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Preface

THE SCHOOL YEARBOOK staff often takes
over its job with little or no experience in
book publishing. Invariably the staff faces
a multitude of problems that must be solved
quickly and intelligently if the yearbook is
to be a successful venture.

School press associations, yearbook con-
ventions, magazines for student journalists
and concerns that produce school annuals
are all valuable sources of information. Fre-
quently, however, this information is not
immediately available to help solve the day-
by-day problems of yearbook production.

This book has been designed to fill this
need for readily available information on all
the basic problems of publishing a school
annual. It is a production handbook for
faculty advisers and all student staff mem-
bers, and will serve as a textbook for courses
in yearbook editing and supervision of
school publications.

The author wishes to express his deep
gratitude to these members of the Kansas
State College staff: Professor Lowell E.
Brandner for valuable advice and editorial
assistance; Professor Donald L. Alexander
for aid in preparing the chapters on photog-
raphy and editing; Samuel H. Logan, edi-
tor of the 1956 Royal Purple, for editing the
manuscript; and to Mrs. Charlene Glenn,
secretary to Student Publications, Inc. for
typing the manuscript. Special thanks are
extended to Professor Hallam Walker Davis,
Professor Ralph R. Lashbrook and Professor
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Byron Ellis who encouraged, advised and
helped the author in the publication of the
first edition of this book.

Grateful acknowledgement is also made
to many other individuals and concerns who
made this edition possible: Marshall Town-
send, Merritt Bailey and associates at the
Iowa State College Press for generous co-
operation and suggestions in printing this
book. Bill Taylor and associates at the Tay-
lor Publishing Co., Dallas, Texas, for valu-
able suggestions and assistance in preparing
and printing the chapter -on photolithog-
raphy. Karl Fitzer, Burger-Baird Engrav-
ing Co., Kansas City, Missouri, for assistance
in producing many of the drawings and to
Ralph Kolb of the same company for gather-
ing and making available many of the forms
and cuts used in this book. Robert R.
Maplesden, Burd and Fletcher Printing Co.,
Kansas City, Missouri, for helpful sugges-
tions in preparing the chapter on photoen-
graving. Laurence E. Blaker and David R.
von Riesen of the Studio Royal, Manhattan,
Kansas, for many suggestions and pictures.

The author is also particularly indebted
to the National Scholastic Press Association,
University of Minnesota, for much valuable
material and to Fred L. Kildow, director of
the association, and to Mrs. Lucille Kildow
for their helpful efforts in supplying ma-
terial requested. He is indebted also to Miss
Ella Sengenberger, adviser, Arsenal Cannon,
Arsenal Technical High School, Indi-
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anapolis, Indiana, and to Professor Norman
Christensen, adviser, [Ibis, University of
Miama, Coral Gables, Florida, for assistance
in collecting material for inclusion in this
book.

Special thanks is extended to the advisers
and staffs of these yearbooks for permission
to reprint the material identified by the fig-
ure numbers following each book listed.

Arsenal Cannon, Arsenal Technical High School, Indi-
anapolis, Indiana. Figs. 3.1-3.5, 8.4, 8.7
Blue Mantle, The, St. Mary’s High School,

Massachusetts. Fig. 9.10
Bluff, The, Scottsbluff (Nebr.) High School. Fig. 9.2
Bomb, The, Towa State College, Ames, Towa. Figs. 5.29,
5.33, 5.34, 8.3
Breath of Ocean, Fr. Bragg (Calif.y High School. Fig.
9.12
Bruin, The, Bolton High School, Alexandria, La.
9.11
Bulldog, The, Anton (Texas)
Chit Chat, Chickasha (Okla.)
Cavaleon, Coral Gables (Fla.) High School. Fig. 9.14
Crater, Medford (Ore.) High School. Figs. 9.7, 9.16
DeSoto, Memphis State College, Memphis, Tenn. Fig,
9.15
Gopher, University of Minnesota, Minneapolis. Fig. 8.1
Harvester, Pampa (Texas) High School. Fig. 9.5
Highlander, Lakeland (Fla.) High School. Fig. 9.6

Milford,

Fig.

High School.
High School. Fig. 9.17

Fig. 9.8
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Ibis, University of Miami, Coral Gables, Fla. Figs. 5.2,
5.15, 5.17, 5.19, 5.20, 5.22, 5.24-5.26, 5.31, 5.36-5.38,
542,543

Makio, Ohio State University, Columbus. Fig. 9.18

Monticello, Thomas Jefferson High School, San Antonio,
Texas. Fig. 9.13

Nor’easter, Northeast High School, Kansas City,
Figs. 8.6-3.10, 7.1, 7.10, 7.16, 8.5, 8.6

Red and Black, Glens Falls (N.Y.) High School. Fig. 9.9

Royal Purple, Kansas State College, Manhattan. Figs. 2.1—
2.3, 8.11-3.16, 4.3, 4.9, 4.11, 5.1, 5.3, 54, 5.7, 5.8, 5.10-
5.18, 5.16, 5.18, 5.21, 5.23, 5.27, 5.28, 5.32, 5.35, 5.39,
541, 544-551, 6.1, 7.8, 7.9, 7.14, 8.2

Sooner, University of Oklahoma, Norman.
3.24, 5.9, 5.14, 5.30, 540

Yellow Jacket, Leesburg (Fla.) High School. Fig. 9.4
These companies furnished the forms designated by

the following figure numbers:

Burger-Baird Engraving Company,
Figs. 7.13, 7.15

Southwestern Photoengravers Association, Dallas, Texas
Figs. 7.19-7.29

Taylor Publishing Company, Dallas, Texas. Fig. 9.3

Mo.

Figs. 3.17-

Kansas City, Mo

The author would like to give individual
credit to each of the scores of photographers,
editors, writers, advisers, artists, printers, en-
gravers and many others whose work is re-
produced in this book, but this would be an
endless task. He can only say, sincere thanks
to all who have made a contribution.

C. J. MepLiN

November, 1955



Table of Contents

6.

The School Yearbook and Ilts Functions .

Four Functions of the Annual. How Yearbooks Got Started. The Annual As
a Memory Book. Get Pictures of All Students. Complete History of One Year
of School Life. Get Complete Coverage. Cover Extracurricular Activities. Edu-
cational Value of the Yearbook. Building Good Will for the School. Annuals
to Prospective Students.

The Staff To Do the Job .

Appointment of Adviser. Work of the Adviser. Place Responsibility on the
Staff. Censorship of the Annual. Course in Yearbook Production Required.
Workshops for Planning the Annual. Selecting the Editor and Business Man-
ager. Written Applications Required. Duties of the Editor. Tryouts for Staff
Positions. Duties of the Business Manager. Building Staff Morale. Maintain
Staff Morale.

The Theme or Pattern of the Book .

Selecting the Theme. Division Pages. Developing the Theme. Opening Pages.
Arsenal Cannon Theme. How the Theme Was Presented. Theme of the
Nor’easter. Royal Purple Uses Red. Theme of the 1955 Sooner. Theme Possi-
bilities. Interesting Chapter Headings. 'The Theme Should Wear Well.

Planning the Book in Detail .

‘The Editor As an Architect. Allocating Space. Books Printed in Signatures.
Preparing the Dummy. Uniform Page Margins. Use of Bleed IHlustrations.
Angled Pictures Overdone. Balance in Layout. Formal Balance. Informal
Balance. Some Elementary Principles. Yearbook Presents Special Problem.
Where Page Layout Begins. Advantages of the Dummy. Don’t Puizle the
Reader. Simplicity Aids Effectiveness. Form Should Follow Function.

Geting Pictures To Tell the Story

Pictorial Quality. Good Equipment Needed. Formal and Informal Pictures.
Arrangement of Large Groups. Informal Group Pictures. Pictures of Big
Events. Insuring Pictorial Coverage. Select Events To Be Covered. Bread-and-
Butter Pictures. Complete Arrangements for Each Picture. Care of Prints and
Negatives. Requirements of a Good Picture. Get Identifications for Pictures.
Strive for Simplicity. Atmosphere Pictures. Spontaneous Events. Candid Shots.
Available Light Pictures. Action Pictures of Athletic Events. Posed and Semi-
Posed Pictures. The Picture Story.

Writing and Editing Copy e e
Adequate Copy Helps To Tell the Story. Five Different Types of Copy.
Planning and Writing Effective Copy. Giving the Yearbook a Personality. Give
Detailed Instructions to Copy Writers. Copy for Organizations. Writing Copy
About the Administration. Writing Effective Sports Copy. Record Accom-
plishments of Seniors. Writing Headlines With a Punch. Short Headlines Are
Effective. Writing Cutlines. Easy To Follow Identifications. Writing Breakers
or Subheads. Copyreading Marks. Proofreading Marks.

(91

11

16

25

43

57



7. Working With the Engraver

Discounts for Early Copy. How Plates Are Made. Making a Line Etching.
Making a Halftone. Selecting the Halftone Screen. Estimating Cost of En-
graving. How To Save Money on Engravings. Determine Whether Copy Will
Make Size. How To Use the Scale. A Mathematical Formula for Estimating
Size of Cuts. Give Engraver Complete Instructions. Seven Points To Cover.
Make a Record of Each Cut Ordered. Mounting Photographs How To Mount
a Snapshot Page. Mounting Class Panels. Avoid Strip-ins When Possible.
Send Copy to Engraver Often. Shipping Copy to Engraver. Preparing Draw-
ings or Art Work. Pen Drawings for Zinc Etchings. Pencil, Charcoal, or Wash
Drawings. Good Photographs Make Good Engravings.

103

8. Working With the Printer . . . . . . . . . . . . 123

Work Out Detailed Specifications. Number of Books To Be Printed. Number
and Size of Pages To Be Printed. Quality and Weight of Paper. Special Sections
Printed in Color. Specify Method of Binding. Side-Wire Stitched Binding.
Spiral Binding Method. Sewed Binding Most Satisfactory. Specify Kind of
Cover Wanted. Conditions for Delivery. Extra Pages and Extra Copies. Terms
of Payment. General Clauses Often Included. Established Typographical Style.
Adopt Uniform Style for Captions. Subheads and Initial Letters. Use Layout
Sheets Properly. Estimating Copy To Fit the Space. Square-Inch Method
of Estimating.

9. Production of Yearbooks by Photolithography . . . . . . . 139

Chapter Printed by Photolithography. Photolithographic Process. Making the
Line Negative. Stripping-in the Negatives. Making the Lithographic Plate.
How the Offset Press Works. Plan Yearbook Carefully. Preparing Layouts
and Copy. Typing Copy for the Printer. Lithotyped Composition. Copy Sct
in Type. Art Work in Lithographed Yearbooks. Contracts for Lithographed
Yearbooks. Optional and Extra Expenditures. Color Printing Adds Beauty.
Any One Color Instead of Black. Signatures Printed in T'wo Colors. Duotone
Reproductions Are Effective. Four-Color Process.

10. Producing the Book on Schedule . . . . . . . . . . . 171

Special Discounts Offered. Establishing the Schedule. Establishing Major Dead-
lines. Detailed Production Schedule. Implementing the Production Schedule.
Stories in School Newspaper. Clean-up Drive for Class Pictures. Getting Group
Pictures. Pictures by Student Photographers. Engravings Ordered Ahcad of
Schedule. Covers Ordered on Schedule. Special Plan for Deadlines on Printing.
Progress Chart Visualizes Work. Separate Folder for Each Page. Work Out
Efficient Distribution System. Most Annuals Delivered in Spring. Fall De-
livery of Annuals. Outline Work for New Staff.

11. Budgeting and Controlling Finances . . . . . . . . . 178

Definitions of a Budget. Where To Get Budget Information. Estimate for
Income First. Sale of Books Important. Study Advertising Rate. Estimating
for Expenditures. Get Estimate of Printing Cost. Cost of Pictures Important
Item. Examples of a Budget. Activity Fee To Support the Annual. Budget
Control Important. Use of Representative Budgets.

12. Methods of Raising Revenve . . . . . . . . . . . 188

Selling the Yearbook. Promoting Early Sales. Keeping Records of Sales. Selling
Organization. Publicity for the Campaign. Special Assembly to Publicize An-
nual. Selling Yearbooks off Campus. Clean-up Campagn. Preparce a Sales Talk.
Sale of Advertising. Advertising Agreement. Give the Advertiser a Good Prop-
osition. Pictorial Advertising. Sclling Out-of-Town Advertisers. Letter In-
troduces Salesman. Selling the Local Advertiser. Advance Preparation. Con-
ducting the Interview. Filling Out the Order. Answering Objections.  Ad-
vantages of Yearbook Advertising. Miscellancous Sources of Income.

13. Keeping Complete Financial Records . . . . . . . . . 197

Receipt Forms Needed. Issuing Photographic Receipts. Use of General Receipt.
Use of the Card File. The Ledger As a Permanent Record. Closing the Year-
book’s Affairs. Have the Books Audited. Help the New Staff.

Appendix . . . . . . . . . . . . . . . . . .23
Index . . . . . . . . .. .. L. .. 209
{11



Chapter 1

The School Yearbook and Its Functions

MORE THAN twenty thousand schools pub-
lish yearbooks annually in the United States.!
These books touch intimately the lives of
millions of students, their parents and
friends. The well-planned and carefully edit-
ed yearbook records in enduring form the
accomplishments of each student in the
school.

It makes every student proud of his place
in the school and community. It gives him a
sense of identity, and hence affects his behav-
ior as a good citizen. The nature of this sense
of identity and its effect on behavior was em-
phasized by General E. C. Betts, judge advo-
cate general in the European Theater of Op-
erations.? Among other reasons, he attributed
crime among American troops to a lack of a
sense of identity. He pointed out: “This
sense of identity is very important. If any-
one is among friends or people he knows, he
wants their respect, he hesitates to do any-
thing shameful.” The annual proudly pro-
claims the accomplishments of each student
and identifies him with his picture.

At one time some school administrators and
boards of education forced annuals to discon-
tinue publication. In many cases both sides
of the issue were not heard. The annual was
allowed no advocate, no champion. One
school principal who prided himself on killing
" *Estimated from information furnished by the National
Scholastic Press Association, University of Minnesota,
Minneapolis, Minn., The Taylor Puhlishing Company,
Dallas, Texas, and Myers and Company, Topeka, Kansas.

? James Russell Wiggins in Journalism Quarterly, Vol.
23, No. 1, March, 1946.
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the yearbook — usually in a different school
each year — remarked in exasperation, “A
yearbook has more lives than a cat.” Happily
a principal of this kind is a rarity today. Most
administrators and school boards recognize
the value of the annual to the school and com-
munity, and many of the places where an-
nuals were discontinued are now producing
books again.

Four Functions of the Annual

What is it that gives an annual more lives
than a cat? What do students and their fam-
ilies prize in the annual? What functions give
it vitality? A careful study of the modern
yearbook reveals that it has four important
functions. To fulfill these functions it must:

1. Be a real memory book, a glorified family al-
bum, with pictures of every student and faculty
member in the school.

2. Tell a complete human history of one year of
school life.

3. Give worthwhile educational training to student
staff members.

4. Build good will for the school by giving a true
and comprehensive picture of what the insti-
tution is trying to accomplish.

How Yearbooks Got Started

A clearer understanding of the functions of
the annual or yearbook can be obtained by a
brief glance at its history and development.
In the early years it was a memory album for
seniors only. In the beginning seniors ex-
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changed pictures. Some pasted them into al-
bums together with newspaper clippings to
serve as a reminder of school days. Some such
procedure still exists in a few small schools.

Eventually printed yearbooks came into be-
ing. In the late 1880’s, the use of halftones
was developed, and the more progressive
schools adopted this new method of photo
reproduction in their publications. Tremen-
dous possibilities were opened to enterprising
editors with this new device for picture re-
production. However, editors did not start
immediately to produce streamlined books
similar to those now being printed. It was
too much to expect yearbooks to change over-
night. Most annuals continued to be senior
memory books, with the addition of views
and a few snapshots. After all, they were pro-
duced to a large extent by students who had
little or no experience in the publishing busi-
ness, and who were carrying a full assign-
ment of school work in addition to their edi-
torial duties.

The Annual As a Memory Book

Today the chief function of the yearbook is
the same as it was before printed annuals
made their appearance. It should still be a
memory book, a family album of the school.
Students still want pictures of themselves and
their friends. Close studies of yearbook sales
prove that the number of copies purchased
depends upon the number of people whose
pictures appear in the book. Every student
whose picture appears is almost a sure pur-
chaser. He can say to his family and friends,
“Yes, that’s my picture. Not a thing of beauty,
perhaps, but it’s there.” That student feels
he belongs. If he has to say, “No, there isn’t
a picture of me in the book,” he feels unim-
portant and insignificant. The book has not
fulfilled its function for that student.

How is the editor of a school annual going
to get pictures of all students and teachers in
the book? There are several ways. Often in-
dividual pictures of each student in the senior,
junior, sophomore and freshman classes are
printed in panels. If this is impractical, be-
cause of the size of the book or the cost to
each student, individual pictures of seniors
can be used and group pictures can be taken
of the underclassmen.

An excellent opportunity to add pictures is
afforded by the organization section. Each or-
ganization, whether in a university or high
school, wants a panel or group picture of ade-
quate size showing all its members. This, of
course, can be supplemented with activity
pictures to be discussed later. Pictures show-
ing all members of each organization in school
are double assurance that everyone will ap-
pear at least once in the annual.

Get Pictures of All Students

Some schools insure getting pictures of all
students in the class section by paying for the
photographs, from yearbook or school funds,
for any student who cannot afford to pay for
his own picture. These students are con-
tacted on a personal basis, and the photogra-
pher usually makes a special price to the an-
nual for this work.

In many instances, the photographer comes
to the school and takes all the pictures of
classes and organizations over a period of two
or three days. To include pictures of all stu-
dents who were absent during this period,
and also to picture those who enter school la-
ter in the year, a page near the back of the
annual often is devoted to one or more group
pictures, taken during the spring, of “absen-
tee and new students.” The next best thing
to getting a picture of a student in the an-
nual, is to list his name as “‘member not pic-
tured” with the class or organization to which
he belongs.

Most families in the United States have a
treasured, well-worn copy of a school annual
that automatically opens at a certain page.
On that page is a picture of a son or daughter,
even though he or she may only be in some
club or group picture. But that makes the
school annual a worthy school project. That
gives it life beyond its own year. It gives per-
manence to each year of school life.

The yearbook is nearly unique among
books in that it is one of the select few which
all owners keep throughout their lives. It is
one of the few books they own which increases
in value, as anyone can prove by trying to buy
at five times its cost any privately owned an-
nual which is ten or more years old.



Complete History of One Year of School Life

The development of the second function o:
the annual — telling a complete history of
one year of school life — has been a slow and
sometimes a confused process. Definite prog-
ress has not always resulted from some of the
experiments tried, but excellent general im-
provement has resulted from the efforts of
the many. Editors, faculty advisers and
school administrators have made definite con-
tributions.

State and national school press associations
have given invaluable help by sponsoring
conventions, yearbook contests and instruc-
tion books. Professional magazines, published
for teachers and students interested in jour-
nalism and the graphic arts, have pointed the
way with timely and worthwhile articles on
yearbook production in all its phases.

Contributions of the thousands of photog-
raphers, engravers, artists, printers, cover
makers and paper manufacturers who do the
work on annuals should not be underesti-
mated. Anyone truly familiar with the many
hours spent by individuals of the graphic arts
industry instructing and helping annual staffs
long after the “whistle has blown” knows
they are sincerely interested in more useful
books and finer examples of good book pro-
duction.

Get Complete Coverage

The editor of any yearbook is faced with
the difficult problem of compiling a history
of the school year while that history is being
made. Events seeming important the day they
happen often have little historical value. The
fact that the leading halfback reports to foot-
ball practice Tuesday afternoon with an in-
jury that may keep him out of the important
game of the year is a good news item, but the
result of the game is more significant to the
editor of the annual. The editor must sep-
arate the wheat from the chaff, the significant
from the insignificant. It is more important
to record the names of students who were
elected to the Honor Society than to tell of the
banquet they had on May 20.

What are some of the important things that
should be included in the yearbook? The
book must have some introductory or opening
pages. Perhaps the title page is the only one
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absolutely necessary. The late George Sargent
called the title page “the door to the book.’”
It should give the name of the annual, the
year published, the publishers, school, town
and state. Many times this complete intro-
duction 1s omitted, and the reader must then
search through several pages to find the name
of the school, the town, the state and year of
publication. A detailed discussion of opening
pages will be made in a later chapter. They
are highly important.

At least one good view of the main school
building as students generally approach it
should appear early in the book. This re-
production will be more attractive if it shows
students entering or leaving the building.
One picture might serve for a small high
school, but several pictures will be necessary
to identify a large university and give the
proper setting. Views carefully identified or
interpreted by good cutlines will have added
interest for the reader. If the book is to be a
complete history of the school year, it must
show students in classrooms, laboratories,
shops or other places of curricular activity,
and indicate actual class procedure. Every
reader wants to know what and where.

Faculty pictures easily can be worked into
the section portraying the work of the school
by use of individual photographs, panels and
group pictures, or the teachers can be shown
in classrooms or laboratory pictures. Some-
times they are shown with the organizations
they sponsor.

Sports coverage is good in most yearbooks.
In fact, it usually is the most popular section
in the annual. Editors must be careful to give
a complete picture of the athletic program.
Some attention ought to be given to activities
of second teams, freshmen, scrubs, intramu-
rals and girls’ sports, so that proper balance
is maintained. Copy should be interesting,
lively and unbiased. Tell the story of the
game or season regardless of its success or dis-
appointment. Give due credit to opposing
teams and emphasize the highlights of the
game. An accurate, complete and easy-to-find
record of scores of every sport is important.

Cover Extracurricular Activities

The extracurricular activities of students
and faculty members are important parts of
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the history of the year. It is sometimes diffi-
cult to distinguish between an organization
and an activity, and there is probably no def-
inite dividing line. The significant thing is
to include all of them. It is a definite achieve-
ment when a student wins a scholarship, is
elected to an honor society, makes the debate
team, orchestra, band or livestock judging
team, fills a leading post on the yearbook or
newspaper staff, takes part in a school play,
is a cheerleader or in any other way proves
that he is a valuable citizen in the school com-
munity. It is the job of the editor to pass out
the palm of praise for success in all fields of
school endeavor.

In the school life section, sometimes called
the feature or snapshot section, editors have a
real chance to tell their story by emphasizing
the highlights of the school year with pictures
that recall events, such as special assemblies,
rallies, trips, traditions, homecoming celebra-
tions, pep functions, open house, rush week,
registration and many others. Candid shots
which record current fads, fashions and habits
of students lend interest.

The snapshots, or news pictures, should
portray events and not feature individuals.
These reproductions are more effective if
they are large enough so people and objects
can be recognized easily. Good headlines,
copy and captions can do much to complete
the story the pictures attempt to tell.

To produce a yearbook that will be prized
by students and their parents, the editors must
place major emphasis on the first two func-
tions: (1) make the annual a real memory
book by including pictures of all students and
teachers and (2) record a complete history
of the school year in pictures and type.

Educational Value of the Yearbook

The educational value of the school year-
book to staff members can be classified into
two general categories: the technical know-
how of the publishing business, and training
in general business methods. The training
thus acquired can be used in almost any busi-
ness or profession the students may later en-
ter. There are few fields of endeavor in which
this knowledge cannot be used.

There are innumerable instances of staft
members who, because of the inspiration and

knowledge acquired from working on the
yearbook, have later become top-light ex-
ecutives with newspapers, magazines, house
organs, advertising agencies, publishing
houses and engraving companies. Many stu-
dent photographers and artists, because of
their experience on the yearbook staff, have
later become leaders in these fields.

The business training acquired from sell-
ing books and advertising, estimating and
controlling budgets, managing offices and
keeping records, co-operating with staff mem-
bers and dealing with the public cannot be
overestimated. The faculty adviser and other
teachers should constantly remember that
students will benefit from actually doing the
jobs to which they have been assigned on the
annual.

In many cases, especially as deadline dates
approach, it would be simpler and quicker
for the adviser to take matters into his or her
own lands and order cuts, make layouts, in-
struct the printer and even write the copy
and the picture captions. In some cases this
may be necessary if contract requirements are
to be met. In most cases it is not. A carefully
planned production schedule will leave time
to instruct the student staff mernbers in their
jobs and leave them sufficient time to com-
plete all assignments.

Student editors and business managers can
help in this educational process. The widest
possible allocation of jobs, in general, is to
be desired. In most cases the editors and man-
agers have at least a fair understanding of all
processes involved in the publication. In
some cases the editor, and possibly the busi-
ness manager, are the only ones who really
understand the job. In these cases the year-
book is not serving its full purpose.

It is the job of the adviser to teach students
to assume responsibility. The successful pro-
duction of the annual requires skill in divid-
ing and allocating responsibility and author-
ity among others.

However, the adviser must remember that
the educational value to the staff is distinctly,
sharply subordinated to the goal of giving the
school the finest, worthiest book within its
means. The educational training afforded
staff members is purely a by-product. The
experience has high value only as it produces



a good book. The staff member who has only
a small part in producing a really fine book
will get better training than the editor-in-
chief of a slovenly, fumbling, amateurish
product. The adviser must assume the re-
sponsibility of producing a good book as well
as affording staff members a worthwhile edu-
cational experience.

Building Good Will for the School

The yearbook, if it gives a true and com-
prehensive picture of what the school is trying
to accomplish, can do much to sell students,
parents and other supporters on the school’s
value to the community, the state and the na-
tion.

Too often, even in small communities, the
general public gets the impression that stu-
dents spend most of their time “‘whooping-it-
up” for athletic contests, going to dances or
racing around town in “hotrod” cars. They
seldom have the opportunity to observe the
long hours put in by students in classrooms,
laboratories, libraries or in home study. If
the yearbook brings to the attention of all
who read it the worthwhile scholastic accom-
plishments of the school, in addition to extra-
curricular activities, it aids in building good
will for the school. If the voters of the com-
munity are well-informed about the real op-
portunities offered by the school to the young
people of the community, they are more will-
ing to vote bonds and pay taxes to provide
needed improvements and adequate support

Functions of the Yearbook 15

of the school. The annual provides one of
the most effective ways of presenting these
needs to the community.

Annuals to Prospective Students

Perhaps private schools were the first to
recognize the public relations value of the
yearbook. The private schools place much
emphasis on the educational activities and
devote considerable space to showing beauti-
ful campus views as well as telling a complete
history of the year. The yearbook is often sent
to prospective students to tell them the ad-
vantages of that particular institution. The
traveling representatives of private schools
make use of the annual to present their in-
stitution in a favorable light to prospective
donors as well as regular supporters of the in-
stitution.

Many of the more progressive tax-sup-
ported state colleges and universities have
recognized the value of the school annual in
showing prospective students and taxpayers
of the state what the schools are doing. Often
several hundred copies of the annual are pur-
chased and sent to high school libraries and
prominent state officials. Students attending
the colleges are urged to show copies of their
annuals to high school seniors and influential
citizens in their home communities. Deans,
heads of departments and coaches use the
yearbook in discussing the merits of their
institution when interviewing prospective
students.



Chapter 2

The Staff To Do the Job

THE HEAD OF THE SCHOOL, whether college
president or high school principal, is an
unofficial member of the annual staff and has
much to do with its success or failure. By
sympathetic co-operation and assistance he
can smooth the path for the annual staff, or
he can use delaying tactics that will make it
virtually impossible to publish a truly rep-
resentative yearbook.

The situation has been well stated by Lau-
rence R. Campbell in his booklet, 4 Princi-
pal’s Guide to High School Journalism, pub-
lished by Quill and Scroll Foundation, North-
western University, 1944. Mr. Campbell says:

Education costs money. How well every principal
realizes this fact. No matter where he turns he dis-
covers needs that stretch all his financial resources.
Hence, he is usually glad to discover an activity that
pays its own way if given a fair chance.

Just what is meant by a fair chance? Simply this:
no publication staff should be expected to achieve
results — educationally or financially — if it is
hampered and hamstrung by policies or rulings that
make it impossible to finance its program.

Like the professional newspaper, student publica-
tions have two chief sources of revenue — circulation
and advertising. True, there are miscellaneous
sources, too. With few exceptions, a well-organized
business staff can raise adequate funds unless low
ceilings are put on subscriptions and advertising.

. Usually school publications indicate that a
school has a good principal. If a school newspaper or
yearbook is a failure, often the principal must share
much of the blame. Thus, the principal has a great
responsibility in developing the possibilities of scho-
lastic journalism.

[16]

The same statements are true when applied
to colleges and college administrators. How,
then, can the school administrator help the
annual staff?

First, he can see that the members of the
staff get an early start by providing for the
appointment or election of the editor and the
business manager early in the spring, more
than a year before they are to publish the an-
nual. There are many important events to be
covered after the current annual goes to press,
if the book is to be a complete history of one
year of school life. A certain cotton planter
once remarked, “It takes 13 months out of
the year to raise a cotton crop.” It takes at
least 15 months out of the year to produce a
successful annual.

Second, the school or college should provide
an office or room where the staff can do its
work, just as space is provided for the band
and the orchestra to practice and for the ath-
letic teams to perform. If an office is pro-
vided, the work on the annual can be done
during activity periods when students have
free hours, or after school. The staft wil] have
a place to work and can make progress each
day. This is essential] if the undertaking is to
succeed and if the book is to come out on
time, It is necessary for the staff to have desks,
sufficient typewriters, filing cabinets, a camera
and other minor equipment.

Often the commercial department of a
school has 20 to 40 typewriters that are used
a few hours a day, but no typewriter is made



available for the yearbook staff. The same is
true of darkrooms and other school facilities.
It is sometimes difficult for the school admin-
istrator, because of crowded conditions in the
schools, to allocate suitable quarters for the
annual, but an equitable division of space can
be made if the head of the school is interested
in seeing that the annual staff is given a fair
chance for success.

Appointment of Adviser

Third, the principal or president can ap-
point some faculty member who has had suf-
ficient training to advise the annual staff. If
there is no one in the school qualified to do
the job, he should follow the same plan used
in securing an athletic coach or music super-
visor. Often one of the journalism teachers
can handle the work, but his teaching load
should be reduced. Sometimes in a large high
school or college, the head adviser is in charge
of the editorial or production end of the an-
nual, and assistant advisers are appointed
from the bookkeeping or business school to
advise the business staff. Often some member
of the faculty aids in taking and processing
pictures. However, one adviser should be in
general charge of the production of the book
and so be responsible for the proper co-ordi-
nation of all departments.

The adviser should be encouraged by the
school administration to attend publication
conventions and university summer courses
on yearbook production. He should be given
credit for work done during vacation months
on magazines, newspapers or in publishing
houses. Many improvements are being made
each year in the graphic arts industries, and
the adviser who is to do a good job must keep
abreast of the times.

Work of the Adviser

The position of adviser to the yearbook staff
is a difficult one. To do a good job will prob-
ably require more time, preparation and
study than any two courses he will have to
teach. It is important that he do a thorough
job, as his professional advancement and
standing in the school and community will be
determined in no small degree by the results
he obtains.
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The position of adviser is comparable in
many respects to that of the publisher of a
newspaper or magazine who employs an edi-
tor and business manager to do the detail
work. His job is to see that the work of the
staff is properly co-ordinated, that the book
published is a good one, that it be delivered
on time and that there is enough money to
pay the bills. To accomplish this he must
have a thorough grasp of the entire problem.
The task will not be too difficult if the adviser
has had proper training in English, journal-
ism, social science, business, etc. If he has had
experience working on a newspaper, maga-
zine or for a publishing house, so much the
better. The school administrator should take
all these things into consideration when em-
ploying a teacher who is to be the adviser. If
the adviser has not had training along these
lines, he can often arrange to attend summer
sessions of journalism schools, or take work in
a field that will give him the information he
needs. Several large universities have sum-
mer short courses on yearbook production
that are a great help to advisers.

If the adviser is appointed on short notice
and feels he needs information on the pro-
duction of the annual, he can obtain it by
writing the state and national school press
associations. The schools of journalism locat-
ed in the state where the adviser is employed
often can suggest books that will give the
desired information.

Place Responsibility on the Staff

The adviser should place responsibility di-
rectly on the shoulders of the editor and busi-
ness manager. Students will do a much better
job if they are given responsibility. Often the
job will not be done exactly as the adviser had
visualized, but in a surprising number of in-
stances the staff members will turn out some-
thing just as good and sometimes better. The
adviser should discuss in detail with the edi-
tor and business manager all the major proj-
ects to be carried out. He should not be the
boss who gives orders, but should see that the
editor and business manager make all assign-
ments to their respective assistants and as-
sume responsibility for execution of the as-
signments.
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The adviser should attend all staff meetings
and discuss beforehand with the editor and
manager what is to be done in the meeting.
The meeting can be conducted by the editor
or manager. The work to be done should be
carefully outlined for the other members of
of the staff. A staff ineeting must not be al-
lowed to deteriorate into a debating society.
It is the place to co-ordinate the efforts of the
entire staff for the job to be done.

Censorship of the Annual

The adviser should not act as a censor. If
members of the staff are properly trained, they
will have too much pride in their book and
school to print anything that will discredit
either. The adviser should tell the editor
there are certain things that he must watch in
accepting copy for the book. First, copy-
righted material that has appeared in books,
magazines and other publications cannot be
reprinted without permission of the pub-
lisher. Second, postal regulations forbid mail-
ing publications containing obscene material.
Third, the libel laws prohibit written def-
amation of character.

If the editor is taught to understand the
standards of good taste and fair play, there
should be no need of faculty censorship. It
is necessary to impress upon the staff the
importance of accuracy in the annual, be-
cause after it is printed there is no chance to
run a correction, as is done by newspapers
when errors appear.

Course in Yearbook Production Required

Many yearbook advisers who have journal-
ism training insist that a regular credit course
be required of major members of the annual
staff. One effective plan is to arrange a
course so that one hour a week can be given
to recitation and two or three hours to lab-
oratory work. In schools where a journalism
course 1s already offered, it is an easy matter
to divide the class so some of its members are
assigned to work on the annual and others on
the school newspaper.

Probably the greatest single advantage of
having a class in yearbook production is the
better possibility of producing the book on
schedule. When the class meets two or three

times a week, there is no excuse for dupli-
cation of effort. Each individual can be
given an assignment that needs to be done
and one he has the ability to do. Thus an
intelligent division of work expedites the pro-
duction of the book. Most advisers who teach
a course in yearbook production find it makes
the job of advising the annual easier and pro-
duces a better yearbook.

Workshops for Planning the Annual

Several colleges and universities are con-
ducting summer workshops primarily for ad-
visers, but some schools permit student
members of the annual staff to attend. The
major project for cach individual attending
the workshop is to plan in detail the yearbook
to be published by his school during the
following year.

If college credit is to be earned by those
attending, admission is limited to individuals.
having college standing. Some workshops,
on the other hand, are conducted for high
school students only.

Selecting the Editor and Business Manager

Perhaps the most satisfactory method of
selecting the editor and the business manager
of the annual is appointment by a publi-
cations board. Many schools have a board of
publications composed of students and
faculty, with the students usually in the
majority. Quite often in a large school the
dean of the journalism school is chairman of
the board, and the faculty adviser should be
a member. From three to ten students usually
are elected members of the board at the
general school election. In a small school the
board could be composed of the principal,
faculty adviser and one representative from
each of the four classes.

In addition to electing the editor and the
business manager, the board often determines
general policies of the annual, approves im-
portant contracts and also may direct other
publications in the school. Student members
of the board are often better judges of student
ability than are faculty members. However,
because of their lack of experience they are
often more harsh in their judgment of fellow
students than are the faculty members. Then



too, student members of the board can be a
great aid to publications because they have
a better chance to know community opinion
about the annual.

Most boards require a candidate for one of
the major positions on the staff to have at
least one year’s experience working on the
annual. Many capable editors and managers
have served three full years on the staff before
being elected to a major position. Even if
the book is published by the senior class,
there is no valid reason why minor staff posi-
tions cannot be held by students from the
lower classes. It is neither fair to the student
elected nor to the school to appoint an editor
or manager who has had no previous experi-
ence on the publication. Editors are faced
with a maze of problems of writing, editing,
illustration, finance, circulation and pro-
duction that cannot be successfully and effi-
ciently handled by anyone who is new to such
work.

Written Applications Required

Often the board of publications requires
the candidate for an executive position on the
yearbook to write a letter of application stat-
ing his qualifications in detail. The board
should receive letters of recommendation or
interview the editor, business manager and
faculty adviser under whom the applicant
has worked. It is a good idea to check the
applicant’s grades, interview his major in-
structors and talk with school executives to
secure all the information possible about his
ability and initiative.

Some schools have application blanks for
applicants to fill out. Shown in Figure 2.1
is the application form used by the Board of
Student Publications, Kansas State College.

Applicants for the positions of editor and
business manager must realize the importance
and scope of their work and the amount of
time required to do the job. They should
agree to make their work on the book their
major activity for the year. Other activities
must be limited so that plenty of time is
available to work on the annual and to direct
the efforts of their assistants.

There are probably other satisfactory meth-
ods of selecting the editor and the business
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manager of the annual. However, there are
three distinct advantages in the method out-
lined. First, it assures the selection of a
student with previous experience in publish-
ing the annual. Second, the selection is the
combined judgment of several persons who
have studied the qualifications of the various
applicants. Third, a board representing the
entire school is in a much better position
than the adviser or school administrator to
outline general policies, and if need arises, to
remove from office appointees who are not
satisfactory.

The board must be careful not to hamper
the annual staff with petty regulations or
attempts to dictate how the editor and busi-
ness manager shall carry on the business of
publishing. As soon as the appointments
have been made, the general policy outlined
and the major contracts approved, the re-
sponsibility for publishing the annual should
be placed upon the shoulders of the editor
and faculty adviser, and the board should
step into the picture only in case of an
emergency.

Duties of the Editor

Election to editorship of the annual is a
distinct honor for the student chosen, but
like election to any important position, it
entails duties and responsibilities. While the
public is willing to give the editor credit for
a job well done, it also feels free to criticize.
The editor must immediately recognize his
responsibility to the entire school and see
that nothing is included in the book that
gives special consideration to any political
party, organization or clique to which he may
belong.

