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Preface
This dictionary provides a basic vocabulary of terms used in the publishing
and printing industries. It is ideal for all students of publishing and related
subjects, as well as those working for the first time in printing, typesetting,
production, papermaking, electronic publishing and editorial jobs.
Each headword is explained in clear, straightforward English and quotations
from specialist publications show how the words are used in context. There
are also supplements including proof correction marks, major book prizes
and awards, information on copyright and a list of key industry resources on
the Web.
Thanks are due to Angus Phillips for his help and advice during the
production of this book.

Pronunciation Guide
The following symbols have been used to show the pronunciation of the main
words in the dictionary.
Stress is indicated by a main stress mark (  ) and a secondary stress mark (  ) . Note
that these are only guides, as the stress of the word changes according to its position
in the sentence.
Vowels

ɑ
ɒ
a
aυ
aə
aυə
ɔ
ɔ
e
eə
e
eυ

i
i
ə

ə
u
u
υ
υə
'

back
harm
stop
type
how
hire
hour
course
annoy
head
fair
make
go
word
keep
happy
about
fit
near
annual
pool
book
tour
shut

Consonants
b
d
ð
d
f

h
j
k
l
m
n
ŋ
p
r
s
ʃ
t
tʃ
θ
v
w
x

z

buck
dead
other
jump
fare
gold
head
yellow
cab
leave
mix
nil
sing
print
rest
save
shop
take
change
theft
value
work
loch
measure
zone
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A
A3 adjective European standard size
paper, twice the size of A4: 297 x 420mm
쑗 You must photocopy the spreadsheet on
A3 paper.
A4 adjective European standard size
paper, 210 x 297mm 쑗 We must order some
more A4 headed notepaper.
A5 adjective European standard size
paper, half the size of A4: 148 x 210mm
AA abbreviation author’s alterations
A&I abbreviation abstracting and indexing
ABA abbreviation American Booksellers’
Association
abbreviate /əbriviet/ verb to make
something shorter by leaving out some
letters or by using only the first few letters
of each word
abbreviated text /ə brivietd tekst/
noun text that is shorter than the original
abbreviation /ə brivieʃ(ə)n/ noun a
short form of a word
able /eb(ə)l/ adjective quick to learn in
an educational environment
above-the-fold /ə bv ðə fəυld/ noun
the part of a webpage which is seen first
without having to scroll, and so is preferred
for advertising
abrasion resistance /əbre(ə)n r
zstəns/ noun the ability of a surface such
as a printing plate to resist rubbing, without
showing scratches or other signs of wear
abridge /əbrd/ verb to make something shorter
abridgement /əbrdmənt/ noun a
shortened version of a book
absorb /əbzɔb/ verb 1. to take up liquid
쑗 Glossy paper does not absorb ink very
well. 2. to take in a small item so as to form
part of a larger one
A3

A4

absorbency /əbzɔbənsi/ noun ability
to absorb moisture 쑗 The paper has a high
absorbency level.
absorbency test /əbzɔbənsi test/
noun a test carried out in a laboratory to
test how absorbent a sample of paper is
absorbency

|

absorbency test

|

COMMENT: Paper is a relatively absorbent

substrate because there are pores in
between the fibres and mineral particles.
Liquids such as oil or water can be
absorbed through these pores. Water
absorbency and oil absorbency are quite
different properties, and as most printing
inks are oil-based, the printer is more
concerned with the oil absorbency of paper
than its water absorbency. Oil absorbency
can be measured using the PIRA Surface
Oil Absorbency Tester (SOAT), the K & N
method or the IGT method.

A5

AA

A&I

ABA

abbreviate

|

abbreviated text

|

abbreviation

|

|

able

above-the-fold

|

abrasion resistance

|

abridge

|

abridgement

|

absorb

|

|

absorbent /əbzɔbənt/ adjective able
to soak up moisture 쑗 highly absorbent
paper
absorption /əbzɔpʃən/ noun taking up
moisture 쑗 the absorption of ink by the
paper
absorption costing /əbzɔpʃən
kɒstŋ/ noun a costing method which
takes into account the time taken and the
overhead costs for each part of a job, rather
than dealing with the job on a single-cost
basis
absorption filter /əbzɔpʃən fltə/
noun a filter that blocks certain colours
abstract noun /bstrkt/ a summary
of the contents of a document 쐽 verb /b
strkt/ to summarise the main points of a
document
absorbent

|

absorption

|

absorption costing

|

absorption filter

|

abstract

|

abstracting
abstracting and indexing

and

indexing

/ bstrktŋ ən ndeksŋ/ noun the

making of summaries and indexes for articles and books. Abbr A&I
AC abbreviation author’s corrections
academic publishing / kədemk
pblʃŋ/ noun a branch of publishing
AC

