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COMMON NOVICE TYPOGRAPHIC ERRORS

There are several basic ways to avoid a less-than-professional look to your book.

The number one sign of a novice typesetter is using

two spaces between sentences instead of one. We were all
taught to use two spaces in typing class, but it’s no longer
necessary or appropriate with the use of computer type.

In general, if you choose

¢ Use em-dashes, en-dashes, and hyphens properly. Especially
avoid using two hyphens together in place of a true dash.
Your keyboard allows you to type the appropriate mark.
Consult your style manual (AP Style Book, Chicago Manual
of Style, etc.) for the proper usage.

to indent your paragraphs,
make sure those indents
are no more than a quarter
of an inch.

Smart or curly quotes:

Apostrophes and

In a quotation, never use
straight quotes (or "inch
marks") instead of curly
quotes or “smart” quotes.

o o 0
Be sure to check proper vee
usage of the apostrophe. inch mark: "
In abbreviated dates, foot mark: '

a closing apostrophe should

« »

single quotes: *’ c ‘ 8 O S 1 3

then E— llke ellipsis: ...

* Whatch your margins. As a

general rule, there should be
at least three-eighths to a
half-inch of space between the
page edges and page elements.
When placing text in boxes
with borders and/or colored
(gray) backgrounds, be sure

periods: ... to keep text away from all
em-dash: — edges of the box by at least
en-dash: — an eighth of an inch.
hyphen. - Be precise. Use your

be used before the last two
numbers in the year: ’97.

Proper style

Use an ellipsis (...) rather o
than three periods in a row. ':lsage &
On a Mac, use option+colon. ImPOI' tant.

IMPROPER: Adobe Garamond
Semibold plus the italic style
from your style palette.

In Windows, it’s Alt-0133.

Bullets should not be too far
from their text blocks or

readers may get lost in the Margins LT
chasm. when boxing

. text.
Do not use underlines —

even when typing a URL.

Proper style

program’s rulers, guides, and
measurements palette to align
and center text and graphics.

usage 1s Never let your computer
impormn L. program dictate where lines
T e e break. You should use soft
Semibold Tralic returns to determine where
each line will break, avoiding
. hyphens wherever possible.
Margins A general rule with headings,

matter when
boxing text.

Use bold type very sparingly.
Italic type is a good way to
emphasize a word without shouting at your readers.

Use only serif fonts for the text of your book, as they are
far more readable than sans serif. Also, be sure to limit the
number of fonts in your book to a maximum of three.

When selecting italic or bold type, be sure to use actual
typefaces, not your computer’s style palette. For example:
If you want Garamond Italic, use Garamond Italic
instead of using Garamond and “making” it italic with
the style menu.

short sentences, or subhead-
ings, is to break a line where
you would pause if reading
that sentence aloud.

* On a similar note, never use automatic leading
(line spacing) set by your program. A good rule is to
use between one and two points more than the size
of your type. (i.e.: 10-point type with 11.5- or 12-point
leading.) Each typeface calls for different leading for

best readability.

* A page should never end with the first line of a paragraph.

A page should also never begin with the last line of a para-
graph. The last line of a paragraph should contain at least
two words. These rules help with basic readability.
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ANATOMY OF A PAGE

Knowing the parts of a page will allow you to pay attention to necessary details and create a more
professional-looking book. Each part has its own place and priority. Be sure to design accordingly!

COMMON ELEMENTS of
a BOOK'S PAGE INCLUDE:

® @ A) Margins: The white space between
the page’s edges and the elements on
that page.

CHAPTER ONE

Top Ten Locations The following questions should also be asked:
That Will Appreciate Can the gjidatario provide certification with documents o
testimonies that he or she is in quiet and public possession

i of the property? That as owner, he or she has title to it and . /
Over Time B) Text: Includes headings, body copy
and all other copy on the page.

New destinations, coupled with old standbys,
will bring personal and financial dividends

Can the ¢jidatario provide a plat or other acceptable plans
that define the parcel with a metes and bounds description

and the total area of the land? C) FOliOS: pﬂge numbers

Has the ejidatario petitioned the general assembly of the
gjido to request approval to convert the gjido parcel to one
of full dominion? D)

Running heads/footers

Did the general assembly of the ¢jido agree, resolve and

record in the minutes of the meeting that the ejidatario is E) Chapter or section headln

M exico has it all. From lush and tropical mountainous allowed to convert the parcel to full dominion? g
municipalities perched on brilliant bays, to miles of white

number of steps needed in the typical foreclosure sale of prop-
villages and towns, our Spanish-speaking nei the south erty in the United States. Notice must be given and timeframes
is abundanly rich in geographic and natuttw—<rsification. closely followed.