There is no absolute dividing line between
the work of the editor and business manager
of the annual. On some phases they must
work hand in hand if the book is to be a
success. In general, the editor is the produc-
tion manager and the business manager is in
charge of circulation and finance.

The editor should exercise great care in
selecting editorial assistants. The editor,
together with the faculty adviser, can check
the ability of all available applicants to de-
termine each one’s ability to do the job to
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which he will be assigned. The editor must
be careful not to appoint members to his
staff because they happen to be personal
friends and want the job because of the honor
attached. Each member of the staff worthy
of the name has an important and necessary
job to do. If he fails, the editor or some
other member of the staff must step into the
breach. This is sometimes difficult because
the editor has other duties.

These are general duties of the editor as
production manager:

1. Selecting and supervising the work of editorial
assistants.

2. Preparing the budget (with the business man-
ager) .

3. Planning the book.

4. Letting contracts (with the business manager,

adviser and publications board).

Getting pictures to tell the story.

Making layouts and ordering engravings.

Preparing copy and ordering printing.

Planning and executing a production schedule

that will insure delivery of the annual on time.

e N B

Tryouts for Staff Positions

Some editors have adopted the policy of
having tryouts for positions on the staff.
When this is possible, it is a good plan. How-
ever, the appointment of assistants should not
be delayed too long, otherwise most of the
capable students will be working on the staffs
of the school paper or other school publi-
cations and will not be available for work
on the annual.

The size of the book will, of course, de-
termine the number of assistants needed to
do the job. Editorial assistants for a medium-
sized annual are two or three assistant or
associate editors, a photographic editor, ad-
ministration editor, class editor, organizations
editor, feature editor, sports editor and
student photographer.

At least two or three of the assistant editors
should be selected from the lower classes so
they will be getting experience to aid in
publishing the next year’s book. Assistant
editors should be capable of writing copy,
headlines and cutlines, editing copy and read-
ing proof. The section editors should work
on the book from the very beginning of the
school year. The editor can show each section
editor the plans for his part of the book. The

section editor can aid in obtaining the photo-
graphs and identifications, and can be in an
excellent position to write the copy needed
when the section goes to the printer. A large
university book sometimes has as many as
100 persons working on the yearbook staff.
For example, the sports editor might need
several assistants to complete the job on time.
He may have different assistants in charge of
major, minor, intramural and women’s sports.
Other large sections or chapters of the book
also may require several individuals to do
the job. Often 15 or 20 persons are needed
to do typing, filing and mounting photo-
graphs, to issue photo and other receipts, to
prepare an index of the book and to do
needed office work. However, if the work 1is
departmentalized with a capable section edi-
tor in charge of each chapter in the book,
much greater efficiency is assured, and many
of the details of the undertaking are taken off
the shoulders of the editor.

The editor should have time to read every
line of copy that goes into the book, because
he, and he alone, 1s held responsible for the
job. He ought to outline to each assistant in
detail the kind of copy he wants and insist
that it be written as wanted. Above all, he
must insist upon accuracy, accuracy, accuracy.
He can inspire the staff to do a good job by
his industry, efficiency and enthusiasm. He
should give praise for work well done, and
if some writer does an excellent job, reward
him with a by-line.

Duties of the Business Manager

It may sometimes seem to the business
manager of an annual that most of the honors
for the production of a good book go to the
editor, but the business manager has just as
important a job and often is kept busy doing
it long after the editorial staff has written the
last line of copy and sent the last proof back
to the printer.

He must exercise the same judgment as
the editor in selecting his assistants and can
use much the same methods.

Business assistants required for efficient
production of a medium-sized annual are two
or three assistant managers, a circulation
manager, advertising manager, office manager
and bookkeeper.



KANSAS STATE COLLEGE
BOARD OF STUDENT PUBLICATIONS
('Uhis form is to be accompanied by a letter stating qualifications in detail )

Date .............. , 19

NOTE

Applications for Royal Purple or Collegian executive positions filled by the Board of Student Publications of Kansas
State College are made with the understanding that members of the business staff who are paid for their work agree not to
solicit advertising or do other advertising work for any other publication, within the city limits of Manhattan, during the
period for which they are employed. This prohibition includes vacation periods. The Board of Student Publications re-
serves the right to discharge any executive or other employee, for cause, at any time.

1, hereby apply for the position of ..................... for the ..................
I am carrying ........ hours during the current semester and expect to earn at least as many points as the number of
hours carried (required for eligibility for this position) .

My grade point average in all college work up to the beginning of this semester, was ............... for ..........
hours. After this semester, I expect to have .......... hours of college work left to complete for graduation.

My major field (curriculumy) in college work is ........... .. .. and I am particularly interested in the following minor
fields:

My journalistic experience or background includes the following:
I. Experience on Student Publications (give years of service in any capacity, staff positions held, etc.)

2. Experience on other publications (give name of publication, capacity in which you worked,—executive experience
as well as other):

In making this application, 1 understand that the executives of student publications are representatives of the Board of
Student Publications and as such responsible to the Board, which in turn represents the entire college and its student body.

If 1 am selected, therefore, 1 expect to keep in mind the fact that the publication represents the entire student body, both
on the campus and in the eyes of the people of the state.

SIGNED

Manhattan Address

Telephone

REFERENCES

Following are the names of references who are acquainted with my background and capabilities (at least three, more if
you wish) .

NAME ADDRESS OCCUPATION

FIGURE 2.1. This form requires the applicant to list his qualifications in an orderly manner. The last paragraph
helps him to realize his responsibility to the annual and the school.

[21]



Appraisal Form Name of Student
for K-Key Awards Being Appraised

(Circle your opinion on each item)

Royal Purple Editorial ;™ %" ™™™ 8"

Below Average Above ()ugstand-

Average Average ing
I. Ability to produce good results while working under
PrESSUIE ... 1 2 3 4 5
2. Initiative .. ... ... 1 2 3 4 5
(Does this person take intelligent action on his own, or
wait to be told what to do?)
3. Acceptance of responsibility ......... ... ... o L oL 1 2 3 4 5
(Does this person willingly take over difficult and im
portant assignments and show a willingness to be judged
on the merits of his own work, or does he try to dodge
such assignments and pass responsibility to others?)
4. Influence on fellow workers .......................... 1 2 3 4 5
(Does this person tend to inspire others to work harder
and produce better results, or is his presence a discordant
factor?)
5. Adéptability to varied assignments .............. .. ... ..., 1 2 3 4 5
6. Contribution beyond the requirements of his job .......... 1 2 3 4 5
7. Speed in completing assignments ........................ 1 2 3 4 5
8. Thoroughness and accuracy in copywriting .......... ... ... 1 2 3 4 5
9. Meeting deadlines ............ ... ... ... ... ... 1 2 3 1 5
10. Understanding of the mechanical problems bearing on year-
book work ... ... .. 1 2 3 1 5
I1. Attention to routine details ................... ... .. . ... 1 2 3 4 5
12. Ability to understand and to follow instructions ........... 1 2 3 4 5

Signature of person making ratings .

Date _

FIGURE 2.2. The appraisal form for editorial workers requires the editor and adviser to rate each worker in 12
categories. The grade can range from one to five points in each category.
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Appraisal Form Name of Student
for K-Key Awards Being Appraised

(Circle your opinion on each item)

Royal Purple Business i 7% ™5 ™5™

Poor Below Average Above Outstand-
Average Average ing
1. Ability to produce good results while working under
PTESSUTE .ottt ettt 1 2 3 4 5
2. INItIAtIVE ..o e 1 2 3 4 5
(Does this person take intelligent action on his own, or
wait to be told what to do?)
3. Acceptance of responsibility ... ... . ... oo oL 1 2 3 4 5
(Does this person willingly take over difficult and im-
portant assignments and show a willingness to be judged
on the merits of his own work, or does he try to dodge such
assignments and pass responsibility to others?)
4. Influence on fellow workers ........... ... .. ... ... ...... 1 2 3 4 5
(Does this person tend to inspire others to work harder
and producc better results, or is his prescnce a discordant
factor?)
5. Mecting deadlines ...... ... ... ... ... .. i 1 2 3 4 5
6. Contribution beyond the requirements of the job ......... 1 2 3 4 5
7. Effort to improve own work ...... ... .. ... o o L. 1 2 3 4 5
MARK FOR OFFICE STAFF ONLY:
8. Competence in following instructions .................... 1 2 3 4 5
9. ACCUTACY ... .. i 1 2 3 4 5
10. Regular in attendance ............. ... ... ... ... ... ... 1 2 3 4 5
MARK FOR ADVERTISING STAFF ONLY:
8. Ability to make layouts that truly visualize the finished
AdVErtisSeImMEent ... . e e 1 2 3 4 5
9. Understanding of mechanical problems bearing on adver-
LISINE .« 1 2 3 4 5
10. Attendance at meetings ................ ... ... 1 2 3 4 5

Signature of person making ratings

Date

FIGURE 2.3. The appraisal form for business staff members requires that each student be rated on the basis of ten
categories. The first seven points are the same for all members of the business staff, while three special catego-
ries are set up for office workers, and the last three shown are for the advertising staff members only.

[23]
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Most of the assistants listed will need
several persons to help them. The circulation
manager, even in a small school, will require
a circulation assistant in each class to sell the
annuals and collect the money. In a large
university he often has as many as 50 salesmen
in the different schools, organizations and
dormitories.

His general duties can be summarized as:

1. Selecting and supervising the work of business

assistants.

2. Preparing the budget (with the editor and the

adviser) .

3. Letting contracts (with the editor).

4. Conducting book sales campaign.

5. Selling advertising and preparing it for the

printer.

6. Exploiting all sources of revenue as planned in

the budget.

7. Supervising bookkeeping and business records.

8. Distributing the annual and closing up the book

affairs.

Building Staff Morale

One of the most effective ways to build
staff morale is to give some kind of special
recognition near the end of the year to staff
members who have done meritorious work
on the annual. A certificate, or better still,
a gold key or pin can be presented to these
students at a special banquet or assembly.
The gold key seems to be more prized by the
students, and the fact that the pins are worn
with pride encourages other students to try
for this special recognition.

The students to be thus honored can be
nominated by the editor, business manager
and faculty adviser with the approval of the
board of publications. Adequate publicity
should be given in the local and school news-
papers and, of course, the students’ names
and pictures ought to appear in the annual.

The individuals who receive special recog-
nition must be selected with the greatest of
care and with absolute fairness, or the pur-
pose for which the award is being made will

lose its significance. All staff members should
know early in the year the basis on which
the selections are made. The plan of the
Royal Purple, Kansas State College, Man-
hattan, Kansas, is to lave the editor and
business manager rate each student on the
respective staffs, using an appraisal form de-
veloped for the purpose. The adviser fills
out the same form for all students on the
staff. Thus the opinion of the individuals
who should know about the work of each
student is a matter of record.

The appraisal form used to rate the editor-
ial staff is shown in Figure 2.2, and the one for
the business staff in Figure 2.3. These
forms can be posted in the yearbook office
in the fall so all workers will know the
requirements for winning an award.

Maintain Staff Morale

Of course, the most effective way to main-
tain staff morale is to build a tradition of
high performance and success by producing
the best annual possible year after year.
Several schools in America have built great
traditions for winning sports teams. Too few
have done as well in the field of publications.

Building a tradition of success in producing
outstanding yearbooks is a slow and arduous
task. In the beginning the esprit de corps
will be as a small trickle of water in a dry
creek, but can become as a mighty river if
properly nurtured. The goal can be accom-
plished by selecting staff members of fine abil-
ity and high character and by constantly
feeding their imagination with the wine of
high resolve to live in the tradition of the
editors who have gone before.

How the editor and business manager are
to accomplish their several duties will be
discussed in later chapters. If the annual is
to have a fair chance for success, the staff
must be selected early. It also must have the
whole-hearted support and assistance of the
school administration and faculty adviser.



Chapter 3

The Theme or Pattern of the Book

S()ON AFTER THE STAFF has been selected
and before work is started on the page-by-
page dummy of the annual, careful considera-
tion should be given to the theme to be used,
if this matter has not already been settled.
The theme is the central idea used to give
atmosphere —a uniformity of treatment
which keeps the book from being just a col-
lection of pages.

Selecting the Theme

The theme can be as simple a thing as the
format, the architecture, the pattern or the
general makeup of the book. In this sense
all well-printed and planned books can be
said to have a theme. Webster's Collegiate
Dictionary has a definite pattern or theme.
The cover has a simple design with an
ornate “W” enclosed in a laurel wreath
stamped in the lower right-hand corner. The
same family of type is used on the cover and
title page. The copyright, contents and pre-
face pages are harmonious in type face and
treatment. A definite orderliness is followed
on all the pages of the book. The format of
the pages is uniform throughout, each page
being divided into two columns, and the
words arranged in alphabetical order. Each
word to be defined is set in boldface type, fol-
lowed by the standard pronunciation, defini-
tions and other material — always in the same
order and with the same treatment in type.

Thus even a dictionary has a theme or pat-
tern that anyone familiar with reading and
books can readily follow.

[25]

The theme has been more highly developed
in certain types of books because the material
they contain lends itself to elaborate treat-
ment. Some novels, children’s books and an-
nuals have gone to great lengths in develop-
ing themes to give certain atmosphere or to
enhance the beauty of the books. Over-
emphasis of yearbook themes, however, places
too much importance on a single phase of
the book. Again it is important to remember
that the chief functions of an annual are (1)
to print pictures of all students and (2) to
tell of the students’ accomplishments and
activities. If the theme contributes to this
end and adds to the beauty of the book, it has
made a worthwhile contribution and more
than justifies its cost.

Division Pages

The annual can be divided into as many
divisions, books or chapters as may seem de-
sirable to classify properly the material being
presented. Small books usually have no more
than four divisions. These are: The School,
Activities, Organizations and Classes. Large
books frequently have eight or more divisions.
If the chapters are long, they may be further
divided by subdivision pages. For example:
the division on sports may have subdivision
pages for football, basketball, track, baseball,
minor sports and intramurals.

Developing the Theme

The theme that reflects the individuality,
atmosphere or spirit of the particular school
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for which the annual is produced is much
more effective than a theme that could be
used in any of a hundred different schools.
Care should be given to selecting a theme that
will tie-in with the school and one that can
be easily and effectively worked out with the
talent and resources available.

The theme is to the book what landscaping
is to a home. It should not be overdone. It
should be introduced strongly in the opening
pages of the book, used on the division pages
and perhaps also on the cover and end-sheets.
In most cases it should not be used on other
pages of the book except as it may influence
the layout or general format of the book. In
general, the pages of a yearbook are made less
interesting and attractive if they are cluttered
with special borders and designs that are re-
peated page after page.

The chief aims of the book must ever be
kept in mind and the theme subordinated to
this end. A home should not be obscured by
too much landscaping, and the annual should
not be made ineffective by too much emphasis
on theme development.

Opening Pages

The opening pages of an annual are an
introduction to the book. They are not some-
thing peculiar to yearbooks but are found in
all well-printed and edited books. They give
the name of the book, where, when and by
whom published. Quite often they contain
an introduction or preface, copyright, dedica-
tion and table of contents.

A small yearbook probably would not re-
quire more than four opening pages— the
title page, dedication, foreword and contents.
Larger yearbooks often have eight or more
opening pages: page 1, subtitle; pages 2 and
3, title; pages 4 and 5, dedication; pages 6 and
7, foreword; and page 8, contents. There are
many variations that can be made in these
pages. When a yearbook is copyrighted, the
notice of copyright must appear either on the
face or the reverse side of the title page. There
is no definite order in which these pages must
appear, except that the subtitle or title page
(if the subtitle is omitted) should appear first
and perhaps the contents page should be the
last page in the section.

If the opening and division pages are to be
printed in two or more colors, they should
be planned so they can be printed in forms of
4, 8, 16 or 32 pages, thus effecting a sub-
stantial saving. Division pages printed in
colors are usually printed in forms of 8 or 16
pages and then cut apart and tipped-in the
book at the proper place. Care must be taken
in planning the book to arrange it in such
a manner that the pages to be tipped-in will
appear either at the end or in the center fold
of the forms which are printed in black.

There is no definite arrangement order for
the divisions of an annual so long as they are
logical and carry the story forward in an
interesting manner. Some yearbook authori-
ties feel that the division presenting the views,
administrators and work of the school should
be the first chapter in the book. This seems
quite logical because the presentation of this
material sets the scene for the rest of the book.

Arsenal Cannon Theme

Just how can the staff of the annual go
about selecting and gathering material to pro-
duce an interesting and attractive theme?
Miss Ella Sengenberger, publications di-
rector, Arsenal Technical High School, Indi-
anapolis, Indiana, tells how the staff of the
1954 Arsenal Cannon gathered material to
produce a historical theme. Miss Sengen-
berger says in part in the Scholastic Editor:*
When the members of the staff for the rgs4 Arsenal
Cannon yearbook were selecting a theme, they
moaned, “How can we tell something different about
our school? We've had ‘Let’s Take a Tour of Tech,
‘Crossroads of Learning,” “The School of Tomorrow,’

. and other comparable stories. What's left for us
to tell?”

Finally Discovered Theme

And then, they discovered that they did have a
theme; that no other staff, although it had touched
on the historical background of the school grounds,
had ever really placed enough emphasis on it. Here
was the ideal story for them to tell. They would
link the past with the present.

Did Research First

Before they began to develop the opening section
they looked through files of old pictures and read all
that they could about the early history of the grounds,

* Ella Sengenberger, Scholastic Editor, April, 1955.
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C. Characters from mythology, lives of great men,
time, “catchphrases,” hobbies, keys, magnets,
rhymes, progress and travel offer possibilities.

Interesting Chapter Headings

Well-written and catchy names for the
several divisions or chapters of the book will
arouse the interest of the reader in what is
to follow. A recent college book used these
chapter headings which illustrate this point.
The names of the chapters and a summary of
the material included in each are:

Chapter I. The Hill Called Home (16 pages of
campus views) .

Guidance and Government (40 pages
of administration, deans, heads of de-
partments, classrooms and labor-
atories, articles about each school.
Also 8 pages showing activities of
student government) .

There Will Be a Meeting (60 pages
of general organizations) .

Chapter II.

Chapter IIIL

Chapter IV. In Special Recognition (16 pages of
honorary organizations) .
Chapter V. Come All Ye Faithful (16 pages of

religious organizations and activ-
ities) .

Bed, Board and Brotherhood (48
pages, fraternities, dormitories and
rooming houses) .

Cheers and Challenges (60 pages, all
sports) .

Time Out for Talent (32 pages,
extracurricular activities) .

Chapter VI.

Chapter VIIL

Chapter VIIIL.

Chapter IX. The Parchment Parade (40 pages,
senior section).

Chapter X. Progressing — to a Certain Degree
(72 pages, underclasses) .

Chapter XI. Aids to College Living (38 pages, ad-

vertising and index) .

The division pages in this book were
printed in one color so they could be inserted
at any point in the book desired by the
editor.

The Theme Should Wear Well

In selecting the theme the staff must bear
in mind that the annual has a life-expectancy
of many years. The plan should not be one
that will be out-dated in a short time or look
silly to the reader a few years after publica-
tion. Photographs, art work or lettering used
in the opening and division pages should be
outstanding in quality, or they will repel the
owner of the book instead of adding to his
pleasure of ownership. A book that used a
beautiful and simple type display on the open-
ing and division pages will wear much better
with the owner than a more elaborate one
that used conflicting colors, poor photographs,
inferior art work or crude lettering.

The theme should be in harmony with the
character of the school. A book produced in
the form of a diary would not be appropriate
for a boys’ school (most boys do not keep
diaries) . And by the same rule, a book using
football as a theme would not be in character
for a girls’ school.

The theme must be studied carefully by
the staff, and an outline of how it is to be
used must be made. The theme should
neither dominate the book, nor distract the
reader from the important purpose of the
annual.

FIGURE 3.14 (above). All the copy on both pages

and the artist’s drawing on the left page are printed
in red. The photographs are in black, and the tint on
the right-hand page is gray.

FIGURE 3.15. The next double-page spread shows the
mammoth field house during commencement. The
drawing and the ““Contents’ are printed in red. Note
the page number of each division or chapter in the
book is given for the convenience of the reader.





















Chapter 4

Planning the Book in Detail

INTERESTING, ATTRACTIVE pages in a year-
book do not come by accident. They are
the result of careful planning. Planning an
annual is much like planning a house.

In the average community there is a home
that is a stark, ugly structure with a built-on
lean-to, an “eye-sore” to everyone. In a nearby
block there may be a beautiful home of Eng-
lish or Spanish design pointed to with pride
by everyone in the community. The ugly
structure may have cost as much as the pleas-
ing one, but the latter is the result of an in-
telligent plan by a competent architect.

The Editor As an Architect

The editor is or should be the chief archi-
tect of the yearbook. A definite page-by-page
plan for the entire book should be made be-
fore a single photograph is sent to the en-
graver and before many pictures are taken.
It is necessary to make a careful study of the
last several annuals published by the school
to see what material needs to be added and
where pages can be eliminated or combined
without lessening the effectiveness of the new
book. Excellent suggestions on the best way
to accomplish this also can be gained by study-
ing good yearbooks from other schools.

Allocating Space

Yearbook staffs are always limited on the
number of pages they can have in the annual.
The amount of money available is usually the
most important factor in this limitation.
Other factors, such as the amount of time the
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staff can devote to the work and photographic
and printing facilities available, must be
taken into consideration.

An equitable allocation of space also is a
major problem. This table shows the way to
a solution:

1 Title page
Dedication 2 Foreword
Contents 4 | 5 View of school build-
ing
Supt. - Principal 6 | 7 Faculty
English Dept. 8 | 9 Mathematics Dept.
Music Dept. 10 | 11 Physical Education
Commercial Dept. 12 | 13 History Dept.
Home Economics 14 | 15 Manual Training
Other school
employees 16 | 17 Division page - Sports
Coach - Football
squad 18 | 19 Football lettermen

A preliminary outline of how the finished
book will appear can be made by this method.
Take several pages of ordinary 814” by 117
typewriter paper and draw a line through the
center of each sheet from top to bottom. All
pages to bear odd numbers should appear on
the right-hand side of the line, and the pages
to bear even numbers, on the left-hand side
of the line. Using this method, it is easy to
see at a glance which pages will face each
other in the book. This plan makes it possible
to arrange related subject matter on facing
pages. For example, if two pages are devoted
to school plays, a more effective layout can
be made if these two pages are planned as a
two-page spread facing each other in the book.
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Allocating space in this way enables the
editor to switch pages from one section to
another without having to replan the entire
book. Then, too, if material which should be
included in a certain section or chapter is
forgotten at the time of listing the pages for
that part of the book they can be added later
with little trouble.

Books Printed in Signatures

It is important to keep in mind while
allocating space in the annual that most books
are printed in signatures of 8, 16 or 32 pages.
A substantial saving in time and money can
be made by proper planning, particularly if
some pages or sections are to be printed in
more than one color. The printer of the book
can be of great assistance by checking the
plan to determine if the book can be printed
economically and effectively as arranged. The
adviser and major staff assistants also should
be asked to study the finished plan for possible
important or minor changes.

The editor of the yearbook can save many
headaches by asking for suggestions and help
of this kind. It is no reflection on the ability
of the yearbook editor to request this as-
sistance. 'The most important editors of
books, newspapers and magazines in the
country insist that their plans and work be
checked by several assistants and often by
friends and experts outside their own or-
ganization.

Preparing the Dummy

A loose-leaf dummy with sheets cut the
exact size of the pages in the finished book is
the most satisfactory dummy. Ordinary white
paper can be used, or graph paper is sometimes
used to make it easier to sketch areas represent-
ing the space to be occupied by illustrations
and type masses.

A detailed layout for each page of the
dummy should provide space for the several
elements that go to make up the finished page.
Figure 4.1 illustrates how these different
elements are usually portrayed on the dummy
sheet. These elements are (A) illustration,
(B) headline, (C) text or body copy, (D) cut
legends and (E) breakers or subheads.

The space to be occupied by the illustration
usually is portrayed in the dummy by drawing
a rectangle, circle or any shape that will fairly
represent the area to be thus occupied. Often
this space is lightly shaded with a black or
colored pencil to give it a tone value compar-
able to the finished page. The headline can be
represented by a fictitious one, lettered in on
the page or by a line of connectd “W’s” the
same size as the proposed headline. The area
to be used for text or body copy is represented
by a series of double parallel lines. It is not
necessary to draw the exact number of lines
that will actually appear in the printed book,
but the exact space to be given to text copy
should be provided in the dummy. Cut leg-
ends or cutlines are represented in much the
same way as text, except that single instead of
double lines are used. These lines usually are
placed closer together than those representing
text copy, because the type used for cutlines
usually is smaller than that used for text.
Then, too, it serves to make clear the purpose
for which the space is to be used. It is a good
idea to make a notation on the dummy sheet
that will warn the copy reader to insert break-
ers in text copy, if the copy is of any great
length. Breakers, or subheads, inserted at the
proper places, make the page more attractive
and more readable. They can be illustrated by
two parallel lines somewhat shorter than those
used to represent body copy.

Uniform Page Margins

If the annual is to have eye-appeal, it must
have complete unity in margin treatment.
The most common sizes of trimmed pages for
annuals are 7% by 10% inches and 9 by 12
inches. A good type area for the former is 6
by 834 inches and for the latter 714 by 10
inches. There are other satisfactory sizes, but
margins are more important than page sizes.

The inside margin should be the narrow-
est, the top margin somewhat larger, the out-
side margin next largest and the bottom mar-
gin the greatest. Applying this plan to the
9 by 12 inch page with the 7% by 10 inch
type area would allow for a 34-inch inside
margin, 7%-inch top margin, l-inch outside
margin and 1%4-inch bottom margin. Arrang-
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to lead the reader into the body copy. Cut-
lines are more effective if placed near the
illustrations they describe. Do not crowd the
different elements together. Leave some white
space around the headlines, copy and pic-
tures. Pages that are crowded repel rather
than attract the reader.

Advantages of the Dummy

A complete page-by-page dummy of the
proposed book must be prepared by the editor
of the annual if he is to be in position to
work intelligently and eflectively with all of
the individuals who must cooperate to pro-
duce a worthwhile annual.

If the dummy is carefully and accurately
prepared, it will aid the editor in these ways:
1. He can show the photographers the type of

pictures, size and shape of each photograph needed

to complete the job.

2. He can order cuts from the engraver to fit the
proposed layouts.

3. He can instruct his stafl assistants on the exact
amount of copy required for the articles and the
kind and length of headlines and cutlines that
must be written.

4. He can show the printer where each illustration,
heading and block of copy is to appear on the

page.

Figure 4.10 shows a two-page spread from
the dummy of the r955 Royal Purple, and
Figure 4.11, the pages as they appeared in
the book.

Publishing an annual without a complete
and detailed dummy is like building a house
without detailed blueprints. It can be done,
but the results achieved are seldom pleasing.
The time has passed when the editor of an
annual can present his readers with a hodge-
podge book and expect their approval. He
is indirectly competing with editors of pic-
ture magazines who have made great im-
provements in telling stories with pictures.
Most students and patrons of the school have
learned to appreciate the effective way in
which these magazines do the job. They sub-
consciously expect the annual editor to meet
these high standards.

Don’t Puzzle the Reader

The editor’s job is to make the yearbook
interesting. Readers don’t want to be puzzled

by crowded and cluttered pages they cannot
easily understand.

The situation has been well stated by
Bradbury Thompson, art director of Made-
motiselle magazine. He said:

To be different is a very desirable thing. To be
understandable, very necessary. If the art director
can be different, understandable, and at the same
time, have a logical reason for being so, he has had
one of his better and more fortunate days.

While it may be true that the editorial art director
has greater creative freedom than many of his col-
leagues in the more commercial market places, it is
equally true that he has many more critics — thou-
sands more. At Mademoiselle, we have 523,000 of
them. Fach of them feels her purchase of the book
is her license to criticize. These readers want to be
amused and intrigued, but they rebel at being
puzzled. So, even the much envied editorial freedom
is restrained by public acceptance.

Simplicity Aids Effectiveness

Usually the simpler the design of the page,
the more effective it will be. Good results
can be achieved by organizing the material
into as few elements as possible. For example,
suppose the allocation of space provides a
two-page spread for eight deans or faculty
members. This problem probably would re-
quire several preliminary sketches before the
finished layout could be decided upon. Sketch
A in Figure 4.12 provides for eight separate
illustrations, four blocks of text copy and
four headlines, and probably would be dis-
carded because too many different elements
are competing for the reader’s attention.
Sketch B calls for four illustrations, four
blocks of text copy and one headline, and
thus reduces the number of different elements
on the pages. This is an improvement over
layout A, but probably has too many ele-
ments for effective display. Sketch C provides
for two illustrations, two copy blocks and
one headline, and would result in a simpler
and more effective layout for the spread.
Sketch D would be satisfactory if informal
layout is desired. There are many other pleas-
ing layouts that could be worked out with
this same material. The important point to
remember is that the proper combination of
several small illustrations into a single layout
mass to be balanced by other illustrations or
masses of type will result in a pleasing over-all
design.
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pect must be able to “read as he runs” if the selling
story was to bring results.

This realization brought about a new respect for
legibility, for type large enough to be read with com-
fort, for headings set in capitals and small letters
(upper and lower case to printers) rather than in
capitals only, which are far less easy to read. It was
also found that dynamic or unbalanced arrangements
were more likely to arrest the eyes of hurried readers
than the static, balanced layouts favored by tradition.
Display types were simplified in design and reduced
to their most elementary form, and serifs, which
accented and finished off the main strokes of letters,
went into the discard. Simplicity in layout led to
arrangements of illustrations and type areas in geo-
metrical forms.*

In making layouts for the annual, the
principle that form should follow function
must be kept in mind if an effective book is

*From The Book by Douglas C. McMurtrie. Copyright
1943 by Douglas C. McMurtrie. Used by permission of
Oxford University Press, Inc.

to be produced. The function of the year-
book 1is to show pictures of students and tell
a complete history of one year of school life.
A simple layout plan that provides adequate
space for illustrations, headlines, text copy
and cutlines arranged in a manner that will
tell the story in a logical and coherent way
is much more effective than pages that have
been ‘“‘jazzed-up” or for which no plan was
made.

Yearbook pages are seldom improved by the
addition of borders, designs or tint blocks
that are repeated page after page. Photo-
graphs cut in odd shapes, crowded on panels
with too many other pictures or mounted on
cardboard covered with designs lose their
effectiveness. T'ype areas should be arranged
in geometric patterns, and, except for oc-
casional emphasis, type masses set at an angle,
In stairstep pattern or in any manner that
makes reading difficult should be taboo.



Chapter 5

Getting Pictures To Tell the Story

GETTING SATISFACTORY pictures of news
events or significant happenings is much more
difficult than covering the same events as a
news reporter. The reporter, if he is delayed,
can almost always find out what has happened,
and write his story. The photographer, on the
other hand, must be there when it happens,
and be in position to get a picture that will
tell the story.

If interesting and complete pictorial cover-
age of the important events of the year is to
be obtained, someone with a camera must
“cover the waterfront” at all hours of the day
and night. If the school’s flashy halfback
breaks away for a 60-yard touchdown run
against an old rival, the yearbook photog-
rapher must be on the sidelines or near the
end zone with a camera. That ancient and
honorable enemy, be he ever so honorable,
will not rehearse the play a second time just
so a picture can be taken.

Pictorial Quality

Sparkling reproductions and beautiful
printing cannot be attained without good
photography. The engraver can make slight
improvements in the reproduction qualities
of some photographs when he makes the
printing plates. But he must use an expensive
process of air brushing, retouching and re-
etching. Yearbook editors seldom resort to
this process because of the greatly increased
cost. Photographs seldom look so attractive
on the printed pages as they do before going
through the engraving and printing process.
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Some of the detail is usually lost even by the
best printers and engravers.

Photographs with detail in both the high-
lights and shadows will reproduce best. Prints
that show too much contrast often have a
chalky appearance in the highlights, while
the shadows are too dark. All prints should
be made on glossy paper and ferrotyped. Uni-
form contrast is necessary in all pictures used
in a composite cut, such as a snapshot page or
class panel. It is important to reject any
prints that have brown or yellow tones. Black
tones reproduce best.

Good Equipment Needed

A cardinal rule for yearbook staffs to re-
member is that your yearbook can be only as
good as the pictures you select for it. Many
otherwise good yearbooks have been disap-
pointing because the staffs accepted pictures
that were poor in quality. Some of the more
common defects to watch out for are: under-
or overexposure, out of focus, poor composi-
tion of the subject, scratches, fingerprints and
other marks due to careless handling during
processing.

Under absolutely ideal conditions, good
quality pictures can be produced with rela-
tively inexpensive equipment. However, the
pictorial coverage by the yearbook usually re-
quires meeting all kinds of adverse conditions,
thus demanding more photographic equip-
ment than many of the smaller schools own.
One solution to this is to employ a commer-
cial photographer to take pictures for the an-
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nual. Or frequently there may be ardent ama-
teur photographers among the student body
who have the necessary equipment, and will
take the needed pictures if the school fur-
nishes film, paper and chemicals.

The yearbook staff may decide to purchase
equipment, a few pieces at a time, as funds
permit. This plan is recommended, especially
if the school has a faculty member capable of
supervising and training student photogra-
phers. No amount of expensive equipment
will produce good pictures, however, unless
those using the equipment thoroughly un-
derstand its operation. For this reason, in
buying photographic equipment both versa-
tility and simplicity of operation should be
kept in mind. In cameras, for example, the
news-type camera using cut film adapts itself
to a wide variety of assignments. It may be
used for sports, portraits, for close-up stills, or
even as a semi-view camera, but its operation
requires more skill than many beginning pho-
tographers possess. A twin-lens reflex camera,
while not as versatile, may be less expensive
and easier to operate. Thus the choice among
different types of cameras, as well as equip-
ment such as enlargers, dryers, washers and
other processing equipment, will vary ac-
cording to the funds available and the techni-
cal skill of those using the equipment.

One thing should be kept in mind, how-
ever, when considering the purchase of a cam-
era. The more expensive a camera is, the
more complicated it is. Therefore it may be
best to select a less expensive camera requir-
ing fewer adjustments, if students who have
not had photographic experience take the
yearbook pictures. Much film can be ruined,
as well as good pictures missed, by photogra-
phers who do not understand the equipment
they are using.

Formal and Informal Pictures

Pictures required for a yearbook fall into
two general classifications, formal and infor-
mal. Sometimes, they are classified as “studio”
or ‘“‘action” shots. Individual photographs to
be used in a class section usually are more
satisfactory if a neutral or light gray back-
ground is used as shown in Figures 5.1 and
5.2. The gray background contrasts well with
hair, face and clothing. Much better detail

comes in both highlights and darker portions
of the portrait than if a white or black back-
ground is used.

A uniform head-size for all pictures used in
a composite panel must be adopted if expense
and time is to be cut to the minimum, and
if the finished engraving is to look well. The
photographer can insure uniform head-size on
all class pictures by using some device to
measure the distance from the point of the
chin to the eyebrows when the image of the
subject is reflected on the ground glass of his
camera. Some photographers prefer to have
the distance from the chin to top of the head
the same in all pictures. This plan, too, gives
good results.

Some schools use individual pictures ar-
ranged in panels for the organization section.
This is satisfactory if all students in school
have photographs taken for use in the class
section. In many schools only the seniors ap-
pear in the class section. If individual pic-
tures are demanded for organizations in these
schools, many students will not have pictures
taken because of the high cost of individual
portraits. If group pictures are taken of or-
ganizations, the cost to each individual will
be small, and more students will have their
pictures in the annual. This plan will make
a more complete memory book and increase
the number of book sales.

Arrangements of Large Groups

Large groups should be posed so all faces
will be as large as possible in the limited
space provided. The individuals in the group
to be photographed must be arranged so the
heads of those in each successive row will
appear between the heads of those in the row
directly in front. In photographing large
groups, best results can be achieved in a
studio or room set aside for this purpose. A
platform constructed as a series of stairsteps is
essential for the best results. Such a platform
18 feet in length, containing four steps will
accommodate a group of about 60. The steps
should be approximately 10 inches wide and
each succeeding step about 11 inches higher
than the one in front. This arrangement will
force the individuals in each succeeding row
to stand close to the row in front of them and
also bring the heads to the proper height so
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When the cameraman goes out on an assign-
ment, it is a good plan for someone to go
with him to aid in posing the picture and to
help plan the best method of covering the
event. Often it is necessary for the assistant
to prevent someone from walking between the
camera and the subject to be photographed.
Sometimes he must hold a chair or a step-
ladder on which the cameraman is standing
so he can see over the heads of the crowd. Just
before the picture is made, the photographer
is busily concerned with adjusting his camera,
and the assistant, if he knows his job, can see
that all individuals to be photographed are
posed as they should be. He may note that
someone is looking directly at the camera or
has moved slightly so that he will not be in
the picture. He can take care of these details
quickly.

The photographer is looking through the
viewfinder the instant before snapping the
picture and sometimes cannot see all the sub-
jects clearly. It is up to the assistant to tip
him off by a prearranged word or sign when
to snap the picture. An alert assistant can be
of great help in keeping the individual or in-
dividuals from freezing-up just before the pic-
ture is made. He can engage them in con-
versation and take their minds off having their
picture taken. In semi-posed pictures of this
kind the photographer must strive for an off-
guard effect.

Get Identifications for Pictures

The assistant can be helpful, too, in getting
identifications of persons in the picture or
making some notation describing the event,
where it took place and the significance of
the picture. But whether the photographer
has an assistant or not, identifications should
be obtained when the picture is taken. Be-
sides his camera, a photographer should make
a pencil and a notebook or small cards a
standard part of his equipment.

Many pictures for yearbooks are of spon-
taneous events where identification of individ-
uals is not necessary. In semi-posed pictures,
however, where a few persons are the center
of interest, it may be desirable to identify
those in the photograph. Then it is absolutely
necessary that their names be obtained before
the picture is taken. This insures getting them

in the same order they will be in the picture.
A lot of time can be wasted trying to find
someone to identify all the persons in a photo-
graph. Invariably, there is at least one person
whom nobody seems to know.