academic publishing
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which focuses on producing books and
journals for higher education
academy /əkdəmi/ noun an educational institution devoted to a particular
subject
accelerator /əkseləretə/ noun a
chemical such as borax, used to make
photographic film develop more rapidly
accent /ksənt/ noun a mark put above
or below a letter in writing or printing to
show how it should be pronounced
accented /ksəntd/ adjective with an
accent on it
accept /əksept/ verb to agree to something that is being offered 쑗 He accepted
the estimate for printing. 쑗 She has
accepted our terms. 쑗 He will not accept
the job unless we increase the salary. 왍 to
accept a book for publication to agree to
publish a book
acceptable /əkseptəb(ə)l/ adjective
suitable for being accepted 쑗 His MS is not
acceptable as it stands, and will need
rewriting. 쑗 The terms of the contract are
not acceptable to the agent.
acceptance sampling /əkseptəns
sɑmplŋ/ noun testing a small part of a
batch to see if the whole batch is good
enough
access /kses/ noun the opportunity or
right to use something 쑗 They were given
access to all relevant information. 쐽 verb
to obtain, examine or be able to reach
something 쑗 You can access this information in a library or on a computer. 왍 to
access a computer file to call up and start
examining a computer file
access course /kses kɔs/ noun a
course of study designed for people
without formal educational qualifications,
so that they can gain entry to higher education
accession
number /əkseʃ(ə)n
nmbə/ noun a consecutive number used
to identify new additions to a library or
collection in an inventory system
accessions /əkseʃ(ə)nz/ plural noun
new books that are added to a library
access number /kses nmbə/ noun
the telephone number used to link to an
Internet service provider or other network
provider using a dial-up connection
access point /kses pɔnt/ noun a
transceiver in a wireless local area network
that connects a wired local area network to
academy

|

accelerator

|

accent

accented

accept

|

acceptable

|

acceptance sampling

|

access

access course

accession number

|

accessions

|

access number

access point

wireless devices or that connects wireless
devices to each other
access time /kses tam/ noun the
time taken to get into a computer program
acclaimed /əklemd/ noun popular,
well-respected, praised by critics
accommodation address /ə kɒmə
deʃ(ə)n ə dres/ noun an address used for
receiving messages but which is not the
real address of the company
accordion fold /əkɔdiən fəυld/ noun
1. a method of folding a printed sheet in
parallel folds, with one fold in one direction, and the next in the other, so that it will
unfold sideways 2. a method of folding
continuous paper, one page in one direction, the next page in the opposite direction, allowing the paper to be fed into a
printer continuously with no action on the
part of the user 왘 also called concertina
access time

acclaimed

|

accommodation address

|

|

|

accordion fold

|

fold, fanfold

accordion insert /əkɔdiən ns!t/
noun an insert in a magazine which is
accordion insert

|

folded in the accordion method

account /əkaυnt/ noun 1. a record of
account

|

money paid or owed 쑗 Please send me an
itemised account. 2. a customer who does
a large amount of business with a firm and
has an account 쑗 He is one of our largest
accounts. 쑗 Our salesmen call on their best
accounts twice a month. 왍 to keep the
accounts to write each sum of money in
the account book
accountant /əkaυntənt/ noun a person
whose job is to keep the financial accounts
for a business
account book /əkaυnt bυk/ noun a
ledger in which accounts are kept
account-book binding /əkaυnt bυk
bandŋ/ noun a binding style used for
books that are to be written in, and therefore must lie flat when open
account executive /əkaυnt "
zekjυtv/ noun an employee who is the
link between the company and particular
customers
accounting /əkaυntŋ/ noun the
process of keeping financial records for a
company or organisation
accounting
period
/əkaυntŋ
pəriəd/ noun a period of time at the end
of which a company’s accounts are closed
for checking
accounts department /əkaυnts d
pɑtmənt/ noun a department in a
accountant

|

account book

|

account-book binding

|

account executive

|

|

accounting

|

accounting period

|

accounts department

|

|
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3
company which deals with money paid,
received, borrowed or owed
accounts
manager
/əkaυnts
mndə/ noun the manager of an
accounts department
accounts
payable
/ə kaυnts
peəb(ə)l/ plural noun money owed by a
company
accounts receivable /ə kaυnts r
sivəb(ə)l/ plural noun money owed to a
company
accredited
/əkredtd/
adjective
appointed by a company to act on its behalf
accurate /kjυrət/ adjective capable of
providing information in accordance with
an accepted standard
acetate /stet/ noun transparent
plastic used for writing or drawing on, for
use with an overhead projector 쑗 The
colour separations are on acetate.
achromatic / ekrəmtk/ adjective
without any colour
achromatic colour / ekrəmtk
klə/ noun a grey colour within the range
between black and white displayed by a
graphics adapter

adapter
ment thanking people who have helped in
its production
COMMENT: The acknowledgements may

accounts manager

|

also include references to institutions which
have given permission to quote copyright
material or to use copyright photographs.
The acknowledgements are usually placed
after the verso of the title page and before
the preface; if short, they can be listed at the
end of the preface itself.

