each marginai
mark is not followed by a slanting stroke, if an intricate transposition
is not numbered; if the corrections are not made in straight line and
it they are not in the order, beginning from -the left margin for the
left hand side of the matter and from the nearest type on the right side.
All instructions or queries should De written in red ink or inink and
encircled so that the compositor may not considar them as corrections
and catry cuiin the matter. The length of dashes, rules, braces and
white space should be specified by the reader.

Proof correction is an essential part of operation in any process of
printing. We have already seen that proof of the same matter are pu-
iled at various stages in various forms for corrections of various types
of errors. But a question is often asked whether each work shouid be
read and correcied a number of times; certainly not.  The number of
times the proofs of a work to be read and corrected depends on the
nature and purpose of a work.
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Works are largely grouped into three kinds:
1) Book Work; 2) Display work or job wérk; and 3} News Wer

1) Book Work : This is a permanent nature of work. it is read
widely for a considerable time. But a book which is full of mistakes
shall dampen the interest of a reader. Hence a book should be without
any mistakes. Therefore proofs of & book work shall be read jand
corrected many times at different stages before printing.

2y Display work or Job Work : This is a work of semi-permanent
nature. |t has a life for a specified period. Therefore the proofs of a
work of this nature need not be read and carrected as many timas %s is
done in the case of Book worlc.

3} News Work : This is a work of _temporéry and transitior{ery
nature. This has a short life. This becomes dead by next day. More-
over, news work is executed against time, It is very important that the
newspaper Keeps it deadline (time schedMg) for publication. Hence

time is more precious in the case of Ne rk. There will no1|: bz

enough time 1o read and correct pr a Wews work for many times,

This requires to be read and corraci y once or twice before final
printing. . ‘

Therefore the number of ti%?mofs ot & work are to b2 read and
cotrected depends on it @ re.

A praof reader j#rovided with certain books for his reference to
do his duty well. Wfeyjare (1) the iatest edition of an up-to-date
diciionary of the langlage and encyclopaedia; (2, Railway guide, FJosi
and Telegraphic guide book, Printer’s dictionary. who's who dictionary;
(3) A type catalogue showing the different type faces and sizes availa-

ble in the press; (4) A ready reckoner table; and (5) The style of ths
house. . ‘

St3le of the House

There are many grammar books which give us ruiss for the use
of capitals, punctuation etc. Bui these rules are not enough for the
guidance of a compositor and a proof reader as thare is no uniformlity
in many of these rules. There are many dictionaries. They do fot
agree on the spelling of many words. Moreoever, authors also h«’:il\r’e
ho clear system for the use of capitals, ltalics, punctuation marks,
speliings etc. Different forms of speliings are used in different’places
for the same words. In all such circumstances, it hecomes a very

difficult job for the compositor and for the proof reader to decide
which has to be used. ‘
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Miarginal mark

M aning

{ ortepomiine itk in
teyh

Laks over

Take letter or word from
cnd of one line 1o
beginning of ncxt

=

taks buck

Take detter gr word from
beginning of one hine to
end of procl:diannc

—

T

Raise lines Q

T over Jines 1o he
moved. K

A

Lowelflin

under lines fo be
moved.

7

nsert apostrophe

A

77

serl shngle quanation
marks

A4

%

Insert double quotation
marks

A A

Change 1o lower case

Encircle P_,é'tters o be
afiered

Change to bold type

{under leiters or
[ words 1 be
{ ahered.

e

Imsert tuquare) brackels

K4

Inserl hyphen

The abbreviation or
figure 1o be spelt out in
fuli

Enmn e werds or figures
Lo bc aTtered

Begin a new paragraph

[' Before first word of
new paragraph.

! P———

— Siraighten lines je=— through lines to
{ be straightened.
Aun o No fresh paragraph here Between

paragraphs
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In order to maintain uniformity and accuracy in printer works, every
printing offices makes its own code of rules for its use. This is called
the "Style of the House' This is very essential for every printing press
to prevent common errors and waste of labaur on avoidable alternations.

Style of work

Sometimes an author may prescribe his own instructions and style
to be followed for this work or different kind of rules have to be made
for various kinds of works in a press. So rules. made and followed for
a particular work are different from the usual style of the house. Where
such rules are followed. they are termed as Style of Work

Careful proof reading and proof correction are important operations
in a printing work, so that its purpose is best served and the reputation
of tha printing press is preserved.

Author of the Lessi . . 8. K. Ramachandran
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Glossary

Copy

Edit

Forme Proof

‘Faul Proof

Galley Proof

Impaosition

she®i is folded.
Proof @

Proof Reader's
Marks

tyle of the House

Styie of work

A set of standard symhbols and abbreviatic

The manuscript or re-print copy from which
Compositor compresses.

To prepare the copy for publishing by arrancli
correcting and changing it. 1t includesn:{

the

ng.

ark-

tng a copy for type face and size and thae style,
spelling, punctuation and grammer are |alse

corrected,

Proof taken fram the impesed type pages,

A proof full of mistakes. In case of a foul proof.
composing the matter afresh is easier and chea-
per than carrying out the corrections made

therein.

The first procjeig

also known @

The arra%bent of pages of type in a chase
5 y they will appear in consecui

gh proof or first proof

en Ttom the composed matter,

in
ive

d with correct margin when the printed

specimen or trial impression taken from the

matter set for printing.

used to indicate correciions in a proof.

s

Rules regarding grammer, punctuation, spelling.

compounding, word-division, use of capita
italics, etc in a printing press.

Rufes ragarding styie in the use of capitals. type

faces and sizes, white space etc for a particu
work.
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Assiguntents

¢

T

14

11.

Aunswer the following in 30 lines each

What is a proof and what is a foul proof ? Explain ?

What are the various kinds of proofs generally taken for a book _

work 7

State what kinds of mistakes you shall look for in each kind of
proof pulied at various stages in the case of a book work ?

Explain briefly how a proof is corrected ¢
What are the qualifications of a Copy Holder?
What are the gualifications of a Proot Readgr ?

What are the duties and responsibilities ofN\gJoof Header ?