Strive for Simplicity

The photographer should make an effort,
in most cases, to keep the picture simple. He
ought to get as close to the subject as possible
and eliminate individuals who do not add to
the story. He must make an effort to keep
away from complicated or confusing back-
grounds that detract. The effectiveness of
simplicity is well illustrated in Figures 5.16

and 5.17.

Atmosphere Pictures

Although simplicity should be the keynote
in most pictures, there are instances where
the reverse is true. Sometimes the story be-
hind the picture is told in the background, in
the utter disarray of a room or the wild en-
thusiasm of a yelling crowd. The importance
of pictures of this kind is shown in Figures
5.18 to 5.21 inclusive. In a yearbook, pictures
of this type usually have more appeal than
the same kind of pictures used in a magazine
of national circulation, because the story they
tell reaches into the reader’s life — he has an
understanding of their significance.

Spontaneous Events

Spontaneous happenings offer opportunities
to get pictures that will have a real impact
on the reader’s mind. Staff members often
miss these pictures because they follow the
dummy too closely and do not have the proper
awareness of the importance of spontaneous
happenings. The dummy should not be fol-
lowed so rigidly that it becomes a strait-
jacket. The plan can usually be changed to
accommodate any picture that has real sig-
nificance. The pictures in Figures 5.22 and
5.23 show how spontaneous events can be
photographed.

Candid Shots

Candid shots of one individual are usually
hard to get, because the person having his
picture taken is likely to freeze-up just before










































Chapter 6

Writing and Editing Copy

ONE OF THE most frequently neglected
phases of yearbook production is writing ef-
fective, interesting copy. Adequate copy, well-
written and carefully edited, is an essential
element in the school annual. Though year-
book authorities do not all agree on the
quantity of copy necessary, they generally
agree that the yearbook which fails in its
treatment of copy does not successfully ful-
fill its obligations to the reader.

Adequate Copy Helps To Tell the Story

Adequate copy in the yearbook is a relative
term. At one extreme are the advocates of
much copy including essays, short stories,
poems and other literary efforts. At the other
extreme are those who say “let the pictures
tell the story with a little copy here and there
to fill in the holes.”

As is generally the case in most controver-
sies, the truth can be found midway between
the extremes. An examination of yearbooks
with All-American ratings shows liberal use
of both copy and illustrations. Pictures alone
cannot tell the complete story. Photos fail to
answer the reader’s questions about who par-
ticipated, when and where the event took
place and the interesting sidelights that ap-
peared. Similarly, copy alone does not tell
the story as vividly and effectively as a com-
bination of pictures and type.

Several years ago when interest in picture
magazines and the candid camera zoomed to
an all-time high, some yearbook editors ex-
perimented with having practically no copy.
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However, they discovered that by eliminating
copy from the annual they also eliminated
much of its effectiveness. Through the use
of photographs alone they were able to pre-
sent only a sample of the activities of the
school year.

Once the editor realizes the importance of
effectively handling copy in the yearbook, he
must consider the different types of copy
which appear on the page and determine a
style for each. Before any copy is written, the
editor should develop a style sheet for uni-
formity in capitalization, punctuation and
usage. An example of the style sheet is shown
in the appendix of this book.

Five Different Types of Copy

What are the different types of copy which
usually go into the school annual? In general,
copy means all forms of written material that
are used in building the book. Actually, copy
may be broken down into five categories in-
cluding (1) Body copy (2) Headlines (3)
Cutlines (4) Identifications (5) Breakers or
subheads. Fach of these forms has a separate
function and a definite job to perform in
building the annual.

Body copy may be defined as the actual text
of the book. It is the copy spread throughout
the book recording the events of the school
year which could not be recorded by the
camera. It is the story of school organizations,
the sports activities and other events which
take place during the year.



Styles of body copy vary with different year-
books, but in all cases the basic rules of good
writing apply. Body copy therefore ought to
be interesting and informative. It should be
lively and colorful and contain specific details
and good organization of facts. The copy is a
success if a disinterested observer can pick up
the annual, look at the pictures, read the copy
and receive a clear picture of all the school’s
activities.

Headlines also occupy a position of impor-
tance. Their value in giving the yearbook
personality and individuality cannot be over-
eruphasized. The primary function of the
headline is to attract the reader and motivate
him to read the body copy and look at the
pictures. The yearbook page can be compared
to a store with the headline serving as the
show window advertising the contents of the
page. Secondary functions of the headings
are to complete the page layout and aid in
making the book more attractive.

Cutlines, which are the lines of copy appear-
ing above, below or alongside pictures and
iltustrations, serve a dual purpose. They in-
terpret the action in a photograph, and often
they name persons whose identities would be
otherwise lost. In too many cases, yearbook
editors neglect the writing of lively informa-
tive cutlines. A trite, meaningless caption or
cutline all too easily can spoil the effectiveness
of an excellent illustration.

Identifications of group photographs and
panels are an essential part of the yearbook.
Their function is simple — to identify ac-
curately and completely every person appear-
ing in the pictures. Their importance is
greater than many editors realize. The year-
book may be of All-American quality to most
readers, but to the person whose name is
omitted or spelled incorrectly in the picture
identification, the book is a failure.

Breakers or subheads are perhaps the least
important form of copy appearing in the year-
book. However, they serve a valuable purpose
in breaking up the gray effect produced by
large blocks of body copy. Inserted here and
there, they add to the attractiveness of the
page makeup, make the copy look more in-
teresting and contribute to ecasier reading.
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Planning and Writing Effective Copy

Good yearbook copy cannot be written and
utilized effectively unless plans are carefully
made in advance. Before a single line of copy
for the book is completed, the editor should
decide upon a style, determine the amount
and kinds of copy needed and select the staft
members who can best do the job. Layouts
and page plans ought to be complete before
any copy is written. Type sizes and styles must
also be selected so copywriters can determine
the number of lines needed to fill the allotted
space.

To avoid misunderstandings among the
staff and to prevent the preparation of copy
not consistent with the style adopted for the
yearbook, it is a good plan to have one paze
of the yearbook made up and proofed early
before much copy is written. Figure 6.1 is
an example of a sample page which shows
the styles and sizes of type selected for head-
lines, body copy, identifications, cutlines and
subheads. A proof of the sample page should
be given to each copy writer. He can use the
sample as a guide for typing his copy as nearly
like the approved style as possible.

For example, a staft member writing identi-
fications would look at Figure 6.1 and notice:

I. The organization’s name is set in bold-
faced capital tetters. The boldface would be
marked on the copy in pencil by the printer
or the editor.

2. This is followed by a dash and “TOP
ROW” (not “last row” or “back row”) set
in regular capital letters, with a colon sepa-
rating the row number and the names.

3. Both the first and last names are used,
and a period is placed at the end of each row.

The typed copy would look like this:

1954 OUTDOOR TRACK SQUAD--TOP ROW:
Coach Ward Haylett, Charles Zicke-
foose, Roderick Clarahan, Marvin
Chiles, Thomas Wesselowski, Donald
Hart, Dale Gigstad, Darl Michel,
asst. coach Bernard (Bus) Mertes and
freshman coach Gerald Shadwick.
SECOND ROW: Allen Muecke, Jerry
Sartorius, Jack Railsback, Mike
Cornett, Martin Tibbetts, Paul






Miller Jr. and Gene Youngstedt.
BOTTOM ROW: Jerry Mershon, Dane
Bruster, Raymond Russell, Jerry
Rowe, Glen Taplin, Chester Wasson,
Donald Roberts and James Loomis.

The same care can be used in typing the
body copy, cutlines, headlines and subheads.
Some printers specializing in yearbooks have
sample pages showing all the styles and type
faces available in their shops for headlines,
cutlines, body copy, etc. This is particularly
necessary if the book is to be set on a vari-type
machine which limits the type faces and sizes
available. However, if an actual page from
the annual is not set and proofed in advance
of copy typing, a clear and definite under-
standing must be had by the staff and the
printer if copy is to be properly prepared.

The printer and the editor must have copies
of the sample page so the editor can edit all
copy to conform to the adopted style and the
superintendent of the composing room can
give proper instructions to the men who set
the type and make up the pages. Using sample
pages will save time and money, eliminate
misunderstandings and insure a uniform style
in the finished book.

Giving the Yearbook a Personality

The editor should strive to give the year-
book a personality or originality all its own.
Production of good copy through careful
planning is one of the most effective methods
of giving a book the desired individuality.
Ideas are among the most precious ingredients
of a yearbook. The editor cannot be expected
to develop an entire set of ideas for the book
alone; he must rely on other members of the
staff to aid him.

While originality must come primarily
from the ideas of the staff members, there
are a number of sources which may lead to
the birth of a new idea for the yearbook. Staff
niembers, particularly the editor, can study
other yearbooks, magazines, promotion pieces,
books and other printed materials. These
sources should be studied, not with the plan
of copying someone else’s idea, but with the
objective of finding a lead from which a new
and original idea may be built.
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It is a wise move for the yearbook editor to
meet with his staff writers at the earliest op-
portunity. He can explain the general theme,
style and plan of the book to the entire group
of copy writers, then discuss the various sec-
tions of the book in detail with the individual
writers who will produce the copy for them.

In explaining the job he expects a copy
writer to do, the editor must not leave out
even the most insignificant details. If the
writer has a full understanding of what is ex-
pected, he is much more likely to do a careful
job of writing to fit the specifications. If the
responsibilities and limitations of his work
have not been explained, it may be difficult
for him to visualize how and where his con-
tribution will fit into the giant puzzle of year-
book production. The editor may deliver an
inspiring general speech on the responsibili-
ties of the copy writer, but if he leaves out
the mechanical details of writing the copy, his
effort has been wasted. The amount of copy
needed, facts desired, sources of information
and methods of typing and spacing are all
important considerations. Unless the writer
understands the mechanical specifications of
his job, he may become lost in a tangle of
mistakes.

Wiriters should start getting their assign-
ments to the editorial desk as early as possible
in the production schedule. Such a procedure
allows time for careful editorial handling of
all copy and provides an opportunity to have
material rewritten if necessary. Copy that is
handed to the editor early can be meticulously
checked for accuracy of facts and figures. Ac
curacy in the annual needs strong emphasis.
The fact that the yearbook is meant to be a
lasting record of the school year makes ac-
curacy doubly important. Facts in copy should
be checked with the best authorities, then
double-checked. People enjoy seeing their
names in print, but they dislike errors in their
personal titles, schools, classes, etc.

It is a wise move for the editor to lay a
foundation of staff loyalty by beginning at the
very first to give credit for work well done.
Recognition of good work through by-lines
or just a pat on the back and a complimentary
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remark will go a long way in maintaining the
enthusiasm of the staff members.

In general, body copy for the yearbook can
be placed under four headings. These in-
clude organizations and activities, administra-
tion, sports and the senior or album section.
Underclassmen are sometimes included in the
album section. Each of these divisions de-
serves special copy treatment.

Copy for Organizations

What might be included in the story of an
organization? First, the copy should record
the year’s activities, accomplishments and
perhaps the purpose of the organization.
Names of officers, advisers and outstanding
members also should be included when possi-
ble. The copy should be long enough to pre-
sent the necessary information but short
enough to hold the reader’s interest. Colorful,
descriptive statements are desirable, but they
should keep in character with the general
tone of the book.

An important part of writing copy is know-
ing where to get the correct information. In
the case of an organization, the writer should
contact the adviser, the president or some of
the leading members. Similar sources are
available for all types of yearbook copy. Be
careful to select the best source for accuracy.

Suppose, for example, the editor of the
organizations and activities section of a high
school annual wants to write copy for the
high school band. Where does he begin?

First he should think through the problem
and determine what he expects to do; then
he is ready to contact the director of the band.
From the director he can get such information
as when and where the band performed, what
contests it won, who the officers were, who the
soloists were and any other material he thinks
interesting. From this the writer must sort
important facts and assemble an effective
piece of copy such as:

Wearing flashy new scarlet and gold uniforms, the
48-member Southwest High Marching Band gave top
performances at each of the home football games
this year. Marching maneuvers and novelty pieces
also were presented at Halltown and Circleville in
co-operation with the high school bands there.

A special pep band provided music for the home
basketball games. Precision formations on the basket-

ball court during half-times drew praise {rom the
crowds.

Directed by Otto Bergman, the Southwest band
presented the fifth annual concert April 20. Regular
meetings were held throughout the year. Officers for
the 1955-56 band were Phil Benning, president; Al-
fred Hanson, sccretary; Joc Kent, treasurer; Henry
Hall, student conductor; and Ralph Alton, drum
major.

The write-up of the Student Council, pub-
lished in the 71955 Highlander, Highland Park
High School, Topeka, Kansas, gives a good
picture of the year’s activities:

“Through these portals pass the students of today
and the teachers of tomorrow.” This is the motto
that members of the Student Council chose as the
motto of the school. The council also established a
committee to welcome all new students and guests to
the school. Other activities of this elected body were
to arrange for assemblics, sponsor school elections.
some varsities, the Blue and Silver Formal and to
set up the yearly calendar.

Membership of the council consists of nine Ex-
ccutive Board members and representatives  from
cach homeroom, clected cach fall. The purpose of
the organization is to further the Dbest interests of
school activities, to promote good citilenship, to ad-
vise the administration as to the wishes of the student
body, to better relations between students and faculty
and to charter new clubs.

Mrs. Pauline Matoush is sponsor and Bol Pulford
is president.

It often is difficult to find something inter-
esting to write about general and depart-
mental clubs, but the r¢9s55 Coloradan, Uni-
versity of Colorado, Boulder, Colo., demon-
strates it can be done:

The American Society of Civil Engincers represents
most of the “transit toters” and “drawing board
strugglers” seen around campus. Once every two
weeks these aspiring civil engincers meet to compare
notes and to hear outstanding speakers {rom the ficld
of civil engineering. The organization, which prides
itself on having over 100 members, is devoted to
broadening the students’ knowledge of the civil engi-
neering profession.

The activities of the ASCE have included many
memorable events, such as preparing the skit for the
Engineers’ Smoker and the planning of their annual
picnic. Also among the fall events was a field trip to
Reservoir No. 22. ASCE took first place for its dis-
play entitled “Engineering Through the Ages” in the
departmental display competition during Engineers’
Day.

At a dinner the 1954 Ketchum award for the out-
standing senior student in civil engineering was given
to William Petry and Edward Stevenson, who tied
for the honor.



Mr. Leo Novak was the sponsor of this group of
future bridge-builders, and Tom Hirtle was the
hustling president.

Writing Copy About the Administration

Copy for the administration section de-
pends on accurate facts. Information needed
to write about a new building, or the number
of students in each class or personal informa-
tion about a faculty member can be obtained
from the proper administrator. Facts used in
the copy can be checked with the same source
after it is written.

Although the administration section should
contain numbers, dates and other factual in-
formation, the copy still can be interesting.
With a little thought, such facts can be skill-
fully woven into the copy. Note the following
examples.

Students at Central High returned to classes this
year with more cagerness than usual. The new
million-dollar building took some of the pain out of
leaving behind a summer of relaxation, swimming and
tennis. Sprightly colors decorated cach room, and 925
new desks, cach with a tilting top and a comfortable
backrest, made it easier to listen to teachers.

There was something new for everyone. The
Vocational Agriculture boys had a completely new
shop, fully equipped with new tools. The Home Ec
girls found new clectric stoves, refrigerators and all-
metal cabinets. A sound-proof room kept the clatter
out of the hallways near the typing class, and science
classes found a larger and Dbetter laboratory. Best of
all, perhaps, was the auditorium, which made it
possible for the entire school to attend an assembly
together.

Even while classes got underway, workmen added
the finishing touches to the new gymnasium on the
west side of the building, and by the time Central
played its first basketball game, 3,500 fans had seats
for the game, the largest crowd at a round-ball game
in the school’s history.

Here is the story about a new building
from the 1955 Ibis, University of Miami,
Coral Gables, Florida:

A living monument to the University of Miami’s
first president, the million dollar Ashe Memorial Ad-
ministration Building was occupied for the first time
last fall.

Named in honor of the late Dr. Bowman Foster
Ashe, who died in 1952, the seven-story structure
contains 107 offices for 236 faculty members. Confer-
ence rooms are also Jocated on each floor.

Now under construction is a two-story wing which
eventually will house all University administration
and business offices. The only hindrance to comple-
tion of this project is a shortage of available funds.
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When completed, the building will occupy 72,632
square feet of space.

The 1955 Royal Purple, Kansas State Col-
lege, Manhattan, Kansas, had this to say about
its School of Agriculture:

Student and staff members, led by Dean Arthur D.
Weber, continued to bring honors and international
recognition to the K-State School of Agriculture dur-
ing 1954-1955.

In its 92 years of instruction, the Ag School has
made itself known and added its contributions in
national and international scopes.

This year Dr. Weber was named chairman of the
committee on organization and policy of the Amer-
ican Association of Land-Grant Colleges and Uni-
versities. 'The committee establishes policies of the 53
American land-grant experiment stations on request
from the U. S. Congress. It also acts as an adviser
on national agricultural legislation.

Extracurricular activities in any school are valu-
able, but are especially so in the Ag School. Many
activities carried on outside of class may even extend
to after-graduation days.

Noteworthy examples of this are the judging teams.
This year three K-State judging teams in poultry,
dairy products and livestock won first ratings in the
nation. The teams won this recognition at the
Chicago International, the Atlantic City Exposition
and the Kansas City American Royal, respectively.

Writing Effective Sports Copy

The yearbook sports editor must combine
the thousands of words which have been
written about the school’s teams during the
year into a compact summary of the season.
In a few paragraphs, the sports writer has to
present a resumé along with interesting high-
lights and sidelights typical of sports news.
For each sport, he must have the season’s rec-
ord, the team’s accomplishments, something
about the coaches and perhaps a one- or two-
sentence summary of each game. More im-
portant than most yearbook sports editors
realize is the record of the scores of all games.
As the years go by, it often turns out that the
school annual is the only reliable record of
past contests.

Be sure the facts are accurate. Newspaper
files of the period when the contests were
played may provide most of the information
necessary. It is wise to confirm this material
and get added subject matter from the coach
of the team. Remember in sports coverage
that write-ups age more gracefully and are
better appreciated in later years if they are
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unbiased, fair-minded and sportsmanlike in
character.

Here is an example of the type of sports
copy acceptable in school annuals:

After a sluggish start, the Sheldon High basketball
team fought back to end the 1955 season with 16 wins
and 8 losses. The Bobcats were mired in the cellar
of the Central Conference early in the year as they
lost five straight games, but they found the victory
spark in the sixth contest and ran up a string of
11 consecutive wins. Sheldon finished in second place
in the Central loop behind the state champion Rock-
ville Hornets.

Eight lettermen and five squadmen formed the
team that opened the season with successive losses
to Kingsport, Rockville, Maldoon, Shelby, and Provi-
dence. Even in defeat, the aggressive Bobcat squad
showed promise of better days.

Facing the Kingston Bears in the sixth game of
the season, the Bobcats came to life with a thrilling
35 — 33 overtime win at Kingston. The victory spark
was fanned into flame as the 'Cats rolled over Loyola,
Jackson, Wilson and Morganville in rapid succession
on the home court. Taking to the road for three
more games, Sheldon kept its winning streak intact
with exciting one-point wins over Jackson and
Miltonvale and a lopsided 56 — 32 surprise victory
over league-leading Rockville. Three more foes, Wil-
son, Loyola and Axton, fell before the sharpshooting
Bobcats before Rockville snapped the 11-game string
with a 45 — 39 triumph on the Rockville court . . . .

An interesting summary of the football
season is presented by the 7955 Spirit, Ames
High School, Ames, Iowa:

The Little Cyclones this year won the Central Iowa
Conference football title with a record of six wins,
one loss and one tie. This was the sixteenth champ-
ionship for Ames since 1928.

Since Coach Kenny Wells has been at Ames High,
the Little Cyclones have captured 10 CIC champion-
ships in 14 years, six of them in the last seven seasons.
As head coach for 14 years, Wells’ record to date is 88
won, 17 lost, and six tied.

The Ames squad this year scored a total of 191
points, while holding opponents to 73. During the
last three games of the season the Little Cyclones
racked up 108 points while holding their opponents,
Grinnell, Fort Dodge and Boone to only 9.

The lone Ames High defeat came at the hands of
West Waterloo, which snapped Ames undefeated
season. After this defeat, many observers agreed that
the Little Cyclones came back and played some of
the best football every played by an Ames Fligh
squad.

Captain Terry Rust led the scoring attack with
ten touchdowns and an extra point for a total of 61.
Jack Wolf, Ed Mezvinsky and Larry Spear followed
with 45, 25 and 24, respectively.

On October 28 the members of the football squad
were guests at a supper given by the Hi-Y and a fire-
side at Lynn Fuhrer lodge. Ken Wells, foothall
coach, was in charge of the fireside which has been
held annually since 1935. Each year it is held just
before the Boone game. At the fireside, Terry Rust
was chosen captain for the season.

The story of the track team often is neg-
lected because the meets are held late in the
spring. The 1954 Indian, Shawnee-Mission
High School, Merriam, Kansas, did not let
this handicap stop them:

COMBINING depth and spirit, head coach Bob
Karnes fielded a squad of talentladen Indian thin-
clads. As the season progressed S-M was recognized
as having one of the finest track teams in the state.

By a display of versatility, the Redmen ran over
the Trojans of Topeka by a 86-46 score in the first
meet of the campaign. Although this was the initial
contest, the Indians turned in a seasoned perform-
ance.

Wyandotte was next to fall under the churning feet
of the Tribe as they lost 91 to 39. Shawnee-Mission,
with Larry Youngblood capturing the 100 and 220-
yard dashes and also the broad jump, won twelve of
the sixteen events.

The Ottawa Relays gave the cindermen an early
chance to meet state-wide opposition. But this did
not hinder the tracksters as they swept their second
straight class AA title defeating second-place Wichita
East by 18 points. Jim McHenry turned in a top-
notch performance for the Warriors as he ran a near
record-breaking, 4:38.8 mile. Also Tom Jones placed
first in the discus and javelin.

In addition to the mine-run copy that gives
a clear and factual report of the year’s activi-
ties, there is a place in yearbooks for copy
that sparkles and copy of a semi-literary
nature to give emphasis to an important hap-
pening and endow the book with a soul. Writ-
ing that stirs the emotions of the reader can
be used effectively in the opening section, the
chapter beginnings or to emphasize some ac-
complishment of unusual importance to the
school. It should be used sparingly, however,
or it will lose its effectiveness.

Writing of this type may be likened to the
climax of a play. The audience must be pre-
pared step by step for the high comedy,
tragedy or heroics in order to appreciate them.
In the examples to follow, an effort is made
to set the scene for the reader.

The Centennial Wolverine, Michigan State
University, East Lansing, Michigan, does a
superb job of telling the history of 100 years



at its school. One of the high points is a color
painting of Beaumont Tower, captioned —
“MSC: On the eminence where State’s Col-
lege hall was built a century ago to open a
new era in education, Beaumont Tower
stands in 1955 as a symbol of the will and
ideals of the men who brought higher educa-
tion to the common man.”

On the next page appears a picture of
former President Robert Sidey Shaw and the
following headline and copy:

From the past: Principles
For the future: Vision

Beaumont Tower rose on the hill in the heart of
Michigan State’s circle in 1928, significant of the
past in marking the site of old College Hall, signifi-
cant of the future in reminding that the ideals of the
College would not be forgotten.

Enrollment had risen to 3,800 and the campus had
spread across the Red Cedar, but greater days were
yet to come as State evolved into one of the world’s
great universitics under the influence of two events
of world importance — the 1929-37 depression and its
public works programs, and the 1939-45 World War
II with its tremendous utilization of IL.and Grant
college resources and attendant upsurge in enroll-
ment.

Two great figures stood at the head of Michigan
State in this period: Robert Sidey Shaw and John
Alfred Hannah.

The mortar was still wet in Kedzie Chemistry, the
Library, and Demonstration Hall when Shaw as-
cended to the presidency in 1928. The world was in
the grip of inflation and everybody was prosperous —
except the farmer.

The economic collapse of 1929 plunged Shaw and
State into circumstances almost no one had foreseen.
But if people couldn’t work — there were no jobs —
they could study.

Sometimes the editor of a yearbook may
want to emphasize the outstanding record of
a student or faculty member. The person to
be honored must have made an important
contribution that is recognized by almost
everyone at the school. The yearbook is usu-
ally dedicated to the individual selected, but
it can be done in other ways.

The 1954 Royal Purple demonstrates one
of the methods. The school had been in the
football doldrums for 15 years, when a young
athlete, unheralded and unsung, came to
Kansas State. He was from a high school so
small that he had played only six-man foot-
ball. It was a steep hill to climb, but during
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his senior year, he contributed more than any
one man to help record six wins, three losses
and one tie, the best season in 19 years.

The editor prepared the copy about his
hero with care. No special page was reserved,
but on the seventh page of the football sec-
tion the athlete’s picture appears along with
three other lettermen and an action picture
of a football game. The action picture is
captioned: “It was a high spiraling kick —
Joe caught on the twenty, cut out for 80 yards,
and scored his second TD against CU.”

Then in dramatic fashion, the editor used
the space reserved for text copy to print the
following eulogy about a man who put a
school back in the football headlines:

JOE MAKES GOOD

VERYL (JOE) SwITZER ended his senior season at
Kansas State by doing just about everything a football
player can do.

He led the Big Seven conference in punt returns
and was third in the nation in that department. Joe
also tied for second place scoring honors in the con-
ference.

The AP and UP selected Joe for their first all-
conference teams. The midwest chapter of the Football
Writers Association of America elected him the Out-
standing Back of the Midwest.

Climaxing his collegiate career, Joe crashed
over for two touchdowns and led the West all-stars to
a 31-7 victory in the Shrine game.

Sometimes the editor wants to interpret
the moods, hopes and aspirations of the stu-
dents at his school. The r9s55 Ibis, University
of Miami, presents several pages of pictures
of students studying, playing and preparing
themselves for competition and contests of
many kinds. One page of dramatic interest
has only two large pictures and a small
amount of copy. The picture at the top of
the page shows a young lady practicing at the
piano with hundreds of empty seats in the
background, and only one seat occupied by a
man. At the left side of the page is a picture
of the entwined hands of two young lovers.
The only copy on the page is:

Only a lonely echo and a single admirer, but that’s
how it usually is at the beginning . . . only deter-
mination and a hope of greatness . . . only a dream
and the courage to wait for its realization. Time
will, perhaps, bring the crowds and the applause.
Now there is only work, and waiting for tomorrow.
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There are other dreams just as important. You
find them in the shadows when night approaches.
The pressure of academics is muted by a gentle touch
and a faint whisper. Sometimes the touch is encugh
and has a tender eloquence that tells the story of
young love.

Record Accomplishments of Seniors

In many annuals, senior write-ups consist
of nothing more than a presumably humorous
comment about each person. When done in
this style, the books fail to record really im-
portant material. It is wise to consider that
in later years, a concise record of the accom-
plishments of each senior is far more valuable
than a quip which soon loses its meaning. In
many cases too, it is difficult to write some-
thing humorous and completely fair. A rec-
ord of the activities of each senior may be
compiled and presented in an efficient and
effective manner. Perhaps the best way of
gathering the information is to see that each
senior turns in a record of his accomplish-
ments on cards provided for the purpose.

Here are a number of ways in which the
material can be presented:

RANK, JACK M. L.
MECHANICAL ENGINEERING
Delta Sigma Phi; Alpha Phi Omega; AS.M.E;
K-State Players; Intramurals.

. Kansas City

RAMSEY, HAROLD A. . Uniontown

Dairy Production
Farm House; Alpha Zeta; Ag Association, pres. 4;
Dairy Club; Collegiate 4-H; Westminster Foun-

dation; Ag Council; Freshman Phi Kappa Phi
Recognition.

George Addy

Student Council; Torch Club; Honor Society; Clas-
sical Club; DCT; Wheel Club, Vice President; AVA-
Library.

WOLF, JOHN DAVID

Basketball; Football; Hi-Y, Vice President; Home-
room Vice President; Track; Varsity Club.

LASCH, RICHARD E.: Miami Shores, Fla.; B.S. in Zo-
ology.
BAGLEY, KATHLEEN — Spanish  Club  51-52;

Boosters 53-55; Library Club 52-55, Vice President
53-54, President 54-55; Who's Who b54-55.

MiLLer, EUGENE F. — Mechanical Engineering: Kap-
pa Mu Epsilon. MirLer, RoseRT B. — Eureka, Pei-

evinary Medicine: Acacia Pres.; Jr. AVMA; Young
Republicans; Intramurals. Misak, DALE E. — Frec-
port, Physical Education: Tau Kappa Epsilon; Phi
Epsilon Kappa; Varsity Gymnastics; FTA; Intramu-
rals.

The last example was used next to a panel
in which each student was identified by a
separate line of type.

Writing Headlines With a Punch

Although it is difficult to establish classifica-
tions that will include all headlines, four
types are used most in yearbooks. They in-
clude: (1) Feature or Magazine Headlines,
(2) News Headlines, (3) Iabel Headlines
and (4) Combination Headlines.

The feature or magazine headline is used
widely and is recommended by many year-
book authorities. It is a type that offers an
opportunity for originality, cleverness and the
use of catchy phrases. Good examples are
to be found in many of the leading national
magazines.

The news style of yearbook headline is
merely an adoption of the newspaper head-
lines one sees everyday. In the yearbook the
news head is more general in nature and does
not refer to events of immediate or spot
importance. Many annuals use the news head
exclusively, and some use it to supplement
other headlines.

The label headline is perhaps the easiest to
write and is the least effective. It is generally
agreed that headlines should be drawn from
the copy and that they ought to tell the reader
something. The label head fails to accomplish
this purpose, for it simply tags the page.
However, it is not necessary that label heads
be banned from the annual. In cases where
pages are crowded, a label consisting of the
organization’s name is possibly justified. At-
tractive display will offset much of the in-
effectiveness of label heads, but with too many
labels, the book loses some of its personality.

Combination headlines merely combine
two of the three types of headlines mentioned.
They may involve the use of a label head and
a news head or a label head and a feature
head. News heads and feature heads are
seldom used together.



Short Headlines Are Effective

Length of headlines is not particularly
important where readability and space limi-
tations are not involved. A three- or four-word
head, written and displayed so that it packs a
punch, is among the most effective that can be
produced. However, in many cases space is
a limiting factor, and the character count of
the headline must be carefully checked. Heads
are better too short than too long because
white space is an effective means of drawing
attention to type. The character count, which
is merely the number of letters and spaces
in the headline, is the best method of check-
ing length. A count can be made from a
sample headline set up by the printer, and a
maximum and minimum count set for head-
line lengths.

Selection of proper type faces to be used in
headings will often do much to increase the
effectiveness of the written word. In any case,
the editor should be guided by the fact that
his most important consideration is read-
ability. No matter how impressive the typ2
may look, it fails the reader if it is not easily
readable. Headlines using all capital letters
generally are less readable than those using
capitals and lower case.

The headline writer, usually the editor of
the yearbook, cannot depend entirely upon
his own ingenuity for new ideas. He must
search out other sources to add to his own
original material. Many of the conventional
magazines and newspapers offer excellent
source material for examples of good head-
lines. It is a good idea to keep a scrapbook of
headline ideas rather than to depend on
memory to recall something seen a long time
ago. With a backlog of material for refer-
ence, much of the drudgery of headline writ-
ing can be avoided, and more effective head-
lines will result.

In most cases, the annual will be more
attractive if the same type face is used in all
headlines throughout the book. Sometimes it
may be advisable to select a different type face
for one or two sections of the book.

In general, the same style of headline,
whether news, feature, label or combination
should be uniform for each section or chapter
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of the annual. There is some justification
for changing the kind of headline in certain
sections of the yearbook such as the class or
organizations sections where space is limited
and there is not room for a regular headline.

Examples of each of the four recognized
styles of headlines set in different type faces
and sizes are shown on pages 98-100.

Writing Cutlines

In many yearbooks, editors have adopted a
sort of half-hearted attitude toward the writ-
ing of cutlines. This is a mistake, for the cut-
line is as much an essential part of the book
as the cover or the pictures. A look into any
of the successful picture magazines of today
reveals the importance attached to captions
and cutlines. Each is carefully written and
edited to exact specifications.

For most purposes, cutlines should be brief,
accurate, captivating and informative. Silly
meaningless phrases such as “Oh you kid” or
“Up in the Air” are better left out. In their
place, specific identifying cutlines can be
written.

Observance of a few standard rules will
help provide good cutlines for the yearbook:

1. The cutline must be written to fill an allotted
space.

2. It must be placed near the cut.

3. It shoutd be in uniform style of writing and
type.

4. One should accompany each picture.

5. Cutlines can often blend names and identifica-
tions into an interesting statement.

6. Cutlines should be in type smaller than that
used for the body copy.

Examples of a few well-written cutlines set
in typical styles are shown below:

COACH BILL LUFLER has a record of 90 victories con-
trasted to one defeat and a tie at UM. He calls the
1955 tennis squad his best.

MUSCLES TIGHTEN along the firing line as 'Cats and
Sooners wait tensely while Alan Langton lofts a
charity shot goalward.

VicTors AND VANQUISHED head for the showers alter
Central win over Phillips. Although the contest was
a preseason game, “Crackerbox” Nichols Gymnasium
was filled to the rafters.

HUSTLING Bill Jones (8) demonstrales why he was
unanimous choice for the all-star team as he leaps high
lo tip one in for the Wildcats.



FEATURE HEADLINES

While Hubby Studies, Wife Joins Organizations
Night Students Learn to Earn

:beéafem 3a//z Way fo C)AampiondAiIo
... and the line was 5385 long

readin” and writin’ again head the list
The Night of Nights--The Senior Promn
“We the People . . ?

"The Play's the Thing”

“Hit the High Notes”

“Pomp and Circumstance”

A Dark Two Hours Spent With Oklahoma

The End and The Beginning—Diplomas

Today's Ag Students Fill Tomorrow's Bread Basket

Fall, Fun and Football Go Hand in Hand



NEWS HEADLINES

Queen Contest Opens
Homecoming Activities

382 Awarded Diplomas

at Mid-Year Ceremonies

Cat Gridders Compile
Best Mark in 20 Years

First Class of Nurses
To Graduate in 1956

Engineers Advertise

Open House on TV

Dean’s Dinner Honors
Outstanding Law Grads

Symphony Orchestra
Ends 28th Season

[99.]



LABEL HEADS

Homecoming, 1955
Queen gue/n

Football
Board of Trustees

Our Superintendent

Junior Executive Council

Radio Club

COMBINATION HEADLINES

Delta Iota

Moves Into New Home

school of dentistry

WHOLESALE TOOTH PULLING

A BIG PARADE

Started Homecoming Celebrations

[100]



(Continued from page 97)

They might not have to sing for their dinner, but the
Alpha Chi‘s sang for the second-place sorority trophy
that songleader Ida True holds.

As supervisor of the School of Arts and Sciences, Dean
Rodney W. Babcock spends much time co-ordinating
the work of the 22 departments, to better prepare
students for their careers. He retires this year after
being dean for 25 years.

Easy To Follow Identifications

A routine but essential phase of copy writ-
ing for the yearbook is the assembling of
picture identifications. Although identifi-
cations are among the most Iimportant
elements of the annual, many editors resort
to a haphazard manner of handling them.
The fact that writing identifications requires
a minimum of writing skill offers little in-
centive to the good writer and often results
in neglect of this important task.

In compiling identifications for group
pictures, it 1s well to use both first and last
names wherever possible. When groups are
unusually large, first names may be eliminated
to cut down on the size of the identification.
By all means make certain that names are
correctly spelled and under no circumstances
let John Jones’ name appear under Bill
Brown’s picture. To do an accurate job of
compiling and correcting identifications,
work should be started early in the year.
Material should be taken from identification
sheets, typed and carefully checked.

Readers will be aided in finding people in
group pictures if a careful and consistent job
of arranging the identification is done. Name
the rows within a group picture to prevent
confusion. For example, it is better to say
top row, instead of row one. Individuals in
group pictures are always identified from left
to right, so it is unnecessary in most cases to
include “from left to right” in the cutline.

A few examples of writing and displaying
identifications are shown below:

A group picture with three rows:

SKYWOOD HALL—Back row: Mrs. Neil Swanson,
Beverly Briles, Virginia Briles, Helen Cazier. Second
row: Reeva Hansen, Freda Tubach, Helen Mc¢Donall,
Lola Bush. Front row: Joyce Haselwood, Laura
Shelor, Doris Cline, Louise Barnes.

GERMAN CLUB—Bottom Row: JoAnne Walsh, Martha
Kastner, Mary Elizabeth Taylor, Wanda Wright.
Second Row: Mrs. Suzanna Underwood, sponsor; Rose
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Baier, Danny Retz, Theodore Slack, Kaye Noble. Top
Row: Mary Bruder, Nancy McCormack, Ronald Lacey,
William Klopp, Marilyn Hawkins.

A panel of individual photographs:

BLUE KEY—Top Row: Kenneth Bell, Arthur Cotts, Jim
Davis, Jack Dean, Norville Gish, Dick Gorman, Jim
Gretzinger. Bottom Row: Ward Haylett, Robert
Heline, Jack Roth, Ralph Salisbury, Dean Schowen-
gerdt, John Woolsey.

GRADUATE WOMEN’S HOUSE—Top Row: Mrs. Llillian B.
Fuller, Marion E. Barnes, Grace M. Cables. SECOND ROW:
Joan E. Carroll, Mary J. Freeburg, Lorraine E. Galle, BOTTOM
ROW: Mary F. Hodgson, Hazel E. Parry, Margaret J. Watkins.

A group gathered around a table:

WHO'’S WHOOT STAFF—Enid Keiswetter, special fea-
tures; Laberta Kugler, county page editor; Tennyson
Collins, photographer; Don Jacobson, business man-
ager; Dale Johnson, sales manager; Marlys Waln,
assistant editor; Maridell Byler, artist; Dale Apel,
editor-in-chief; Stanley Wood, collegiate 4-H editor.

SENIOR CLASS OFFICERS—Robert Tointon, president;
Betty Brammell, secretary; Jerry Friesen, treasurer;
Howard Hill, Jr., vice-president.