accounts payable

|

accounts receivable

|

|

accredited

|

accurate

acetate

achromatic

|

achromatic colour

achromatic

separations

achromatic separations

/ ekrəυmtk sepəreʃ(ə)nz/ plural
noun colour separations on a scanner by
|

using the very minimum of primary
colours and adding black
acid /sd/ noun a chemical compound
containing hydrogen, which reacts with an
alkali to form a salt and water and turns
litmus paper red
acid-free paper / sd fri pepə/
noun paper that has had certain acid chemicals removed, so that it will not become
yellow and brittle with age
acid process /sd prəυses/ noun the
process of making chemical paper pulp
using acid
a circle /e s!k(ə)l/ noun the letter ‘a’
with a small circle over it (å), used in some
Scandinavian languages. Also called a
acid

acid-free paper

acid process

a circle

ring

acknowledge
acknowledge

/əknɒld/

to
inform the sender that a message or object
has been received
acknowledgement /əknɒldmənt/
noun an act of acknowledging something 쑗
She sent an acknowledgement of receipt. 쑗
They sent a letter of acknowledgement.
acknowledgements
/ək
nɒldmənts/ plural noun a piece of text
printed at the beginning of a written docu|

verb

acknowledgement

|

acknowledgements

|

acoustic /əkustk/ adjective relating to
acoustic

|

sound

acquire /əkwaə/ verb 1. to obtain or
buy something 쑗 to acquire the paperback
rights to a new novel 2. to gain a skill
acquisition / kwzʃ(ə)n/ noun 1. an
object or item which is obtained,
purchased or received as a donation to a
library 2. the process of learning or
obtaining a skill 쑗 The acquisition of a new
language is a long process.
acquisitions editor / kwzʃ(ə)nz
edtə/, acquiring editor noun a person
who builds up a list by buying books or
rights to books from packagers or other
publishers
Acrobat /krəυbt/ a trademark for a
file format developed by Adobe Systems,
which describes a graphics, text and
indexing system that allows the same
screen image or page layout file to be
displayed on different hardware
acronym /krənm/ noun a word made
from the initial letters of other words, e.g.
DIANE Direct Information Access
Network Europe
active vocabulary / ktv vəυ
kbjυləri/ noun the range of words that
somebody normally uses in speech or
writing, as opposed to words they understand when used by others
actuals /ktʃuəlz/ plural noun real
figures
acute /əkjut/ adjective very sharp or
clear
acute accent /ə kjut ksənt/ noun a
mark usually over the letter e (é)†to show
how it should be pronounced
ad /d/ noun same as advertisement
adapt /ədpt/ verb to change a person or
thing in order to make it suitable for a
specific purpose 쑗 Has the play been
adapted for the cinema? 쑗 She adapted the
story for TV.
adaptation / dpteʃ(ə)n/ noun a
film or play based on a story or novel
adapter /ədptə/ noun 1. somebody
who adapts a literary work to another
acquire

|

acquisition

|

acquisitions editor

|

Acrobat

acronym

active vocabulary

|

actuals

acute

|

acute accent

|

ad

adapt

|

adaptation

|

adapter

|
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format, e.g. a novel to a play 2. a device
that allows two or more incompatible
devices to be connected together
ad banner /d bnə/ noun same as
ad banner

banner ad
ad click /d klk/ noun same as clickthrough
add /d/ verb 1. to put figures together to
ad click

add

make a total 쑗 to add home and export
sales 2. to put things together to make a
large group 쑗 We are adding to the sales
force. 쑗 They have added two new lists to
their range of homecare titles.
added entry / dd entri/ noun a
secondary entry in an index or catalogue
addendum /ədendəm/ noun an additional section at the end of a document
giving extra information (NOTE: The plural
added entry

addendum

|

is addenda.)
addition /ədʃ(ə)n/ noun something

extra to what is already there

additional /ədʃ(ə)nəl/ adjective extra
additional

additive

additive colour mixing

additive colours

additive primary colours, additive
primaries plural noun the primary colours

red, green and blue, which when added
together form white light, and are used to
make all other colours. Compare subtractive colours
address /ədres/ noun 1. details of
|

where somebody lives or where their business premises are 2. a label, number or
name which locates where information is
stored 쐽 verb to deal with something 쑗 He
addressed the problem.
addressee / dresi/ noun the person
to whom a letter, package or communication is addressed
addressing machine /ədresŋ mə
ʃin/ noun a machine which puts
addresses on envelopes automatically
address label /ədres leb(ə)l/ noun a
label with an address on it
address list /ədres lst/ noun a list of
names and addresses of people and compaaddressee

|

addressing machine

|

adhesive binding

|

|

adjustment

|

adman

admin

address

|

|

adjust

|

or added 쑗 There is no room for any additional text matter. 쑗 The agent has
proposed additional clauses to the
contract. 쑗 You pay extra for additional
material.
additive /dtv/ adjective produced by
adding
additive colour mixing / dtv
klə mksŋ/ noun the mixing of
different colours to give the final colour
that is wanted
additive colours /dtv kləz/,