Mexico is a country that provides a panorama of stunningly G)
beautiful landscapes and indigenous culture regionally seasoned

sand beaches merging into iridescent azure water, to quaint The regularization process has a series of steps, much like the . .
@ Furopean-style house: lining cobblestone mOmm.c F) Photographs and illustrations

Callout or pull quote

by its history and native ancestry. Pyramids, volcanoes, caves, Why does the regularization process . .
mountains, ancient ruins, waterfalls and underground springs involve so many steps and take so long? H) Dlngbats, embelllshments

; ] )
O The s itself s mormally  large ract of land that is uilized I) Information graphics such as
by all of the cjidatarios for their sustenance. Managed and
charts and graphs

J) Sidebars
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ORDER OF BASIC BOOK ELEMENTS

While rules can be broken or stretched, this is the traditional order of the basic parts of a book. When space is tight, you may find
the dedication or acknowledgments at the top of the copyright page. Chapters usually begin on right-hand pages with either a
blank to its left or the end of the previous chapter. It’s nice to end the book with at least one blank page. Roman numerals are
usually used for the frontmatter and Arabic numerals begin with the first section or chapter page using the number one. Some
publishers are now opting to do away with Roman numerals and begin page numbering with the very first page of the book to

give the illusion of the book having more pages.

1) Tide page (first page of book)
2) Copyright page (left)

3) Dedication (right)

4) Blank (left)

5) Foreword (right)

6) Preface (right)

7) Acknowledgments (right)

8) Contents (right)

8) Section/chapter title page (right)
9) Chapters (right)

10) Appendix (left or right)
11) Bibliography (left or right)
12) Index (left or right)

13) Author biography (right)
14) Blank (final page)

SHOP AND COMPARE: DIY OR HIRE A PRO?

The question of whether to do it your-
self has become much debated with the
popularity of desktop publishing. Many
people like to think that if they have the
software, they can design their own
book. Having the proper software does
not make somebody a book designer
any more than having a scalpel and
stethoscope makes a person a doctor.
Software is merely a tool and only does
the job properly in the hands of a

skilled professional. If you intend to be
successful in the marketplace, do it
right and make sure your book is not
only saleable, but reflects the care you
took in writing it. Hire a designer and
spend your valuable time working on
an outstanding marketing plan.

There are times, however, when doing it
yourself is not a bad way to go. If your
book is intended solely for an audience

of family and friends and will not be
sold or distributed to the public, there
really is no need to spend your money
on hiring a designer. Enjoy the process
and be happy with the book you pro-
duce. If you have a strong desire to learn
the craft, buy the proper software and
learn from books, classes, and profes-
sionals in the field. Do keep in mind
that these programs have a very steep
learning curve.

DIY PRICING
Purchase software:
Quark/In Design......covveereererirereeririnereeenene $750/$700
Adobe Acrobat Professional ..........cccceeveeniieniiennnnee. $449
Two-day training class.........coceeuevinnieiecinennnen $595-$1,195
Book about book design .....c.cocceveiniiniiiniiinincnns $15-$25
TOTAL. ...ttt neas $1,759-$2,419

Additional fees may include: Fonts, mentoring costs, printer
costs for redoing files. Don’t forget the time that could have
been spent marketing your book!

COST OF HIRING A PRO

The cost of hiring a professional can be more in dollars, but
doing it yourself will cost you more in time and, if not done
well, can entail extra printer fees. Designers have rescued
countless books from the frustrated DIY typesetter.
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Design firms charge in a variety of ways. The simplest is a flat,
per-page fee ($8-$20) that includes the initial page design, com-
plete typesetting using your Word (or similar) file, two rounds
of changes, and sending the file to press in a PDF file set up to
the printer’s specifications. Other firms prefer to charge a much
smaller per-page fee ($3-$7) and bill separately for both the ini-
tial design and each change requested by the publisher. The last,

and least common option, is a flat fee for the entire project.

Pricing is usually based on the complexity of the book. (A
novel is more simple than a highly-structured business book
with charts, etc.) For this reason, it is difficult for a designer to
provide a price without having the manuscript in hand.

COST: 216-pg, basic non-fiction at $10/pg ............. $2,160

Additional fees may include: Creating information graphics,
scanning/placement of artwork/photos and/or more than the
agreed-upon rounds of changes.
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