Identification of a single person in a photo-
graph:

TIRELESS EDITOR Ralph Salisbury was never long
separated from his copy and picture cluttered desk in
the Orange and Black office. Supervising the tedious
job of assembling the 448-page annual besides taking

many of the pictures and editing copy, took most of
Ralph’s time.

A familiar face to all intramural participants is that
of director Frank Myers, who has been at Central
High 29 years.

Writing Breakers or Subheads

Breakers or subheads will best serve their
function if they are carefully written in a
style similar to that used by good magazines
and newspapers. In short, they should be
written from the copy, and they should tell
the reader something. Labels are no better
as subheads than they are in top headlines.

Generally, the breaker is set in a blacker
and sometimes slightly larger type face than
the body copy and is surrounded by white
space for emphasis. To accomplish this, the
breaker must be short so that it can be in-
dented on either end.

Breakers are not needed unless there is a
lot of copy. If the copy is not long enough to
warrant at least two breakers, there probably
should be none at all.
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A recent trend among newspapers might
be used by yearbooks, too. Instead of writing
separate subhead lines, many newspapers have
the first three or four words of every fourth
or fifth paragraph set in bold face type.

Copyreading Marks

One of the routine tasks of the editorial
staff of the annual is marking corrections on
copy. The conventional copyreading marks
should be applied for they are a universal
language spoken by both printer and
journalist.

Shown in the appendix of this book are the
copyreading or editing marks and their appli-
cations. A severely marked piece of copy such
as the example shown should not be sent to
the printer, but ought to be retyped to elimi-
nate confusion from overlapping marks.

Of course if the typing is to be reproduced
by the offset process, the final copy must be
typed exactly as it is to be printed. Copyread-

ing marks cannot be made on final copy that
is to be photographed and reproduced in the
yearbook.

Proofreading Marks

When proofs of the copy are returned to
the editorial desk by the printer, they must be
checked carefully for typesetting errors. As in
the case of copyreading marks, the con-
ventional proofreading marks should be used.
Proofs are marked with the symbols shown in
the appendix of this book, then are returned
to the printer for corrections.

One rule the staff should keep in mind is
that proofreading is not the place to make
changes in the copy. Proofreading is intended
to correct errors made when the type was set.
Changes in copy should be made before it
is sent to the printer. Most printers charge
extra for changes made in the copy after the
type has been set.



Chapter 7

Working With the Engraver

THE STAFF OF THE ANNUAL should make full
use of the advice and help which the engraver
working on the book is usually glad to ex-
tend. Many engraving concerns make a
specialty of school-annual engraving and often
do the work for half a dozen to several
hundred books in one year. Most of the
larger companies have representatives who
call on the schools at intervals during the
year and help the staff mark copy and esti-
mate the cost of the cuts for the proposed
book. Some of the more qualified men can
give excellent advice on how to develop the
theme, plan the dummy, get pictures, write
copy and finance the undertaking. Instruc-
tion books loaned by some engravers to the
staft are a valuable service.

Discounts for Early Copy

Most engravers specializing in yearbook
production offer price inducements for copy
sent in early. This schedule usually begins in
December, graduating to February. The
editor who gets his book planned in the
summer or fall can thus make a real saving.
The engraving company also benefits from
early copy because its work in this way is ex-
tended over several months, enabling it to
produce a larger volume without increasing
the size of the plant.

How Plates Are Made

It is not the purpose of this book to explain
in detail how photo-engravings are made.
However, anyone ordering cuts should know
the basic processes in order to give the en-
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graver properly prepared copy and instruc-
tions.

Broadly speaking, there are two general
kinds of photo-engravings:

Line etchings (commonly known as zinc
etchings) are used to reproduce line drawings
or other copy made up of solid blacks and
clear whites. Figure 7.1 is printed from a zinc
etching made from a line drawing.

Halftones are required to reproduce photo-
graphs, wash drawings and any other copy
containing not only black and white but the
intermediate gray shades or halftones (hence
the name). Figure 7.2 shows a halftone made
from a photograph, and Figure 7.3, a halftone
from a wash drawing.

In either case, the first step is to make a
photographic copy. The drawing or photo-
graph is placed in a frame before a large
copying camera and is brilliantly lighted by
powerful arc or flood lamps. The time of the
exposure and the “stop” or opening used
behind the lens are scaled to the individual
requirements of the photograph or drawing.
The resulting negative is then developed in
a dark room:.

But even in this first step, line plates and
halftones require separate treatment.

Making a Line Etching

Occasionally, when unusually fine results
are necessary, line etchings are made on
copper. But the cost is much greater, and it
is quite unlikely that the average annual will
require such a plate. Therefore only the line-
zinc process will be described.
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From the line negative, a photographic
print is made on a sheet of zinc of high purity
and even thickness which has been coated
with a light-sensitive emulsion. The print is
then inked with a roller. Under running
water, the plate is gently rubbed with a tuft
of cotton or soft brush; and in those portions
of the plate which are not to print, the ink
floats loose and takes the emulsion with it,
thus leaving bare zinc. But on the lines that
make up the drawing (or other image) the
ink welds firmly. This ink acts as a buffer
against the action of the acid bath into which
the plate is now placed. The acid eats away
the bared zinc, a process known as etching.

Under careful control, the acid is splashed
or sprayed against the plate. If allowed to
continue without interruption, the acid
would eat not only downward on the bare
metal, but also would undercut the lines
whose top surfaces are protected by the ink.
This undercutting would tend to weaken and
eventually eat away the lines which form the
image on the plate. Several times during the
process, therefore, the plate is taken out of
the acid, washed and dried, then brushed with
a resinous powder which sticks to the lines
and, under heat, melts, just enough to flow
down to cover the bare shoulders of the lines,
thus protecting them from the sideways action
of the acid.

At the conclusion of the etching process,
the lines stand up in relief, surrounded by
areas eaten away to such depth that they will
not print. The plate is next “routed” with
a whirling tool which cuts away the metal
entirely in the more open areas; and then a
“finisher” inspects it carefully under an en-
larging glass and improves any rough edges
left by the etching or routing. The plate is
then fastened or anchored (usually by tape
that is adhesive on both sides) on a wood
block to bring it up to the height of the type
with which it is to be printed. The final
step is to make a proof.

Making a Halftone

If the engraver made a photographic nega-
tive from a photograph or wash drawing just
as from a line drawing, the darker grays would

reproduce as blacks, while the lighter grays
would not reproduce at all and would thus
becomes whites. When printed, the image
would be distorted or wholly unrecognizable.
To avoid this, a “screen” is placed in the
camera, just in front ot the negative, so that
the image picked up by the lens and directed
into the negative must pass through this
screen. It consists of opaque lines in glass,
crossing each other like the wires in a window
screen, except that they are set at an angle.
The screen breaks up the image into a
pattern of square dots, which would be much
like a checker board except that after the plate
is etched the dots vary greatly in size. Some
are so large that they appear to overlap each
other. These (in the finished plate) are in
the dark areas of the copy. Others are very
small dots, well separated from each other;
these being in the lightest portions. Between
these extremes are a wide variety of dot-sizes,
which reproduce the various shades of gray.

Selecting the Halftone Screen

Selection of a halftone screen will Dbe
governed by the smoothness of the paper on
which the plate is to be printed. For coarse
papers such as newsprint, screens range from
55 to 100 lines per inch. For the fine enamel
papers used in yearbooks, the screens almost
universally used are 120 or 133 lines per inch;
with a strong preference for the finer, or 133-
line, because it tends to hold detail better
when printed. However, there are other con-
siderations, and the editor should consult
his printer as well as the engraver, before
ordering any plates.

The fine screen halftone is made on copper
because copper’s texture is finer than zinc,
this being necessary for good formation of the
tiny dots. There are more than 17,000 dots
per square inch in a 133-line halftone! The
etching process is basically the same, with
even more emphasis on handwork. The plate
is not usually routed since it does not have
open areas. Finishers inspect and touch up
portions of the plate, and tool the white
lines between pictures mounted together on
a panel or other composite. The plate is
proofed, and is then ready for printing.
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Estimating Cost of Engraving

It is not always possible to estimate exactly
how much a photo-engraving will cost until
the copy is ready for the engraver. Some copy
requires special treatment to obtain the de-
sired results. However, if the editor will
send the complete dummy, with a list of all
cuts and the exact size and finish of each en-
graving, to the concern doing the work on
the annual, the engraver can figure the
approximate cost of the complete job.

The standard charge set forth in the Photo-
Engraving Scale is for square or rectangular
finished halftones, as illustrated in Figure 7.2.
An outlined halftone, Figure 7.4, is usually
50 per cent extra, plus an additional charge
for painting out the background on the
photograph with china white before the copy
is photographed by the engraver. Circle
finished halftones, Figure 7.5, are usually 3314
per cent extra, as are oval shaped halftones.
When it is necessary to mortise an engraving,
that is, cut out part of the plate so type may
be inserted, an extra charge is made. A
simple, or outside mortise, in the corner of
the plate as shown in Figure 7.6 is much less
expensive than an inside mortise shown in
Figure 7.7. Often it is possible to eliminate
the necessity of mortising the plate by arrang-
ing the photographs as shown in Figure 7.8
and placing the copy at the bottom, side or
top of the plate as illustrated in Figures 7.8
and 7.9. Some engravers make an extra charge
for re-etching each face appearing on a panel
as illustrated by Figure 7.9, and for tooling
a white line around each individual photo-
graph shown in the same illustrations.

In planning the dummy and figuring the
cost of the finished plates all these details
must be taken into consideration if a close
approximation of the final cost is to be made.

How To Save Money on Engravings

While many of the operations mentioned
cost extra, they are sometimes justified by
the results achieved in the finished book.
However, if the staff is operating on a limited
budget, it can make substantial savings by
planning the dummy carefully and avoiding
some of the more expensive frills. For
example, the book usually will be just as

effective if many of the outline, oval and
irregular shaped cuts are ¢liminated. If only
a few cuts of this kind are used, they will
give real emphasis to the illustrations finished
in this manner.

It is often possible to mount two or more
pictures together on one piece of cardboard
and have one cut made of the entire mount-
ing. Figure 7.10 illustrates how four group
pictures that are to be used on the same page
can be mounted together and one cut made
from the mounting. To illustrate the saving
made by mounting the pictures in this
manner, an engraver estimated the cost of
the cut shown at $16.20, including cost of
tooling white lines between each group. If
a separate cut for each group had been
ordered exactly the same size as shown, the
charge for the four cuts was estimated at
$31.20. Both prices quoted are gross, before
discount has been deducted. A larger saving
is made when several pictures are mounted to
form a snapshot page or a class panel.

Copy can be reduced or enlarged by the
engraver within reasonable limits at no extra
cost. It is preferable in most cases to send
copy to the engraver that is larger than the
finished engraving desired. The process of
reducing the copy to the size desired in the
finished engraving helps minimize any defects
that may exist in the original copy. Occasion-
ally it may be necessary to have the original
copy enlarged to make the size of engraving
desired, but this process accentuates any de-
fects in the copy. For this reason, the editor
should keep in mind the size of the finished
engraving he wants when giving instructions
to his staff for taking photographs or making
drawings.

Determine Whether Copy Will Make Size

There are several common methods used
to determine if copy will “make size,” that is,
reduce or enlarge so that a plate can be made
to fit the dummy plan. Perhaps the quickest
and easiest method is to use a Logarithmic
Scale of Proportions, one type of which is
shown in Figure 7.11. This scale is made of
two pieces of circular cardboard, the smaller
fitting over the larger, and fastened together
in the center with a metal rivet in such a
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easily possible to determine if copy will make
size by employing the following formula:
eighe — Widih x HEIGHT
WIDTH
Using the same problem as solved above, the
formula would be

. 10 % 3
Height = ?7</~ = 4 2/7 inches

As can be seen by using the two methods the
mathematical formula is actually the more
accurate of the two, due to the fact that the
Logarithmic Scale used is divided into ¥s
inches. However, the difference between 4 2/7
inches and 41/ is so slight that it would not
affect the final results, if trim marks are used
instead of actually trimming the copy with a
cutter.

Give Engraver Complete Instructions

In addition to the trim marks on the front
of the copy it is important to give the engraver
complete instructions as to the size of cut
wanted, finish, bleed, screen (if a halftone)

Place Sticker on EVERY Piece of Copy

Annual @ .B.cQ-Q— @Qggk;

Cut No.__1
Size Cut 8 5/8 X H'E/J

(Width by Height)

lOval] rlrcle] | C.0.B. l

Check Style De51red

Bleed [Right] [Ld#f] Top| |Bapfom
Plates Check above edge of page where
plate extends off paper. Plate size
must include %” in addition to
regular size wherever bleed occurs.

Remarks 32 ' 6{%

133 ime Aabflore

Finish

FIGURE 7.13. A sticker giving detailed instructions to
the engraver can be prepared and pasted on the back
of each piece of photographic copy.

and the identification of the annual or school
or both. Some engravers furnish stickers on
which this information can be written and
pasted on the back of each photograph as
shown in Figure 7.13. If stickers are not avail-
able, the information can be written on the
back of the copy. However, if instructions are
written on the back of a photograph, a very
soft pencil must be used, and care must be
taken not to press down when writing. If this
precaution is not observed, the writing may
show through on the front of the photograph,
and a new print must be obtained before a
satisfactory engraving can be made.

Most engravers specializing in school an-
nuals request that staffs designate size of cuts
wanted in inchies and fractions of not less than
14 inch. It is common practice to place the
width of the cut first, width meaning the left-
to-right dimensions of the illustration. As an
example suppose the cut shown in Figure 7.14
is being ordered and that the copy sticker,
Figure 7.13, is being used.

Seven Points To Cover

First, write in name of annual on the top
line. Sometimes it is advisable to write in the
name of the school if name of annual 1s a
common one that might be used by some other
school.

Second, indicate the number the cut is to
be given. Itisa good plan to number each cut
in the book in the order in which they are sent
to engraver. Halftones usually are numbered
from 1 to 1,000 and zinc etchings from 1,000
up. When the cut is finished, the engraver
can write the number on the edge of the plate,
if mounted on wood, and the cuts can then
be arranged in numerical order on a shelf
when received by the printer. This enables
the printer to find, without difficulty, any cut
needed to make-up a page. The number given
the cut also is marked with ink or pencil on
the margin of the proof sent by the engraver
to the yearbool\ staff.

Third, the size of the cut would be marked
as 854" by 454”. The cut showing on the trim-
med page of this book is only 8145 by 414
inches. An additional 14 inch must be added
to the dimensions of any cut that “bleeds” off



the page as is done at the left and bottom of
the page as illustrated in Figure 7.14.

Fourth, the finish of the halftone is rec-
tangular so the finish would be checked as
“square.” If another finish such as oval,
circle or outline 1s desired, that too should
be indicated.

Fifth, the halftone illustrated in Figure
7.14 should be checked for bleed left and
bottom. It is important to inform the en-
graver which edges of the cut are to bleed
so he can Dbe sure to make the cut in such a
way that nothing essential or important in
the illustration will be included in that part
of the printed engraving that will be cut
away when the pages of the book are trimmed.

Sixth, under remarks for this particular cut,
the words “flush right” should be written
on the sticker. When an engraver is in-
structed to mount a cut “flush,” he will not
bevel and tack the cut on that side because
he is warned that the cut on that particular
side may fit against the printing chase so that
no white space is left exposed in the gutter of
the book as would happen in this particular
case if the cut were not mounted flush on
the right side. Sometimes it is necessary for
two cuts to be side-by-side on the printed page
with no white space showing between them.
These cuts must be mounted flush on the
sides that come together and should be
ordered with that purpose in mind. Most
engravers, at the present time, are using a
pressure sensitive tape to mount all plates
instead of tacking them to the wood base.
Where this new method is in use, plates are
mounted flush on all four sides. If the en-
graver making the cuts uses this method of
anchoring plates, it will not be necessary to
instruct him to mount plates flush.

Seventh, if the screen and material to be
used have not been agreed upon with the
engraver, the words “133 line copper” also
should be written under remarks. If a finer
or coarser screen is desired, or if a zinc half-
tone is wanted, that would be indicated.

Make a Record of Each Cut Ordered

A complete and easily understood record
of each cut ordered is desirable. This record
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may be important if copy is lost in shipping
or in the engraver’s plant. Then too, the
editor always will know just what plates have
been ordered and the date the order was
mailed or taken to the engraver.

Many yearbook engravers furnish order
blanks similar to the one shown in Figure
7.15. These forms are made in duplicate and
bound into a pad. By inserting a sheet of
carbon paper between the original and the
duplicate, two copies of the order are made.
The original is perforated along the top
and can be torn out and sent to the engraver
with each order for engraving. The carbon
copy remains on the pad and is a permanent
record for the annual staff. In ordering the
cut in Figure 7.14, the blank is filled out as
shown. It is not necessary to wait until
enough copy is available to fill out every
space provided on one blank before sending
in the order. If order blanks are not fur-
nished by the engraver, the permanent re-
cord of all cuts ordered can be kept in a
notebook, and the same information called
for by the order blank can be recorded.

It is a good plan to have at last two mem-
bers of the staff work together in ordering
cuts. One can fill out the order blank, and
the other can put the proper information on
the copy sticker. They can check the photo-
graphs to determine if they will reduce or
enlarge to the size cut indicated in the
dummy. By checking all details together,
they often eliminate errors that might other-
wise occur. If the faculty adviser is familiar
with ordering cuts, he can give valuable as-
sistance to the staff in this particular phase
of the work.

Mounting Photographs

As previously indicated, a substantial sav-
ing in the cost of photo-engravings can be
made by mounting several photographs on
one cardboard and having one cut made of
the composite, or panel, as it usually is called.
Then too, a more effective layout for the page
often results. It also is a valuable method of
saving space in the book, thus allowing the
introduction of features that might other-
wise be omitted because of space limitations.
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FIGURE 7.17. This diagram is used in determining the correct size to make the original
composite of a snapshot page or a class panel so pictures will reduce to the size cut wanted.

Fourth, select the pictures to be mounted.
Arrange them in the left-hand corner of the
cardboard, spacing and trimming them with
the paper cutter to size desired. In this way,
determine where the permanent line for the
top and right-hand edge of the cardboard
shall be drawn. Remember they must meet
at some point on line BD. Indicate with a
number where each picture is to be cemented
to the board and place the same number on
the back of the picture. In order to eliminate
any chance of error, check the size of the
cardboard at this point with the Logarithmic
Scale to determine if it will reduce to the
size cut wanted.

Fifth, cover the entire surface of the card-
board to be used with a thin coating of rub-
ber cement using a small stiff brush. Allow
to dry for a few minutes. Next, coat the back

of the first picture to be mounted with rub-
ber cement, allow it to dry for about 10
seconds and place in the space previously
marked. Press down gently until it is firmly
cemented. After all pictures have been
cemented into place, remove any rubber
cement left on the exposed surface of the
mounting board, or on the face of the pictures
by rubbing gently with the fingers or a soft
piece of Art Gum. If it is desirable to re-
move one of the prints from the mounting
and replace it with another pring, it can easily
be removed or pulled off. The copy is now
ready for the engraver and should be marked
in the same manner as previously discussed.

Mounting Class Panels

Class panels can be mounted by using the
method just described, but more care and





















Chapter 8

Working With the Printer

THE STAFF must select a printer who not
only has the know-how of book printing, but
who also has the equipment and trained work-
men to do the job. The printer will do most
of his work after the photographs have been
taken, the engravings made and the copy
written. In spite of this, the complete plans
for the book should be discussed in detail
with him while this work is still in the pre-
liminary stages.

Work Out Detailed Specifications

The printing and binding of the book
usually is the largest single item of expense
in producing the annual. It is necessary to
establish what this cost will be before definite
plans can progress very far. The only way
the printer can estimate the cost of his work
is to know in detail the kind of a book wanted.
It is usually advantageous to the staff to con-
tract with the printer to do the complete job
of printing and binding the book, as well as
furnish the paper and covers. A written con-
tract should be drawn up and signed, cover-
ing these details:

1.
2.

The number of books to be printed.

Number of pages, trimmed size of page, type

size of page and size of type to be used.

. Quality and weight of paper to be used.

. Special sections to be printed in more than one
color.

. Method of binding.

. Kind of covers to he used.

. Conditions to be met for delivery.

. Price for extra copies and extra pages, and de-
ductions for fewer copies and fewer pages.

9. Total amount to be paid and terms of payment.

[123]

Number of Books To Be Printed

It is seldom possible to tell the printer the
exact number of books wanted until after the
book sales campaign has been conducted. This
campaign should be conducted soon after
school opens in the fall. It is usually safe to
estimate about 10 per cent fewer books than
have been sold on the average for the previous
three or four years. The printer can be ad-
vised of the exact number of books wanted
three or four months before the delivery date.
He should be notified in plenty of time so he
can order the number of covers and the
quantity of paper needed, and estimate the
time required in the print shop and bindery.

Number and Size of Pages To Be Printed

The number of pages the book is to contain
will have to be estimated in the same manner
as number of books wanted. The exact num-
ber can be specified after the staff has had a
chance to see how the estimated budget is
being met. The detailed budget is discussed
in a later chapter.

There are three page sizes commonly used
in printing annuals. They are 9 by 12 inches,
815 by 11 inches and 734 by 1054 inches.
Sizes given are the finished or trimmed size
of the pages. These sizes are used most fre-
quently because they can be printed in signa-
tures of 4, 8 or 16 pages, and then folded and
trimmed with minimum waste.

The printer must know the type size to be
used if he is to make a close estimate of the
cost of printing the book. For instance, it
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requires 12 lines of 6-point type to fill a space
one inch high, but only six lines of 12-point
type to fill the same space. Then too, many
more characters must be set to fill the line if
the smaller size type is used.

The printer also must know the type area
of the page so he can estimate the cost of
setting the type to fill this space. He also
should be shown the dummy, and his atten-
tion should be called to any illustrations that
are to bleed or extend outside the type page.
Cuts that have to be arranged for special lay-
outs of this kind often require extra work by
the printer. In some cases a larger size sheet
of paper must be purchased to permit the
bleeding of many illustrations in the printed
book.

Quality and Weight of Paper

It is usually safest to specify Number 1
enamel, the best grade of enamel paper. How-
ever, Number 2 enamel is sometimes used
and often is quite satisfactory. It has been
estimated by yearbook printers that the dif-
. ference between the cost of Number 1 enamel
and Number 8 enamel for the yearbook is
usually less than 114 per cent of the total
budget. It would seem wise, therefore, to get
a good grade of paper, as the quality of paper
will greatly determine how clearly the photo-
graphs will be reproduced on the printed
page.

Most yearbooks are printed on 80- or 100-
pound stock, usually referred to as “‘substance
80 1b.” or “substance 100 1b.,” and commonly
written in contracts as:

“Paper Stock to be 25 by 38-80 (substance

80 Ib.) Number 1 enamel.”

This means that one ream (500 sheets) of
the paper cut to 25 by 38 inches will weigh
80 Ibs.

The weight of the paper determines the
thickness of the sheet. Thus, a book printed
on 100-1b. enamel would be 25 per cent
thicker than the same book printed on 80-1b.
paper. Most printers maintain that just as
good an impression can be made on 80-1b.
paper as on 100-1b. paper, and this probably
is true. Sometimes, however, the staff will
specify 100-1b. paper to increase the thickness

of the book. They will, of course, have to
pay 25 per cent more for the paper used (for
the same number of pages) since paper is
sold on the basis of weight. In some instances
70- or 120-1b. paper is used in printing an-
nuals.

Special Sections Printed in Color

To enhance the beauty and appeal of year-
books, the opening pages, division pages and
sometimes other sections of the book are
printed in two, three or four colors. The
printer must have this information when es-
timating the cost of the job. Books usually
are printed in signatures of 4, 8, 16 or 32
pages. This means that one sheet of paper
will fold to make 4, 8, 16 or 32 consecutive
pages of the finished book. Thus, pages to
be printed in more than one color cannot be
“dropped in” at any point desired by the
editor without increasing the printing cost.
The printer can assist the staff in arranging
the color work so that it can be printed and
inserted in the book at the lowest possible
cost. For example, suppose the printer has
a press that will print 16 pages on one sheet
of paper (or in one signature), and the staff
desires to have the opening section of eight
pages and four division sheets printed in the
same three colors (black is called a color in
the printing trade). How can this be done
most economically?

The printer probably would print the en-
tire 16 pages in one signature. He would
arrange the pages so that the first eight (open-
ing pages) could be trimmed from the re-
mainder of the printed signature and folded
to make pages one to eight inclusive. He
would then trim each of the four division
sheets so they could be “tipped-in” at desig-
nated points in the book. A “tip-in” usually
is one sheet, such as a division page, which is
“tipped” or glued to a preceding or following
signature in the book (or between pages eight
and nine of a 16 page signature) before it is

FIGURE 8.1 (right). This page shows a headline prop-
erly placed with plenty of white space. The text copy
is written to fit the space, and the cutlines are placed

near the picture they describe.
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bound into a whole. This is hand work and
adds materially to the cost of printing the
book. The dummy should be carefully
planned and paged so the color inserts will
come at the end or in the middle of the
printed signature. If this is not done it will
be necessary for the printer to slit the folded
form by hand to tip-in the division page. This
again increases costs and slows production. In
planning the dummy it sometimes is necessary
to add or eliminate a few pages in some sec-
tions of the book so the color inserts can be
economically tipped-in at the end, beginning
or middle of a signature.

Specify Method of Binding

There are four common methods of bind-
ing yearbooks:

1. Saddle-stitched binding.
2. Side-wire stitched binding.
3. Spiral binding.

4. Sewed binding.

The saddle-stitched method of binding
usually is used on books having only a few
pages and a flexible cardboard or heavy paper
cover. One of the advantages of this type of
binding is that the pages of the book can be
opened out flat when being read. This is not
possible with books that are side-wire stitched.
The printer must know that the book is to
be saddle-stitched before a single form is
printed. This is imperative because the
printer will have to place the first eight pages
in the book on the same signature with the
last eight pages in the book (if 16 page signa-
tures are being used). Succeeding signatures
would have to be handled in the same way.
After all the signatures have been printed and
folded, the first signature (containing the first
and last eight pages in the book) is opened
flat at pages 8 and 9. The second signature is
opened in the same way and placed on top
of the first signature. Succeeding signatures
are manipulated in the same manner, until all
signatures are in order. Using a wire-stitching
machine, two or three wire staples are then
forced through all the signatures in the gutter
of the book. These staples also pass through
the cover at the same time and are clenched.
Thus, all the signatures are attached to the
cover forming the finished book or booklet.

Side-Wire Stitched Binding

The side-wire stitched method of binding
is used on some high school annuals and on a
few college yearbooks. It is probably the most
economical method of binding books with too
many pages to permit saddle stitching. How-
ever, the book cannot be opened out flat at
the binding edge, and from this standpoint is
not so satisfactory as the other methods of
binding mentioned. If the book is to be side-
wire stitched, the folded signatures are placed
in order, one on top of the other (they are
not opened in the middle). The cover is then
creased and fitted around the book. Often
glue is applied along the binding edge before
the cover is placed in position. A wire-stitch-
ing machine then forces wire staples through
the cover and the assembled pages front to
back, about one-fourth inch from the bind-
ing edge. These staples are clenched by the
machine, completing the operation. This
method of binding is usually most satisfactory
if a pliable cover stock is used. It is difficult
to do a first class job by this method with a
stiff cover.

Spiral Binding Method

The spiral binding method is used exten-
sively on small yearbooks. Printed signatures
of the book are placed in order in the same
manner employed for side-wire stitching. The
front and back lids of the cover are put in
position. The cover is not joined around the
binding edge of the book. A machine is used
to punch or cut slots through the cover and
printed signatures about one-fourth inch
from the binding edge. About one-eighth inch
is then trimmed trom the binding edge, so all
pages will be separated. Coiled wire or
plastic is then threaded through the slots to
hold the cover and pages in place. This
method of binding is economical and allows
the pages of the book to be opened out flat. It
is not advisable to print too near the binding
edges of pages, as some of the printed material
would be destroyed when holes for binding
are punched. This method of binding is not
so substantial as some of the other methods,
but will give excellent service if the book is
handled with care.



Sewed Binding Most Satisfactory

Sewed binding, of which THIS BOOK is
an example, is the most satisfactory method of
binding an annual. It is durable, allows easy
opening of the book and usually is employed
when a stiff cover is used. The durability of
the sewed binding depends upon how well the
forms are sewed to the cloth which holds them
together. This cloth is then carried over to
the front and back lid of the cover and glued
underneath the fly leaf. It is a good plan, on
books containing many pages, to specify that
heavy re-enforcing tapes be sewed to the forms
and glued under the end sheet in addition to
the cloth joint.

Specify Kind of Cover Wanted

The printer must know the kind of cover
wanted for the annual if he is to estimate the
cost of this item. There are many types of
covers available. The printer usually can show
samples and give approximate costs of the
various kinds. Since the yearbook is a memory
book and will be kept by the owner for many
years, it is well to purchase as good a cover
as the budget will allow. Small yearbooks are
often bound in tough, flexible cardboard
covers. These are manufactured in many
colors and finishes. The most satisfactory
cover is, of course, a stiff binding similar to
that used on textbooks, novels and other
books kept and used over a period of years.

The color selected for the cover should be
in harmony with the general color scheme of
the annual. The lettering and any printed or
embossed design used on the cover will be
more effective if it employs the same style of
lettering and art work as the theme or general
plan of the book.

While the printer often purchases the cov-
ers and includes the cost in his estimate, this
is not always the case. Specifications must be
clear on this point. In recent years some year-
book staffs, particularly on large annuals,
purchase the covers direct from the manu-
facturer and have them sent to the bindery.
This plan has the advantage of allowing the
staff to deal direct with the cover maker and
discuss in detail the materials and designs to
be used. However, the printer should also be
consulted in this matter. A complete dummy,
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made from the paper to be used, and sewed
and shaped by the bindery, must be sent to
the cover manufacturer so that the cover will
fit the annual. If the staff orders the covers
direct from the manufacturer, it must assume
responsibility for these matters and make sure
the covers are delivered to the bindery on
schedule.

Conditions for Delivery

The specifications should give the date the
books are to be delivered. To meet this
delivery date, the printer must have the copy
at definitely scheduled times. On a large an-
nual the printer commonly requires that one-
half of the copy with corresponding cuts and
final printing order and specifications (num-
ber of books and number of pages) be de-
livered to him at least eight weeks before de-
livery date, with final copy and cuts delivered
four weeks before delivery date. When the
schedule is set up, it must be followed. If the
staff is three or four days late getting copy to
the printer, the delivery of the books may be
delayed several weeks because the printer may
have other jobs scheduled for the presses and
the bindery and would have to cease working
on the annual until it can again be worked
into his production schedule.

The printer must have the copy in plenty of
time if he is to do a good job of printing
and binding the yearbook. He knows better
than anyone else how much time will be re-
quired to do the job. Some printers demand
that all copy for the yearbook be delivered to
them two or three months before the delivery
date of the book. The staff is not justified in
entering into an agreement of this kind with-
out making a serious effort to find a printer
who can do the job in less time. After all, the
staff owes a responsibility to the purchasers of
the book. Students buying the annual have
a right to expect the book to give as complete
a history of the school year as possible. If
copy must be delivered three months before
the book is distributed, only the activities of
the first half of the year can be covered.

Extra Pages and Extra Copies

It usually is not possible to specify the exact
number of books and pages wanted at the time






the contract is made with the printer. The
agreement should have a clause stating the
price for additional books and also the
amount to be deducted for fewer books than
specified in the contract. It is standard prac-
tice to state the price for additional signatures
of eight or 16 pages, and the deductions from
the contract price are made on the same basis.
However, the printer must know the number
of books and number of pages wanted before
covers and paper are ordered and before the
first form is printed.

Terms of Payment

The contract will set forth the total amount
to be paid the printer for work and materials
furnished. Since the printer usually is the
last concern to work on the annual and hence
the last to be paid, he is justified in demand-
ing satisfactory guarantee of payment or in
shipping the books C. O. D. In most cases,
the school’s credit rating is such that the
printer will ship the books on open account.

General Clauses Often Included

Most printing contracts contain general
clauses, in addition to those just described,
stating the type faces available, the kind of
machines to be used to set the type, the kind
of ink to be used, quality of press work to be
done and the extra charges for overtime and
authors’ alterations. The staff should read the
contract carefully and understand all the
terms so it can fulfill its part of the agreement.

Establish Typographical Style

The editor should discuss in detail with
the printer, while the book is in the planning
stage, the type faces and sizes of type for body
copy, headlines, captions, identifications, sub-
heads and initial letters. The type selected
should be readable and should add beauty to
the book.

The printer generally has a type specimen

FIGURE 8.2 (left). The feature headline omits capital
letters and has plenty of white space. All copy is
kept within the type margins even when iilustrations
bleed. Note use of boldfaced type to begin each cut-
line.
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book showing all the type faces and the dif-
terent sizes which he has available. The type
to be used for the body or text copy ought
to be selected first. Body copy for annuals
usually is set in 10-, 12- or 14-point type, and
often leaded from 2 to 4 points between each
line. In general, body matter is made more
readable by moderate leading between lines.
Lines which are too wide add to the difficulty
of reading. Typographers have developed a
table of minimum and maximum widths of
lines which will permit easy reading of the
sizes most commonly used for body type. It
Is:

8-point.......... 9 to 13 picas
10-point.......... 13 to 16 picas
12-point........ .. 14 to 21 picas
14-point........ .. 18 to 24 picas
18-point. ... ... .. 24 to 30 picas

A pica 1s one-sixth of an inch. Thus, a line
of body copy set in 10-point type should not
be more than 224 inches wide for good read-
ability. As the type width of most school an-
nual pages varies from 5 to 714 inches (de-
pending upon the trimmed size of the page
and the width of the margins), it usually is
advisable to set body copy in two columns as
has been done in THIS BOOK.

Figures 8.1, 8.2, 8.3 and 8.4, actual pages
from yearbooks, all illustrate effective ways
of setting body copy.

The type used for headlines should not be
so large and black that it dominates the page.
Usually 18-, 24- or 36-point type will be satis-
factory, depending on the face selected. When
headlines are written to extend across two
pages (as is often done on two-page spreads)
the type should be at least 36-point. Head-
lines set in “caps and lower case” (that is, the
first letter in each word set in a capital letter
and the remainder in small letters) are more
easily read than headlines set in all capital
letters.

Headlines are more effective if they have
plenty of white space. They should not be
placed too near illustrations or copy — “allow
a little air.” They should be written to fit
the space provided for them on the page.
Figures 8.1, 8.2, 8.3 and 8.4 show how this
can be done.
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Adopt Uniform Style for Captions

Cutlines and identifications of pictures in
annuals are commonly set in 7- or 8-point
type, and sometimes in 6-point. Six-point
type in most faces is difficult to read. Cut-
lines and identifications usually are set in a
small type, but often in the same face as text
copy.

Cutlines and identifications of pictures in
look better if the lines are the same width
as the cut, as illustrated in Figure 8.5, picture
at top of page. However, if the cut bleeds off
the page as shown in Figure 8.3, bottom pic-
ture, the type should be kept within the type
margins as discussed in Chapter 4. Cutlines
can be made to appear more interesting by
setting the first two or three words of copy
in capital letters or boldface type as shown in
Figures 8.1 and 8.2.

It is sometimes a good plan to set identifica-
tions for wide cuts in two columns as in Fig-
ure 8.5. This is easier to read and also more
economical, especially if the type is set on a
linotype. The ordinary linotype will not cast
a line of type more than 30 picas long. If a
longer line is required, it must be cast in two
slugs and fitted together by hand. Cutlines
and identifications should be set in uniform
typographical style throughout the book. In
Figure 8.5, the name of the organization is
set in all capital letters, followed by a dash.
Back row s set in italics, followed by a colon,
and the names are set in standard face. Mi-
nute details of this kind must be worked out
with the printer if uniformity is to be
achieved for all captions and identifications
in the book.

Careful consideration should be given to
the typography of class pages, so that the pic-
ture of each person on the page can be easily
associated with the printed name. Figures 8.6
and 8.7 show different ways of accomplishing
this.

Subheads and Initial Letters

Subheads, or breakers as they are some-
times called, are used at intervals of about
every two or three paragraphs in long articles
of text copy to let light into the type mass,
and make it appear more inviting. The line
appearing just before the beginning of THIS

paragraph is an example of a subhead. The
most common style of a subhead is a single
line in the boldface version of the type being
used for text copy. Sometimes subheads are
set in all caps, or in caps and small caps.

The extensive use of initial letters in year-
books is debatable. Text copy in the majority
of yearbooks seldom occupies more than one-
half of the page and often less than that. An
initial letter when used with a small block
of copy tends to make it appear spotted. The
purpose of the initial is to call attention to
where the reading matter begins and to dress
up an article or a page. Perhaps the safest
plan in printing the annual is to use initial
letters only at the beginning of general arti-
cles, such as one covering the football season,
the administration, the organizations, etc.

The initial letter should be in harmony
with the body type used. Since the initial let-
ter is the first letter in the first word in the
article, the effect will be better if the re-
mainder of the word is set in capitals. If the
first word is short, the second word also is
often set in capitals. The copy in Figure 8.3
shows how the initial letter is used.

Use Layout Sheets Properly

A layout sheet, properly used, is the most
satisfactory method of indicating to the
printer exactly where engravings, headlines
and copy are to appear on the page. Layout
sheets are often printed, but if the book is
a small one they easily can be drawn. The
layout sheet should be slightly larger than
the trimmed page of the annual. Figure 8.8
shows a simple, yet workable, layout sheet.
The outside rectangle A is the size of the
trimmed page, and rectangle B is the exact
size of the type page. A layout sheet for a
right-hand page is slightly different from the
one used for a left-hand page, if the inside
margin of the page is made slightly narrower
than the outside margin, as suggested in Chap-
ter 4.

FIGURE 8.3 (right). This page shows an unusual place-
ment of the headline. The cutline is set the same width
as the picture (upper right) and the identification (bot-
tom) is kept within the type page.
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as shown. The chart gives the number of
characters of 12-point Garamond for columns
of varying widths.