address list

|

adhesive

|

|

address label

|

adhesion

adhesive lettering

addition

|

nies 쑗 We are continually updating our
address list of clients in Europe.
adhere /ədhə/ verb to stick to something
adhesion /ədhi(ə)n/ noun ability to
stick
adhesive /ədhisv/ noun a substance
used to make things stick together 쐽 adjective relating to something that sticks 쑗 The
posters are stuck to the back of the stand
with adhesive tape. 쑗 The display boards
have adhesive backing.
adhesive binding /əd hisv bandŋ/
noun 1. a type of binding where the folds
of the signatures are trimmed, and not
sewn, the cover being glued to the cut
pages. Also called perfect binding 2.
same as thermoplastic binding
adhesive lettering /əd hisv letərŋ/
noun letters with an adhesive backing,
used to make display paste-ups
adjust /ədst/ verb to change something to fit new conditions 쑗 to adjust
prices to take account of inflation 쑗 The
text will be adjusted at page make-up
stage. 쑗 The pages have been adjusted to
allow for the extra material which the
author has sent in. 쐽 noun a feature which
automatically changes the right-hand
margin when new text is inserted
adjustment /ədstmənt/ noun a
slight change 쑗 to make an adjustment to
the page layout 쑗 Some adjustment of
prices is needed to take account of rising
paper costs.
adman /dmn/ noun a man who
works in advertising (informal) 쑗 The
admen are using balloons as promotional
material.
admin /dmn/ noun (informal ) 1.
administrative work in an office, especially
paperwork 쑗 There is too much admin in
this job. 쑗 The admin people have sent the
report back. 2. the administration staff in a
company 쑗 Admin say they need the report
immediately.
administer /ədmnstə/ verb to be
responsible for managing a company, institution or country
administered price /ədmnstəd
pras/ noun US a price fixed by a manufacturer which cannot be varied by a retailer
administration /əd mnstreʃ(ə)n/
noun 1. a group of people who are responsible for the management of a company,
adhere

|

administer

|

administered price

|

administration

|

|
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institution or country 2. the range of activities connected with management
administrative /ədmnstrətv/ adjective referring to administration
Adobe /ədəυbi/ a trade name for a
leading producer of graphics and desktop
publishing software
Adobe Illustrator /ə dəυbi ləstretə/
a trade name for a vector image and editing
software, or a drawing program
Adobe InDesign /ə dəυbi ndzan/ a
trade name for a design and page layout
software
Adobe
Pagemaker
/ə dəυbi
pedmekə/ a trade name for a design
and page layout software, an older form of
Adobe InDesign
Adobe
Photoshop
/ə dəυbi
fəυtəυʃɒp/ a trade name for a raster
image creation, editing and format translation software
Adobe Type Manager /ə dəυbi tap
mndə/ a trade name for a group of
software technology programs used for
describing scalable fonts. It is most
commonly used to provide fonts that can
be scaled to almost any point size, and
printed on almost any printer. Abbr ATM
adopt /ədɒpt/ verb to accept ideas, plans
or attitudes and be willing to carry them
out
adoption /ədɒpʃən/ noun agreement
that a textbook will be used in state schools
쑗 The company is hoping for an adoption
in Texas.
ADS abbreviation advertisement delivery
system
Adshel /dʃel/ a trade name for a poster
site for advertisements in a bus shelter
adult /dlt/ noun a person who is older
than a child or over 18 years of age 쑗 the
adult paperback market 쑗 They have
started a new list of adult nonfiction titles.
adult education / dlt
edjυ
keʃ(ə)n/ noun courses designed especially for adults outside the formal system
of schooling
adult literacy programme / dlt
lt(ə)rəsi prəυ"rm/ noun a programme
to teach adults to read and write
ad valorem duty / d vəlɔrəm
djuti/ noun duty calculated on the sales
value of goods
advance /ədvɑns/ noun 1. money paid
as a loan or as a part of a payment to be
made later 쑗 to pay an author an advance
administrative

|

Adobe

|

Adobe Illustrator

|

Adobe InDesign

|

Adobe Pagemaker

|

Adobe Photoshop

|

Adobe Type Manager

|

adopt

|

adoption

|

ADS

Adshel

adult

adult education

|

adult literacy programme

ad valorem duty

|

advance

|

advertise
of £1,000 against a royalty of 10 per cent
2. money paid by a publisher to an author

before a book is published which will be
covered by future royalties 쑗 The paperback houses pay advances of over $50,000
to established authors. 3. 왍 in advance
early or beforemething happens 쑗 freight
payable in advance 쑗 price fixed in
advance 쐽 verb 1. to lend something 쑗 The
bank advanced him £100,000 against the
security of his house. 2. to make something
happen earlier 쑗 The publication date has
been advanced to May 10th. 쑗 The meeting
with the German distributors has been
advanced from 11.00 to 09.30.
COMMENT: A

publishing contract often
allows an author an advance payment
against future royalties; the author will not
receive any further royalties until the
amount paid in advance has been earned
by sales of the book. Most advances on
royalties are considered to be nonreturnable (i.e., the publisher cannot ask for
his money back if the book does not sell).
Some publishers may have reason to ask
for an advance back, especially if the author
produces a MS which is not of publishable
quality.

advance blurb /əd vɑns bl!b/ noun
advance blurb

|

a quote or review which is prepared before
a book or film is released and is used to
publicise it
advance copies /əd vɑns kɒpiz/
plural noun copies of a book or of printed
sheets, sent by the printer direct to the
publisher’s office, before the bulk stock is
sent to the warehouse 쑗 The marketing
department needs twenty advance copies
for the exhibition. Also called advances,
advance copies

|

advance sheets

advance information sheet /əd
advance information sheet

|

vɑns nfəmeʃ(ə)n ʃit/ noun full
form of AI1
advances /ədvɑnsz/ plural noun same
as advance copies
advance selling /əd vɑns selŋ/
noun the selling of a book by a bookseller
before the official publication date set by
the publisher
advance sheets /əd vɑns ʃits/ plural
noun same as advance copies
adverse /dv!s/ adjective bad or not
helpful 쑗 Adverse publicity about the
author did not help the sales of the book. 왍
adverse trading conditions bad conditions for trade
advertise /dvətaz/ verb to announce
that something is for sale, that a job is
vacant or that a service is offered 쑗 to
|