What are the common mistakesthikely to occurin a galley
proof ? _
“The number of times th? OOfEOf a work are read and corrected

depend cn the nature rk’-Discuss.

What is the Style ouse ? What is its importance ?

Give the Proof Reader’s mark for the following :
a) Wrong fount

by Delete a letter and close up

¢} Paragraph not necessary

d) Set the work in capitals

' e) Matter in the proof is missing
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Lesson 4 Block Making |

Objective

|

|
In'this lésson, we study different types of bleck making. BIo'cks
ara used in letter-prass printing. |

Synopsis
1. Introduction _ |
2. Line Block

3. Haliftone Block |

: |

4. Colour block 0
|
1. Inr@ion |

As has been pointed out, as of various sizes and t'aceﬁ aie
composad in order to print @ magter in  words. But picturas are also

printed either along wit ed matter or separately, A picture may be
int black and white or in 8{tferent colours.
|
A picturs er a stration clarifies anidea. A subject may'r be
explained or described effectively with the aid of pictures. When a ver-
bal or written description is given without a picture, the listener or the
reader must draw on his imagination to understand the subject. Silnce-
each person will form a ditferent mental image depending on his abllity
and experience. it is found that a combination of words and pictures is
most effective way of combining concept, |
I
A picture may be a line drawing, black and white photograph or
a cofour photograph. Blocks of these pictures are to be made, if they
are to be printed by letrer-press process. These Blocks are called propess
blecks. Process Block printing is entirely Letter Press Printing. Blocks
can be grouaped into three kinds, depending on the type of pictures to
be printad : |

Line block |

Hualftone block |
Colowr block |
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2. Preparing a Line Block

As the name indicates it is a biock for printing a picture consisting
of only lines and Shades. It has the lines and the areas of even colour
with sharply defined boundaries. !t is nor of a continuous colour as a
thotograph, is.

Type matter, reproductions, proof or art pull, black and white pen
drawing. type written copy, etc are some of the subjects suitable for
making line biocks

Process

For making a block, first of all a Camera Known as process canera
is required Tha process camera is different from thz ordipary snap-
shot camera in that it has a pnism  for liniar reversion of the image,
First. the original which is to bz reproduced %y placed on the copy
board is front of a process camera. When eXRgssf, o negative is pro-
duced called ‘Line negative’. Th2 negghiwgis a Shaet of film on which
the white background of the original i@iered as black opaque film
and the dark lines of th2 original gre rep uced by clear white lines.
Then a sheat of metal, commonly sheet. of a suitable size is
taken and given a light sangitge cdgting and dried The negative is
placed on tha light sensiti metal platz and exposed to strong
light. As a rasult, thegmgnsit coating under the white lines through
which licht penetrat mes hard and insoluable in water while the
areas of the metal plate Wnder the black parts of the negative) remains
soft and unexposed (as the light cannot pentrate through thz biack
parts of the negative} and soluble. When the plate is sufficiently
exposed. the negative is removed: the exposed metal plate is washed
in water. The unexposed parts of the plate having soft and sotuble
coating are washed away, leaving only the hard and exposed coating
which is the image of the original.

The exposed plate is dried and dusted with powdered resin which
adheres to the hardened portions. It is then heated, which causes the
resin to melt and form acid resistant top along with the line of the
design. Ths back of the plate is coated with an acid resisting enamel.

Then the plate is etched in an acid. When etched, the acid acts
on the non-exposed area and reduces it to @ lower tevel than the ex-
posed area which is protected with hardened coating of the solution
and which is the image area. The image area remains in relief.
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Negative

Original

\ {p—|

Fig. 1. Stages in making a Line Biack

1. The original drawmg is photographed by & proress camera
produce a negative

2. The negative is placed a over a metal plate which has been giy

to

fent
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a light sensitive coating. Strong light makes the coating
on the image areas hardened and insoluable.

The soluble coating is washad away. The remaining hard
insoiuble coating resist the acid which eats away the bare
metal in the non-image areas leaving the image standing
up in relief.

e

Then the plate is mounted on & wooden base to bring the totai
height to type height for printing.

3. Halftone Block

A block mads from & photograph or from a original that has a con-
tinuous or a gradation of tones is called Halftone block. The basic
principle of the half-tone block-making is thebreaking up’ of the conri-
wous tone of the original design inle d mass of indiWual dots, which, when
printed, give back an optical itusion of its ing a continuous tone,

A photograph ar an iltustration having #fgdation of tones cannot be
printed unless it is broken into smati dvarious sizes.
Therefore, a screen is used b?\u the lens and the fiim in the
process camera. The Light ses rough the lens and falls on the
film through the screen. Q&nlt, the original design is spilt into
small dots of various sjzes. e size of these dots depends on the
colour strength or 10 e of the picture. A light tone is produced
by small dots while a tone is produced by large dots. Consequen-
tly, small dots will have large white areas in between and the big

dots little white area around, These dois can be ciearly noticed by
looking at a printed picture through a magnifying glass.

So. in making a halftone block a screen is used to spilt the originai
design into small dots. But what is a Screen ? 4 Screen consists of two
sheets of plate glasses which have been ruled with a diamond tool. The lines
are filled with black pigments and the glasses are ptaced together with
lines crossing at right angles and are then glued.




%Y
N

¢ pad % ' P

Fig. 2, A half-tongen

|
_ in making a halfiene block, the@no major changes in the [%ro—
cess used for a line block, des@m earlier, except that a screeT is

interposed in the camera betws
the sercen is to hreak up ¥ ginal picture inta dors,

After making a v ative'of the original a metal plate is coated with
a light sengitive soM and dried. The metal piate may be of Zinc
or Copper. The screeffed negative is placed in contact with it in a
printing frame and exposed fo a strong light. After exposure, the piate
is washed under flow of water which dissolves thosa parts which
have been protected from ihe light by the parts of the ftegative, leaving
the other hardened parts undissoived. The plate is then coated on iis
back and sides of the hardened parts with acid resistant and placed; in
an acid bath and etched. The acid bites ths parts they are not protec-
ted by the acid resistant and reduces them to fower levat than thai|of
the hardensd parts and prodices ths image area in relief for printing

In ithe lighter parts of the design, the tiny dots stand out isolated
and in the dense paris., the iarger dots running together form an
almost continuous surface. These dots receive ihe ink for printing and
produce an optical itlusion of continuous tene in the pictie,

The etched plate is mounted on a wooden base to make the totat
height of the block correspond to type height for printing.
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Photographs, water colour paintings, oil paintings, wash draw-
ings with tonal gradation are suitabie for halftone reproductions.