Width of col. in picas 10 12 16 18 20 22 26 30
Number of units per line 23 28 37 41 46 51 60 69

With a chart of this kind, it is easy to show
the copy writer the number of characters
wanted for each line. If the width of the
column is 26 picas, the number of units re-
quired is found directly below number 26.
In this table it is number 60. The number of
lines required is computed as indicated.

It is a good plan to have the printer check
the chart to be sure no errors have been made.

Square-Inch Method of Estimating

The square-inch method of estimating copy
is not so accurate as the character count
method, but is sometimes used by editors of
yearbooks in giving out assignments before
the exact space to be filled has been de-
termined. It is frequently employed in writ-
ing short cutlines and picture identifications.

First, the number of square inches in the
given space is determined by multiplying the
width by the height in inches. For example,
the dummy sheet may call for a block of copy
3 by 4 inches. This would total 12 square
inches.

Second, a table showing the number of
words that will fit into one square inch of

space, when set in a given size, is consulted.
This table is used by the printers throughout
the trade:

Size of type  No.words persq.in. No. of words per sq. in.

when sct solid when set 2-pt. leaded

6 pt 47 34
7 pt 48 27
8 pt. 32 23
9 pt. 27 20
10 pt. 21 16
11 pt. 17 14
12 pt. 14 1T

If the copy is to be set in 8-point solid, 32
words will fit into one square inch of space.
Thus, the total number of words required
for the entire space will be 12 (number of
square inches of space) times 32 (number of
words per square inch) equals 384 words.

It must be remembered that this method
is only an approximation. Copy prepared
on this basis should be retyped using the
character count method if you need to know
exactly how much space the copy will take.

Any method of estimating copy should be
tested by sending one or two pages to the
printer early, and having them set in the type
faces and sizes selected for the book. Any
errors in estimating copy will become evident
by using this plan.

tAlbert A. Sutton, Design and Makeup of the News-
paper, page 168, New York: Prentice-Hall, Inc., 1948,



Chapter 9

Production of Yearbooks by

Photolithography’

ec ITHIN the last 30 years, the development
of photolithography has brought about major
changes in the printing industry. A great
deal of money, time and experimentation has
gone into the growth of lithography. The
results have been far reaching, particularly
in specialized fields such as 4-color process
printing, large posters, magazines, photo-
graphic publications and school yearbooks.
The purpose of this book is not to question
whether letterpress or lithography gives better
results in the production of a yearbook, but
to mention the availability of both methods
and to show examples of each.

In its infancy, photolithography — often
called offset printing or lithography — was
used as an inexpensive method of reproducing
any kind of copy that could be placed on a
sheet of paper. This hit or miss reproduction
of typewritten copy, drawings and snapshots
often produced haphazard results, no more
comparable to the work of today’s commercial
lithographers than a child’s hand-cranked,
rubber-type printing drum is comparable to
today’s letterpress printing.

H. C. Latimer explains the term “lithog-
raphy” as:

Lithography is the printing process in which the
printing image and the non-printing areas of the
printing plate are both on the same plane, or level,
as compared to relief (letterpress) or intaglio (gra-
vure) .

Tl)le term lithography includes offset lithography,
offset printing, photo-offset, photolithography, planog-
raphy, etc; in each, the basic method is the same.
It is a chemical process dependent on the principle
that grease and water do not mix. The basic prin-
ciple was discovered by Alois Senefelder in 1798 after
thousands of experiments.

Chapter Printed by Lithography

This entire chapter is printed by lithog-
raphy (offset) to enable faculty advisers and
staff members to compare it with the other
chapters, which are printed by letterpress.
Several actual pages from college and high
school books have been reprinted in this
chapter to illustrate results in annuals printed
by the lithographic method.

Most of the concerns that do printing by
both letterpress and lithography agree that
top quality can be obtained by either method
and that the cost is comparable. The choice
between the two methods should be de-
termined by the material to be printed rather
than the cost alone, since the two methods
solve the printing problems by entirely
different operations. The final decision as to
which method will be used must be reached
only after careful consideration by the year-
book staff. Each method has its own ad-
vantage.

When the yearbook staff decides to have
the annual printed by photolithography, it
is advisable to select a firm with experienced
workmen and proper equipment to do the
job. All of the large houses specializing in
printing yearbooks offer many aids to the
staff. Salesmen representing the better con-
cerns are well informed and can help the
staft plan and prepare copy and suggest
methods to finance the undertaking.

*This chapter was lithographed by the Taylor Publish-
ing Company, Dallas, Texas.

*H. C. Latimer, page 280, Eighth Production Yearbook,
1948, Colton Press, Inc.: New York.
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Photolithographic Process

Although it is impossible to give a detailed
description of the photolithographic process
in this chapter, some knowledge of the
method may help annual staffs producing
lithographed books.

The first step in the lithographic process
is to prepare all copy for reproduction by
photography. Copy includes all illustrations,
art work and written material. The photo-
graphs are marked for the proper reduction
or enlargement to fit the space provided for
them on the page. The headlines, identi-
fications and text copy are marked for the
proper sizes and faces and sent to the type-
setters so they can be set in accordance with
the style selected by the staff. When the type
is set, a galley proof is made and it is proof-
read for typographical errors. When errors,
if any, have been corrected, a reproduction
proof is made on enamel paper and cemented
into position on a master page or paste-uj,
as it is called.

If the book is to be lithotyped instead of
machine set, the copy is, of course, sent to
that department where it is copied on an
electric typewriter and the copy thus made is
used in the paste-up instead of the proof of
machine set type as outlined above.

Figure 9.1 shows how the paste-up appears
at this stage and Figure 9.2, the finished job.

Making the Line Negative

The paste-up or master page is now ready
to be photographed and is sent to the camera
room and a line negative is made. In the
meantime, the photographs which were
marked for size have been sent to the repro-

duction camera and a negative of the exact
size is provided for each photograph on the
layout. All photographs and other copy hav-
ing tonal gradation, must be photographed
through a halftone screen. This screen breaks
up the image into tiny dots and thus retains
the gradations of tone. Just how the screen
functions in making the halftone possible has
been discussed in more detail in Chapter 7.

Stripping-in the Negatives

When all negatives of type and photographs

are completed, they are sent to the stripping
department where they are placed in their
proper places on the page. Halftone negatives
must be placed in the proper location reserved
for them. This is called stripping-in.

At this point, a proof of the page is made.
This is done by placing the composite nega-
tive over light-sensitive Van Dyke paper and
exposing it under arc-lamps to produce the
desired proof for a final check.

The negatives for four, eight or sixteen
pages. depending on how many pages can be
printed at one time on the press, are now
stripped on masking paper. When the layout
is completed, it is ready for the plate-making
department.

Making the Lithographic Plate

The composite negative of the several pages
is transferred to a sensitized lithographic
plate. This is accomplished by placing the
negative and plate in a printing frame and
exposing them to light. The plate is coated
with chenuicals with a bichromate base, which
makes it sensitive to light, and the image is
transferred to the plate. Next the plate is
inked, etched and treated with gum and then
it is ready for printing.

How the Offset Press Works

An offset press has three cylinders.
Wrapped around the first cylinder is the litho-
graphic plate. Two sets of rollers pass over this
plate — one carrying water and the other
carrying ink. The image portion of the plate
has an affinity for lithographic ink and takes
it from the rollers, while the spaces which
will be blank after the form is printed are
coated with water and will repel the ink.

When the cylinder with the lithographic
plate has passed under these rollers, it comes
in contact with another cylinder which is
covered by a rubber blanket. This blanket
receives the impression from the inked por-
tion of the plate and in turn prints the image
onto the paper. Thus, the paper never comes
in direct contact with the printing plate. In
letterpress printing the type forms print di-
rectly on the paper.



Plan Yearbook Carefully

In general, the same principles of yearbook
production hold true for lithographic as for
letterpress yearbooks. Knowing the functions
of a yearbook, getting the staff to do the job,
selecting the theme, planning the book,
getting good pictures, writing the copy, head-
lines, captions and identifications, setting up
a production schedule, preparing the budget,
getting the income and keeping the records,
all of which are discussed in other chapters,
are equally applicable to books printed by
lithography.

One of the advantages of lithography is
that more pictures can be used since there is
no extra charge for the space covered with
engravings, but sane pictorial display should
still be used. Good pictures illustrate a story
very well, but good copy, meaningful cut-
lines, complete identifications and interesting
headlines also are essential. The leading lith-
ographic houses are doing their utmost to
convince yearbook staffs that the knowledge
of typography and display developed over
the past 500 years should be used in these
books along with some of the new inno-
vations made possible by this new process.

Preparing Layouts and Copy

Most of the concerns specializing in litho-
graphic yearbooks furnish the annual staff
with detailed instructions on how to prepare
layouts and copy for the printer. These in-
structions should be studied and followed
carefully so the printer will understand just
what the staff wants and thus expedite the
production of the book.

In any plan it is essential to prepare a
detailed layout for each page showing exactly
where each illustration, headline and block
of copy is to appear. When lithographers
first began to print yearbooks, some of them
encouraged staffs to have all pictures made
the exact size they were to appear in the
annual. The staff was also instructed to crop
and mount all pictures on the layout or
master page, as it was sometimes called. This
plan resulted in inferior printing plates be-
cause all the pictures on the page had to be
photographed with the same shutter opening

and time exposure without regard for the
tonal qualities of each photograph. Thus
the poorest picture on the page became the
common denominator for the results ob-
tained. Then too, a better print can be ob-
tained by the photographer if he is allowed to
make enlargements from the original nega-
tive. In most cases, the staffs could not do a
good job of mounting the pictures.
Because of these conditons, many of the
yearbook houses now request the staff not to
mount pictures. The staff is requested to
make a layout on the outside of a copy en-
velope as shown in Figure 9.3. The pictures
are numbered on the back to correspond with
the numbers shown on the layout. This plan
enables the printer to reduce or enlarge each
picture, and to shoot it separately if necessary,
when the halftone shot is made, thus insuring

better quality. The layout department often
mounts several class pictures on one panel
and photographs them all at once, as the tonal
quality is usually uniform in these pictures.
In some cases, sheets of mounting board are
furnished and the staff is encouraged to mount
class panels and snapshot pages.
Photographs can be either reduced or en-
larged when the plate is made. However,
when the picture is reduced in width by the
engraver’s camera, its height is also reduced
in exactly the same proportion. The same
principle holds if the picture is enlarged,
but this is seldom done because the results
achieved are not satisfactory. The pictures
must be furnished in the right proportion
to fit the layout. Several common methods
used to determine if a photograph will “make
size” are discussed and illustrated in Chapter

7.

Typing Copy for the Printer

Copy usually is typed on a special copy
sheet furnished by the printer. The copy
sheet shown in Figure 9.3 is exactly the same
size as the copy envelope. A second copy sheet,
to be retained by the school for its dummy,
also is supplied. Both of these sheets are
placed over the copy envelope with snap-out
carbon sheets arranged so the staff can make
the layout on the top sheet, or copy sheet,

Continued on Page 145
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PREPARATION OF COPY

I. Use an Artcraft Layout Copy form or draw the picture spaces on a blank
triplicate copy form. Subdivide your picture areas to outline each picture. Num-
ber each picture space. Start with No. | on each page and continue from left to
right until all spaces are numbered. Write the last name of the person in the
picture space for identification. If you are using a drawing give the drawing a
number just as though it were a photograph. Use a ruler to draw lines—and bear
down to make clear carbon copies,
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2. Put the ftriplicate copy form in your typewriter-—fill out
the heading. Type the copy that you want the company to
reset—just where you want it on the copy sheet. We'll reset
type from your original copy sheet. You don't have to make
typing corrections on the carbon copies.

FIGURE 9.3. The copy envelope is shown at extreme
right, the copy sheet at the extreme left and the car-
144 bon copy to be retained by the staff in the center.




using a ball-point pen or a hard lead pencil.
Carbon copies of the layout will be made on
the dummy sheet and copy envelope. Before
the carbon sheets are removed, copy is typed,
thus producing three copies. The original
copy sheet is placed in the copy envelope with
the photographs and the carbon copy is re-
tained by the staff.

Lithotyped Composition

As indicated in Figure 9.3, the copy is to
be typed in the approximate location desired
on the finished page. For lithotyped books,
the copy can be typed, single spaced from top
to bottom and border to border, in the space
not occupied by pictures. When the copy is
retyped by the printer, on a varitype or IBM
machine, it will be reduced enough in size
to provide necessary margins. Figures 9.4
and 9.5 are reproductions of pages from books
using lithotyped composition, and are re-
printed to illustrate the results achieved from
this method.

Copy Set in Type

If machine set type is used, and a lot of
copy is written for each page — especially
long identifications of groups set in six or
seven point type — the copy will have to be
typed on separate sheets and keyed to the lay-
out by letters as previously suggested. See
Chapter 8 on how to estimate copy to be set
in regular type.

Reproducing copy on a typesetting machine
is the most expensive, but the finished year-
book is more satisfactory if the budget will
allow this kind of composition. If suitable
type faces are used throughout the book, the
result is a more pleasing, easier to read and
a better designed annual. Figures 9.6 and 9.7

are reproduced from actual pages of books
using machine-set composition.

Art Work in Lithographed Yearbooks

It is possible in lithographed yearbooks to
use a great deal of art work at no extra cost,
but it should not be overdone. Student talent
may be used to provide drawings for the an-
nual, but the versatility of offset printing
makes it possible to obtain art work from

other sources as well.

Many of the printing firms provide a scrap-
book of designs, cartoons, hand-lettered head-
lines and sketches. These can be clipped and
cemented directly to the layout pages. If
such a book is not furnished and local talent
is unavailable, linedrawing art work can be
clipped from magazines, newspapers and
other sources. Copyrighted material, of
course, cannot be used without permission
of the copyright owner. Only black and white
material can be reproduced satisfactorily.

However, the annual should not be clut-
tered up with too much material of this kind.

The chief function of the yearbook is to print
pictures of all the students and tell a com-
plete story of the year. This function should
not be forgotten just because other material
can be used at no extra cost.

If a student artist does the drawing, several
points should be remembered. Pen and ink
drawings reproduce best when made on a
white, hard finish drawing board in black
India ink. All lines should be bold and solid.
Fine detail probably will blur in the repro-
duction and the attractiveness will be lost.

Figures 9.8, 9.9 and 9.11 illustrate how
cartoons, decorations and hand-lettering can
be used to embellish the pages of the annual.
Figures 9.10 and 9.12 are good examples of
how the yearbook can portray the work of the
school. Figure 9.13 shows the use of overburn
and Figure 9.14 the application of reverse
printing.

Contracts for Lithographed Yearbooks

Contracts for lithographed yearbooks are
usually about the same as they are for letter-
press annuals. Some lithograph houses may
contract for only part of the work, such as
making the plates and printing, while the
binding and cover contracts go to another
firm. It is usually advantageous to the staff
to make a contract for the entire job — plate-
making, printing, binding and covers — with
one concern. But whatever the method, cer-
tain information must be made known to the
printer.

The staff must specify the number of books
wanted, the number of pages in the book, the

Continued on Page 161
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page size, the type of composition, the amount
of color work, .the weight and quality of
paper to be used, the style of binding wanted
and the kind of covers desired. In addition,
the price for additional copies of the yearbook
and the cost for more pages should be speci-
fied by the printer. The staff should also find
out what deductions will be allowed for fewer
pages and fewer books.

The yearbook staff and the printer must
reach an agreement as to the conditions to be
met for on-time delivery, the terms of pay-
ment and any other stipulations that should
be made known before the contract is signed.

To get the staff working early in the year,
many printers have a standard contract based
on tentative specifications such as: 100 copies,
40- or 48-page, one color, lithotyped, standard
cover, white endsheets and regular page size.
This plan allows the staff to conduct a book
sales campaign and sell the advertising space
early in the fall. After the money has been
raised, the staff has the privilege of changing
the specifications at any time they wish prior
to a certain date. The date specified is usually
before the Christmas holidays. This gives the
printer a chance to order paper and covers
and to schedule the work in his plant so the
book can be produced on time.

A standard contract of this kind has made
it possible for many schools to begin publish-
ing yearbooks. After the annual is well estab-
lished and has been published for several
years, the staff can make more definite and
complete specifications when the contract is
let.

Optional and Exira Expenditures

Most of the standard contracts list, in addi-
tion to the basic specifications, the cost of
additional pages in multiples of four or eight,
additional copies, printer’s type instead of
lithotype, printed endsheets, specially de-
signed covers, padded covers and other fea-
tures. Most of the concerns make an extra
charge for type set in vertical lines, reverse
printing, outline halftones and for alterations
in original copy after it has been set by the
printer. Staff members should study the con-
tract carefully so they will know its terms.

Lithographic printers specializing in print-
ing yearbooks offer many aids to help the
staff. One concern, for instance, sends their
customers several booklets suggesting layout
methods, pictorial requirements and aids on
copy preparation. In addition, they also sup-
ply blank master pages, production schedules,
progress charts, a working outline, photo
identification stickers, yearbook purchase
contracts, advertising contracts and book
sales campaign posters.

Color Printing Adds Beauty

The use of color printing in school annuals
to improve the artistic appearance and to
emphasize certain photographs, pages or sec-
tions of the book has great possibilities. Color
often is used in opening and division pages
and the end sheets of yearbooks to enhance
their beauty and emphasize the theme. An-
nuals that use two colors throughout are not
uncommon.

It is just as important to plan the judicious
use of color in the annual as it is to plan the
other features, perhaps more so, because of
the added expense and the possibility of poor
results if the colors are not harmonious.

Color printing can be used in many ways
to improve the annual. Only a few of the
most common practices will be discussed and
illustrated here because of the cost and techni-
cal problems involved in the more compli-
cated uses of color.

Any One Color Instead of Black

One color other than black frequently is
used for printing the opening and division
pages or other special sections. Sometimes
an entire book may be printed in this man-
ner, but most printers agree that black is the
most satisfactory color for general use. Next
to black, sepia is probably the best cotor for
use in printing an entire book.

There are only a few colors, other than
black, that are satisfactory for printing half-
tones (pictures). The colors recommended
for this purpose by one large yearbook printer
are Sepia, Roslyn Blue, Wine Red and Ama-
zon Green. Light colors or intermediate tones
are not recommended.
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One color (instead of black) often will pro-
duce pleasing results when used to print large
pictures that cover most of the page or bleed
on one or more sides. The type, if any, must
be printed in the same color, so you must be
careful to select a color that will print both
elements well. Occasionally an entire page of
type matter is printed in one color, other than
black, for special emphasis. Again, you must
choose the color wisely so as to achieve the
desired effect.

Printing one color, instead of black, is usu-
ally not very expensive if an entire signature
is printed in the color selected. No additional
engraving is required, but some additional
charge would be made for obtaining the extra
color of ink and for washing the press.

Signhatures Printed in Two Colors

Pages or signatures printed in two colors
can be produced in many color combinations.
Black is usually retained as one of the' colors
used. For example, if black and Roslyn Blue
are used, all or part of the halftones in the
signature can be printed in blue and the type
in black. All headlines, an occasional head-
line, or one or two words 1n each headline can
be printed in blue and the remainder in
black. Small type usually is not printed in
color because it is more legible in black. How-
ever, sometimes for emphasis, cutlines are
printed in color —as has been done in this
chapter — but a strong color must be used.

Tint-plates, or tint-blocks as they are some-
times called, may be used for the second color.
Tint-plates usually are made from a line nega-
tive and print a solid uniform color, or they
can be photographed through a halftone
screen so they will carry less ink. A black
halftone can be printed over a tint-color to
give a striking effect. Type can be printed
over the tint colors providing there is enough
contrast between the tint color and the type
color. Figure 9.15 illustrates several ways in
which type and pictures can be printed in
combination with tint-plates to give a pleasing
effect.

In order to print an additional color on a
page, it is necessary to make an additional
plate to carry the color, and the signature

must be run through the press a second time.
This can be done at reasonable cost if close
register is not required. The cost would be
about twice the cost of printing the section
in one color.

Duotone Reproductions Are Effective

Beautiful view sections and other special
pages can be produced by the duotone process.
Duotone printing requires two halftone print-
ing plates of the same picture. The halftone
screen is used at an angle so no pattern will
be formed when one halftone is printed over
the other. Extreme care is required in
manipulating the halftone screen and in mak-
ing the plates to produce satisfactory results.
These factors, together with the additional
time required for printing the plates in close
register, make the cost considerably more than
the two-color printing discussed above. Figure
9.16 illustrates the effective use of duotone
printing.

Four-color Process

The reproduction of natural color photo-
graphs can greatly improve the appearance of
yearbooks. This process is too expensive for
most schools to consider, but rapid progress
1s being made in methods to reduce the cost
of natural color printing, and more schools
are using it each year.

Practically all colors can be reproduced by
using the four color plates — blue, red, yellow
and black. Different shades of green are pro-
duced by a combination of blue and yellow
— browns from a combination of red and
black — other colors from a combination of

the four basic colors,

Four color plates usually are made directly
from color transparencies (color negatives),
eliminating the cost of having color prints
made for use as copy. For good results in
color printing, it is necessary to get good color
pictures and negatives large enough so the
engraver can get good detail and true colors.
Since four-color printing is so expensive, it is
well to take several pictures of each subject
to be used, so the engraver can select the one
that will make the best reproduction.

Figure 9.17 shows a full page, color repro-



duction in four-color process and miniatures
of the four plates required to produce the
finished job. Figure 9.18 shows judicious use
of two color printing.

There are several factors that should be
investigated carefully before the yearbook
staff makes a definite decision on the use of
color.

1. Color printing is expensive, and is not recom-
mended unless the budget will permit the addi-
tional expenditure after all the important obli-
gations of the book are fulfilled.

2. If color is to be used, be sure it is used in such
a way as to improve the appearance and impact
of the book.

3. Discuss the plan in detail with the printer in
the early stages, so he can suggest the most

economical method to use.

. The school’s resources must be checked early in

the year, or better still, the spring before the
book is to be printed, to determine if an artist
of sufficient ability is available to do the art
work needed. If natural color photography is
to be used, someone with experience and ability
must be available to get the pictures required.
It is not advisable to attempt color printing
in the annual unless both the staff and the
printer have the ability to do their respective
jobs in a first-class manner.

. If color printing is used in the book, don’t over-

do it! If a signature is to be printed in two
colors, don’t print every headline and every
picture in color just because it will not cost
extra to do so. Print part of the pictures and
headlines in color and the remainder in black.
The contrast thus achieved will be more effec-
tive. Remember, ““all emphasis is no emphasis!”
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FOREWORD

This 1955 edition of the DeSoto has been published
with but one objective: to capture a year between its
covers. While we know that life at Memphis State is
a multitude of realities which are too intangible to be
related in black and white, perhaps in some small way
we can preserve the friendships which we all hold so
dearly. If this book will serve to bridge the past and
bring to mind the priceless memories of joy and pleas-
ures of the year just gone, it will have served its

purpose.

There are those without whose efforts this book, the
largest DeSoto ever published, would not have been
possible. The staff would like to thank all of you.

With these thoughts, we proudly present to you, the
students, your 1955 DeSoto.

THE DESOTO STAFF






















Chapter 10

Producing the Book on Schedule

ALL PERIODICALS, such as newspapers and
magazines, which must be delivered to their
readers on a specified date, follow a detailed
production schedule that makes on-time de-
livery certain. The school yearbook, if it is
to be delivered on the specified day, must
follow a production schedule that will guide
the staff and each craftsman working on the
book in the execution of duties at the proper
time.

When you remember that school yearbooks
are prepared by students who often are inex-
perienced and who usually are carrying a full
assignment of school work, it reflects credit on
the staff, adviser and the concern doing the
work when the book appears on schedule.

Special Discounts Offered

Many photographers, printers, engravers
and cover makers offer special inducements
to the staff to get its work done early. Con-
cerns specializing in yearbooks require a
steady flow of work into their plants if they
are to operate economically. Yearbook photog-
raphers usually offer a special discount on
all class pictures taken before November 15,
so they can get these pictures finished and
delivered to the staff before their regular
Christmas business begins. Some printers
offer a special reduction ranging from 50 cents
to one dollar per page for all complete pages
received before November 1. Standard pro-
visions in some contracts allow the staff to
deduct as much as two per cent of the entire
printing cost of the book, if final copy is in

[171]

by a certain date in January or February.
Cash discounts of one or two per cent are
granted for early advance payment, thus en-
couraging the business staff to sell sub-
scriptions and advertising space early. Cover
manufacturers commonly allow a discount
trom the quoted price for the yearbook cover,
if final specifications are received by January
1. The standard discounts permitted by
photoengravers for early copy have been dis-
cussed previously. These special discounts
are offered to encourage the staff of the annual
to establish a production schedule that will
allow the book to be delivered on time.

Establishing the Schedule

A schedule is defined by Webster’s dic-
tionary as: “A tabular statement of times of
projected operations, recurring events, arriv-
ing and departing trains, etc., a timetable.” In
order to plan a timetable or production
schedule that will make possible completion
of all work on the book by a given date, the
staff must first decide upon the date it wants
the book delivered.

Establishing Major Deadlines

Assume that the delivery date is set for
May 21. The staff must determine how much
time the last concern working on the book
(the printing and binding company) will re-
quire to do its part of the work.

Suppose the printing contract specifies that
half the copy with corresponding cuts must be
delivered to the printer nine weeks before
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the book is wanted, and that final copy must
be in the hands of the printer five weeks
before delivery of the book. Checking a
calendar establishes two major deadlines:

First one-half of copy to printer—March 19
Final copy to printer—April 16

It must next be determined how much time
the engraver will require to make the cuts so
they will be available to meet the printing
deadlines. Most engraving contracts provide
that cuts for the last 15 pieces of copy received
will be made and delivered within 10 or 15
days, providing no art work is required.

Consulting the calendar again will estab-
lish that the final photographs must reach
the engraver April 1, if they are to be ready
for the printer by April 16, the final deadline.
Therefore, the last picture that can be in-
cluded in the yearbook must be taken not
later than March 29 or 30, depending, of
course, upon how much time will be required
to get the print made and delivered to the
engraver. The deadlines thus established
must be checked carefully with the engraver
and printer, and sometimes may have to be
changed slightly because of other commit-
ments by these firms.

Detailed Production Schedule

With the major deadlines established,
members of the staff can work out a detailed
production schedule that will enable them to
complete their part of the work on time.

Here is a production schedule used for a
large college yearbook done by the letterpress
method. The book contained 448 pages and
6,600 copies were printed. If the annual is to
be printed by lithography, the part of this
production schedule concerning engraving
can be disregarded.

Production Schedule

Dummy of book to be completed by Sept. 1.

Photographic Schedule—

1. Al major college events occuring after March
30 (the date when the last pictures were taken
for the previous book) to be covered.

2. Campus views, faculty and classroom pictures
to be completed by Nov. 1.

3. All group pictures of organizations to be taken
before Nov. 22.

4. The fee for all individual class pictures paid
for before Nov. 1 and pictures taken before Nov.
10 to be $1.25.

5. All individual class pictures of students in
school first semester, must be taken before Jan.
15. If taken after Nov. 10 or paid for after Nov.
1, the charge is $1.50.

6. Class pictures of second semester students, not
in school first semester, must be taken by Feb.
17.

7. Pictures of all committees, athletic teams, plays,
entertainments, parties, all-school events to be
taken at earliest possible opportunity.

8. Final pictures (not more than 15) to be taken
by March 29.

Engraving Schedule—

1. Engravings are to be ordered as soon as all
pictures for a page are completed. Some cuts,
which are to be made a standard size through-
out the section, such as fraternity houses, deans,
administrators, organizaticn groups, etc., may
be ordered before other pictures on the same
page have been finished. If in doubt hold until
page is completed.

2. Cuts of all pictures taken during previous spring
and summer school to be ordered by Oct. 1.

3. Color plates and views to be ordered by Nov. 1.

4. Cuts of all group pictures and football section
to be ordered by Dec. 10.

5. Cuts of fraternity, sorority and organization
panels to be ordered by Jan. 10.

6. Cuts of all class panels to be ordered by Feb.
25.

7. Final cuts (not to exceed 15) to be ordered by
March 30.

Cover Schedule—

1. Cover contract to be let and design approved
by Dec. 16.

2. Exact number of covers wanted to be ordered
Feb. 15.

Printing Schedule—

1. One-fourth of copy (112 pages) to printer by
Feb. 18.

2. One-half of copy (224 pages) including open-
ing and division pages to printer by March 19.

3. Three-fourths of copy (336 pages) to printer
by April 2.

4. Final copy (448 pages) to printer by April 16.

Delivery Date —
Finished books to be delivered May 21

Implementing the Production Schedule

The most carefully worked out yearbook
production schedule is worthless unless ad-
hered to by the staff. If the yearbook is to
come out on time, each operation on the time-
table must be completed on schedule. This



requires the co-operation of every staff
member, every person whose picture is to
appear in the book and the aid of each con-
cern helping to produce the annual.

Here is how the above production schedule
was implemented:

The editor, faculty adviser and student
photographer met once each week (after
March 29 when last pictures for previous book
were taken) to schedule and plan the pictures
to be taken of outstanding school events. Such
events as school plays, senior sneak, assem-
blies, interfraternity sing and commencement
were photographed. Baseball, track, golf,
tennis and intramural sports were covered.
This included getting action pictures of the
contest, squad photographs and individual
shots of each letterman. The all-school events
during summer school were covered in the
same manner.

The editor, with the advice and assistance
of the faculty adviser and engraver, planned
a page-by-page dummy of the book during
the summer months. Preliminary sketches
were made of the opening and division pages.

With the opening of school in the fall,
section editors and office workers were ap-
pointed, and the big drive to get pictures of
162 organizations and all individual class
photographs was started.

It had been decided to have panel pictures
of individuals in fraternities, sororities, dormi-
tories and certain all-school honorary groups.
Group pictures were to be made of all other
organizations. A special price of $1.25 was
made for all individual pictures taken before
Nov. 10. The price after Nov. 10 was $1.50
per sitting. A letter was sent to the presidents
of each fraternity, sorority and dormitory ex-
plaining the plan and asking them to select
a day on which all of their members were to
go to the studio and have individual pictures
taken. Two prints of each individual were
made, one for the organization panel, and
the other for the class section. All pictures
of individuals in fraternities, sororities and
dormitories were completed by Oct. 15.

Stories in School Newspaper

In the meantime, stories in the school news-
paper explained the saving to be made if class
pictures were taken before Nov. 10. As the
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deadline approached, advertisements were in-
serted in the paper. This publicity caused
students, who were not members of organi-
zations, to arrange for their class pictures. A
total of 4,345 pictures was taken before the
Nov. 10 deadline.

No further concentrated drive was made
for class pictures until immediately after the
Christmas holidays. However, the president
of each fraternity, sorority and dormitory was
informed by letter and telephone that pictures
of new pledges and members who failed to
have their pictures taken on the appointed
day must be taken before Dec. 10 if they were
to appear in the book. This lull in the drive
for class pictures gave the studio time to make
and deliver, by Jan. 1, prints of all pictures
taken. The pictures were filed as soon as re-
ceived. A file was set up for each organization
and each class, and the pictures arranged in
alphabetical order in each file.

Clean-up Drive for Class Pictures

A clean-up drive was made to get all
students who had not had class pictures taken
to do so between Jan. 1 and Jan. 15. They
were informed that no class pictures of first
semester students would be taken after Jan.
15. The same kind of a campaign was used
to get students who entered school for the
second semester (students not enrolled first
semester) to get class pictures taken by Feb.
17. As a result of these concerted drives 4,811
students had pictures in the class section of
the book.

Getting Group Pictures

All group pictures of general organizations
were taken before Nov. 22 at the college
studio. The individual pictures were taken
at a commercial studio.

The president of each organization that
was to have a group picture in the annual was
informed by letter on Oct. 1 of the plan and
requested to come to the yearbook office
within 10 days to discuss the matter. Fach
organization paid for its picture and re-
ceived a photo receipt to give to the photog-
rapher when the group was photographed.
If the president of the organization failed to
come to the yearbook office within 10 days
after the letters were mailed, a second letter
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was sent to the treasurer of the organization.
If this letter failed to get a response, the
president or faculty adviser was called by
phone and informed that his organization
would have to be omitted from the book if
immediate action was not taken to get a group
picture made before the Nov. 22 deadline.
A total of 198 group pictures was taken before
the deadline. Some large organizations re-
quired several group pictures to accommodate
all their members.

Pictures by Student Photographers

Action pictures, candid shots and all other
photographs not made in one of the studios
were taken by student or commercial photog-
raphers. The weekly meetings of the editor,
faculty adviser, photographic editor and staff
photographers instituted the previous spring
were continued. Definite plans were made
each week to cover all activities wanted for
the annual. Pictures of the campus, fraternity
houses, classrooms, committees, etc., were
scheduled so pictures would be ready for the
engraver at the proper time. More than 2,000
pictures were taken and processed by staff
photographers during the year.

Engravings Ordered Ahead of Schedule

With the photographic schedule operating
on time, it was easy to “‘beat” the engraving
deadlines. In all, 29 separate orders for cuts
were sent to the engraver. The pictures of
baseball, track, tennis and golf made up the
first order and were mailed to the engraver
on July 21. The next order, sent Oct. 1, in-
cluded campus views, fraternity houses and
the pictures taken during summer school.

A careful examination of the entire pro-
duction schedule, as originally planned, will
reveal that photographic deadlines were so
arranged that a large quantity of pictures
would be delivered to the staff about two
weeks before special discount dates provided
for in the engraving contract. These discount
dates were Dec. 15, Jan. 15 and Feb. 15. This
plan enabled the staff to send large orders
to the engraver well ahead of the discount
date. For example, an order for 43 cuts was
made on Nov. 9. On Nov. 26, 101 group
pictures that had been received from the

photographer ahead of his Dec. 1 deadline
date were sent to the engraver.

It is advantageous to the staff to send copy
to the engraver several days in advance of
the special discount dates. The copy thus
received usually is put into the shop im-
mediately, cuts made and proofs sent to the
staff. Copy received by the engraver on the
discount date is likely to get there on the
same day as orders from other schools, and
there will be considerable delay in producing
the engravings. If the staff orders cuts to miss
this “log-jam” at the engravers, it will receive
proofs promptly and can complete many pages
for the printer ahead of schedule.

Covers Ordered on Schedule

Photographic prints of the art work to be
used in the opening pages of the book were
sent to cover manufacturers who wished to
bid on this work. Bids and sketches were
submitted on Dec. 15, and the contract for
the covers was let the next day. The exact
number of covers was ordered on Feb. 15.
This date was 15 days after the beginning of
the second semester. It allowed time to check
the number of students who paid the activity
fee. The subscription to the annual is in-
cluded in the activity fee paid by each student
when he enrolls.

Special Plan for Deadlines on Printing

The printing contract provided for only
two deadlines. One-half the copy was to be
delivered to the printer by March 19 and the
remainder by April 16. However, to provide
ample time for the proper editing of copy,
the staff set up four deadlines for copy as
shown in the production schedule.

With the photographic and engraving
schedule operating ahead of time, it was an
easy matter to meet the printing deadlines.
As soon as proofs of engravings were received,
they were pasted in place on the layout sheet
and the proper editor was informed of the
quantity of copy needed. The pages devoted
to spring sports were sent to the printer in
December, and many of the organization
pages were mailed in January. All identifi-
cation sheets filled out at the time group
pictures were taken were carefully typed,



checked as received, and were ready to be
sent to the printer as soon as the remainder
of the page was completed.

Progress Chart Visualizes Work

A chart that will visualize how work is
progressing on each page of the annual is
used by some staffs. Figure 10.1 illustrates
one type of progress chart that can be used
effectively. Each page in the book is repre-
sented on the chart by a square, and the page
number is shown directly above. The square
representing each page is then divided into
four smaller squares as shown in the illus-
tration. When all photographs or illustrations
for page one are obtained the area represented
by A on the chart is shaded with a pencil or
colored crayon. The area B is shaded when
engravings are ordered, C when copy is sent
to printer and D when final proof for the
page is read and returned to printer. Thus,
page 9 on the chart indicates that all pictures
are completed, engravings ordered, copy sent
to printer but proof for the page has not been
read by the staff.

A chart of this type should be made on
drawing board and page numbers and lines
drawn in ink. The chart can be as large or
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small as the staff desires. The name of each
section editor and the pages for which he is re-
sponsible may be shown on the chart. If the
chart is posted in the yearbook office, 1t will
stimulate competition among section editors
and other staff members to complete their
sections ahead of schedule. Then too, the
editor or adviser can see by looking at the
chart where production is lagging and direct
the efforts of staff members to the job most
urgent at the moment. Sometimes the chart
will reveal that only one picture is needed
to finish a section or that if copy is written
for one or two pages, a printing form can be
completed. Examination of the chart may
show that the editor, adviser, one of the sec-
tion editors, photographer, engraver or printer
may not be doing his assignments on schedule
and that drastic action is necessary to insure
delivery of the book on the date wanted.

Separate Folder for Each Page

A separate file folder, large enough to ac-
commodate a layout sheet, should be made
for each page in the annual as soon as the
dummy is completed. The page numbers are
indicated on the tabs, and the folders filed in
numerical order. All the material pertaining

PROGRESS CHART

PAGE 2
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FIGURE 10.1. A progress chart kept up to date will show the editor at a glance what
work has been completed for each page in the annual.
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to a particular page is kept in the proper
folder. As soon as a picture for a particular
page is received, it ought to be sent on to the
engraver. However, if other pictures are re-
quired to complete the page, it may be
necessary to file the photograph until they
are obtained. Two copies of the identification
or cutline can be typed and filed in the folder.
It is a good plan to keep the original identi-
fication sheet so the copy readers can have
it for reference.

As soon as the photographs are sent to the
engraver, a layout sheet for the page is made,
and the numbers assigned to the cuts are in-
dicated on the layout. When proofs of the
engravings are received, they are pasted in
place on the layout, and a staff member is
assigned to write the copy. If the yearbook
is printed by lithography, the pictures are
sent directly to the printer when the copy is
completed, as discussed in Chapter 9. A
carbon of all copy sent to the printer is kept
in the file. The printer sends two proofs of
each page. When they are checked, one is
returned, and the other kept in the proper
page folder.