advances

|

advance selling

|

advance sheets

|

adverse

advertise
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advertise a vacancy in the production
department 쑗 The author has phoned to
ask what we are doing to advertise his new
title.
advertisement /ədv!tsmənt/ noun a
notice giving information that something is
for sale, that a job or service is being
offered or that somebody wants something
쑗 to put an advertisement in the paper
advertisement delivery system /əd
v!tsmənt dlv(ə)ri sstəm/ noun a
digital file format used in the transmission
of mono and colour images. Abbr ADS
advertisement
manager
/əd
v!tsmənt
mndə/ noun the
manager in charge of the advertisement
section of a newspaper
advertisement page /ədv!tsmənt
ped/ noun a page facing the title page of
a book, which may have a list of other
works in the same series or by the same
author
advertisement panel /ədv!tsmənt
pn(ə)l/ noun a specially-designed large
advertising space in a newspaper
advertiser /dvətazə/ noun a person
or company that advertises things 쑗 The
advertisers will complain if circulation
drops.
advertising /dvətazŋ/ noun the act
of telling people about products or events
in order to make them want to buy them or
take part
advertising agency /dvətazŋ
edənsi/ noun a company that plans,
designs and manages advertising for other
companies
advertising budget /dvətazŋ
bdt/ noun money planned for
spending on advertising
advertising campaign /dvətazŋ
km pen/ noun same as publicity
advertisement

|

advertisement delivery system

|

|

advertisement manager

|

advertisement page

|

advertisement panel

|

advertiser

advertising

advertising agency

advertising budget

advertising campaign

|

campaign

advertising copy /dvətazŋ kɒpi/
advertising copy

noun text written for an advertisement

advertising manager /dvətazŋ
advertising manager

mndə/ noun the manager in charge of
advertising a company’s products
advertising medium /dvətazŋ
midiəm/ noun a type of advertisement
such as a TV commercial
advertising rates /dvətazŋ rets/
plural noun the amount of money charged
for advertising space in a newspaper or
advertising time on TV
advertising medium

advertising rates

advertising space /dvətazŋ
spes/ noun space in a newspaper set aside
for advertisements
advertorial / dv!tɔriəl/ noun text in
a magazine which is not written by the
editorial staff but by an advertiser
advice /ədvas/ noun an opinion as to
what action to take 왍 to take legal advice
to ask a lawyer to say what should be done
쑗 The advice of the libel lawyer was to go
ahead and publish. 쑗 We took the
accountant’s advice and sent the documents to the police.
advice note /ədvas nəυt/ noun a
written notice to a customer giving details
of goods ordered and shipped but not yet
delivered
advise /ədvaz/ verb 1. to tell somebody
about something 쑗 We are advised that the
shipment will arrive next week. 쑗 He was
advised that some of the material in the
book could be libellous. 2. to suggest to
somebody what should be done 쑗 The
accountant advised us to send the documents to the police.
advise against /əd vaz ə"enst/ verb
to suggest that something should not be
done 쑗 The lawyers advised against
publishing the MP’s memoirs.
adviser /ədvazə/, advisor noun a
person who suggests what should be done
쑗 He is consulting the company’s legal
adviser.
advisory /ədvaz(ə)ri/ adjective as an
adviser 쑗 He is acting in an advisory
capacity.
advisory board /ədvaz(ə)ri bɔd/
noun a group of advisors
A format paperback / e fɔmt
pepəbk/ noun a paperback with the
format 178 x 111mm
afterword /ɑftəw!d/ noun a short
piece of text placed at the end of a book
sometimes used for a note about the author,
especially if the author has died since the
first printing of the book
against the grain /ə "enst ðə "ren/
adjective feeding paper into a printing
press and printing on it across the grain of
the paper
agate /"ət/ noun a former type size
equal to five and a half points, still used in
the USA
agate line /"ət lan/ noun US a
measure of page space, e.g. in classified
advertising space

advertorial

|

advice

|

advice note

|

advise

|

advise against

|

|

adviser

|

advisory

|

advisory board

|

A format paperback

afterword

against the grain

|

agate

agate line
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advertising, one column wide and 1.8 mm
deep
aged debtor report / edd detə r
pɔt/ noun a computer report listing
debtors, showing the length of time their
payments are overdue
agency /edənsi/ noun 1. the job of
representing another company in an area,
or an office that does this job 쑗 They signed
an agency agreement. 2. an office or business that arranges things for other companies
agent /edənt/ noun somebody who
arranges work or business for other people
for a fee
agent’s commission / edənts kə
mʃ(ə)n/ noun money, usually a
percentage of sales, paid to an agent
aggregator /"r"etə/ noun a piece of
software which receives information from
different sources and displays it on a
desktop
AGM abbreviation Annual General
Meeting
agreed price /ə "rid pras/ noun a
price that has been accepted by both the
buyer and seller
agreement /ə"rimənt/ noun a formal
document stating what two or more people
have decided together
agree with /ə"ri wð/ verb 1. to say
that your opinions are the same as somebody else’s 쑗 I agree with the chairman
about the need to boost sales. 2. to be the
same as 쑗 The auditors’ figures do not
agree with those produced by the the
accounts department. 쑗 The figures for
sales by title do not agree with reps’ sales
by area.
AI1 / e a/ noun a document that is put
together by a publishing company to
provide sales and marketing information
about a book before publication. Full form
aged debtor report