Sometimes, a line of letters or an iltustration is seen where the back
ground is printed while the letters or illustrations are nof printed at all,
standing out in the white of the paper. This is known as ‘reversed
Block’. For making a reversed block, a positive is used, instead ofa
negative.

Screen and Paper

There is a ¢clase refationship batwesn a screen and the paper used
for printing pictures, Tha smoother the surface of the paper used. the
finer will be the screen and the poorer the finish of the paper. the coar-
ser will be the screen. A screen is known by the number of lines it
has to an inch. These arg called €5 screen, 80 screen, 100 sc-
isen, 120 screen, 133 screen and so on. The number denotes the
number of fines that the screen has 10 an inch.. 100 screen means that
it has 100 lines to an inch. Naturally, tne et the numbsr, the
finer is the screen, Fof nawspapars. WS surface is coarse,
55 to 80 screen is used. For maching/ 7 aished or super .gondensed
naper 100 screen is usad. For imltati paper, 120 screen is used.
For real art paper, 133 screen is '

4 “olowur Blocks

We often see coloyg pictiges printed in magazines, periodicais and
even daily newpaper our causes a sensation like a flavour. All
of us know, that whitdNjént is a mixture of colours known as the
visible spectrum. n this visible spectrum, red, green, and violet are

very predominant. These three colours are called Prismatic primaries

or primary light colours,

In letter press printing, it is found that by superimposing or
printing one colour over anothsr of three colours, any cotour of the
spectrum can be reproduced. These three colours are Yeilow, Ma-
genta Red and Cyon Blue. But these three colours cannct be produ-
ced by combinations of any other coleurs. They are individual and
basic colours. Hence these three colours, Yellow, Magenta Red, Cyon
Blue (commonly known as vellow, Red and Blue) are basically pigma-
tic primaries. The process of printing in these three celours is called
tricolour printing which is different from multicolour printing. In iri-
our printing the three colours - Yaliow, Red and Blue are superimposed.
i.e . printed one over the other. in multi - colour printing, colours are
printed one by the side of another. While there is limitation in the
number of colours in tricolour printing, thare is no limitation in the use
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of number of celoursin the mullicolour printing. At times black
colour is used as a fourth colour in the case of tricclour printing in
order to deepen the darkest tones and improve the effect of the colour
appearence. If the black colouris used, the process is ocalled four

colour printing.
Separate Blocks

Whether it is tricelour printing, four colour printing or muiticoﬂour
printing there must be a separate block for each colour.

To make these cofour Blocks, colour filters are used in the prorjess
camera. Colour fiiters are the coloured glasses. The prismatic primary
colour filters are used to produce pigmatic primary colour n_egafivesi.

The process of making blocks for tricolour printing is essentially a
half-tone process. A screen is also used in making tricolour negatives.
But the screen is rotated to a particular anWe for a particular colour.
tf the screen were to b2 in the same posMon ithout any alteraﬂion
for all celours, the result will Be thatshg dot¥of the three half tones
would be printed one on the top of @ r producing a distorted émd
distrubing appearance known as ‘Sweéen Pattern’. In order to avoid

such a screen pattern in fhefin . the screen is rotated to different
angle for each colour. T foréy the colour original to be reproduced

by tricolour letter press has to be photographed three times,
through different colaur filders with the screen at a different angle ‘for
each colour. The filter is piaced in Front of the screen in }xhe

camera for separatin e colours of the original copy.

Once the colour negatives are made, the remaining operations | in
the processs of block - making, are the same as in the half-tone block
making. A metal plate for each colour is coated with a light sensit‘ive
solution and dried. The colour Negatives are exposed to a strong
tight focussed on the light sensitised plates. Each exposed plate is
individually in the same way as is done in the case of process bldck
and mounted on & wooden base to make it type high for printing. The
biocks are printed in a printing press in their respecitive order one
colour on top of another to obtain a clean colour printed copy as Per
the orginal. '

Of all the operations in making halftone blocks as well as
tricolor blocks, clching is most important yet most difficult. The resuits| of
the final print fargely depend on the etehing of the blocks. itisa
highly skilled task- We have now powderless etching and electronic
engraving, : :
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Surmary

Before we conciude, we shall sum up by saying that so screent is
used for making a line hlock, that a screen is used for making a halftone
block and that a screen and [filters are wsed for making tricolor blocks. In
fact, an original colour is to be printed in more than one colour, itis
necessary to use both the screen and the filters.

Zinc plates are commanly used for making jine blocks. A zinc or
copper plate'is used for making half tone or tricolour block. A zink
block is cheaper than a copper black. But the copper block gives sharper
and longer imprassions.

Auwthar of the Lesson: My B S, Ramachandran

Glassary
Bite Action of the aQ the plate is called ‘Bite’.

Acid will those parts of the expossd plate
that har& of protective coating.
Halftone The M Malftone’ comes from the idea that the

son Yeliminatas haif of the original image and

only one haif of the full tone famains. 1n tota-

tity, the originat is randered fo produce an  optical
iffusion of the continuous tone.

Line Block Block made from an original that consists of line
drawing and that has ciear outlines of cotour. It
has no gradation of tones.

Mount A hase {wood or metal) used to raise the haight of
the piate to that of a type for printing by the letier
press process. A plate is mounted on & hase o
raige it to type height.

Pigmatic Primaries The basic colours uscd in irio colour printing 1o
produce the visible spectrum ofcolours. They are
Yellow, Red and Blue,

Pracess Blocks Blocks made from a colourful design or picturs of
' reproduction by the letter press process,
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Reversed Block A block the background of which is printed but

not the letter or designs which appear as white:

Screen Two plate glass pieces cemented together with

specific fine lines drawn at specific distances ‘in a

square. The Screen breaks the ariginal into riny
dots according to its tonal values.