It usually is satisfactory to file two or three
photographs in the regular page folder. How-
ever, if a page contains a class panel or an
organization panel composed of many photo-
graphs, it is better to file the photographs in
a small 4” by 5” file so they can be kept in
proper order. Then too, there is danger that
some of the photographs may be bent or
broken if placed in a large folder.

The plan of having a folder for each page
in the book will save the editor many hours
of needless searching for a particular photo-
graph, identification sheet, engraver’s proof
or printer’s proof. If the file is kept in proper
order, the assistant editors or faculty adviser
can carry on the work of producing the annual
in the absence of the editor.

Work Out Efficient Distribution System

The business manager can save himself and
purchasers a lot of time if he will work out
a complete and detailed system of distribution
of the annuals. This involves considerable
planning and cannot be done at the last
minute. Early in the year, some of the details

of the book distribution plan must begin
taking form. In order to prepare a record of
each individual transaction, the plan must
be put into operation early in the production
schedule.

Any plan used in distributing the books
should include a written record whereby the
subscriber acknowledges receipt of his copy
when it is delivered. If a file card has been
kept for all subscribers, it is easy to have the
individual sign his own file card as he receives
his book. This plan helps avoid the confusion
and difficulty of having each subscriber pro-
duce a book sales receipt.

Here is how the card file system of distri-
bution has been used successtully by one large
college. The system made it possible for the
staff to distribute more than 4,000 copies of
the book to subscribers in one day.

Early in the year, a card was filled out for
each subscriber. The card provided a place
to show that the subscription price had been
paid and a space for the person receiving the
book to sign. The cards were kept in an
alphabetical file and divided into three groups
so books could be delivered simultaneously
from three separate points.

Be careful about allowing copies to be given
out in advance. Staff members, naturally, will
have an opportunity to look through the book
before distribution begins, but it sometimes
causes resentment if other persons obtain
their copies in advance. Generally, it is best to
make no advance copies available outside of
the staff, if for no other reason than the fact
that a person who sees the book elsewhere may
delay several days in calling for his personal
copy.

If proper publicity is given to the distri-
bution plan and arrangements made so that
students will not have to wait long, most
of the books can be checked out in one day.
Staff members will then be free to attend to
details of closing the book’s affairs.

Under the file card plan, two staff members
can work together in handling the mechanics
of distribution. One worker looks up the card
of the subscriber. The second person takes
the file card, has the subscriber sign his name
in the proper place and then gives him a copy
of the annual. Thus, the card index plan pro-



vides a written record showing that the annual
has been delivered to its owner.

Most Annuals Delivered in Spring

Most yearbooks are delivered to subscribers
just before or during graduation week. This
is the traditional time, and the distribution
of the books becomes part of the commence-
ment festivities. The chief drawback to this
plan is that the staff cannot include all the
activities for the current academic year. A
few annual staffs have adopted a plan of
printing one additional signature of 4, 8, 16 or
32 pages covering commencement and other
late activities. These pages are printed after
school is out and mailed to all subscribers
during the summer. This section, of course,
cannot be bound into the book, but in some
instances a double-faced Scotch tape is used
to fasten the supplement to the back page
or endsheet. Activities covered in this manner
do not appear in the proper sequence in the
book. To illustrate: baseball, and other
spring sports would not appear in the sports
section. Most staffs, however, try to cover
events from the time the previous annual
ceased taking pictures until press time of their
own book. Thus, one full year of school
activities is represented.

Fall Delivery of Annuals

During recent years many schools have
adopted the policy of delivering the annual to
subscribers during the summer or at the
opening of school in the fall. This plan has
the advantage of permitting the staff to cover
all the events for one academic year. Also,
some engravers and printers have quoted
lower prices for yearbook work done during
summer months.

One of the chief disadvantages of fall deliv-
ery 1s the feeling of most students that the
book should be delivered at the traditional
commencement time. The book tells of
students’ accomplishments during the year at
a time that seems more appropriate.

If late summer or fall delivery of the annual
is decided upon, the staff will want to give
careful consideration to the added cost for
wrapping, addressing and mailing the books.
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This is a large item for a college or university
annual. The plan would be less expensive
for a high school book as most students live
in the community and can pick up their books
at the school on the day the books are distri-
buted.

Another thing to be considered is that the
staff will have to be on the job part of the
time during summer months to edit copy.
read proof, collect for advertising and other
outstanding accounts and address, wrap and
mail books. This is a difficult assignment.
Most staff members have summer jobs or
feel they should have a vacation.

Outline Work for New Staff

One of the greatest contributions the out-
going annual staff can make to its successor
is to leave a detailed production schedule.
Fach outgoing staff member, including the
faculty adviser, ought to make an outline of
the work his job entails and exactly when the
work should begin, how it should be done
and when it must be completed to fit into
the over-all production schedule.

Much emphasis has been placed on the
importance of getting the work on the annual
done as early in the year as possible. Perhaps
a warning should be added here. It is possible
to get the work done and to the printers so
early that only one-third or one-half of the
activities of the year are covered.

The staff must remember that its first obli-
gation is to its readers and should use all of
its ability and ingenuity to work out a pro-
duction schedule which will make it possible
for the photographers, writers, printers, and
others to finish their work on schedule, but
at the same time, provide an opportunity for
each student to get his picture in the book
and to receive an annual that tells as much of
the story of the year as is humanly possible
under the circumstances.

A careful study of the production schedule
printed in this chapter will help to show how
pictures of second semester students can be
included in the annual. It also reveals the
possibilities for getting pictures of late events
and writing copy to help complete the story
of the year.



Chapter 11

Budgeting and Controlling Finances

B EFORE MANY PICTURES are taken or a line
of copy written for the annual, the first and
most important step is to establish a complete
and attainable budget. The financial success
of the yearbook depends on how carefully
and completely all items of income and ex-
pense are budgeted.

Definitions of a Budget

In a broad sense, a budget includes all
costs of operation as well as all sources of in-
come. It takes into consideration how much
money will be earned from all business ven-
tures, such as sale of the books, advertising,
sale of space to organizations, appropriations
from the school and various miscellaneous
sources.

A budget also accounts for all items of
expense, from the largest to the smallest, in-
cluding the cost for photoengraving, covers,
binding, printing, photography and miscel-
laneous expenditures such as office supplies,
postage and freight.

When the budget is being drawn up, the
business manager must work closely with the
editor and the faculty adviser. After all, the
editor’s plans for the entire annual are based
on the money which will be taken in by the
business staff. In short, the business manager
1s the “earner,” and the editor is the
“spender.” The two cannot be separated.
The editor must plan the book to stay within
the amount budgeted. The business manager
is obligated to do his utmost to raise sufficient
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funds to cover the expenditures as set up in
the budget.

A conservative attitude should be taken
in planning the cost. Every editor takes over
the reins with high ambitions. He wants to
give the students the best book in history.
And that, of course, means more color work,
more pages and more campus scenes than ever
before. But in cases where the income is
limited, it is best to plan a book not too in-
volved and expensive. It is much easier to
add more pages or color work later in the
year than to cut down on the size of the book
at the last minute because disbursements have
been higher than originally planned or the
income is lower than the budget called for.

Where To Get Budget Information

Probably the best source of information is
available at schools which have published
yearbooks before. The records for the past
several years will be invaluable in planning
a budget. Check these records carefully to
find out all sources of income in the past.
Also, all items of expense should be noted,
as well as the total amount spent.

If such records are not available or are
incomplete, information from other schools
comparable in size might be obtained. Mem-
bers of the National Scholastic Press Associ-
ation can get information from the study
which the NSPA makes each year on the bud-
gets of books entered in its yearbook contest.
Budget information from these two sources



can be altered to fit the situation at nearly
any school.

Table 11.1 shows the average income and
expenditures for 103 high school yearbooks
throughout the nation as compiled by Miss
Alta Behrens, adviser to the annual at Hays
(Kansas) High School. The financial state-
ments used in this study are from the critical
service entry blanks filled out by stafls enter-
ing their books. Fifty-two of the yearbooks
were printed by letterpress and 51 by lithog-
raphy. A study of the chart will give the
yearbook staff an idea of approximately what
percentage of the income to expect from each
source and what proportion of the expendi-
tures will be spent for each item.

Estimate for Income First

Some schools may have additional means
of raising funds for the annual, but the five
primary sources revealed in this study are:

1. Sale of yearbook subscriptions

2. Sale of advertising space

3. Sale of space to organizations

4. Sale of pictures to students

5. Miscellaneous

The percentage of income from different
sources revealed by the study are:

Source of Income  Letterpress Lithography
Books Books

Sale of books 54% 57%
Sale of advertising 24 24
Sale of space to

organizations 9 7
Sale of pictures 4 3
Miscellaneous 9 9

Miscellaneous included such items as class
dues, appropriations by the board of edu-
cation, sale of candy, magazine subscriptions
and revenue from concessions at athletic and
other all-school events.

Sale of Books Important

In considering the various business projects
to undertake, the staff must carefully weigh
each opportunity. For example, the sale of
books is the big and uncertain source of in-
come. Here is the place to put forth the
greatest effort, for financial success or failure
is determined to a large extent by the number
of books sold.
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It is often difficult to estimate accurately
the number of annuals that will be sold, but
experiences of preceding staffs serve as ex-
cellent guides. The year-to-year size of the
student body might be used as a yardstick in
estimating the number of annuals to order,
although this method is not always reliable.
If the size of the school remains relatively
the same, the staff should not expect much
increase in sales over the previous year. Like-
wise, anticipated increase in enrollment does
not always mean a greater demand for the
book. Section A of Table 11.1, shows that
the average number of students buying books
ranged from 71 per cent to 91 per cent of
those enrolled.

Another important factor to be considered
is the price of the annual. Is the price of the
book too high, thus limiting the number of
students who can purchase yearbooks? On
the other hand, is the price so low that it will
not support a large share of the expenditures
or will necessitate an annual of poor quality?
In establishing the price, the financial condi-
tion of the students must be taken into ac-
count. What are their reactions to the annual?
Do they feel they are getting something for
their money? These are only a few of the
questions that should be asked by the year-
book staff in setting a fair price for the book.
The average selling price of the books studied
ranged from $3.00 to $3.95 each, in the differ-
ent enrollment groups.

Study Advertising Rate

Another item which should be weighed
carefully is the advertising rate. Is the rate
too high, thus eliminating a number of ad-
vertisers who would buy space if they thought
the rates were more reasonable? Or more
likely, is the price charged for advertising
too low, and if so, can it be raised?

Find out from the firm which will print
the yearbook or from previous contracts how
much it will cost to print a page — and sell
the space at a good margin. It definitely is
not worth while to sell advertising in the book
if it is not profitable. For example, if it costs
$20 to print one page, advertising revenue
for that page should be at least $40. In other
words, the money received from a page of



TABLE 111

AVERAGE DATA FROM 103 HIGH SCHOOL YEARBOOKS

Section A GENERAL INFORMATION

No. Per Cent of No. Per Cent Advertising
State- No. No. Enrollment Selling Cost Pages  of Books Rate
School ments Books Books Buying Price Price in Selling Per
Enrollment Studied Printed Sold Books Per Book Per Book Book Ads Page
Letterpress
1,000 and
Above.. ... 18 1321 1274 71 $3.30 $4.52 152 61 $59.58
999-500. . .. 16 685 659 81 3.32 5.09 122 56 48.29
499-250. . .. 11 415 375 86 3.20 5.99 92 82 52.06
Less Than
250........ 7 261 205 91 3.95 9.40 97 71 42.94
Lithography
1,000 and
Above..... 10 1020 996 Kih 3.06 4.49 164 80 43.74
999-500. . .. 13 635 613 79 3.35 4.89 124 54 48.00
499-250. . .. 15 397 351 76 3.02 494 102 53 40.08
Less Than
250........ 13 276 256 72 3.00 7.24 103 63 43.11
Section B INCOME
Space Sold Sale
Enrollment Book Advertising to of
Group Sales Sales Organizations Pictures Maiscellaneous Total
Letterpress
1,000 and Above ..... $3,851.18 $1,082.42 $548.19 $302.80 $491.24 $6,275.83
999-500 ............... 1,753.28 878.92 342.26 120.63 269.57 3,364.66
499-250 ............... 1,352.46 890.39 148.84 44.81 243.87 2,680.37
Less Than 250 ........ 782.78 1,029.44 219.09 83.77 310.24 2,425.32
Lithography
1,000 and Above ..... 3,072.92 842.70 517.54 185.15 144.02 4,762.33
999-500 ............... 2,105.66 512.48 171.46 101.82 217.45 3,108.87
499-250 ............... 1,038.44 541.13 129.90 53.03 344.64 2,107.14
Less Than 250 ........ 703.83 925.37 60.10 96.04 346.92 2,132.26
Section C EXPENDITURES
Printing,
Enrollment Binding, Total
Group and Covers Engraving Photography Miscellancous Expenditures
Letterpress
1,000 and Above .... $4,001.41 $1,356.97 $321.88 $87.75 $5,768.01
999-500 ............ 1,931.70 933.62 258.48 92.98 3,216.78
499-250 ............ 1,555.18 643.85 195.14 68.44 2,462.61
Less Than 250 ...... 1,165.29 649.82 113.60 38.47 1,967.18
Lithography
1,000 and Above .... 422544 ... 339.87 61.75 4,627.06
999-500 ............ 2,78467 @ ........ 201.14 80.73 3,066.54
499-250 ............ 1,73781 ..., 159.19 53.11 1,950.11
Less Than 250 ...... 1,572.57 ........ 172.32 68.00 1,812.89




advertising should pay for that page plus an
additional one in the yearbook. Another look
at Section A of the study shows the average
rate per page for advertising ranged from
$40.08 to $59.58, depending on the size of the
school.

However, the business staff must proceed
cautiously when it considers raising rates.
Too many businessmen consider yearbook ad-
vertising nothing but a donation and will re-
fuse to pay any more than is absolutely
necessary. The business staff can help the
situation somewhat by staging advertising
stunts throughout the year which will make
the advertiser feel he is getting something
worth while. This will be discussed more
fully in the next chapter.

A similar investigation should be conducted
in the sale of space to organizations. How do
they feel about paying for space in the year-
book? Is it possible to sell to organizations
which have not purchased in the past? Can
more space be sold to those groups which buy
a small space each year?

If the book is not already subsidized by
the school board, it might be possible to
charge the board for the pages devoted to
work of the school. A large number of pages
is devoted in every annual to the athletic
department. Should they pay for this space?
There is little limitation to the possible
sources of income, and all such potential
sources should be canvassed carefully.

Estimating for Expenditures

As in the case of estimating income, the
school records will prove invaluable in figur-
ing the expense side of the budget. Extreme
caution should be used in allocating the
anticipated income. It is easy to spend money,
but spending it wisely is something else. The
old saying, “A fool and his money are soon
parted,” holds especially true in publishing
a yearbook.

The percentages of expenditures for differ-
ent items in the study of 103 books are:

Expenditures Letterpress  Lithography
Books Books
Printing, binding & covers 65% 89%
Engraving 25 none
Photography 7 8
Miscellaneous 3 3
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Check the records to find out how much
money has been spent for engraving during
the past years. Then the editor and the en-
graver should get together and plan a dummy,
not the final one, but detailed enough to
permit the engraver to make a reasonable
estimate on the cost of making the engrav-
ings shown in the proposed dummy.

It will undoubtedly be necessary to replan
the dummy, cutting out some of the pages,
eliminating some of the color work, adding
more pictures per page, etc. But the estimated
cost must come within the amount set up
for the item in the budget plus a reasonable
safety margin.

Get Estimate of Printing Cost

A fairly accurate estimate of the printing
costs can be obtained by giving the printer
a nearly complete outline of the book. If the
printing, binding and cover contracts go to
the same firm, a dummy similar to the one
used to estimate engraving costs, along with
specifications as to the number of pages, size
of pages, kind of paper, number of books,
type of binding, kind of cover, special sections
in color and all other details, should be sup-
plied to get a full estimate. If only the print-
ing and binding are to be done by the con-
cern, then the covers will have to be figured
separately.

In addition, have the printer calculate the
cost for additional pages and more books.
Deductions for fewer pages and fewer books
also should be obtained. If the printing con-
cern is in another city, an expense item must
be set up in the budget for the mailing of
copy and proofs and freight charges for ship-
ping the books.

Cost of Pictures Important Item

Since the yearbook is essentially a “picture
book,” the cost for taking photographs, de-
veloping negatives and printing finished pic-
tures is an important expenditure. The trend
in all yearbooks has been toward more com-
plete pictorial coverage, thus this item has
become one of greater expense.

Photographs and feature pictures to be
paid for out of yearbook funds should be ac-
counted for in the budget. These usually in-
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clude views, classroom and laboratory pic-
tures, news or action pictures of all big school
events and action pictures of all sports, plays
and rallies. In some high schools, many good
“candid” shots of activities and students will
be donated to the yearbook staff by camera
owners. This helps cut down expenses, but
the main objection is that these photographs
are usually made by amateurs and the quality
of the pictures is often poor. These pictures
should not be used if they detract from the
book and waste money on engravings.

Individual and group pictures, if paid for
directly to the yearbook by the person or
organization having the picture taken, are
figured on both sides of the budget. Money
received for these pictures should be entered
as income and at the same time, the cost for
taking the photographs, developing and print-
ing them should be entered as an item of
expense.

The various miscellaneous expenses must
be estimated carefully, also. Although each
item in this category might be small, they are
relatively important as a group and necessary
to the production of a yearbook. These in-
clude such items as office supplies, printing of
receipt books, advertising contracts, postage,
freight, photographic supplies, office equip-
ment and, on the larger college yearbooks,
salaries for staff members.

Example of a Budget

Here is an example of a budget for an aver-
age high school. The figures are, of course,
theoretical, and should not be interpreted to
mean that this budget will apply to any school.

Estimated Income:

1,000 books at $3.50 .......... $3,500
Sale of advertising space —
20 pages at $40 ............ 800
Space sold to organizations — 20
pages at $20 ............... 400
Profit from class play ......... 125
Total ............ ... $4,825 $4,825
Estimated Expenditures:
Photoengraving .............. $1,000
Printing, Covers, Binding ..... 2,800
Photography ................. 400
Miscellaneous ................ 150
Total ............... $4,350 $4,350
Balance ..................... $ 475

As will be noted, a sizeable balance of in-
come over expenditures is provided in the
budget. A margin of at least 10 per cent
should be planned for. This safety reserve
will take care of unforeseen expenses which
might arise, or compensate for estimated in-
come which is not fully realized.

Activity Fee To Support the Annual

Many of the larger high schools, colleges
and universities have adopted the plan for
paying yearbook costs out of the student ac-
tivity fee. This system has many advantages
which aid the yearbook staff in putting out a
book of top-notch quality. Some of the ad-
vantages are:

1. The staff will know at the beginning of the year
how much subscription money is available.

2. The staff members can plan a definite yearbook
and proceed with the work of taking pictures and
ordering engravings. They will not be forced to wait
until a book sales campaign is conducted, the advertis-
ing is sold and space sold to organizations before
going ahead with the production of the book.

3. The yearbook is cheaper for each student, since
the production cost per book is lowered when a large
number is printed. Also, every student is assured of
getting a book.

4. Each student will take more pride in the book
because pictures of more students will be included.
In short, it will be a better “memory book.”

5. A more complete history of the school year can
be presented because work can begin immediately
after the previous book has gone to press.

6. If the activity fee is high enough to cover most
of the cost of the book, it will not be necessary or
desirable to charge for space in the annual. This
makes it possible for the editor to allocate space to
organizations and activities on a basis of their rela-
tive importance instead of upon the basis of how
much space they can afford to purchase in the book.

Budget Control Important

Too many editors and business managers
think the budget can be forgotten after it is
prepared. The truth is, a yearbook staff must
watch income and expenditures as closely as
any businessman. A budget can be a great
aid — if it is followed. It is necessary to take
inventory now and then to see where the
budget stands.

The best time to do this is during the
Thanksgiving vacation. The staff has been
busy with all the things that go into the hurly-
burly of putting out a yearbook. Then comes



vacation and things quiet down. Take ad-
vantage of that break.

First of all, check the income. The sales
campaign should be in its final stages and
getting set for a “clean-up” drive. How many
books have been sold? Were there as many
as originally anticipated? Will the income
set up for book sales in the budget be as much
as expected?

Adpvertising is another big problem. Has
the business staff sold as much space as the
budget called for? By the first of the year
most of the advertising should be sold. If
there is still a long way to go, make a memo
to urge ad salesmen to make a special effort
when they return from vacation.

On the other side, how are the expenditures
going? 1f expenses are crowding the budget,
remember there are still many pictures to be
taken and engravings to be made. Practically
all of the costs of printing are still ahead. TIf
there has been some radical change not fore-
seen when the budget was planned, it may be
necessary to cut out some pages or add others.

The general idea is to find out just where
the yearbook stands in regard to finances.
Don’t stop finding out. Check again during
Christmas vacation and at least once more
before the book reaches its final stages. Don’t
wait until it is too late and then attempt to cut
expenses or increase the income. The enter-
prise will be in the red, if this is done. Only
by practicing strict budget control can the
yearbook be operated in the manner the staff
wants it to be.

Use of Representative Budgets

Often the business staff of the yearbook
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will find it useful to have available detailed
budgets from other schools in addition to
the table of averages just discussed. If, for
example, it becomes necessary to increase the
subscription price of the annual because of
increased production costs, the student body
has to be convinced this increase is necessary.

If the price currently charged is below the
average collected by other schools, then the
use of average selling prices is a good argu-
ment for raising subscription rates. On the
other hand, if the price charged is already
higher than the average, you will have to use
school by school comparisons instead of aver-
ages.

For example, an examination of budgets
from five schools of comparable enrollments
may reveal that four of them charge more
for their yearbook than your school does,
while one school has a very low selling price
because of a subsidy from the school board.
If it can be shown that four out of five
schools studied charge more than your school
will after the proposed increase, the argument
is effective.

The same argument and many others can
be presented for increasing advertising rates
or space charges to organizations, if conditions
warrant a change. The staff will need to have
representative budgets from other schools that
can be used to make comparisons. For this
reason the tabulation entitled “100 Repre-
sentative Yearbook Budgets Are Presented
For Your Study,” is included here. These
budgets are reprinted by courtesy of the
Scholastic Editor and the National Scholastic
Press Association, Universtiy of Minnesota,
Minneapolis.



100 Representative Yearbook Budgets

You will note that all enrollment groups
used in NSPA yearbook critical service are in-
cluded in this listing Also we have tried to
include a book from each geographical area
as well as from each rating classification.

These figures are, however, representative.
In attempting to discern averages on a non-
scientific basis, we cannot hope to get the
accurate mean in every case. However, we
are sure that nearly every adviser and/or staff

can find a representative budget here that
closely resembles their own situation, even if
there are some specific differences.

Where there are blank spaces, this item is
not included in the budget. Not all schools,
for example, have activity fees. In the offset
classifications, the printing and engraving
costs are included under the printing classifi-
cations in most cases.

LETTERPRESS
Enroll- No. Selling No. Subscrip-
ment of Books Price Pages tion Amount Ad Rate Activity

Location School Printed Per Book In Book Sales Adv. Per Pg. Tee Clubs
Mid-West 2245 1500 $3.25 208 $4630 $1320 $ 50 - $1100
West 2900 2442 3.00 200 7405 1290 55 - 21
So. -East 2485 1050 4.00 192 4200 1165 75 - 835
West 3700 2050 2.75 184 5118 400 100 $1000 959
East 4200 3100 3.00 272 9189 2960 48 - 1250
Mid-West 1730 1360 2.75 136 3876 - - - 490
East 1850 895 5.00 248 4385 2450 30 - 2058
Mid-West 1800 1625 3.50 184 5513 1008 36 - -
Mid-West 1600 1257 4.25 178 5100 1280 20 450 186
No. -West 1612 1095 3.00 128 3311 257 35 - 70
Mid-West 1450 1425 3.50 208 4157 2800 50 - 2600
West 1475 1165 3.25 168 3690 - - - 1670
East 1400 835 3.00 160 2325 1350 30 - 308
No. -East 1380 1100 4.00 144 4146 843 30 - 474
So. -East 1200 950 2.00 205 1742 2696 65 - -
Mid-West 1125 1000 2.50 156 2375 1053 50 - 1082
West 1085 970 5.00 168 4619 797 50 - 326
East 1148 800 2.85 148 2138 1542 50 - 538
West 983 825 4.00 160 3240 885 40 - -
So. -East 820 400 4.25 129 1588 1479 50 - 420
East 833 300 425 112 1275 866 25 - -
Mid-West 869 1040 2.00 96 394 1514 €0 225 590
Mid-West 715 550 3.00 112 1600 488 60 - 289
So. -West 759 665 3.00 96 1935 - - - 613
West 670 585 5.00 104 2890 515 40 500 -
South 730 500 325 112 1586 1262 50 - 150
Mid-West 588 1018 2.50 96 2483 551 30 - 575
East 556 400 3.00 112 998 296 25 - 1492
No. -West 630 483 2.75 80 1438 - - 75 -
So. -East 600 605 2.50 136 1500 1100 50 - 270
Mid-West 481 440 4.00 72 463 - - 823 350
Mid-West 448 470 2.50 140 1140 1455 35 - 1110
South 430 525 4.00 148 1500 1200 40 - -
East 445 740 2.00 128 1364 1154 25 - 225
West 339 710 3.25 148 2246 2196 63 - 180
Mid-West 400 330 3.25 116 912 970 30 - -
South 321 435 5.25 99 3125 - - - -
East 346 504 2.50 96 1233 1613 50 - 104
East 281 500 - 86 - - - $1000 -
Mid-West 218 165 $3.50 165 553 1119 60 - -
No. -West 240 220 3.00 84 626 823 55 - -
West 290 1055 2.00 108 1952 1746 50 - -
West 200 250 6.00 160 1332 2281 50 - -
Mid-West 200 350 5.00 148 1200 2400 50 - -
East 129 315 4.00 108 484 890 22 - -
No. -West 200 275 5.00 88 1000 1318 50 -

East 94 300 10.00 88 2000 - - 500 -
East 80 150 3.50 96 315 1217 35 - -
So. -West 95 175 3.00 84 450 550 15 - -
Mid-West 89 122 5.00 80 53 1104 45 465 -
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Are Presented for Your Study

How will this representative budget com-
parison help you?

Perhaps you feel that, with your existing
budget, you cannot possibly be expected to
produce an all-American book. In close ex-
amination of these figures you will find in
many, many cases that the most expensive
book in the group is not automatically the all-
American, shown in bold face.

Perhaps you have been wondering exactly
what your advertising charges should be in
harmony with those in similar situations.
Check that column.

If you have been considering changing the
price of your yearbook and need some facts
and figures to clarify your thinking or to help
make the decision, undoubtedly you will find
that column here most helpful.

LETTERPRESS

Picture Misc. Total Photog- P)f;());lxld
Income Income Income Printing Covers Engraving Art raphy Office Misc. itures
$1180 $ 30 $ 8270 $ 4530 $ 770 $2130 $35 $235 $ 40 $20 $7760
755 62 9783 3471 2745 1800 - 959 100 429 9504
800 - 7000 4632 - 1621 - 34 40 56 6386
- 471 7947 4303 1406 1696 10 300 75 280 7710
75 550 14024 10435 2422 - - - 660 - 13517
702 214 5281 2636 858 1300 - - 67 204 5065
110 150 9160 8653 - - - - - 100 8758
20 - 6541 3000 935 1800 - 250 55 - 6040
- 216 7231 2855 760 2244 - 168 110 83 6220
932 2 4572 2438 569 1450 12 19 28 47 4563
30 250 9837 4450 880 2620 - 800 270 450 9470
20 - 5380 2964 760 1133 - 625 270 200 5752
625 - 4508 1911 581 1689 - - - 15 4181
271 619 6353 5441 786 - - 113 2 9 6351
- 3502 7997 3164 934 1908 - 860 T2 479 7437
318 202 5030 2148 466 1820 - 495 - 100 5029
1075 800 7617 3028 1067 1200 - 1173 48 281 6797
271 - 4488 2051 474 863 30 184 25 107 3734
- 738 4863 2018 600 1500 - 432 - 21 4571
261 329 4076 3261 - - - 423 73 235 3992
- 109 2250 784 226 873 - 225 - 142 2250
75 178 2976 1354 - 512 ~ 307 27 200 2400
193 543 3414 1257 347 1200 - 332 23 134 3293
- 318 2866 1453 451 903 - 6 - 41 2853
647 182 4734 3649 - - - 679 35 235 4598
361 6 3365 1184 690 610 - 652 - 61 3360
227 282 4117 1904 556 1215 - - 84 78 3838
- 39 2825 1116 342 1264 - 36 51 17 2825

- 242 1755 680 416 480 - 11 - 8 1594
1633 516 5020 1564 900 1967 - 83 22 280 4816
152 - 1788 688 253 642 - 138 8 32 1761
82 - 3787 2198 407 821 - 185 - 48 3658
- 500 3520 1710 449 875 - 45 - 15 3094

- 41 2784 933 622 765 - 377 4 31 2731

- 62 4790 2160 490 1488 - 406 - 112 4656
150 528 2711 1128 306 788 - - 30 232 2485
- 469 3594 1840 248 894 - 200 35 34 3250

7 186 3142 997 303 858 - 139 335 115 2747

- $2290 $3290 $1675 $ 399 $1167 - - $ 63 $ 10 $3284

- 149 1821 764 288 676 - 18 4 44 1795

- 2 1452 647 198 495 - 23 - 17 1380

- 350 4048 1904 687 817 - 310 59 249 4024
71 556 4238 1575 425 975 - - - 104 3079
60 850 4510 1700 600 1500 - 200 - - 4000
- 1216 2812 1281 232 956 - 123 58 54 2703

- 902 3220 1576 327 466 - 433 - 39 2841

- 700 3200 2303 454 424 - - - - 3181

- 445 1963 965 155 482 - 73 25 - 1700

- 1137 2137 1123 98 - - 260 15 - 1496

- 205 1825 1043 50 650 - - 15 - 1757
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OFFSET

Enroll- No. Selling No. Subscrip-

ment of Books Price Pages tion Amount Ad Rate Activity
Location School Printed Per Book In Book Sales Adv. Per Pg. Fee
West 2500 1742 3.50 244 6073 - - -
Mid-West 2300 2180 3.75 228 7890 1020 10 -
No.-West 2100 1850 3.50 228 6100 921 24 -
Mid-West 3600 2400 1.50 112 3479 977 65 -
So. -West 2400 1800 4.00 240 6268 1370 45 -
Mid-West 1650 1650 3.00 152 4858 - - -
Mid-West 1909 1050 3.50 153 3800 1708 30 -
East 1860 1305 5.00 216 1787 - - 2032
West 1950 1916 4.00 196 7624 507 45 -
South 1790 990 4.00 232 4108 700 45 -
South 1378 1000 5.00 200 4845 - - -
West 1360 1200 3.00 196 3450 1500 90 450
East 1500 1265 2.25 140 2800 1100 80 -
West 1237 825 3.50 148 2762 1820 - -
South 1100 770 4.00 288 3062 2460 103 -
So.-West 1178 1000 3.75 148 3656 - - -
West 1161 900 3.00 201 2700 1090 100 -
Mid-West 1050 1050 2.25 128 2224 650 50 -
Mid-West 998 885 3.50 148 3163 895 40 -
East 910 750 5.00 224 2300 5362 70 -
So.-East 985 725 3.25 138 2252 - - -
South 940 388 3.00 124 1125 588 40 -
East 797 500 4.75 104 2375 610 80 -
Mid-West 700 625 2.50 112 1565 1115 25 -
Mid-West 700 1175 3.50 128 3225 798 40 287
South 755 650 4.25 112 2585 320 80 -
East 550 450 5.00 136 1760 980 50 -
Mid-West 650 950 4.00 176 3706 915 - 60
Mid-West 635 575 5.00 144 2595 820 60 -
So.-West 558 400 4.00 128 1313 1064 - 188
East 450 440 5.00 120 1945 1000 50 -
So.-West 408 400 3.50 88 1267 1410 88 -
South 466 525 3.50 202 1791 1979 50 -
Mid-West 410 450 3.00 88 1200 480 60 100
No.-East 320 300 5.00 140 1000 1850 40 -
Mid-West 350 500 5.00 132 1000 4250 100 -
West 350 290 2.75 73 800 760 60 -
East 350 375 3.00 92 697 1400 16 -
East 300 360 2.50 80 860 359 50 -
Mid-West 251 270 2.25 118 478 370 - -
No.-West 275 310 2.50 105 75 570 30 550
Mid-West 243 240 2.75 112 629 965 35 -
Mid-West 200 240 2.50 76 539 841 110 25
West 128 150 3.00 66 36 920 115 375
So.-West 122 210 5.00 128 775 1420 20 -
South 150 400 5.00 120 1483 1200 100 -
Mid-West 98 275 2.00 122 540 574 15-30 -
Mid-West 100 325 6.50 220 1464 3740 50 -
No.-West 35 150 2.50 51 338 350 25 -
East 70 100 4.00 64 153 950 - -
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OFFSET

Picture Misc. Total Photog- Ezgetgld-
Income Income Income Printing Covers Engraving Art raphy Office Misc. itures
765 - 7383 3615 2406 - - 691 140 45 6897
- 617 9526 6597 1258 - 35 543 61 326 8821
118 227 7660 5405 1075 - - 695 146 36 7358
- - 4719 3000 1220 - - 100 23 35 4378
963 131 9002 4838 917 - 242 1193 25 1105 8322
235 1029 6122 3662 1214 - - 485 71 138 5572
550 55 6373 4504 693 - - 300 - - 5497
5 2721 6546 5671 662 - - - - - 6333
155 - 8286 6794 207 - - 1146 5 7 8160
225 50 5443 3839 545 - - 325 72 262 5093
366 180 5491 4388 200 300 - 287 13 17 5205
10 307 5717 4413 752 - - 150 75 50 5440
- 600 5150 4051 455 - - 350 25 60 4941
- 35 5431 2435 536 - - 282 62 82 3397
- 71 5593 4358 563 - - 462 - 194 5577
- 121 4048 2885 577 - - 126 20 14 3622
- 448 4465 3464 305 - - 225 21 46 4161
354 1 3433 2350 700 3 - 5 5 217 3280
- 26 4384 3128 575 - - 461 20 69 4253
- 670 8332 6980 202 - 25 400 75 200 7882
997 739 3418 2622 - - - 272 19 82 2995
- 926 2638 1957 233 - - 182 9 73 2454
312 640 4183 1866 675 - - 266 247 - 3054
- 38 3084 1561 458 974 - 29 - 48 3070
- 847 5923 1700 640 1700 - 200 393 - 4829
- 50 2955 2062 446 - - 129 2 10 2649
42 - 3687 2569 545 - 45 308 - 105 3572
- 970 5651 3790 589 22 - 34 13 91 4539
50 343 3808 2730 325 - - 56 55 168 3334
- - 2564 1710 336 28 - 175 68 89 2406
95 1110 4150 2232 660 - 45 100 - 440 3477
- 25 2702 2036 - - - 346 60 62 2505
20 456 4153 2550 451 - - 590 74 328 3993
- 195 1975 1194 448 - 6 145 - 36 1828
- 405 3355 2219 283 - - 75 61 65 2702
- - 5250 3096 560 - 20 525 50 436 4686
3 95 1608 1200 165 - - 115 5 - 1475
- 23 2520 1645 110 - 225 312 19 9 2320
65 250 1534 1185 209 - - 139 - 1 1534
- 201 1477 879 166 - - 90 6 27 1167
- 450 1645 1455 78 - - 44 42 - 1619
- 134 1943 1519 129 - 65 132 25 67 1937
- 7 1412 998 223 - 3 150 - 14 1388
- 85 1416 913 105 - - 205 20 164 1406
105 61 2361 1437 210 61 - 275 37 42 2062
150 - 2833 1751 260 - 52 120 - 20 2203
- 525 1975 862 - - - 39 170 23 932
- - 5204 4291 325 - - 550 - - 5166
- 34 721 470 117 14 - 65 5 38 699
- 101 1203 705 188 - - 90 10 49 1041

[187]



Chapter 12

Methods of Raising Revenue

PUBLISI—UNG an annual costs money, and
raising the revenue necessary to pay the ex-
penses involves a carefully planned program.
It is the job of the business manager to see
that the necessary income is provided, for
even the best editorial staff cannot do a good
job without adequate financial resources.
Thus, the business manager and his subordi-
nates play an indispensable role in producing
an annual, even though outsiders may not
realize this fact.

As shown by survey of 103 annuals, dis-
cussed in the preceding chapter, the two most
important sources of income are sale of books
and advertising space. These two supporting
sources account for 80 per cent of the revenue
for the average annual. In some schools they
finance the entire book. Of course there are
other sources which provide income. They
include such activities as sale of space to or-
ganizations, sale of pictures, dances, plays and
candy sales.

The staff should not undertake too many
business ventures. It is advisable to select
three or four sources for major emphasis.
Financing the book must not become a
burden to the students, faculty or the city. A
well-planned program is businesslike and
thorough and will give subscribers and ad-
vertisers value received for their money.

Selling the Yearbook

In schools where the annual is financed by
an activity fee, yearbook sales campaigns will
not be necessary. Under this system, every
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student who pays an activity fee is entitled
to a copy of the book, and the staff knows at
the beginning of the year how much money is
available.

In most cases the sale of books provides the
largest source of income and should receive
major emphasis. It is difficult to estimate how
many books can be sold, but the business staff
must sell the number planned for in the budg-
et.

If the campaign to sell books is to be success-
ful, the staff must have a plan that will:

1. Make it advantageous to the prospective buyer

of the annual to subscribe during the campaign.

Provide receipt books that will insure accurate

records.

Organize a sales force that will contact all pro-

spective buyers.

. Insure adequate and effective publicity and
timely advertising.

. Reach prospective buyers away from the campus.

. Include an effective sales force for a clean-up
campaign.

. Provide supervision and instruction of the sales
force.

2.

3.