|

agency

agent

agent’s commission

|

aggregator

AGM

agreed price

|

agreement

|

agree with

|

AI

advance information sheet
AI2 abbreviation artificial intelligence
air /eə/ noun 1. the white space on a
AI

air

printed page 쑗 We need to give the text
some more air. 2. a method of travelling or
sending goods using aircraft 쑗 to send a
shipment by air
airbrush /eə brʃ/ noun a machine that
uses compressed air to spray ink or paint 쑗
He uses an airbrush to create soft background effects. 쐽 verb to paint using an
airbrush
airbrush

|

align

air cargo /eə kɑ"əυ/ noun goods sent
air cargo

by air

air-dried paper / eə drad pepə/ noun
air-dried paper

good-quality paper made and dried slowly
in air, instead of being passed over heated
rollers
air forwarding /eə fɔwədŋ/ noun the
act of arranging for goods to be shipped by
air
air freight /eə fret/ noun a method of
shipping goods in an aircraft
airfreight /eəfret/ verb to send goods
by air 쑗 to airfreight a consignment to
Mexico 쑗 We airfreighted the shipment
because our agent ran out of stock.
air freight charges /eə fret
tʃɑdz/, air freight rates /eə fret
rets/ plural noun money charged for
sending goods by air
air letter /eə letə/ noun a special sheet
of thin blue paper which when folded can
be sent by airmail without an envelope
airmail /eəmel/ noun a system of transporting letters and packages by air 쐽 verb
to send letters or parcels by air 쑗 to airmail
a document to New York
airport edition /eəpɔt  dʃ(ə)n/ noun
a large-format paperback version of a new
book, which may be available to buy in an
airport shop several weeks before its official publication date
airport fiction /eəpɔt fkʃ(ə)n/ noun
a type of fiction which sells well at
airports, generally because does not deal
with serious subjects and is therefore easy
to read on a plane journey or on holiday
airtight /eətat/ adjective not allowing
air to get in 쑗 The goods are packed in
airtight containers.
ALA abbreviation American Library
Association
Albion press /lbiən pres/ noun a
make of solid old hand press, made of cast
iron, still used for printing lithographs and
other fine art printing work
album /lbəm/ noun a collection in
book form of short literary or musical
pieces or pictures
album paper /lbəm pepə/ noun
thick paper with an antique finish, used for
making the pages of photograph albums
aliasing /eliəsŋ/ noun jagged edges on
a curved line in an image that appear when
it is enlarged
align /əlan/ verb to place two objects
side by side in a line
air forwarding

air freight

airfreight

air freight charges

air letter

airmail

airport edition

|

airport fiction

airtight

ALA

Albion press

album

album paper

aliasing

align

|
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aligning edge /əlanŋ ed/ noun the
aligning edge

|

edge of an optical character recognition
system used to position a document
alignment /əlanmənt/ noun the
ordering of lines of type relative to a
margin or line 왍 in alignment correctly
aligned
all caps / ɔl kps/ adjective of text, set
entirely in uppercase letters
all expenses paid / ɔl kspensz
ped/ adjective with all costs paid by the
company 쑗 an all expenses paid trip to a
conference in San Francisco
alley /li/ noun a white space between
two columns of text
all-in / ɔl n/ adjective including everything
all in hand / ɔl n hnd/ adjective
relating to a typesetting job which is with
the compositors
all-in price / ɔl n pras/, all-in rate
/ ɔl n ret/ noun the price of something
which covers all items in the purchase such
as goods, delivery, tax and insurance
all rights reserved / ɔl rats r
z!vd/ phrase printed on books and documents to show that they are subject to
copyright
all up / ɔl p/ adjective relating to a
typesetting job where the compositors
have finished setting the copy
alphabet /lfəbet/ noun a set of letters
or symbols in a fixed order used for writing
the words of a language
alphabetical / lfəbetk(ə)l/ adjective
in the same order as the letters of the
alphabet
alphabetical index / lfəbetk(ə)l
ndeks/ noun an index where the items
are listed in the order of the letters of the
alphabet
alphabetically / lfəbetkli/ adverb in
alphabetical order 쑗 The files are arranged
alphabetically under the customer’s name.
alphabetical order / lfəbetk(ə)l
ɔdə/ noun arrangement according to the
usual order of letters in an alphabet 쑗 The
authors’ names are given in alphabetical
order.
alphabetic character set / lfəbetk
krktə set/ noun characters, both capitals and small letters, that make up the
alphabet
alphabetic shift / lfəbetk ʃft/
noun the shift key which activates the
letters on an alphanumeric pad
alignment

|

all caps

all expenses paid

|

alley

all-in

all in hand

all-in price

all rights reserved

|

all up

alphabet

alphabetical

|

alphabetical index

alphabetically

|

alphabetical order

alphabetic character set

alphabetic shift

alphabetise /lfəbetaz/, alphabetize
verb to sort into alphabetical order
alphabet length /lfəbet leŋθ/ noun
alphabetise

alphabet length

the space taken by the 26 lower case letters
of the alphabet in a particular typeface,
measured in points
alphamosaic / lfəməυzek/ adjective a very basic character set used in lowresolution graphics display mediums such
as teletext
alphamosaic