Screen Pattern The final result in printing tricolour blocks where

the screen is kept at one angle for-all the colo‘urs.
This is also known as "Moire’ effect.

Super imposition Printing one colour over another colour as in

tricodour printing.

Tone The intensity of cotour or strength of a colour in a

photograph or picture. |

0 |

O |
Assignrments . ‘
Answer the following in 30 liges eai.

1.

oW

11

What is the differen between a line block and a ihalftlme

block ? |
Name some of ¢ riginals suitable for reproduction as {ine blocks

and for halftone blocks respectively 2  Explain why ? "

What is a Screen ?  Why is it used for making process blocks ?

Describe the relationship between a screen and the paper to be'qued
for printing blocks ?

What is meant by 100 screen and 133 screen ?

What screen will vou use far making halftone blocks for printing

on Newspaper, imitation art paper., super caitendered paper and
smooth finished bristal board ? Explain

What is the purpose of using colour filters in tricolour block
making ? |

What are pigmatic primaries ? Why are they so called ? |

Why is the screen kept at different angles for different colours .?|
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Lesson S Faper and its Importance

Objective

In this lesson we discuss the importance of Paperin printing.
Papet manufacture, varieties of paper, different sizes, screen, prob-
lems in printing are explained, A thorough knowledge of paper
hsips a PR practitioner in budgeting and in bringing out an attractive
publicaticn.

Synopsis

1. How is Paper made ?

2. Varieties of Printing Papers

3. Sizes of Paper 0 T
\,/’/

4. Paper and Printing Problems O

. How is r Made ?
In the earlier lessons, '@ o learnt that for printing the matter
by any process, three thingsWe required.

a) A design oy eror a group of letters - namely Printing
surface.

by Material to print on - like paper, plastic, leather, glass - a prin-
ting material. and

¢) A medium to transfer the printing surface on to a printing
material - Ink.

wWe have learnt in brief about the four kinds of Printing surfaces
and their eharacteristics. We shall now learn something about the
Paper which is the chief printing material for any printing process.

In fact, paper plays a very significant and important role in the field
of printing. It is very hard even to imagine the printing industry in
its present stage of development in the absence of the part played by
the paper. Although there are other materials like plastic, metal plates
etc, paper is the basic printing material. Then What is Paper ? What
are the constituent raw materials used in manufacture of paper? How is
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- the paper made /7 What are the varieties of papers ? These are some of

the aspects which a PR practitioner should know.

Farly Stages

Paper is a compact web or felting of vegetable fibre in the form of 3
thin flexible shzet. The word ‘Paper’ is dervied from the Greek Word
“Pepyrus’ which means reeds.  Paper was first made from water reeds
called Papyrus, cbundantly grown on the bank of tha river Nile. 'll'he
auter surface of these reeds were first pealed out and were laid side by
side on a stone slab.  Then some layers were {aid similarty across tham
ai richt angles to those below. These in turn were covered with
another layer, placed paralle! with the bottom layer and so on to get a
required thickness. The whale mass was then moistened with water
and well pressed and dried. Hammering with a smooth stone made the
‘Shee!” more compact and rubbing with a stone gave it 2 smooth sur-
face.  This was a very stow process indeed. ‘

The inventicn of paper, as we know iNis stieved to hava been
made by T’sai Lun of China in the Y2l 05 AT Tha modern meihﬁ;d
of manufacture of hand made paper gore or less on the same line
as was orginaliy followed thougands O™faars ago by th2 first paner
manufacturer 1798, ‘

To-day paper is not ‘@ om reeds but is made from various
kinds of fibrous raw materiMs. The most widely used fibrous raw
Mmaterials are cotto rags, Jute, hump, bambon etc. The fibras
of these raw materia e composed-of a chamical substance caljed
‘Ceflulose’ which is a base for paper. in fact the paper is nothing but
cellulose in the form of interlocking fibres. When a piece of paper |is
torn. we shall notice under a powerful magnifying glass, a hairy loo-
king fringe on the torn edge. These littie hairs or fibres are matttiad
together to form a sheet, '

All celtulose fibres are not alike. They are differant in size and
shape. depending on the nature of the raw material. The callulose
fibres of cotton are different from those of linen.  The linen
celluloce fibres ars different from esparto grass or bambao. Eachkind of
cellulese fibre has its own qualitiesand character, Therefore, the quality
af a paper in turn depends on ths quality and character of the caellulose
fibres. We find that some papers like Newsprint fade away and chanc'e
into yellow colour in a short period of time and ctumbles to pieces

when touched, while some papers like good book - paper. azurelaid.
etc.. are durable and do not undergo any change for a considerab\e
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period of time. These differences in th= qusiities of paper are because
of the gualitics uf fibrous raw materials used in their manufacture.

Ouality of Paper

Raw materials are cleansed and freed from all foreign substances
and cut to small pieces. Thase pieces are made into a pulp in the
paper-making machine, The fibres in the pulp are intermeshzsd to-
gether in the wet state in the form of moist sheet or web and flows
over a distance in thz paper-making machine. The direction in which
the paper puts flows in the paper-making machine is called "Machine
direction’ ot Urain’ of the paper.

When this moist web is prassed and dried by running through
a serics of cylinders, it gets the shape of paper. By controtling the
speed and adjusting the papar-making machin2,  th2 required
quality of paper is produced. The duration cf baating and the wreatment
given to the pulp in the machine also contribyies to the ‘guality of
paper, besides the qualities of the raw mateN tn general, langer the

heating of the pulp, the finer ix the quality
£ e prif ] J

2. Vurieties P g Fapers

The quality of paper to roduced is determinad when it isin the
pulp stage- To produce & and heavy surface, loading material
like china clay is addegito tigputp. If colourad paper is to be produ-
ced. the required co obtained by adding dyes or pigment to the
puip. Either in the pr s of manufacture or after its manufacture.
paper is sized with resinous substance like alum or resin in order 1o
prevent paner absorbing too much of ink or water. For exampie, blo-
tting paper is not sized. Newsprint paper is soft sized. Bond Ledger
papers are strong sized. So, loading. cofouring and sizing materials
are added to the fibrous pulp in the paper-making machine. “Water
Mark’ is imparted, where it is required. to the wet toll of paper bsfore
it leaves the wet end of the machine, by a dandy roll

There are many varieties of papers based on the finish of the sur-
face, size, colour, weight etc.  The varieties depend on the nature of
th= raw materials used, the duration of beating of the pulp and ihe
treatment given to the pulp in the paper manufacturing machine. The
following are important varieties of papers.

