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Abbreviations, 203 
Activity fee to support the annual, 182 
Administration, writing copy about, 93, 95 
Advertiser, selling, 194-96 
Advertising 

accounts, collecting, 200 
agreement, 192-93 
interview, conducting, 195 
manager, 20 
pictorial, 193 
rates, 179, I 81 
selling, 192-96 

Adviser, appointment of, 17 
Annual, four functions of, 11-15 
Appraisal form for business staff, 23 
Appraisal form for editorial workers, 22 
Art work, preparing, 118 
Art work in lithographed yearbooks, 115 
Assembly to publicize annual, 191 
Atmosphere pictures, 72, 73, 75 
Audit of books, 200 
A ward pictures, 84 

B 
Balance, formal, 47, 48 
Balance, infom1al, 48, 49-50 
Band pictures, 60-61 
Basketball pictures, 81, 82 
Beauty contest to promote sales, 189, 190 
Binding 

common methods, 126-27 
conditions for delivery, 127 
contract, 123 
specifying cover, 127 

Bleed cuts, allowance for, 112 
Bleed illustrations, use of, 46, 48, 50, 51, 52, 53 
Body copy, 88-89 
Bookkeeping, 20 
Books 

increasing thickness of, 124 
number to order, 123 

Breakers, writing, IOI 
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Budget 
control, 182 
definitions, 178 
example of, 182 
information, where to get, I 78 

Budgets, use of representative, 183-87 
Business manager 

duties, 20-22 
selecting, 18 

Business staff, appraisal form, 23 

C 

Campus pictures, 66, 68, 69 
Candid pictures, 74, 76, 77, 78, 79 
Capitalization, 204 
Captions, uniform style for, 130 
Card file, 199-200 
Cartoons, use in layout, 153 
Censorship of the annual, 18 
Chapter headings, 36 
Character count for type face, 138 
Charcoal drawings, 118 
Circulation manager, 20 
Class 

competition to promote sales, 189, 190 
editor, 20 
panels, mounting, 116-17 
pictures, clean-up drive for, 173 

Classroom pictures, 67 
Clean-up campaign for sales, 192 
Clubs, writing copy about, 92 
Color, for special sections, 124, 126 
Color printing, 161-70 
Combination headlines, 96, 100 
Committee pictures, 62 
Contents page, illustrations of, 28, 31, 37, 41 
Contract for lithographed yearbooks, 145 
Contract for printing and binding, 123 
Contrast in photographs, 121 
Copy 

about the administration, 93, 95 
different types, 88 



210 Index 

Copy (continued) 

estimating, 136-38 
for organizations, 92 
planning and writing, 89-102 
preparing for photolithography, 143-45 
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, I 02 
Course in yearbook production, 18 
Covers 

examples, 27, 30, 34, 40 
pmduction schedule for, I 71-77 
specifying kind wanted, 127 

Cutlines, 88-89 
type size, 130 
writing, 97 

Cuts, see also Engravings 
allowance for bleed, 112 
flush mounted, ll3 
formula for estimating size, II0-12 
order blank, II 4 
production schedule for, 171-77 
record of, ll 3 

D 

Distributing books 
file card plan, 176 
time for, I 77 

Division pages, illustrations of, 25, 29, 32-33, 38-39, 42 
Drawings, charcoal, ll8 
Dummy 

advantages of, 54 
as part of cover specifications, 127 
planning color inserts, 126 
preparing, 44-56 

Duotone printing, 162, 166-67 

E 

Editor 
as an architect, 43 
duties, 19, 20 
selecting, I 8 

Edi to rial assistants, 20 
appraisal form for, 22 

End-sheets, 35 
Engraver 

shipping copy to, 117 
working with, 103-22 

Engraving copy, determining size, 106, no, II2 
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, I 06 

mortising, 107 
ordering, 112-13 
production schedule for, I 71-77 
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, I I 4-17 
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, II3 
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, IOI 
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, I 00 
Layout, 44-56 

balance, 48 
cartoons, 153 
estimating copy, 136-38 
photolithography, 143, I 46-60 
principles, 50 



Layout sheets, 130, 134, 136 
keeping track of, I 75-76 

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 
Li tho typed composition, 146, 14 7 
Logarithmic Scale of Proportions, I 06, 110 

M 
Machine set composition for photolithography, 148-51 
Morale, building, 24 
Mortised engravings, I 07 

N 
News headlines, 96, 99 

0 
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, I 45, 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 

panels, 59 
production schedule for, I 71-77 
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 
Ii tho typed composition, 146-4 7 
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, 10 I 
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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