|

alphanumeric

characters

alphanumeric characters

/ lfənjυmerk krktəz/, alphanumerics / lfənjυmerks/ plural noun
|

letters and Arabic numerals, and other
signs such as punctuation marks. Also
called alphanumeric set
alphanumeric data / lfənjυmerk
detə/ noun data shown by the letters of
the alphabet and the Arabic numerals
alphanumeric data

alphanumeric

display

alphanumeric display

/ lfənjυmerk dsple/ noun a display
|

device able to show characters as well as
numbers

alphanumeric

keyboard

alphanumeric keyboard

/ lfənjυmerk

kibɔd/ noun a
keyboard containing character keys as well
as numerical keys
alphanumeric set / lfənjυmerk
set/ noun same as alphanumeric characalphanumeric set

|

ters
/ lfəfəυtəυ
"rfk/ adjective representing pictures
using predefined characters, for teletext
services
alpha pulp /lfə plp/ noun wood pulp
with almost all the cellulose removed
alphasort / lfəsɔt/ verb to sort data
into alphabetical order
alter /ɔltə/ verb to change
alteration / ɔltəreʃ(ə)n/ noun a
change which is made 쑗 He made some
alterations to the print specifications. 쑗
The agreement was signed without any
alterations. 쑗 The proofs were passed for
press with no alterations.

alphaphotographic
alphaphotographic

|

alpha pulp

alphasort

|

alter

alteration

|

COMMENT: An alteration is a change made

by the author or publisher to a proof, where
there is no error on the part of the printer.
Changes to correct errors made by the
printer are called ‘corrections’.

selection /ɔl t!nət s
lekʃən/ noun a book which is the second
choice offered to book club members
ALT tag /ɔlt t"/ noun a piece of text
attached to an image on a webpage, which
is displayed when graphics are unavailable
or have been turned off
alternate
alternate selection

ALT tag

|

|
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Amazon /məzən/ a trade name for a
Amazon

leading online seller of books, CDs DVDs
and other products
ambient media / mbiənt midiə/
noun advertising media outdoors, e.g.
posters, advertisements on the sides of
buses, etc.
amend /əmend/ verb to change something written or said
amendment /əmendmənt/ noun something that is added to a written or verbal
statement in order to change it
American /əmerkən/ adjective referring to the United States of America 쑗 She
is asking for American paperback rights. 쑗
The American edition is not for sale in
Europe.
ambient media

amend

|

amendment

|

American

|

American Booksellers’ Association

American Booksellers’ Associa/ə merkən
bυkseləz
ə
tion
|

|

səυsieʃ(ə)n/ noun an organisation representing American booksellers, which
sponsors an annual convention at which
publishing companies have stands showing
their new titles. Abbr ABA (NOTE: The

book fair sponsored by the ABA, and
formerly also called ‘the ABA’, has
changed its name to BookExpo America.)

American groove /əmerkən "ruv/
American groove

|

noun a joint in binding, where space is left
between the board and the spine to allow
the book to open flat. Also called French
groove
Americanisation

American Library Association /ə

|

merkən labrəri ə səυsieʃ(ə)n/ noun
the oldest and largest library association in
the world for the support of qualified
librarians and information workers. Abbr
|

ALA

American Publishers Association
American Publishers Association

/ə merkən pblʃəz ə səυsieʃ(ə)n/
noun an organisation that represents American publishers. Abbr APA
American Sign Language /ə
merkən san lŋ"wd/ noun a
|

|

American Sign Language

|

system of communication used by people
with impaired hearing that uses motions or
gestures of the hands. Abbr ASL

American Standard Code for Information Interchange /ə merkən
American Standard Code for Information Interchange

|

stndəd kəυd fər
nfəmeʃ(ə)n
ntətʃend/ noun a computer code
which represents alphanumeric characters
as binary code. Abbr ASCII
ampersand /mpəsnd/ noun a
symbol (&) meaning ‘and’
analogue proof /n(ə)lɒ" pruf/ noun
a proof which very closely approximates
the actual appearance and finish of the
printed page
analyse /nəlaz/ verb to examine a
situation in detail in order to understand it
better
analysis /ənləss/ noun the process of
examining something in detail
analyst /nəlst/ noun a person who
analyses data
ancestral file /n sestrəl fal/ noun a
system of backing up computer files, from
son to father to grandfather file, where the
son is the current working file
anecdotal / nkdəυt(ə)l/ adjective
consisting of or based on second-hand
accounts rather than first-hand knowledge
or scientific investigation
angle /ŋ"əl/ noun a corner where two
sides join
angle bars /ŋ"əl bɑz/ plural noun
metal rods on a rotary press which turn the
web of paper so that it is running in a
different direction. Also called turner bars
angle brackets /ŋ"əl brkts/
plural noun signs ([ and ]) used in mathematical setting
angle cutter /ŋ"əl ktə/ noun a
machine for cutting paper from a reel
aniline dye /nlan da/ noun
synthetic dye made from a benzene base
ampersand

analogue proof

analyse

analysis

|

analyst

/ə merkəna
Americanization
noun

Americanisation

|

|

zeʃ(ə)n/,
changing the spelling and style of a book
written in English from British to American English (NOTE: The reverse process is
Briticisation.)