Promoting Early Sales

The sales campaign should be conducted
early in the year so that the number of books
needed can be determined before the editorial
staff gets far into the actual production of the
annual. There must be time for adequate
publicity about the campaign so the student
body will be anticipating the sale. Most of
the books should be sold before Thanks-
giving, with a clean-up campaign just before
Christmas.



A plan that makes it advantageous to the
buyer to purchase an annual during the sales
campaign is practically mandatory, and one
that presses the prospective subscriber for
immediate action makes selling much easier.

There are several methods of promoting
early and prompt buying, foremost of which
is a beauty or popularity contest. Time and
again, this method has proved effective. When
it is used, a buyer is allowed a certain number
of votes for the queen if he purchases his
book before a certain date. This induces
friends of each candidate to buy books early.
In many cases, the contest may reach such a
tervor that friends of candidates become the
best possible solicitors.

Some staffs use graduated price schedules
to enourage early buying. At the beginning
of the campaign, for example, the price of
the book may be $3.50. At the end of the
week, it may jump to $3.75. During the last
week of the campaign, the price might be in-
creased to $4.00.

Another system, used less frequently, is the
rebate plan. This involves an agreement with
the printer whereby a minimum number of
books is to be printed and a reduced rate
given for additional copies.

Suppose the contract with the printer calls
for a minimum of 1,500 books. Then the
staff sets the “goal” at 2,600. A thermometer
drawn on a large cardboard may be erected
for recording daily or weekly sales. When
the sales reach 2,000, the price of all books is
reduced 25 cents. If the “goal,” or 2,600 mark
is reached, the price is reduced 50 cents. This
plan stimulates sales because the students who
buy early become boosters, and thus aid in
getting others to subscribe. The disadvantage
to this system, however, is the considerable
extra work for the business staff in making
refunds.

Competition between classes or organiza-
tions is another method of stimulating early
buying. This type of campaign often is con-
ducted through home rooms, and a sales cap-
tain is selected for each room. The prize can
fittingly be a special feature page in the year-
book for the room that wins.

Another variation of this method is recogni-
tion of individual solicitors. A special page
can be devoted to the “Top Ten.” Pictures
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of these workers, plus a few words of praise
are often inducements enough.

Certainly the staff must not attempt to use
too many selling devices. The method or
combination of methods bringing best results
should be discovered and adhered to.

Keeping Records of Sales

Whatever method used, a contract form 1is
necessary for good record-keeping. Figure
12.1 shows such a form. Usually the contracts
are numbered and stapled in books of 25 or
50. Each solicitor is held responsible for the
contracts in the book issued to him.

These forms are made out in duplicate and
the original copy given to the purchaser. The
buyer then has a receipt. Usually, the two
forms are printed on paper of different colors.

After the campaign, the forms are filed
alphabetically in a card file. Thus, a complete
record of purchasers is available. If a space
is left at the top of the form for the purchaser’s
name, the clerical force can do a better job
of filing.

A coupon can be added to the contract
form when the beauty contest type of cam-
paign is used. Figure 12.2 illustrates how this
is done. A blank space should be left for the
number of votes allowable, the number de-
pending upon the date of purchase.

Several of the large printing houses special-
izing in yearbooks furnish free of charge con-
tract forms for book sales. These forms save
the staff the cost of printing special receipts.
If the forms furnished by the printer are used,
they must be carefully numbered by the busi-
ness manager before they are checked out to
salesmen. It is essential to have a system that
will insure getting the money for every sale
made as well as the name of each student who
Is entitled to a copy of the yearbook.

Selling Organization

An aggressive, fast-moving sales force is
highly desirable. Haphazard methods lead to
defeat. A plan that will insure enthusiastic
and complete soliciting is a must.

In small high schools a contest among the
classes often works best. The classes are
divided into home rooms, and a captain is
selected for each. Then the yearbook adviser,
editor or business manager gives a short talk
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to each room, telling the students of the
special features of the annual and the need
of urging every student to be a purchaser.

In some prominent hallway, a large poster
with thermometers for each class can be dis-
played so that students are constantly re-
minded of the contest. At the end of each day,
home room captains can report to the busi-
ness manager and the thermometers kept up
to date. A campaign of this type in a small
liigh school should usually last one or two
weeks. It should not be extended over a long
period lest students lose interest.

In a large college, the campaign may be
extended over a longer period, usually a
month, so that the entire student body can be
solicited. Every student is a potential buyer,
and no one should be overlooked.

In most colleges, the beauty or popularity
contest campaign is used. Fifteen or twenty
candidates may be selected either by the busi-
ness staff or by petitions from the student
body. From this group, the “Queen” and her
attendants are selected by votes of purchasers,
and the winners’ pictures are featured in the
beauty section.

Details of the contest should be announced
clearly and repeatedly in the school news-
paper. Names of the candidates, voting places,
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time limits and other pertinent facts should
be publicized. Students should be informed
of the progress of the contest by news stories
or by means of the thermometer system in a
student union or other popular place.

Another sales system often used is the pay-
ment of commissions to salesmen. Good re-
sults are obtained in this type of campaign
only if solicitors are selected to cover areas
where they are well and favorably known. It
is much easier to sell a yearbook to a friend
than to a stranger.

Publicity for the Campaign

One essential of a book sales campaign is
publicity — lots of it. Co-operation with the
school newspaper is of extreme importance
from the publicity angle. The staff needs the
paper to print special announcements and to
advertise the yearbook. Surveys show that 96
per cent of the students read their school
newspaper.

If the editor or business manager of the
yearbook is not a member of the newspaper
staff, it is a good idea to appoint someone to
act as “‘press agent” for the annual. Stories are
more likely to be printed if prepared by some-
one who knows the facts and does a good job
of writing. If the school prints a daily news-

Recopy Name of Purchaser on Typewriter

NO. 100

1956 ORANGE AND BLACK

Received from

for one copy of the 1956 ORANGE AND BLACK

School Address

Home Address

Signature of Solicitor

This Coupon
Is Good For

VOTES
for Miss

for
BEAUTY QUEEN

Solicitor

NO. 100

FIGURE 12.1. Contract form for use in selling sub-
scriptions to the annual. They are printed in duplicate
and one copy given to subscriber.

FIGURE 12.2. A ballot for beauty queen contest may
be printed on the same sheet with the subscription
receipt.



paper, two or three articles a week are suf-
ficient. If the newspaper is a weekly, the paper
should contain some story in nearly every
issue.

A short news story is best. Announcements
of staff appointments, progress of the beauty
contest, the naming of outstanding salesmen
and stories about the work on the yearbook
are always interesting.

Feature articles have their place, too. The
amount of paper and ink required to produce
the annual makes a good story. The number
of pictures being printed, description of the
theme and comparison with other annuals in
the past are other feature ideas. It is impor-
tant to get the name of the yearbook in print
as many times as possible so that every stu-
dent will be constantly aware that there is a
yearbook to be bought.

Many yearbook printers have worked out
excellent sales campaigns to help the staff sell
subscriptions to the annual. These plans
should be studied carefully by the staff and
used when the appropriate time comes. Clever
color posters with effective sales messages are
turnished by several of the houses, and these
can be used in the halls and on bulletin boards
to promote sales. Student artists can often
contribute excellent sales posters, and they
should be encouraged to help out.

Many schools use the assembly as a medium
for advertising. If it can be arranged with the
person in charge of assemblies, the business
manager should make it a point to have some
interesting announcement about the yearbook
made frequently.

Special Assembly To Publicize Annual

Sometimes a special assembly can be ar-
ranged to publicize the yearbook. When this
can be done, the editor and business manager
should give short, interesting talks. A still
better idea is to have some type of entertain-
ment, with the theme built around the year-
book. This can be a short play, written by
some member of the staff, or a variety show
with prominent members of the student body
participating. Whatever the program, the
yearbook theme should be stressed.

Buttons, tags or ribbons are other effective
means of advertising the yearbook. Buttons
are better than tags or ribbons, for they can
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be worn longer and displayed more promi-
nently.

A slogan pertaining to the annual should
be inscribed on the button to draw attention
to the yearbook. Inscriptions such as “I'VE
SUBSCRIBED,” “I BOUGHT MINE” or
“BUY AN ANNUAL,” are examples. Some-
times an appropriate design can be worked
out.

Buttons, ribbons or tags worn by students
who have bought annuals help salesmen. Dur-
ing a campaign, when solicitors are anxious
to secure votes for queen candidates or to put
their class on top, persons not wearing identi-
fications can be pursued by solicitors on all
parts of the campus.

In some schools, a permanent display case
is set up in the student union or hallway of a
central building. Fach week, pictures of
events that have taken place on the campus
are displayed, always with the name of the
yearbook. At other times, copies of previous
yearbooks, samples of layout sheets and proofs
of engravings can be shown. Although it does
not sell yearbooks directly, this type of pub-
licity keeps the annual in the public eye.

There are many other ways of publicizing
the yearbook: bulletin board anouncements,
handbills, descriptive folders and booklets,
movie slides and program advertising. All
types of publicity should be directed toward
one goal — to present the annual in the most
favorable manner possible.

Selling Yearbooks off Campus

Yearbook staffs often overlook potential
buyers away from the campus. Business and
professional men in the community fre-
quently buy yearbooks. A great deal of their
business comes from students, and they have
a real interest in school activities.

Professional men: doctors, dentists and
lawyers, have use for a school yearbook in
their waiting rooms. Their patrons, members
of the community, are anxious to keep up
with the school. A long wait in the office often
passes more quickly by the revival of memo-
ries of school days. Former students and those
who have sons or daughters already graduated
from the school are frequently interested.

Alumni of the school, especially recent
graduates, are another source for book sales.
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Through the principal’s office or alumni sec-
retary, addresses of former students can be
obtained. A newsy, carefully circulated letter
describing the book and giving the price often
results in sales.

Clean-up Campaign

Just before the Christmas vacation begins,
a clean-up campaign should be conducted. By
checking the card file, a list can be compiled
of those who have not bought. In the cam-
paign earlier in the year, several salesmen will
have proved their ability. These are the ones
to use in the clean-up campaign.

Persons who have pictures in the annual
are especially good prospects. The book has
a special, personal meaning to them. In years
to come they will be glad they have such a
memory book for their families and friends.

Since the campaign is to be conducted near
Christmas, parents are often potential buyers.
A letter to the parents of students who have
not purchased yearbooks, suggesting they give
the annual to their son or daughter for a
Christmas present, often gives good results.
A better idea is to have a solicitor call on the
parents.

The school itself is another potential buyer,
purchasing copies to send to prospective stu-
dents and supporters of the institution. The
various departments which are featured in
the book may be interested in buying copies.

Prepare a Sales Talk

Few yearbooks will be sold by the salesman
who approaches a prospect with, “You
wanna’ buy a yearbook?” It takes real sales-
manship — the same as in selling automobiles
or magazine subscriptions. Thus, it is impor-
tant that the business manager instruct his
solicitors on how to sell.

Reasons why students should buy annuals
can be incorporated into a sales talk. The
reasons must not be recited as if they were
memorized; each solicitor should put them
into his own words, possibly using such sales
points as:

1. It is a complete record of the school year. a
chronicle of the year’s activities that cannot be
obtained elsewhere.

2. In vyears to come, the yearbook will become
valuable in recalling old classmates.

3. By taking a yearbook home, students can show
their folks what they are accomplishing in school.

4. The student is loyal to the institution.

5. The price of the book is low in relation to what
the student receives in return for his money.

6. The yearbook is the student’s book, a record of
his school edited by his schoolmates.

Sale of Advertising

Advertising revenue usually provides the
second largest source of income for the year-
book, but selling advertising for a school an-
nual is often a difhcult task. It is one of the
most important jobs in the financial program,
and the responsibility for selling advertising
must be given to those who realize its impor-
tance. Friendliness, willingness to work hard,
tact and pleasant approach are the require-
ments for a good advertising solicitor.

The campaign to sell advertising should be
conducted early because the business peak is
reached in the fall. With students coming
back to school, trade is good, and businessmen
are more willing to advertise.

Advertising Agreement

It is wise to have a signed agreement with
each merchant who purchases space. This
will eliminate misunderstanding about the
size of the ad or the amount charged. It is
probably better to call it an agreement or an
order for advertising space rather than a con-
tract. Some merchants balk at signing a con-
tract, but have no hesitation about signing
an order.

The advertising agreement can be printed
in duplicate and bound into books of 50 for
the convenience of solicitors. The original
copy is given to the merchant, and the carbon
is used by the advertising manager. A good
form of such agreement is shown in Figure
12.53. Rates charged for space should be
printed in the agreement to assure the mer-
chant that he is getting the same rate as other
advertisers. Advertising agreements often are
furnished by the printer.

Some merchants refuse to sign agreements
for advertising space, but are willing to buy
an ad. It is not essential that an agreement
be signed. All that is necessary is for the
salesman to get the copy and have a clear un-
derstanding of how much space is wanted and
the amount to be paid.
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THE 1956
ORANGE AND BLACK

RATES:
Full page ...........$00.00
Half page ........... 00.00
Quarter page ........ 00.00
Eighth page ......... 0.00
Sixteenth page ....... 0.00

By

Advertising Mgr.

OFrFICIAL YEARBOOK OF
LINCOLN HIGH SCHOOL
Lincoln, Colo.

Advertising Agreement

I hereby agree to insert ......... page
advertisement in the 1956 Orange and
Black for which I agree to pay to the

management § ..... ... upon presenta-
tion of correct proof.

Signed

FIGURE 12.3. Advertising agreement forms for space in the yearbook will eliminate any
chance for misunderstanding about the size of the ad and the amount charged.

Give the Advertiser a Good Proposition

As in selling yearbooks, it is important that
the advertising staff have a proposal making
it advantageous for the merchant to contract
for space early. Some staffs request extra
proofs of ads from the printer. One is posted
on the bulletin board where students can see
it. One is sent to the advertiser with a nota-
tion that his advertisement is also being dis-
played on the bulletin board.

A sign with “PATRONIZE OUR YEAR-
BOOK ADVERTISERS” will draw added
attention. Eight to 10 ads can be displayed
at one time, usually for a week or so. Display-
ing advertisements in this manner pleases the
merchant. He pays only for space in the year-
book, and the bulletin board displays are an
added free service.

Another plan often employed is running
an advertisement in the school newspaper
naming all merchants and firms who have pur-
chased space in the yearbook. A headline
reading “These Merchants Are Helping to
Make the 1956 Orange and Black a Success —
The Yearbook Staff Urges All Students to
Patronize Them,” will indicate that the whole
community is interested and increase the ad-
vertisers’ business.

Pictorial Advertising

Pictorial advertising is being used by more
yearbooks each year. Students usually read

pictorial advertisements, especially when the
pictures show friends and acquaintances buy-
ing, wearing or examining a product in the
merchant’s store. Usually, the advertiser
leaves it to the discretion of the advertising
manager to select the students to appear in
the ads, and the manager should chose neat,
popular students.

For this type of advertising an agreement
should be made with the advertiser concern-
ing an extra charge for engraving, if the book
is done by letterpress. In most cases, the ad-
vertiser pays the cost of the cut, which is re-
turned to him after the book is printed.

If the yearbook is being produced by lithog-
raphy, the charge may be omitted for repro-
ducing photographs, drawings, cartoons or
signature cuts. Many lithographic printers
furnish a book showing cartoons, trade names
and entire advertisements prepared for dif-
ferent businesses. These items can be clipped
and used at no extra cost.

Another device to attract attention to the
advertising is to make it another division in
the annual. One large college yearbook, for
example, has used a heading and chapter num-
ber in keeping with the theme throughout the
book. A colored picture of the business dis-
trict opened the division and other pictures
of business activities, parades and modern
store fronts “dressed up” the section. After the
book was published, many students com-
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mented on the attractiveness and appeal, and
merchants were greatly pleased with the re-
sults. Some schools give a copy of the year-
book to each merchant who buys a page or
half page in the annual. However, if a $4.00
annual is given to each merchant who buys
$4.00 worth of space, advertising revenue will
not offset the cost for printing the section,
much less produce a profit for the yearbook.

Selling Out-of-Town Advertisers

An advertising field that is becoming more
profitable and should not be overlooked by
business managers is that of out-of-town con-
cerns who do business with the school. Al-
though some of these firms do not sell directly
to the students, they do a large quantity of
business with the school itself. A list of these
concerns and their addresses can be secured
from the treasurer of the board of education
or purchasing agent of the school.

Another profitable source of revenue is
merchants in nearby large cities. If the cities
are relatively near and travel facilities are
good, students probably do much buying
from these merchants. A letter to some of the
larger firms, giving details as to the number
of students in school and how much trading
they do annually, will often result in sale of
space.

Power and light companies, telephone com-
panies and trasportation firms are excellent
prospects. The presence of students means
extra income and ordinarily these businesses
are willing to advertise.

Letter Introduces Salesman

The yearbook and newspaper at Conway
High School, Conway, Arkansas, prepare the
way for their salesmen by writing each pros-
pect this letter before the student representa-
tive calls to sell space:

September 20, 1955
Dear Advertiser:

We are enclosing lists of the 1954-55 advertisers
of the Wampus Cat Yearbook and the Wampus Cat
Newspaper.

If your name appears on these lists, we should
like to take this opportunity to express our appreci-
ation to you for helping us make these publications
possible.

If your name does not appear, our business man-
agers will call on you sometime during the year. We
hope to add your mame to these lists.

Respectfully yours,
(The business managers)

The list of 169 names was arranged alpha-
betically. If the merchant advertised in the
paper, his name was followed by one star, if
he advertised in the yearbook, two stars ap-
peared after his name and if he took space
in both publications, three stars were used.

“The letter of thanks seemed to please all
the merchants, and several were heard to re-
mark that it was the first letter they had ever
received thanking them for advertising,” Mrs.
Guy Dean, adviser to the Wampus Cat, re-
ported at a meeting of yearbook advisers.

A letter of this kind not only introduces
the new business manager, but is so planned
that the merchant will want to read the entire
list of advertisers to see how many of them
are advertising in both publications. If his
name is not starred, he will want to “get
aboard the band-wagon” in most cases. If he
is already an advertiser, he will want to con-
tinue boosting for the school.

Selling the Local Advertiser

Most of the advertising space in the year-
book will be bought by local businessmen.
Every prospective advertiser should be so-
licited. This includes outlying stores, factor-
ies, mills and airports.

The classified section of the telephone di-
rectory will provide prospects who might
otherwise be overlooked. This section of the
directory in one city of 15,000 population lists
over 500 business concerns and professional
men, all of whom are potential advertisers.
The listing gives the name of the concern, its
street address and usually the name of the
owner.

Every man who buys space in the telephone
directory believes in advertising. Probably 50
per cent of the firms have never been solicited
by anyone from the school. In many cases
they will teel flattered by the call and happy
to place an advertisement in their yearbook,
published by their children. Don’t pass up
the little man. He will want to be in the



permanent record (the school yearbook) with
other progressive merchants of the town.
Often it is wise to have several solicitors
selling advertising space. The list of prospects
can be divided among them; however, greater
efficiency will result if the community is di-
vided among the several salesmen, each taking
three or four blocks. Outlying concerns can
be given to those who have cars and can
make the calls in a minimum of time.

Advance Preparation

It is important for advertising salesmen to
make careful preparation before calling on
prospective advertisers. They should know
the name of the concern, the owner’s name
(or in case of a large store, the name of the
advertising manager), the merchandise
handled and how space in the annual will help
sell it.

They should know whether the prospect
has advertised previously and how much space
he has used. In some towns, merchants who
are in the same line of business and have an
association take a full page and list the mem-
bers. In one annual examined, a full page
was printed listing all the dry cleaners who
were members of the association, other pages
were purchased by the lumber dealers, filling
station operators, banks and real estate agen-
cies. This advertising is not so productive of
income, but it is better than none.

A carefully prepared layout of the proposed
advertisement will help the solicitor. Adver-
tising layouts are prepared in much the same
manner as for other pages in the annual, but
the work should be done by some member of
the staff who has special aptitude for ad de-
sign. Often the advertising teacher will co-
operate by having his classes prepare advertise-
ments for prospective advertisers.

Conducting the Interview

Courtesy will sell more advertising than
high-powered sales talks. The solicitor should
not interrupt the merchant while he is wait-
ing on a customer. If the store has a rush of
business, it is better to see some other pros-
pect and return later. If the store is a large
one, the person in charge of advertising will
be in his office. If the office door is closed,
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knock; if he has a secretary, ask for an appoint-
ment.

As soon as the salesman has gained the at-
tention of the prospect, he should state his
name and business. “Good morning, Mr.
Jones. I am Bill Smith, on the business staff
of the Central High School annual. I have
been sent by the school to talk with you about
advertising with us this year.”

Always ask for the ad in the name of the
school. Merchants do not like to say “no” to
schools. Inexperienced salesmen should first
interview several regular advertisers because
sales are fairly certain and the salesmen will
gain confidence. After a few interviews, the
new salesmen will be more self-assured and
skillful.

Filling Out the Order

As soon as the merchant has agreed to pur-
chase an ad, the salesman should fill out the
agreement and have it properly signed. It is
often unnecessary to give the entire sales talk.
Salesmen sometimes lose orders by talking too
much. If the merchant says, “Put me down
for the same size ad as last year,” the salesman
can immediately reply, “Thanks very much,
Mr. Jones. I will fill out the order.” As soon
as the order is signed (don’t call it a contract)
and before it is torn out of the order book,
the salesman can say, “Mr. Jones, we are
planning a pictorial advertising section this
year and perhaps you will want more space.”
Show him in detail what is planned. The
order can always be changed or a new order
written.

Answering Objections

The advertising salesman must be prepared
to answer the merchant’s objections to ad-
vertising in the annual. His objections may
not be serious. He may say, “It’s too early,
come back and see me later. I don’t have
my advertising budget made out for next
year. I haven’t made up my mind.” What-
ever the reasons given, the salesman should
listen courteously (don’t interrupt), and
answer each objection in turn.

Don’t try to win an argument. Get on the
merchant’s side and get an order for space. If
he says, “It’s too early,” the salesman could
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reply, “Yes, Mr. Jones, I suppose it is a little
early in the year to be talking about advertis-

ing

in the annual, but this year we have

worked out a plan at the school that we be-
lieve will give you your money’s worth. We
want to get your ad set up early and post
proofs of it on the bulletin board and urge
students to patronize you.” Keep the tone of

the

talk positive.

The instant the first objection has been
answered, present the prepared layout of the
proposed ad. It will convince the merchant
that the salesman is really interested. If it is
impossible to get the order on the first call,

ask
Ask

the prospect to think the matter over.
for a future appointment, and be sure

to thank the merchant for his time.

Advantages of Yearbook Advertising

The advertising salesman of the school an-
nual must be fully familiar with the advan-
tages of yearbook advertising over other types
available to the merchant.

Some of these are:

1.

The life expectancy of the ad is greater in the
annual than any other medium. Newspapers
and magazines are read one day and thrown
away the next. A yearbook is kept year after
year — and is often reread. For the price, the
annual is the most permanent means of advertis-

ing.

. Advertising in the school annual reaches young

people who have not formed buying habits.
They have a lifetime of buying ahead of them
and in years to come will purchase homes, food,
clothing, furniture, automobiles and many other
products. Merchants can build good will for to-
morrow’s business.

. Students buy many products and greatly influ-

ence their parents’ buying. Big corporations
realize this and spend millions of dollars each
year on advertising directed toward the 12 to
21 age group. Local merchants can also appeal
to this group.

. The enameled paper used in most yearbooks

makes it possible to obtain excellent photo-
graphic reproductions. School annual ads are
more attractive.

. The yearbook advertisement is part of a com-

plete book that is treasured by the entire com-
munity.

Miscellaneous Sources of Income

When the sale of books and advertising does

not

pay for all the expenses in the production

of the yearbook, other means of obtaining in-
come have to be planned. The business man-
ager must be careful, however, in selecting
the type of venture, since it may prove un-
profitable from the standpoint of expense and
effort necessary to stage such programs.

Selling space to school organizations is an
important source of income. Under this plan,
various organizations and classes are charged
a fee large enough to cover the cost of the
space devoted to their groups.

Most staffs charge each student for the cost
of having his photograph made for the year-
book. If such an expense were borne by the
yearbook, it would probably wreck the
budget.

Added income sometimes can be earned by
selling photographs after they have been re-
turned by the engraver. Although most of
these pictures will appear in the book, many
students want the original photographs and
are willing to pay for them. The price should
be low. Usually, a flat rate of 10 or 20 cents
is charged for each photograph. As much as
$300, or more, can be earned by this method
in larger schools.

One of the most common sources of extra
income for the yearbook is the class play. In
schools where the yearbook is published by
the senior class, the proceeds from the senior
play often go to the yearbook fund. Some-
times the annual staff produces an all-school
play for the same purpose.

Probably the most popular means of secur-
ing added income is the yearbook prom. If
the results of the beauty contest are an-
nounced at the prom, it should increase at-
tendance. However, business managers should
be careful in planning a dance of this type,
since it is easy to spend more than will be
gained.

Other sources of income include candy
sales, a circus or carnival or benefit movies.
All are minor so far as the amount of income
derived from them, but occasionally they
prove to be a necessary part of the revenue-
raising plan. It is important to remember
that these miscellaneous sources involve extra
work, and it is doubtful if they are worth
while if they require the attention of the staff
when its efforts should be devoted to the more
profitable ventures.



Chapter 13

Keeping Complete Financial Records

E VERY SUCCESSFUL business, regardless of its
nature, needs a complete, accurate record of
all financial transactions. The business of
producing a school annual is no exception.

A simple, workable bookkeeping system is
a basis from which the yearbook business
manager or adviser can efficiently analyze and
direct the business transactions of the publica-
tion. The size of the annual and its financial
resources may determine to a certain extent
just what bookkeeping devices are necessary
to maintain complete financial records. How-
ever, even the smallest book operating on a
limited budget should have a system of keep-
ing records.

It is not the purpose of this book to teach
methods of bookkeeping. But, emphasis is
given here to the value of keeping records and
to presentation of forms which are helpful in
keeping adequate records. Fundamentally,
complete records for the yearbook consist
simply of a written record of all money taken
in from various sources and a similar record
of all disbursements.

Receipt Forms Needed

For the average yearbook, depending on its
size and systems of raising money, three re-
ceipt forms are needed, also a standard adver-
tising contract, a set of file cards and a ledger.

Sources of yearbook income may be divided
into four general divisions for bookkeeping
purposes. These are (1) Sale of books (2)
Sale of advertising space (3) Income from in-
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dividual photographs (4) Miscellaneous in-
come such as that from sale of space in the
book, payments for group photographs and
money received from promotional activities.
A separate form for recording individual
transactions is required for each of these
general sources of income.

A receipt suitable for use in the book sales
campaign and a sample advertising contract,
used in selling yearbook advertising, were dis-
cussed and pictured in Chapter 12. Each of
these forms plays an important part in assemb-
ling the yearbook’s financial records. Both
should be made in duplicate and filed in the
yearbook office. Book sales receipts should be
numbered consecutively. As in the case of
the receipt forms to be discussed later, in-
formation contained on the book-sales receipt
or the advertising contract must be trans-
ferred to the ledger as a permanent record.

Issuing Photographic Receipts

In addition to the two forms already de-
scribed, photographic and general receipts are
necessary. Figure 13.1 is an example of a
standard photographic receipt used by many
yearbooks. These receipts are numbered con-
secutively and made in duplicate with the
duplicate bearing the same number as the
original. For convenience in handling, they
can be bound in books of 50 or 100. Thus,
when an entire book of receipts has been
issued, the duplicates will still be in the
bound form. In such a form, they are easily
accessible.
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ORANGE AND BLACK -

Photograph Receipt

Name No. 4899

Home Address

School - Class e

Insert Picture in the Following Sections:

Which Class I

Name of Fraternity . R T

Name of Sorority S o ... ...
Amount Received S

Date By

1956 ORANGE AND BLACK

FIGURE 13.1. This standard photographic receipt can be issued to each student who pays
for an individual picture in the annual. A carbon copy is retained in the receipt book
for the use by the staff.

As shown on the sample photo receipt, the
section of the book in which the picture is to
appear should be indicated along with any
other information the editorial staff may need
in preparing the copy.

In some cases, it may be the policy of the
yearbook staff to allow the photographer who
takes the individual photos to issue the re-
ceipts and collect the money. However, this
is not recommended since the staff has no
assurance that complete and accurate records
will be kept. It isa better policy for the photo
receipts to be sold directly by the staff and the
money collected at the yearbook office. If
this is done, the business manager has a com-
plete record available at all times, and there
is less opportunity for errors resulting in the
omission of a picture which has been paid for.

Use of General Receipt

A general or miscellaneous receipt form is
also essential. Figure 13.2 is an example of
the general receipt issued when space in the
book is sold, when a group picture is paid for
or when money is received from any other
source such as candy sales and class plays.

General receipts also are numbered con-
secutively, made in duplicate and bound in
books of 50 or 100. These receipts are

handled in much the same manner as the
photographic receipts. In both cases, each re-
ceipt issued is recorded in the ledger when the
money is deposited in the bank. After a book
of receipts is filled, the information is trans-
ferred from the receipt to a file card which
will be discussed later.

All of the receipts are entered in the ledger
as a permanent record. The ledge. entry in-
cludes the name of the person or organization
to whom the receipt was issued, the number
of the receipt and the date of issuance.

When ordering the various forms at the
beginning of the year, make a careful estimate
of the number of each type that will be
needed. No two receipts, regardless of their
intended use, should be numbered the same.
For example, suppose the staff decides that
they will need 1,000 book sales receipts, 1,500
photographic receipts and 200 general re-
ceipts. They can all be numbered consecu-
tively with numbers 1 to 1,000 assigned to
book sales receipts, numbers 1,001 to 2,500
assigned to photographic receipts and num-
bers 2,601 to 2,700 set aside for the general
receipts. These numbers can be seen best if
placed in the upper right-hand corner of the
forms.
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ORANGE AND BLACK —Receipt No. 1001

Received of =

Date =

1956 ORANGE AND BLACK

By_

FIGURE 13.2. A general receipt form can be used for recording miscellaneous cash re-
ceived from such items as sale of space to organizations, sale of pictures, etc.

Use of the Card File

A comparatively simple device and a valu-
able time-saver is the card-file system. In most
cases a 4 by 6 inch card or a 3 by 5 inch card
is suitable for the yearbook office. Each per-
son who buys a book or has a picture in the
annual is listed on a file card.

The cards are filed alphabetically in a small
cabinet. Information from the various receipt
forms is transferred to the file card along with
any material judged necessary by the staff. All
of the information appearing on the card
should be typed for legibility.

Figure 13.3 shows a recommended type of
file card. Spaces are left for receipt numbers,
money paid and money due and for the signa-
ture of the person receiving the book. In
addition, the numbers of the pages on which
pictures of the card owner appear can be re-
corded in the margin of the file card. This
is a marked aid in indexing the book. With
the cards already filed alphabetically, it is
simple to assemble the index by copying the
name of the person and the page numbers
from the card. Similarly, the file card system
makes it easier to compile almost any special

Last Name
Amount paid on book
Amount due on book

Receipt number

First Name

Middle Initial

Photographic receipt number

Picture to appear _

1956 Orange and Black
Book received by

FIGURE 13.3. A file card for each individual who purchases a book or has his picture in
the annual is a valuable time-saver for the staff. It can also be used for compiling an
index and for subscribers to sign as they accept the annual.
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list in alphabetical order such as a list of all
seniors, juniors or sophomores. The number
of the original photo receipt issued to each
individual also can be included for easy order-
ing of prints from the photographer.

Receipt numbers on the file card make it
possible for the staff members to make a rapid
check when a student comes to the office and
announces that he has lost his receipt. With-
out the file card, all of the duplicate receipts
might have to be examined to find the in-
formation desired. The system can be of value
in conducting the book sales campaign as well
as in other ways. If he makes a rapid check
through the file cards, the salesman can see
who are still prospective buyers.

The Ledger As a Permanent Record

Each financial transaction recorded in the
various receipt books eventually is transferred
to the ledger as a permanent record. Thus,
the ledger is actually the only book required
in this simple system. Many bookkeeping sys-
tems use a cashbook-journal as well as the
ledger. However, the bound volumes of
duplicate receipts serve the same purpose as
the cashbook-journal and may be properly
substituted, on a small annual, thus simplify-
ing the system.

Into the double-entry ledger goes a perman-
ent record of all income and all disburse-
ments. Separate sections in the ledger are set
aside for recording book sales, sale of advertis-
ing, individual photographic receipts and
miscellaneous receipts and disbursements.
Often it saves time if an index to these various
sections is entered in the front of the ledger.

The staff should consult an experienced
bookkeeper before making entries in the
ledger. In a large college or university, some
member of the business office may be an ex-
cellent source of advice. In high schools, the
commerce teacher is usually willing to assist.

In any case, no yearbook staff should set
out to produce an annual without having a
complete system of records. Careful planning
at the beginning of the school year often will
save valuable time later in the production
schedule. Many times, the eflicient use of
bookkeeping aids, such as the card file, will
prove to be the difference between meeting
and not meeting the final deadline.

Closing the Yearbook’s Affairs

Once the annual has gone to press, the
editorial staff can catch up on lost sleep and
neglected studies. Such is not the case with
the business staff.

A good business manager often uses the lull
between the final editorial activities and the
distribution of the books to get the financial
affairs into shape. With his assistants, the
business manager can use this period to col-
lect all outstanding accounts and start a final
financial report. At the same time, he must
begin arranging for eflicient distribution of
the books.

Many advertising accounts can be collected
in advance of the actual distribution of the
books if the advertising salesmen make the
necessary arrangements with the printers.
Often, three or four of the complete advertis-
ing signatures can be obtained as soon as
they come off the press. When they are folded
and trimmed, these signatures will show the
advertising pages as they appear in the fin-
ished book.

Provided with these finished sections, the
business staff of the yearbook can collect for
most of the advertising before the annuals
are delivered. This plan of collecting will
allow the business staff to get important work
out of the way before becoming involved in
the rush of distributing the books. At the
same time, the plan of advance collections will
help bring the financial records of the book
up to date so that a complete financial state-
ment can be prepared soon after the final
flurry of activity.

Have the Books Audited

The final duty of the business manager of
the annual is to leave on file with school
authorities a complete statement of receipts
and disbursements. In all cases, the books
should be audited for the protection of all
parties concerned. If the school does not em-
ploy an auditor, the business manager will be
justified in asking that a committee be ap-
pointed to audit the books of the annual.

A simple statement, which is easy to under-
stand but which includes all necessary infor-
mation, is sufficient. Figure 13.4 is one form
of financial statement which might be pre-



pared by the business manager from the
financial books he has kept throughout the
year.

Help the New Staff

While the yearbook staff members will be
anxious to complete their duties and close up
the book’s affairs as soon as possible, it is a
moral obligation, if nothing else, for them to
offer aid to the new staff for the coming year.

Once the new staff has been appointed, it
is the duty of the retiring members, who are
familiar with the problems of producing a
yearbook, to get the new staff members off to
a good start.

If the old staff lends a hand before bowing
out, the new book is bound to be improved.
Let the new staff profit by the errors of the
old. It should be a standing policy that the
retiring staff does its best to see that the new
staff has advantages that the old staft did not
have. Progressive action of this kind will in-
sure improvement of the school’s annual each
year.

The book’s affairs can thus be closed in a
businesslike and efficient manner. Every rec-
ord of the past year should be permanently
kept on file and made available to the incom-
ing group.

FIGURE 13.4. A simple financial statement that gives
a comprehensive summary of all financial transactions
for the year is a must for yearbook staffs,
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THE 1955 ORANGE AND BLACK

(Annual Publication of the Student Body)
Statement of Receipts and Disbursements

June 1, 1954 to May 31, 1955

CASH RECEIPTS
Orange and Black Sales:

1,402 at $1.25 to students . $1,752.50
120 at $1.50 to non-students . 180.00
$1,932.50

Share in activity fund . 150.00
Advertising space . 404.50
Sale of space to organizations 310.00
Senior pictures . 415.00
Class play 71.50

TOTAL CASH RECEIPTS . $3,283.50 $3,283.50

CASH DISBURSEMENTS

Printing, binding and covers . . $1,848.00
Photoengraving and art work 921.00
Photography . 224.00
Prizes for book sales . 25.00
Postage and express . . 18.20
Telephone and telegraph . 5.60
Office supplies and expenses . 12.45
Key awards to staff members . 36.00
Refunds $8.50
Retunds 4.00
Retunds 2.50

$15.00 15.00
Unclassified items 6.40

TOTAL DISBURSEMENTS . . $3,111.65 $3,111.65

CGash balance in bank, 5-31-55 171.85
Represented by:
Bank balance per statement, 5-31-55 180.25
Less check No. 38 outstanding 8.40
Cash balance as above »5771”857

Business Manager

1955 ORANGE AND BLACK







Appendix

STYLE BOOK

If the yearbook is to have uniform style,

the editor must adopt a “Style Book” and
follow it carefully. The Editor’s Handbook,
published by the Iowa State College Press
which also publishes this book, has been de-
signed for just such use. As an example of
points covered by such manuals, parts of the
style book used by student publications at
Kansas State College! are reprinted here and
can be used for most yearbooks with a few
alterations if they do not have one of their
own.
A Manual of Style published by the Chicago
University Press is accepted as the authority
by many publishers. Most of them have a copy
which can be consulted by the annual staff on
matters not covered in this brief booklet.

ABBREVIATIONS

1. State names—Abbreviate state names only when
they follow names of cities. Do not abbreviate
state names of five or fewer letters (Iowa, Maine,
Ohio). Do not abbreviate Alaska or Samoa.
Write out Hawaii, Puerto Rico and Philippine
Islands the first time you use them after the name
of a city; thereafter use the abbreviations T. H.,
P. R. and P. I. Use these forms after names of

cities:

Ala. Idaho Minn. NY. Tenn.
Alaska 111. Miss. Ohio T'exas
Ariz. Ind. Mo. QOkla. Utah
Ark. Towa Mont. Ore. Vt.
Calif. Kans. N.C. Pa. Va.
Colo. Ky. N.D. R.I. Wash.
Conn. La. Neb. Samoa Wis.
D.C. Maine Nev. S.C. W. Va.
Del. Mass. N.H. S.D. Wyo.
Fla. Md. N.J.