1. Mandmade Paper
2 Real Art or Coated Paper
3. imitation Art Faper
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4. Writing Paper

5. Printing Paper |
6. Newsprint (paper); and
7. Colour Paper

|
Iy Hasdmude Paper |
This a strong and durable paper. This is made, as its name sugges-
ts manuelly by hand. Cotton, or linen rags are the usual raw mate-
rials used in this paper. It does not have machine direction or grain.
It is ccstficr than machine made paper. It tears with equal difficulty
on any side, because of the excellent felting of the fibres. The engies
of paper shail be irneqular. Because of its good strength and durability,
handuiade poper is used for good yuality works. |

2) Peal Art Paper

This paper has a smooth finish.  Loading material tike china clay is
added to the pulp or the surface is coated Wi a mixture of fine mine-
ral pigment and an adhesive. after the pa nade. In either cabe.
ths object is to produce a smooth wiequired mainly for fine
half-tone screens.f This paper has a I capacity. This variety of
paper is best suited for magazines, pY icals, catalogues and Wor|ks

containing Hlustrations and phcv&ms. |
3) Imitatien Art Paner

This paper has aiso stNo:h finished surface. But no teading |or
coating is done as | case of rzal art paper. The smooth finish|is
achisved by calende ¢ paper at the dry end of the paper making
machine.  The process of pressing paper between fieavy rollers at the ePd
of its manufacture is called ‘Calendering’.  Calendering adds smoothndss
and gloss to the paper.  Since the smooth finish of the paper imitaigs
the smoothness of the foaded art paper, it1s called fmitation Ari Papbr.
This paper however, can be distinguised from the real art paper easily.

Make a mark with a silver coin on a sheet of paper to bes tested.
I it leaves a black mark, then, it may be an art paper. But some-
times a good imitation art paper may alse show a black mark. To be
sure, press a damp finger on the sheet. After removing the fingér.
if the coating comes off then tha sheet is a real art paper, otherwise it|is
an imitation art paper. Because of its smooth finish, this paper is
suitable for book wark containing iflustrations, and pictures. |

4y Writing Paper |
The essential requirement of a writing paper is a fine and stnooih
finish and also it shauld prevent ths spreading of ink. while writing.
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The smooth surface is obtained by machine finish or calendering. To
prevent the spreading of ink, the paper is sized, that.isa resinous
substance is either added at the pulp stage or is coated over the surface
after its manufacture. The sizing holds the fibres together and makes
the paper resistant to the penetration of water or ink, and as 8 conse-
quence, the ink will not spread. Writing paper has a good strength
made from rags of cotton fibres, cheap quality of paper is made from
wood-pulps, Bond paper, drawing paper and duplicate papers are some
of the varieties of good writing papers. ¢

5y Printing Paper

All printing papers must b2 receptive to ink and have reasonable
strength, opacity and colour. A certain minimum strength is required
for the actual printing operations, But the strength durability required
for the newspaper is not the same as is required for the paper for book
work. If a paper lacks good opacity, the print d matter appears oOn
the opposiie side of tha shset. Since the papgr isN\grinted on both sides,
pr nting paper should be fairly opaque, Print\g pdper may be machine

finished {M.F) or supet calendered (5.G ormally, espdrto grass of
mechanical wood pulp is used for printi ers.

6) Newsprint Paper v

This is a cheap quality oNgrinling paper. Bambco, esparta grass
ot mechanical pulpis for Ms manufacture. Generally it is not
sized- The finishis a fine. Because of poor quality of fibrous
materials used, the newsfaper has poor strength and durability.  When
super calendsred, it is capable of reproducing coarse screen hali-tene
illustrations. High oil absorbancy is and essential feature of news-
print. Since this facilitates quick drying by the abscrption of news ink
on the high speed printing machine.

7y Cover Paper

The main purpose of cover paper is to give pratection. Therefore
the strength of paper is very important. Moisture reistance is desirable
quality for cover paper. Cover paper are produced in many colours and
are machine glazed on one side. Gsneralty mechanical wood pulp or
chemical pulp is usea for its manufacture. Kraft paper, Manilla paper
etc are some of the varieties of covar papers. Some Gover papers are
made for special purpose of packing food stuffs, sweets etc, in which
case special attention is paid not only to the selection of raw materials
but also to their colouring and finishing.
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3. Sizes of Paper

Paper is specified by its substance and size What is meaHnt by
‘substance’ of paper ? The ‘substance of paper’ means its weight] per
ream of 500 shaets of a particular size or grammes per squara meter
(GSM).

Example ; . |

White Printing-Doubie Demy 60 |bs. It refers to EQO shee’fs of
white printing paper of double demy size and it weight in pounds, The

following standard sizes of paper are in common use. Each size has a
specific name,

S.No. Narne of the Paper ts standard size in inchla.s

1. Foolscape 138 < 17
Crown 0 15 x 20 |

2

3 Demy O 175 x 223 |
4. Medium 18 x 23

5. Royal ?‘ 20 x 25 |
6. Imperial Q“ | 22 x 30 |
7. Double foglscapdh - 17 x 27

8. Double C 20 x 30 |
9. Double Demy 224 x 358

10. Double Medium 23 x 36 |
11. Dauble Royal 25 x 40 |
12 Dauble Imperial 30 = 44

As may be noticed above, the double size of g3 sheet is obtail]'led
by doubling the shorter side of that sheet.

Regular folds of a sheet

Paper is folded to any required size. When a shest s folded on its
longer size at the right angle, it is called a regular fold. When a shiet
is folded once on its tonger side at right angle, it is folio, when a2 folio
sheet is folded on its longer side at right angie. it becomes Quarto.
When a quartc sheet is folded once on its [onger side at right angle, it
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becomes Octavo. When an Octavo shzet is folded once on its longer
side, at right angle, it becomes 16 mo.