Ga. Mich. N.M,

* Printed by courtesty of the Department of Technical
Journalism, Kansas State College, Manhattan.
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2. Titles—Abbreviate faculty, military and profes-
sional titles when you use them with first name
or initials, but spell out the titles when you use
the last name only: Prof. R. C. Jones . . . Pro-
fessor Jones; Gen. Douglas A. MacArthur . . .
General MacArthur.

EXCEPTION—For the President of Kansas State
college, first name and initials are rarely needed for
a local story. Even the last name is sometimes un-
necessary when it will be clear who is meant: “Presi-
dent McCain said . . . .” or even “The President
said . . ..” The same thing is true in writing of the
President of the United States in a story about the
federal government.

Titles used after the name are spelled out and
written lower case: Dr. E. E. Leasure, dean of

the School of Veterinary Medicine . . . The dean
said . . .

Army abbreviations—Pvt., Pfc., Cpl., Sgt., Sgt 1/C,
M/Sgt., Lt., Capt., Maj., Lt. Col., Col,, Brig. Gen.,
Lt. Gen., Gen.

Navy abbreviations—Ens., Lt. (jg), Lt, Lt
Comdr., Comdr., Capt., Rear Admiral, Admiral.

Air force abbreviations—AB, A%/C, A2/C, Al/C,

S/Sgt., T/Sgt., M/Sgt.; commissioned ranks same
as army’s.

3. Months—Spell out months except in headlines and
datelines.

4. Streets, avenues, organizations—Spell out and
capitalize such words as avenue, railway, company,
building, county, association, corporation, where
used as part of a name: U. S. Steel Corporation,
Fifth Avenue, Story County, Press Building.

5. Christian names—Spell out such names as Wil-
liam, Charles, George.

6. Names of well-known government and private
agencies—Write out completely the first time you
mention certain well-known agencies and organi-
zations, but thereafter use initials only, without
periods: TVA, SPC, NBC, CIO, AFL, REA,
ROTC, KSC, AAUW, UN, UNESCO, VA; but
U. S, U. P., where initals form a word.

7. a.m. and p.m.—Use these lower case abbreviations
rather than “morning” and “afternoon” or
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“night.” But spell out midnight and noon rather
than using m. and n. with the number.

EXAMPLE—From 5 p.m. until midnight.

College degrees—When used after a name ab-
breviate and capitalize.
EXAMPLES—John Mason, B.S. ’49; George Johnson,

Ph.D. '50; Stanley Atlas, D.V.M. ’35. If only the year
is used with the name, omit the comma: Stanley Atlas

'35 visited . . . .

CAPITALIZATION

Political parties—Capitalize names of political
parties but not words that indicate general poli-
tical beliefs, doctrines, or principles.
EXAMPLES—a Democrat (member of the party); a
democrat (any believer in democratic principles); a
Communist (member of the party); a communist
(one who believes in Marxian principles) .

Regions—Capitalize regions of the country and
adjectives referring to them but not points of the
compass or words that refer merely to direction.

EXAMPLES—The Middle West,
“He drove east” (in direction) .

Midwestern, but

Names of places, institutions—Capitalize schools,
churches, halls, and other public buildings when
used with a distinguishing name: Iowa State
College, First Christian Church, Lyon Hall, Me-
morial Union.

Names derived from proper nouns but now used
as adjectives—These are not capitalized: A
panama hat, an oxford shoe.

Common nouns that by campus usage have the
status of proper nouns—These when used alone
should be capitalized: the College, the Library,
the Auditorium, the Stadium, the Union, the
Field House.

Parts of buildings, services—Names of parts of
campus buildings or of College services should
not be capitalized: the cafeteria, the post office,
the dairy sales counter, recreation center.

Schools, departments, other divisions—Capitalize
all schools, experiment stations and the Exten-
sion Division. Do not capitalize departments and
other subdivisions.

Titles—Capitalize when used before names but
not after them. Check your school’s catalog to
be sure the title is given accurately.

EXAMPLE—Prof. John F. Helm, Jr., of the depart-
ment of architecture and allied arts . . . or John F.
Helm, Jr., professor of drawing and painting . . .
(not professor of architecture).

(Also see section Titles and Names.)

College legislative and administrative bodies—
Capitalize these: the Board of Regents, the
Faculty Senate, the Student Council, the various
school councils, the Tribunal, the Board of
Publications.

10.

13.

14.

15.

16.

17.

18.

But do not capitalize subcommittees or sub-
divisions of such bodies: the faculty council on
student affairs, the student planning committee,
the counseling bureau, the registrar’s office.

Governmental divisions—Capitalize these: the
President, Congress, the Senate, the House, the
Supreme Court, the Legislature, the United
Nations, the Security Council, the General As-
sembly and no others.

Do not capitalize subdivisions of the above, such
as the army, the federal bureau of investigation,
the ways and means committee, the legislative
council, the federal court, the department of
agriculture, the soil conservation service, the
veterans administration.

Names of nationalities and races—Capitalize such
words as Indian, Negro, German, Caucasian. Use
these identifications in news stories only when
the information is necessary to the story.

Distinguishing words in names of holidays and
special occasions—Capitalize these: Homecoming
week end, Fourth of July, Engineers’ Open House,
Hospitality Days.

Common religious terms—These are down except
“Bible,” which is the name of a book: gospel,
scripture, heaven, biblical.

Names of studios, courses, curriculums—Capitalize
language words as French, Russian and the
names of specific courses as Survey of American
History I, but not general terms as sociology
courses, the home economics and journalism cur-
riculum.

Extracurricular  organizations—Capitalize  such
permanent groups as the A Cappella Choir, the
Band, the College Players, the Purple Pepsters.
Do not capitalize the meats judging team, the
basketball team, the social and recreation com-
mittee, the senior class, the alumni, the faculty.

The definite article in publications—Capitalize it
only if it is capitalized in the flag of the publica-
tion: the Kansas State Collegian, the Ag Stu-
dent, The Kansas City Star.

Titles of books, lectures, pictures—Write these up
if used in full: “The Idea of Nationalism.”

Music compositions—Capitalize and quote titles of
all music compositions except for arias commonly
known by their opening phrases: “Symphony in
E Minor,” “My heart at thy sweet voice.”

FIGURES

Spell out cardinal and ordinal numbers {from one
to nine inclusive, except sums of money, ages,
time, votes, scores, percentages, temperatures, the
number and opus in works of music, dimensions
and general statistical matter.

EXAMPLES—Of nine (cardinal number) men, the
ninth (ordinal number) man, 3 years old, at 3
o’clock, lost by a 4-8 vote, won by an 8-5 score, 2
per cent, 5 degrees F., Sonata No. 5, Opus 6.



EXCEPTION—When a number under 10 and one
over 10 are used c()mpamtively in the same sentence,
both should be figures.

EXAMPLES—Only 6 of the 12 came, both 2d and
12th place.

2. All cardinal and ordinal numbers of 10 or more
should be written as figures except as noted.

EXCEPTIONS—Ordinal numbers that are proper
names should always be spelled out.

EXAMPLES—Twenty-fifth street, the Big Seven; but
the 25th in line, the 53d anniversary.

Names of military units should follow military
practice: Armies, air forces and fleets spelled
out, corps and wings in roman numerals, and
divisions, squadrons and lesser units in arabic
numerals.

EXAMPLES—The Twentieth air force, the Fifth army,
II corps headquarters, the 2d Armored division, the
45th (‘Thunderbird) division.

Spell out common fractions used alone but use
figures for fractions when they appear with a
whole number.

EXAMPLES—One-quarter of an inch, five-sevenths
of the required work, 24 1-8 feet, 24 feet, 1 1-8 inches.
When two figures are used in reference to the
same thing, avoid confusion by making the first
a figure and the second a word.

EXAMPLES—16 two-story houses, 73 twelve-inch
boards.

3. The number always should be spelled out if it
is necessary to start a sentence with it.

EXAMPLE—Ten men were trapped. (Do not start
sentences with numbers that will be long and awk-
ward if spelled out.)

4. General or round numbers such as one hundred,
one thousand, one million, or one billion may be
spelled out as words rather than figures.

5. Always use the dollor sign when referring to a
specific amount of money. Do not use zeros after
even dollars.

EXAMPLES—$352.78; $100.

6. Ciphers—Drop unnecessary ciphers except in statis-
tical tables.
EXAMPLES-It is $50, not $50.00. It is 1 p.un., not
1:00 p.m. In general use the most easily grasped
form: 50 billion dollars, vather than $50,000,000,000.
Ciphers are too easily dropped bhetween the reporter
and the presses or the microphone.
Drop cents whenever feasible.

EXAMPLE—$4,453, not $4,453.23

IDENTIFICATION

Names of college students should be adequately
identified.

EXAMPLES—John Doe, TJ ]Jr., Salina; Bill Smith,
EE Soph., Topeka. See Student Directory for curricu-
lum, classification and home town.
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PUNCTUATION

The two most common punctuation marks, the
period and the comma, frequently are misused. The
period is not used enough. The comma is used too
frequently. Most reporters make their sentences too
long. They get involved in compound sentences that
wander on endlessly, confusing writer and reader
alike.

News style calls in general for short, terse sentence
structure and compact, brief paragraphs. Few sen-
tences should go beyond 15 words. Few paragraphs
should exceed 50 words. But some variety in length
is desirable. A news story made up entirely of 5- to
15-word sentences would be choppy.

A sentence that requires the use of a great many
commas usually is a poorly constructed sentence. The
copy reader should edit the material so the thought
is clearly expressed with a minimum of punctuation.
When the use of a comma is doubtful and no change
in the meaning would result through its omission, the
best policy is to omit it.

1. The apostrophe—The apostrophe is used to indi-
cate the possessive case of nouns, a contraction
or the plurals of letters.

EXAMPLES—“It’s” for “it is,” class of 37 for 1937,
A’s, John’s house.

NOTE—The possessive its does not use an apostrophe,
nor does the plural of figures—15s.

When the name ends with an ““s” put the apos-
trophe after the “s” and do not add another “s.”

EXAMPLE—The possessive of Mr. Adams is Mr.
Adams’, but the possessive of Mr. Adam is Mr. Adam’s.

The singular possessive is formed by the ad-
dition of an apostrophe before the *s,” the

PYRET]

plural by an apostrophe after the “s.

EXAMPLE—“The boys’ coats” (plural), “The Dboy’s
coat” (singular), “The Dboy’s coats” (one boy with
more than one coat).

EXCEPTION—The ‘“s” after the apostrophe is some-
times dropped where its use would make for an
awkward pronunciation, such as “for conscience’ sake”
or where the sibilant sound of a double “s” would
result, as in “Kansas’ son, Moses’ behalf,” etc. Avoid
such usages if possible.

Do not use the apostrophe in such common con-
tractions as varsity or phone.

2. The hyphen—The hyphen is used as a connecting
link in some compound words. Many words
formerly hyphenated are now used either as
separate words or as one word without a hyphen.
Prefixes such as ante, anti, extra, inter, intra, mis,
multi, non, over, out, post, pre, ultra and under
usually combine into the word without the use
of the hyphen, except in cases where a double
vowel results or where the second part of the
word is capitalized. Since there is disagreement
as to the use of the hyphen in specific instances,
follow the usage of Webster’s Collegiate Diction-
ary. When words are combined to form an ad-
jective, they are connected with hyphens, unless
the first word is obviously an adverb.
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EXAMPLES—a 10-year-old boy, a 6-foot 2-inch man,
the 100-yard dash, a 2- by 4-inch board, a quick-
starting halfback, but a quietly spoken warning, a
widely known speaker.

The comma—Do not put a comma before “and,”
“or” and “nor” connecting the last two elements
in a sequence of three or more. Always place a
comma before “etc.” and “viz.” and a comma (or

o ecr

semicolon) before “namely,” “i.e.” and “e.g.”

EXAMPLES—Tom, Dick and Harry are all here.
He saw neither the owner, the agent
nor the tenant.
Use a comma before “of” in connection with resi-
dence.

EXAMPLE—Roy E. Coe, of 1515 Tenth Avenue.

When the name of the town and state are both
used, set off the name of the state with commas.
EXAMPLE—Tulsa, Oklahoma, and a Washington,
D.C., visitor.

Point off with a comma all numerals of four
figures except street numbers, year numbers, box
numbers, tabulations and astrophysical and bo-
tanical numbers.

EXAMPLES—1,240 students, 1240 Main Street, 1940
A.D., Box 1240, 1240 species.

Do not use the comma or colon with the dash.
Use the comma between the name of a man and
“Jr.” or “Sr.”

EXAMPLE—John E. Smith, ]Jr.

The colon—Use the colon after a statement intro-

ducing a direct quotation of one or more para-

graphs, and begin a new paragraph for the

quotation.

EXAMPLE—The speaker gave this six-point platform:
“First . . . etc.”

The semicolon—Use the semicolon in a list of
names and addresses in which commas are used
to separate the name from the address.

EXAMPLE—Those honored included George John-

son, Kansas City, Mo.; John Adams, Junction City;
and William Jackson ’39, Wamego.

The dash—Don’t use the dash where the comma
will do the work. It may properly be used to set
off parenthetical words, denote an abrupt break,
indicate a significant pause.

The period—Do not use the period after “per cent”
or after nicknames.

EXAMPLE—it is 9 per cent too much.

Punctuation with quotation marks—Periods, com-
mas and semicolons coming at the end of the
quotations always go inside the quotation marks.
Other marks of punctuation go inside quotation
marks if they are part of the quotation, but out-
side if they punctuate the entire sentence.

EXAMPLES—Have you read “Gone with the Wind"?
The books were “The Pioneers” and “T'he Last of the
Mohicans.”
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QUOTATIONS

When you use passages from a speech or inter-
view verbatim, put quotation marks around them.
Quotations sprinkled through a newspaper col-
umn attract readers. But do not use long, ram-
bling verbatim passages where the phraseology or
content has no particular interest or value. If
those passages are needed to give a clear and
fair idea of the speech or interview, put them into
your own words in order to summarize. Some-
times only a word or phrase or clause that ac-
curately or vividly conveys the speaker’s idea may
be lifted and put in quotes in a summarized
paragraph.

Conversation, statements, testimony—Use quota-
tion marks for testimony, conversation and direct
quotations {rom speeches or interviews, except
when preceded by a name and a dash or by Q.
or A. (Question, Answer) and a dash.

EXAMPLE—]James Smith—I1 have no comment.
Q.—Where were you June 14, 1948, at
11 p.m.?
A.—Looking at etchings.

Titles—Quote the titles of short poems, pictures.
sculpture, short musical compositions, radio and
television programs, lectures, sermons, un-
published theses, papers. Quote toasts, mottoes,
chapters of publications, subdivisions of books
(except books of the Bible).

EXAMPLES—“Mona Lisa,” “Venus de Milo,” “Star
Spangled Banner,” Genesis. “How To Use Atomic
Dust,” “People Are Funny.”

If you use verbatim several successive paragraphs
from a speech, begin each paragraph with quotes,
but use end quotes only after the last paragraph.
If you are using verbatim only part of a sentence,
do not indent it for a new paragraph. Put quo-
tation marks around it within your own sum-
marizing paragraph.

EXAMPLE~The speaker said he was “not going to
be swindled into supporting the plan.”

In such a case, do not use a capital letter for
the first word.

Crediting Quotations

Direct quotations—You need only one reference
to the speaker for a single quoted passage, even
if that passage is 10 paragraphs long. You can put
that reference in either the first or the second
sentence. Have the reference open the statement
if you feel that the reader will be confused other-
wise.

EXAMPLES—"“Kansas State College definitely is to
have air conditioning before the year 2000.” This
was the statement made today by John Doe at .. ..
Sheriff J. L. Jones said, “Richard Roe definitely is
the man we want.”

Indirect quotes—In general have only one refer-
ence to the speaker for each paragraph of in-
direct quotation. If there is danger of the reader
being confused as to source of the statement, how-
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ever, refer to the speaker more often. Refer to
the speaker or source only as often as necessary
to keep the reader aware of the source.

SPELLING

When in doubt, consult Webster’s Collegiate Dic-
tionary.

Follow American rather than British style: color,
defense, insure, program.

The “United States Official Postal Guide” gov-
erns spelling of cities, states and countries.

Spell out “and.”
Spell out “per cent” except in statistical tables.

Check names with student-faculty directory, tele-
phone directory or city directory.

TITLES AND NAMES

In general newspaper usage the titles “Mrs.,” “Mr.”
d “Miss” are used as a mark of courtesy and are
plied in writing of people to whom the title would
applied in ordinary conversation.

Use the “Mr.” only after the man’s full name
has been used in an earlier reference: Leland
Stowe, veteran newspaper correspondent, arrived
today . . . Mr. Stowe said . . .

Titles and names of women—Use the woman’s
first name, never initials alone. Refer to a faculty
woman by her title if she has professorial rank,
as you would in a story about her male colleagues;

by “Miss” if she is an instructor. Prof. Lois
Schulz, chairman, said . . . Professor Schulz went
on . .. Sarah Smith, foods instructor, said . . .

Miss Smith added . . .

For a woman student use her full name the first
time, then “Miss”: Chairman is Jane Black, T]J
sophomore, Topeka . . . Miss Black asks . . .

Names—Write them as their owners do:

EXAMPLES—James A. McCain, R. F. Gingrich,
Arthur D. Weber.

Always use the full name the first time 1t appears
in a story. Use the last name with the proper
title, if any, when it appears later. Nicknames
should be used rarely unless they have distinct
value in identification; or refer to a child; or are
used in a story distinctly informal in tone; or are
in sports copy. Same applies to headlines. When
the nickname is used with the full name, it
should be in parentheses: Laurence A. (Moon)
Mullins.

Clergymen—Never use “Rev.” alone. Always pre-
cede it with “the” Always follow it with first
name or two Initials (the first time you mention
the man), or with Mr. or Dr. or “Father,” de-
pending on his degrees and the church with which
he is connected.
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EXAMPLES—For the Protestant denominations if a

man has a doctor’s degree—the Rev. John B.
Jones . . . Dr. Jones . . .; or the Rev. Dr. John B.
Jones . . . Dr. Jones.

For protestant denominations if a man does not have
a doctor’s degree: the Rev. John B. Jones . . . Mr.
Jones.

For the Episcopal or Catholic church: the Rev.
John B. Jones . . . Father Jones.

For the Jewish clergyman: Rabbi Samuel S. Wise . . .
Rabbi Wise. Distinguish between a rector, a min-

ister, a pastor, a priest. The words are not synonyms.

Academic titles—The general catalogue gives
ranks of staff members. Be sure you get them
right!

First Reference Later Reference

Prof. John L. Jones
or

Dr. John L. Jones, professor
of agronomy

John L. Jones, associate pro-
fessor of agronomy

John L. Jones, assistant pro-
fessor of agronomy

Professor Jones

Professor Jones or
Dr. Jones

Professor Jones

Professor Jones

John L. Jones, instructor Mr. Jones
in agronomy
John L. Jones, graduate assist- Mr. Jones

ant in entomology

John L. Jones, assistant dean
of Agriculture

Dean John L. Jones of the
School of Agriculture

Dr. John L. Jones, dean of
the School of Agriculture

Dean Jones
Dean Jones

Dean Jones or Dr.
Jones

GENERAL INSTRUCTIONS
COMMON USAGE

Collective nouns take the singular verb.

EXAMPLES—News is interesting Politics is barred.
A series of three addresses is scheduled.

The name of the state is unnecessary and is not
to be used after the larger cities or after towns
that would not be confused with other commun-
ities.

EXAMPLES—New York City, Topeka, but Kansas
City, Kans.

Two singular nouns connected by the conjunc-
tion “and” take a plural verb, but two singular
nouns connected by the conjunction “or” require
a singular verb.

EXAMPLES—John and Mary are coming. John or
Mary is coming.

When a singular noun and a plural noun are
connected with the conjunction “or,” the verb
must agree with the noun closest to it in the
sentence.

EXAMPLE~The mother or her children are coming.
The children or their mother is coming.
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10.

11.
12.

13.

14.

15.

School Yearbook Editing and Management

Make the pronoun agree with its antecedent in
number and person.

EXAMPLES—Each of them has his own way but all
of them can not have their ways.

Do not separate needlessly the parts of infinitives
or verbs.

EXAMPLES—To go quickly, not to quickly go. It
probably will be, not it will probably be.

Use “per” before a Latin word, “a” before an

Anglo-Saxon word.

EXAMPLE~—a day, a week, per diem, per annum.

Do not confuse “over” and “more than.” “Over”
means above in a physical sense.

“Farther” refers to distance. Don’t confuse with
“further.”

Do not use the verb “secure” for “obtain.” Book
cases may be “secured to the wall (that is,
fastened) but they are “obtained” when pur-
chased.

Do not use “contact” or “feature” as verbs.

Avoid simplified spelling unless the simpler form
is used by a considerable number of prominent
authors.

Familiarize yourself with the college catalogue
and the student directory. The catalogue gives
much information concerning departments and
schools, curriculums, courses, academic calendar,
registration schedule, Board of Regents, officers
of the college, names and purposes of student
organizations, loan funds, scholarships, prizes, en-
rollment statistics and number of degrees con-
ferred. If in doubt about any of the information
in the catalogue or directory, check with the
proper official source on the campus.

Avoid using . . . “are as follows,” or . . . “the

following attended.”

Avoid . . . “shown in the above picture,” or . . .
“pictured above.” Save words.

PREPARATION OF COPY

Use copy paper.

Write on one side only.

[S0]

10.

11.

12.

Type all copy.
Double space all copy.

Set your typewriter for a 65-stroke line (15-80)
in order to make copy-fitting easier. Four such
typewritten lines will make one column inch in
the Collegian.

Indent paragraphs at least 10 spaces.

Write your name, the subject of your story, your
home telephone number and the date in the
upper left-hand corner on the first page of all
COpY.
EXAMPLE—]John Jones

FFA Meceting

Phone 3150

October 3

Write your last name, the story slug and the
page number in the upper left-hand corner of
all succeeding pages of all material turned in.

EXAMPLE—Jones
FFA Meceting—2

Always begin a story one-third of the way down
the first page. This leaves room for the head-
lines.

Write “more” at the end of a page if the story
is to be continued.

Keep your copy as clean as possible but never at
the expense of accuracy. Reasonably clean copy
with faults corrected in pencil is far better than
spotless copy with errors. Always edit every story
carefully before handing it to your editor or your
instructor.

Never attempt to cover an error in typing with
the correction. Cross it out and rewrite.

End each page with a complete sentence or
paragraph.

Always put an end mark at the end of a story
or report. The most commonly used end marks
are 30 and # #.

If you make corrections on a news story in long-
hand, underline every a, u, w and overline every
o, n, m. These letters are easily confused.

BE ACCURATE IN EVERY DETAIL.
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Abbreviations, 203 Budget
Activity fee to support the annual, 182 control, 182
Administration, writing copy about, 93, 95 definitions, 178
Advertiser, selling, 194-96 example of, 182
Advertising information, where to get, 178
accounts, collecting, 200 Budgets, use of representative, 183-87
agreement, 192-93 Business manager
interview, conducting, 195 duties, 20-22
manager, 20 selecting, 18
pictorial, 193 Business staff, appraisal form, 23
rates, 179, 181
selling, 192-96 ¢
Adviser, appointment of, 17 Campus pictures, 66, 68, 69
Annual, four functions of, 11-15 Candid pictures, 74, 76, 77, 78, 79
Appraisal form for business staff, 23 Capitalization, 204
Appraisal form for editorial workers, 22 Captions, uniform style for, 130
Art work, preparing, 118 Card file, 199-200
Art work in lithographed yearbooks, 145 Cartoons, use in layout, 153
Assembly to publicize annual, 191 Censorship of the annual, 18
Atmosphere pictures, 72, 78, 75 Chapter headings, 36
Audit of books, 200 Character count for type face, 138
Award pictures, 84 Charcoal drawings, 118
Circulation manager, 20
B Class
Balance, formal, 47, 48 competition to promote sales, 189, 190
Balance, informal, 48, 49-50 editor, 20
Band pictures, 60-61 panels, mounting, 116-17
Basketball pictures, 81, 82 pictures, clean-up drive for, 173
Beauty contest to promote sales, 189, 190 Classroom pictures, 67
Binding Clean-up campaign for sales, 192
common methods, 126-27 Clubs, writing copy about, 92
conditions for delivery, 127 Color, for special sections, 124, 126
contract, 123 Color printing, 161-70
specitying cover, 127 Combination headlines, 96, 100
Bleed cuts, allowance for, 112 Committee pictures, 62
Bleed illustrations, use of, 46, 48, 50, 51, 52, 53 Contents page, illustrations of, 28, 31, 37, 41
Body copy, 88-89 Contract for lithographed yearbooks, 145
Bookkeeping, 20 Contract for printing and binding, 123
Books Contrast in photographs, 121
increasing thickness of, 124 Copy
number to order, 123 about the administration, 93, 95
Breakers, writing, 101 different types, 88

[ 209]
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Copy (continued)

estimating, 136-38
for organizations, 92
planning and writing, 89-102
preparing for photolithography, 14345
preparing for printer, 134, 136, 208
sample page, 90, 91
sports, 93-94
square-inch method of estimating, 138
Copy writers’ instructions, 91
Copyreading marks, 102
Course in yearbook production, 18
Covers
examples, 27, 30, 34, 40
production schedule for, 171-77
specifying kind wanted, 127
Cutlines, 88-89
type size, 130
writing, 97
Cuts, see also Engravings
allowance for bleed, 112
flush mounted, 113
formula for estimating size, 110-12
order blank, 114
production schedule for, 171-77
record of, 113

D

Distributing books
file card plan, 176
time for, 177
Division pages, illustrations of, 25, 29, 32-33, 38-39, 42
Drawings, charcoal, 118
Dummy
advantages of, 54
as part of cover specifications, 127
planning color inserts, 126
preparing, 44-56
Duotone printing, 162, 166-67

Editor
as an architect, 43
duties, 19, 20
selecting, 18
Editorial assistants, 20
appraisal form for, 22
End-sheets, 35
Engraver
shipping copy to, 117
working with, 103-22
Engraving copy, determining size, 106, 110, 112
Engraving plates, how made, 103
Engravings, see also Cuts
composite, 109
costs, 181
estimating cost of, 106
formula for estimating size, 110-12
how to get better quality in, 119-22
how to save money on, 106

mortising, 107
ordering, 112-13
production schedule for, 171-77
re-etching, 108
Expenditures, estimating, 180, 181, 184-87
Extracurricular activities, 13
Eye balance, 49

F

Faculty pictures, 13, 158
Feature editor, 20
Feature headlines, 96, 98
Features pages, how to mount, 114-17
Figures, 204-5
File card plan for distributing books, 176
Filing, photographs and proofs, 175-76
Finances, budgeting and controlling, 178-87
Financial records, 197-201

card file, 199-200

general receipt, 198-99

ledger, 200

photographic receipts, 197-98
Financial statement, 201
Football pictures, 79, 80, 85
Four-color process printing, 162-63, 168-70

G

Group pictures, 173-74
Gutter, 46

H

Halftone screen, effect on reproduction, 120
Halftone screen, selecting, 104-5, 113
Halftones, 103, 104, 105, see also Cuts, Engravings
bleed, 114
dot pattern, 119
Headline type, 125, 128, 129, 131, 132
Headlines, 88—89, 96-97, 98—-100

Identification, 205
Identifications, writing, 88-89, 101
Illustrations, see Pictures
Income
activity fee, 182
estimating, 179-81, 184-87
miscellaneous sources, 196
Initial letters, 130
Italics, in cutlines, 130

J
Job application form, 21

L

Label headlines, 96, 100

Layout, 44-56
balance, 48
cartoons, 153
estimating copy, 136-38
photolithography, 143, 146-60
principles, 50



Layout sheets, 130, 134, 136

keeping track of, 175-76
Ledger, a permanent record, 200
Letterpress yearbook budgets, 184-85
Line etchings, how made, 103—4
Line negative, making, 142
Lithographic plate making, 142
Lithography, see Photolithography
Lithotyped composition, 146, 147
Logarithmic Scale of Proportions, 106, 110

M

Machine set composition for photolithography, 148-51

Morale, building, 24
Mortised engravings, 107

N
News headlines, 96, 99

(o)

Off-campus sales, 191

Office manager, 20

Offset, see also Photolithography
press, operation, 142
yearbook budgets, 186-87

100 representative yearbook budgets, 184-87

Opening pages, 26

Orchestra pictures, 60-61
Organizations, writing copy about, 92
Organizations editor, 20

Overburn, 145, 159

P

Page

layout, 44-56

margins, 44-46

sizes for annuals, 123
Pages, number to print, 123
Panel pages, mounting, 116-17
Panel pictures, re-etching, 108
Paper, quality and weight, 124
Paper stock, choosing, 129
Parade pictures, 64
Pen drawings for zinc etchings, 118
Pencil, charcoal and wash drawings, 118
Photo-engraving, see Engraving
Photo-engraving scale, 106
Photographers, 20

planning pictorial coverage, 174
Photographic

editor, 20

equipment, 57

receipts, 197-98
Photographs, see also Pictures

arranging large groups, 58, 60, 61, 62, 63, 75

contrast in, 121

cropping, 122

instructions to engraver, 122
marking for engraver, 111
mounting, 114-17

packing for mailing, 122

Index

panels, 59

production schedule for, 171-77

reproduction requirements, 120-21

scaling for size, 106, 110-12
Photography

action pictures of athletic events, 76

available light pictures, 76

care of prints and negatives, 71

costs, 181

importance of background, 120-21

night pictures, 80

picture identifications, 74

picture story, 77, 81, 86-87

requirements of a good picture, 72
Photolithography, 139-70

lithotyped composition, 14647

machine set composition, 148-51

making the negative, 142

paste-up, 140

planning the yearbook, 143

use of cartoons, 153

uses of color, 161-70
Pica, printer’s measure, 129
Picture identification, writing, 101
Picture story, 77, 81, 86-87
Pictures, 57-87

angled, 46, 47

arranging for, 71

atmosphere, 72, 73, 75

award, 84

band, 60-61

basketball, 81, 82

bread-and-butter, 67

campus, 66, 68, 69

candid, 74, 76, 77, 78, 79

class, 12

classroom, 67

clean-up drive for, 173

committee, 62

costs, 181-82

cropping, 111, 115

equipment, 57

faculty, 13, 158

football, 79, 80, 85, 159-60

formal and informal, 58

group, 58, 60, 61, 62, 63, 75, 173-74

identification slip, 62

individual, 70-71

informal group, 62

orchestra, 60-61

organization, 12

panel, 59

parade, 64

planning, 173

posed and semi-posed, 76

queen, 63, 64, 78, 85

relation to number of sales, 12

reproduction requirements, 120-21

scenic, 66, 68

special price incentive, 173

tennis, 83
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Point, printer’s measure, 137
Press agent for the annual, 190
Price schedules, graduated, 189
Pricing the annual, 179, 180, 184-87
Printer, working with, 12338
copy for photolithography, 143-45
establish typographical style, 129
preparing copy, 134, 136
production schedule for, 171-77
selecting, 123
terms of payment, 129
Printing
choosing paper stock, 129
contract, 123
costs, 181
deadlines, 174
duotone, 162, 16667
extra pages and extra copies, 127-29
four-color process, 162—63, 168-70
number of books to order, 128
reverse, 145, 160
special sections in color, 124
square-inch method of estimating copy, 138
Production schedule for the annual, 171-77
Progress chart for annual production, 175
Proofreading marks, 102
Publication board, 18
Publicity, 190-91
Publicizing, distributor’s plan, 176
Publicizing class pictures, 173
Public relations value of yearbook, 15
Punctuation, 205-6

Q

Queen pictures, 63, 64, 78, 85
Quotations, 206

Readability of type, table, 129
Receipt forms, 197-98
Re-etching engravings, 108
Revenue, methods of raising, 179, 180, 188-96
beauty contest, 189, 190
graduated price, 189
rebate plan, 189
schedules, 189
selling organization, 189-90
Reverse printing, 145, 160

S

Saddle-stitched binding, 126
Sales
contests, 189, 190
estimating, 179, 180, 184-87
keeping records of, 189
promoting early, 188-89
talk, preparing, 192
Salesmen, introducing to advertiser, 194
School life section, 14
Screen, halftone, 119

Section editors, 20
Seniors, recording accomplishments of, 96
Sewed binding, 126, 127
Side-wire stitched binding, 126
Snapshot page, how to mount, 114-17
Space, allocating, 43
Special assembly to publicize annual, 191
Spelling, 207
Spiral binding, 126
Sports copy, 93-94
Sports editor, 20
Sports pictures, 72, 73, 78, 79, 80, 81, 82, 83, 85,
159-60
Staft
obligation to readers, 177
positions, tryouts for, 20
responsibilities, 17
Strip-ins, 117, 142
Style book, 203-8
Subheads, 44, 88, 89, 101, 130
Subtitle page, examples, 27, 34, 40

T

Tennis pictures, 83
Theme of the book, 25—42
Arsenal Cannon theme, 26-27
developing, 25
Novr’easter theme, 27-29
possibilities, 34-36
Royal Purple theme, 29
selecting, 25
1955 Sooner theme, 29
Tint plates, 162, 164-65
Tip-in, 124
Title page, 13
illustrations of, 28, 31, 37, 40
Titles and names, 207
Type
face, character count, 138
headline, 125, 128, 129, 131, 132
sizes, 123, 137
specimen book, 129
Typography, establishing, 129

w

Wash drawings, 118
Workshops for planning the annual, 18
Writing and editing copy, 88-102

Y

Yearbook
advertising, advantages of, 196
course in production, 18
educational value, 14
personality, 91
planning for photolithography, 143
selling, 188

Y4

Zinc etchings, pen drawings for, 118



COPYREADING SYMBOLS

HOW THEY ARE USED

WHAT THEY MEAN

HOW TYPE IS SET

|Kadison, Wis.—
1:oday.q7 [ Tomorrow he
picni%

meet” on Saturday

Brom
(Boctor)s. E. Smith
@North street

Judgfaent

La.nsing, ;_ﬁliCho"'

———————

trans-Atlantic
He was“net—unrmindful

enry Cook,\principal

considered seriousy
<Visitors are not

Marion Smythe

YThe Spr
Yo ¥ G Lo

saida‘ fImust « + o
By Alvin Jones

R W A und
Saturday Evening Post

College Herald
N or e

3001' #

_J3ones To Conduct|_
or
<Ionea To (bnduct)

ne# But he called last
night and said that he

propper acknowledgment|

one-ghudend~ came
Tt

Indent for paragraph.

New paragraph,

Insert letter or word.

Bridge over material omitted.
Spell out.

Abbreviate.

Use numerals.

Spell out.

Insert space.

' Close up space

Delete letter.

Capitalize.

Change to lower case.

Delete.

Transpose characters or words.

Run in or join separated matter.

Spell as written.
Emphasiie quotes.
Emphasize periods.
Emphasize comma.,
Bold face.

Italic.

Small caps.

Story unfinished.

End of story.
Center subheads.
No paragraph.

Kill dead matter.

Kill corrections.

Madison, Wis.—

today.
Tomorrow he . . .

picnicking

meet Saturday
George Brown

Dr. S. E. Smith

6 North street

one hundred or more
all right

those

judgment
LANSING, Mich.~
trans-atlantic

He was mindful

Principal Henry Cook

cansidered serious, Visitors are
not allowed.

Marion Smythe

“The Spy”

Y. M. C. A,

said, “I must . . .

By Alvin Jones
Saturday Evening Post

CorLEcE HERALD

But he called last night and
said that he

proper acknowledgment

one student came

Reprcduced from Scholastic Journalism, by Earl English and Clarence Hach. lowa State

College Press, Ames, lowa.




PROOFREADING SYMBOLS

MARKS

EXPLANATION

EXAMPLE

MARGINAL
MARKS

ERRORS MARKED

?F‘ocﬁ g R coto

h°.‘?.\.
PR

4

<o 1L

<
€

El A 3% E‘a () v

~—
Ir

N

iAo

Take out letter, letters, or words indicated.
Insert space where indicated.
Turn inverted letter indicated.
Insert letter as indicated.
Set in lower case type.
Wrong font.
Burred or broken letter. Clean or replace.
Reset in italic type the matter indicated.
Reset in roman (regular) type matter indicated.
Reset in bold face type word, or words, indicated.
Insert period where indicated.
Transpose letters or words as indicated.
Let it stand. Disregard all marks above the dots,
Insert hyphen where indicated.
Equalize spacing.
Move over to the point indicated.

L 1f to the left; if to the right J
Lower to the point indicated.
Raise to the point indicated.
Insert comma where indicated.
Insert apostrophe where indicated.
Enclose in quotation marks as indicated.
Replace with a capital the letter indicated.
Use small capitals instead of the type now used.
Push down space which is showing up.
Draw the word together.
Used when words left out are to be set from

copy and inserted as indicated.
Spell out all words marked with a cirele.
Start a new paragraph as indicated.

Should not be a separate paragraph. Run in.

Query to author

This is the symbol used when a question is to
be set. Author’s query is encircled in red.

Out of alignment. Straighten.

1-em dash.

2-em dash.

En dash

Indent 1 em.

Indent 2 ems.

Indent 3 ema.

48‘% ;?‘ () "‘g"‘zéﬁv‘b 1 C ni':’%?’\e&§ &’%&,F) Gates

lowd

/=]
a

marked the proo§f.
marked thgproof,
majked the prool
m&ked the proof.
){arked the proof.
marked the proof,
marked the Eroof.
marked the proof.
He
He marked the proof

He marked the proof’1

Hefthe proof\marked.

.....

He made the proog{nark.

He marked the proof.
[ He marked the proof.

marked the proof.

\He marked the proof.

“He marked the proof.‘
Yeg\he marked the proof.

Mark the bog\s proof.
He marked it proof,
){e marked the proof.
He marked the proof.
H@narked the proof.

He maked the proof.

HeAproof.
He marked theroof.
reading.‘The boy marked

marked.
Gh—e_p_x;i was read by
The proofAread by
Who marked the proofA
He marked the @
He marked the proof,
He marked the proof,
He marked the proof,
B3 marked the proof.

E Jmarked the proof.
EE Jigrked the proof.
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