<O
Q-
&7
Q
O
O\.«
<
i"\b
&
cb &
> I
Fig. 1
Sizes in inches
Example :  Demy : 174 % 224
Demy folio 194 x 174
Demy Quarto 82 x 11}
+ Demy Octava ' B2 x 8%
Demy 16 Mo : 43 x 53

Metric size or international size of Paper

| " We notice that under British sizes there is a multiplicity of paper
sizes. Many sizes of papers differ very siightly from one another and
the name of these sizes are :

x 20v

x 224

“Example ., Crown
Damy 1

[ |

-~ =
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The international series of paper sizes, known as Metric sizﬁes of
paper were introduced. Under this system. the sizes of paper are
designated as *A: series. The basis of the international series of paper
sizes or ‘A’ series is a ractangle, having an area of one square metre,
the sides of which are in the proportion of 1: 3. Ths effect of this
atrangement is that if the area of the sheet is doubled or halved,| the

shrorter side and the longer side of the new shzet are still in the prbpo—
rtion of 1: ¥2

The basic size in this system is known as AD size which is|841
mm x 1188 mm. Half of AQ is AT; Half of Af Half of A is A2 an|d S0
on. The higher the figure which follows the [etter the greater is the
numbers of sub-divisions and therefore, smatier the sheer The figure
below shows some sub-division from AQ |

- |

N '
2
2 ' Ay |

o sy

Fig. 2.

When larger dimensions are required, the letter ‘A’ is preceedecﬂ by
a4 figure. Thus 2 AD means twice the size of AQ and 4A0 means four
times the size of AQ. The tables below gives the designations and
sizes of the "A’ series. The dimensions are of the trimmed or finished
Sizes

|

Uesignation Size in mm i

l

A A0 1682 x 2378 '
2 AD 1189 x 1682
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AQD 841 x 1189

A1 594 x 841
A2 420. x 594
A3 297 x 420
Ad 210 x 297 {Sizes decrease)

The substance of paper under the International paper sizesis expre-
ssed in grammes per Square Meter (GSM)

Examples: 60 GSM; £0 GSM; under this system paper is sotd by
weight.

Example: Rs 9000 per metric tonne (1000 Kg)
4. Paper and Printing Problems

Paper is the @main printing matarial. Many problems aris2 during
printing. Some problems may bz due to machinz trouble, some may be
due to ink and some may be due to papsr.  Hgwavar, each problem
may have to b2 examined to ascertain its cadges,

As far as paper is concerned, it possess some impartant
qualities to suit a particular method of g ing.

'a_p%ould bz smooth. This is the
preczss where the printing ace feceives ink and comss in direct

contact with paper. SmooiNgr the surface of the paper. the easier it
is to transfer a thick f ink with 1ass prassurs, For halftone print-
ing the paper should & and smooth.

Far letter press printing.

For Offset Printing. paper should be water resistant, uniformly
thick, free from fiuff and paper dust.

For gravure printing. paper should be smooth furnishad, well sized
and free from foreign substance,

For screen printing, paper. should bz fairly thick. as a thick layer
of ink is used which may curl thin paper. Paper should be smooth
and even finished.

Paper is a vegetable matter, subject to decay and deterioration in
quality in the course of time.- [t is prane 10 atmasphsaric changes and
cause trouble while printing.

Some of the common problems that papers give rise are :
(1) Creasing (2) Fluffing or filling in  (3) Picking up; and {4) Static
Electricity.
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1. Cressing

This is the trouble when the printed sheets are delivered with
creases or folds at the edges. Paper may be one of the causes ‘for
this trouble.  If the edges of the paper are not even and swraight and if
they are wavy, creasing shall occur. If the moisture content of the
atmosphere in the press room is lower than that of ths paper, momt'ure
will be at'racted from the paper. |If the paper is stacked in  high piles,
the moisture will only be removed from the outer eduges, leaving the
centre virtually unaffected. Thus the edges of the paper shall become
wavy.

Paper must bz properly stacked in machine room for sufficient
time to avaid this probiem.

2. Fieffiag or filling in : |

This is the trouble when the paper partictes coame off from the
surface of paper like dust and fill up the pri ting surface and gets mi-
xed up with ink. The main cause for thig troMble is that the paper iy
aed filly matured. To avoid this, the paper b2 allowed to ;-;mf_lm‘e

hy exposing ra air for soine days. O
3. Picking Up

This is whan parts of
ing. This commonly o
on ¢oated papers.

suigace of paper come away while pri;nt-
en large area of solid surface is printed
The radgoen may be that ink {3 tos stiff and pulls
away the coating e paper. ink must be softened, by adding
reducers or must be fhged. If the coating on the paperis too poor.
it may flake off at the slighest pull of the ink.

4. Static Flectricity |

What is Static Electricity ? Static Flectricity in cannection with
paper means a small charge of frictional electricity held in papﬂf‘by
its non-conductivity. This is produced hy frictions. This can be
caused by all kinds of hsndling and by rubbing of hands on reams Jnd
by rubbing of one ream on another. ‘Green Paper’ may be ansther
cause for the static electricity. Paper that is not sufficienily seasoned
is caited ‘green paper’. The paper may have just  arrived from the
paper mill and not had sufficient time to bacome ssasoned. |

There are many remedial measures for the static elactrinity of pa-
per. One of them is to smear grease on the fed board of the primiing
machine. There are many mechanical devices to eliminate the static
slectricity. |
T |
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Paver and Screen of the Block

This is already discussed in detail in the previous lesson under
Block Making. The Screen of a bloek has close relationship with the

surface of paper. Tha general rule is that finer is th=z surface of the

paper the finer should be tha screens  of the blocks.

requives rough surface of paper.

Coarse screen

For Newsprint and chieap class of paper. coarse screens 65 to 85
are suitable. For good machine finishad paper. Super calendered paper
and imitation art paper 100 to 120 scraans are suitable
paper and other fine surfaced papers, 133 to 225 scraens are suitable.

For good art

it is always a good practica to send a piece of the paper which is
going to b2 used for block printing to th2 block makar for selecting a
suitable screen.

A chart showing the fibrous raw matarjals Bgsd for some varioties
of paper, suitability works and Half-tone Sg@ghs suitabla 1s given

~1

LW )

below. Q
Type of Fibres %@of works Halftone
Paper Used Suitable. Screen
: Suitable.
. Handmade Cott@ Expensive Book waork, Prin-
Linen Rags. ting of Acts, Printing of
cutrency Motes.
. Real Art -do- Reports, Catalogues, Petio- 133 to 225
Paper dicals and Magazines
containing illustrations.
. Imitation Chemical Baook work, Catalogues 100 to 120
Art Paper wood pulp pariodicals and Magazines
and Esparto, with illustrations.
. Writing cottan, Linen. Letter pads. writing 100
Paper Chemical paper.
wood pulp.
. Printing Esparto, For good book work, ordinary 100 10 120
Paper - Mechanical writing papers.
wood pulp.




6. Mewsprint Mechanical News Papers. Hand bills, Cheap 65 ‘fo 85
wood pulp, quality of works.
Bambzo. grass. |

7. Cover Esparto, Jute, Book Covers and Wrappers. 85 t0 100

paper Chemical waod |
pulp.

Glossary

Calendering
Cellulose
Creasing
Dandy Roll
Fluffing or
Filling n
Grain

Green Paper

Machine Directian

Awthor of the Lesson: Mr. 3. 8. K. Ramachandran
|
The process of running the Web of paper through

a series of heated cylimers is called Calendering.
it gives smoothness 4o paler. |

This is a basic #iD%ance for formation of fibrous
materiafs into % tts character and formation

varies diffesgntly In different materials. |
This j ne Ef the difficulties commonly faced lin

DFi ¢ en the paper whose edges are wary is
ed.

% is a roller that bears a design for watar malark
and imparts it to thz wab of paper before ths paper
teaves for dry end of the paper-making machilim.

This fs a difficulty usually occuring when paper
whess coating is fonse and which is nor suffician-
1y maiured in the machine room is usad. |

This is the dirsction of the fibres in a sheet lof
paper. Paper folds easily in the direction of grain.

Paper that is not sufficiently matured or exposled
to atmesphere. This type of paper when us‘ed
causes picking up troubles.

The dirsction in which tha fibres lie. while running
in a paper making machine. is called Machi|ne
Rirection. This is also known as 'grain’ of the paper.
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Machine Finishad
{M.F.}

Picking up

Regular Fold

Sizing

Substance

Super Calender

Static Electricity

Paper folds easily in the machine direction, as the
pull of the machine has already stretched the
length of the fibres almost to the maximum,

This refers to tha finish of ths paper. Paper; is
fully treated to dry completely by running on a
series of Cylinders.

This is mainty a difficuity associated with ink,
This trouble may alss be due to immature paper.
This trouble commonly occurs when a large solid
area s ptinted. When a coated paper is used the
trouble could occur if the ink is very sriff.

When a shaet is folded on its fonger side at right
angles. it is called regular fold.

This is a process in the papgl manufacture where
resinious substance is “ggdde¥ to the pulpor a

coating of resinioug bst¥fce is given to the
paper after it is m"l‘he size holds the fibres
k

together ang  makoe the paper resistant 10 the
penetration 0 r or ink.
Weig iven area of paper or Board.

is a process where the paper is subjected to
f glaze after its manufacture, by running it
through a steam bath and than passing through
hot rollers.

This is a current produced in papers by friction.
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Assignments |

Answer the following in 30 fines cuch, . |

I

&)

o

What is paper ?  Discuss its evolution,

Name some of the fibrous raw materials vsed in paper manufaﬁ'ture
and wlso state the varieties of papers for which th Ty are generally
used ? ‘

What are the additional substances added to the pulp in the paper-
makiny machine 7 State why they are addad ?

Name some of the commo®m varieties of paper and also state for
what classes of works each of tham is best suited ?

What are the factors that attribute to the quality of a paper ?

State the relationship hetween the papersgurface and the haif-lone
sCraen. |

Vihat is meant by calendering @y is it done ? |

What are the common pro i that paper may confront in printing?
What kind of paper ig f
Offset Printing 7

quirgd for Letter Press Printing andl for

What is mean he substance” of paper 7 How is it expressed ?
Whatis "green p™er” ?  What prablem does it cause in printing ?
I

What ic a regular fold ? What are the names given to sub—divisipns
of regular folds ? How they are chiained ?



GGeneral Glossary

Benday {also Ben Day)

Bleed

Biock/Mount

Blow-up

Body type

Boldface

Caption

Chase

Coated paper

Colour filter

Compaosition

Copy

A method of laying tints {dots. lines,

and other textures) on negatives or

metal plates. Benday plates are of

copper or zinc.

The area of a plate or print that ex-
tends beyond the trim mark of the
printed page. allowing background to
extend to the edge of the page.

wood or metal base on which a print-
ing plate is mounted. A maounted
ptate is -blocked’.

Enjarged reproduction of print mate-
rial, such as phgtographs or artwork.

aiad continuous reading

istinguished fram display
: dity 8-12 points.

~Mhsavy-faced type, usually used with

lighter-faced type to show emphasis
or to attract attention.

o

Text accampanying an itiusiration.

Stee! frame in which type pages are
tocked up for the press.

Paper coated with a clay composition
10 maka it smooth.

Transparent colour substance that
allows tranmission of certain colour
and absorbs other, for production of
of colour plates.

Setting of type for printing.

Original material-Photographs. Faint-
ings, drawings, t2xt, eic-to be put
into form for  priniing : also used to
denote the body text.
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Face That part of type that makes cor'ntact

and does the printing. |

Font Assortment of type of one face and
size, including alphabet. numbers,
punctuation marks, etc.

Galley Proof A copy of typesat material made! di-
rectly from ths galley tray in wpich
the type is assembled. Galley Proofs
are distinguished from page proofs,
which are furnished after typfe is
made up into page units.

Gravure Printing process in which the printing
surface is depressed. not raiseq. Also
called ‘intaglio’. |

e whose negative has been

Haiftons Relief oiag |

made tographing copy through
a halftumMggfreen. Also a print made

b ch a plate. Halftones co:|1sist
0 grizs of dots, the groupings'and

densities of which determine d|ark-
%SS. ‘

i1ouse Digan Regufarly scheduled publication of a
company or organisation.
l.eading @ Inserting of ‘leads’ (black strips of

metial} bstween lines of type to wﬂden
space and improve readibility. Unlea-
ded type is 'set solid’.

Ling drawing Brush or pen drawing in which al}
elements are solid colour. withl no
intermediate tones.

Linotype Machine that sets and casts ling of
type insiead of single character.

Lithogrephy Method of printing in which ima\|99~

printing and nonprinting surfaces|are
on the same plane,

Make-ready Process of making adjustments to
increase  or decrease the prinﬂing
imptession in specific areas. If cﬁver
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Mat (abbreviation Matrix)

Monotype

Montage

Newsprint

Offset Lithography

Paste-up

the plate called ‘overlay” if under,
called runderlay’.

Paper machine or composition molds
pressed from plates or type forms.
Usad for plate casting.

Typesetting machine that produces
single characters and casts them into
lines.

Composite picture of two or more
scenes: also, a series of dissolves or
scenes in rapid sequence to show of
of events, personnel changes, etc.

Coarse-quality paper used for printing

newspapers.

Printing p@ in which image is
transf€TP8d to a rubber roller and
printag o the paper.

%ﬂut in which illustralive and type
tter are presented or drawn for

Qﬁeproduction by offset or for inspec-
tion. :

Pica @

Plata

Point

Rotary Printing

In typography, unit of linear measure-
ment equaling 12 points, or 1/6 of
an inch.

Piece of metal bearing relief of inci-
sion for printing impression; also,
senitized gtass used in camera ot
printing plate used in offset.

Standard vertical type size measure-
ment unit 1/12 of a picaor 1/72 of an
inch.

Printing by plates mounted on a cy-
clinder that rotates against paper. In
letterpress, separate plates may be
mounted on a cylinder. Gravure and
offect use a single cylinder plate.
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Screen

Serifs

Shoulder of type

Spread
Tint
Tint block

Type high

Wet Printing @

The glass plates used in halftone re-
production (e ¢ 110- line screen)
also vrinting process in which stenci-
led designs are applied to a screen.
& squeegee forces paint or ink  thro-
ugh the screen fo the paper.

Short marks atthe top and bottom
strokes of some letters.

The part af tha iyps unit that projects
horizontaily above or balow the ends
of the characisr cast upon it. The
shoulder does not print.

Two facing pages. usually in the cen-
ter of a publication.

Reduction Ngr ditution of a sohd

colour.

Snetched plate for printing

gt colour over a sizable area.
ams haight as normal type; .918 of

an inch. A plate is 1ype high when
mounted {o this height for printing.

in ¢olour printing, the application of
one colour before the preceeding
colaur is dry.
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ANDHRA PRADESH OPEN UMIVERSITY

Post Graduate Diploma Course in Public Relations

! Course 1V
PART A

! Unit I
Lesson 1
[.esson 2

'.

}: Lesson 3
Lesson 4

SYLLABUS

Fditing avd Producticn of Corpovate Publications
EDITING
Corporate Publications

THE PRINTED WORD

introduction - Basic elements of communication -
internal and External Communicaticn - The oral
communication - The printed word - Advantages of

the printed word - Limitations of the printed word -
impact of the printed Wof&mmary.

TYPES CF CORPOBATE BLICATIONS :
FORMAT AND LA

tntroduction - ‘mat of Corporate Fublications ~
tayoui of co%e publications - Manuals and
Handou nnsl report - The Chairman’s speech -
House jnals - Employee Newsletters . Trade

jou -® Eolders - brochures - Calendars and
Dia Government publication - Summary.
ILLUSTRATIONS iN CORPORATE PUBLICATIONS

intreduction - Photo montage - cofour transperen-
cies - sketches and fine diagrams - cut-outs -
Piacement of illustrations - Tint background - Do’s
and Dor'ts in reproduction of illustrations-

Summary.

DIAGRAMMATIC REPRESENTATION N
CORPORATE PUBLICATIONS

introduction - tmportance of diagrammatic represen-
tation - Limitation of diagfammatic representation -
Rules of diagrammatic representation - charting
categorial series - (like one dimensional or bars,
Rectangle diagram, Square diagram, Circle diagram
nd Picture diagram} - Summary,




Lesson & PRODUCTION OF CORPORATE PUBLICAT!ON%

Introduction - Production of a folder - Production
of a brochure - Production of an Annual Report -
Production of manuals and hend books - Produc-
tion of Calendars and diaries - Summary.

- Lesson 6 PRODUCTION OF AN INTERNAL HOUSE ‘
JOURNAL

Introduction - Scope and function of an int |rnal
house journal - Contents analysis of some internal
house journal - Inference of the study - Typical
contents of an internal house journal - Production
norms and techniques of an internal house journai -

Summary. .

Lesson 7 PRODUCTION OF E)@:&L HOUSE JOUHNA‘L

Introduction - Conten lysis of some external

house journals Rience of the study - Produc- l
tion norms and gniques of an external house

journat - S%ary, . .
“Lesson B STEP EAUNCHING A HOUSE JOURNAL

Regisgion of a house journal - Postal concession-

ilation of mailing list - Choice of - paper -

ary. ) ! ‘\
Unit i1 Writing and Editing of Corporate Publications 1‘
Leséon 9 WRITING FOR CORPORATE PUBLICATIONS |

introduction - Structural composition of the text -
Opening and Concluding sentences - Use of statis- |
tical data - Distribution of facts - Language com-
position of the text - Vocubulary - Structure of
sentences - A popuiar style - Tonal composition of
the text - (a) Interpretative tone - (b) Laudatory
tone - (¢) Hortatery tone - Summary.

Lesson 10 PREPARING REFERENCE MATERIAL FOR
CORPORATE PUBLICATIONS

' . Introduetion - Collection of backgrouss
Collation of background materizil