ancestral file

|

anecdotal

Americanise /əmerkənaz/, AmeriAmericanise

|

canize verb to change the spelling and

style of a book written in English from
British to American. 쒁 British traditional
market
COMMENT:

aniline dye
American Library Association

American rights are the
permission given by a publisher from
outside the USA to an American publisher
to publish an American edition of a work;
this usually includes the right to publish the
book in Canada. In the case of works first
published in Great Britain, the rights will
cover the Americanisation of the spelling
and syntax. It is sometimes not easy for a
British publisher to limit the market for an
American edition to the USA alone, or to
prevent the edition from being sold in
markets outside the UK where American
publishing companies have a strong
marketing presence, such as Australia.

|

angle

angle bars

angle brackets

angle cutter

aniline dye
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annually /njuəli/ adverb each year

aniline foil /nlan fɔl/ noun a foil
aniline foil

annually

used in blocking covers, which contains
aniline dyes
aniline ink /nlan ŋk/ noun a type of
quick-drying ink
anilo roller /nləυ rəυlə/ noun a
roller used in flexography to apply aniline
ink
animal tub-sized / nm(ə)l sazd
pepə/ adjective referring to paper which
has been treated by passing it through a
bath of gelatine. Abbr ATS
ann. abbreviation annals
annal /n(ə)l/ noun a periodical that
records events and reports in a field of
research
annals /n(ə)lz/ plural noun history in
general, as it is recorded in books and other
documents
annexe noun /neks/ 1. an appendix,
epilogue or other additional material
attached to a larger document 2. US a
supplement to a specialised book 쐽 verb /ə
neks/ to attach something such as a document
annotate /nətet/ verb to add notes to
something written in order to explain it
more fully
annotated bibliography / nətetd
bbliɒ"rəfi/ noun a bibliography with
notes
annotated text / nətetd tekst/
noun text with notes written by an editor
annotation / nəteʃ(ə)n/ noun a note
written to explain items in a text
announce /ənaυns/ verb to tell something to the public 쑗 The publishing house
has announced its titles for the Spring list.
쑗 The results of the literary prize will be
announced next week.
announcement /ənaυnsmənt/ noun
the act of telling something to the public 쑗
The company delayed the announcement of
its spring publishing programme.
annual /njuəl/ adjective 1. happening
once a year 2. coming out once a year 쐽
noun a book that is published and updated
once a year
annual accounts / njuəl əkaυnts/
plural noun accounts prepared at the end of
a financial year
Annual General Meeting / njuəl
den(ə)rəl mitŋ/ noun a meeting of all
the shareholders, when the company’s
financial situation is discussed with the
directors. Abbr AGM

Our prices are raised annually on March
1st.
annual report / njuəl rpɔt/ noun a
report of a company’s financial situation at
the end of a year, sent to all the shareholders
anodised plate / nədazd plet/
noun a plate used in offset printing, which
is specially coated to prevent wear
anon /ənɒn/ abbreviation anonymous
anonym /nənm/ noun a publication
whose author is unnamed or unknown
anonymous /ənɒnməs/ adjective of
unknown name or authorship
answer /ɑnsə/ noun a reply or letter
written following an order; publishers’
answers are usually computerised, and take
the form of recognised abbreviations, such
as RP/ND or OP
antedate / ntdet/ verb to put an
earlier date on a document 쑗 The invoice
was antedated to January 1st.
anthologise /nθɒlədaz/, anthologize verb 1. to gather works from different
writers, musicians or artists into a collection 2. to compile or publish an anthology
anthology /nθɒlədi/ noun a book
that consists of essays, stories or poems by
different writers
anthology piece /nθɒlədi pis/
noun a poem or passage which appears
frequently in anthologies
anti-aliasing / nti eliəsŋ/ noun the
process of reducing the effects of jagged
edges in graphics by using shades of grey
to blend in along edges. Also called dejag-

aniline ink

anilo roller

animal tub-sized

ann.

annal

annals

annexe

|

annotate

annotated bibliography

|

annotated text

annotation

|

announce

|

announcement

|

annual

annual accounts

|

Annual General Meeting

쑗

annual report

|

anodised plate

anon

|

anonym

anonymous

|

answer

antedate

|

anthologise

|

anthology

|

anthology piece

|

anti-aliasing

ging

anti-dumping / nti dmpŋ/ adjective protecting a country against dumping 쑗
anti-dumping

anti-dumping legislation

backing / nti hə
leʃ(ə)n bkŋ/ noun backing to a film
which prevents caused by reflection from
the emulsion causing a halo effect on the
image
antimony /ntməni/ noun a metal
which forms part of the alloy used in metal
type
anti-halation
anti-halation backing

|

antimony

COMMENT: The other metals in the alloy are

lead and tin. Antimony is added to make the
alloy harder, and better able to make very
thin lines.

Antiqua /ntikwə/ noun a German
Antiqua

|

name for roman typeface
antiquarian / ntkweəriən/ adjective
relating to or dealing with antiques or
antiquarian

|
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antiquities, especially rare and old books.
Abbr antiq. 쐽 noun a very large size of
handmade paper
antiquarian
bookseller
/ nt
kweəriən bυkselə/ noun a bookseller
who specialises in expensive old books
antique face /ntik fes/ noun one of
a range of old-style typefaces
antique finish /ntik fnʃ/ noun
paper with a rough surface which looks as
if it is handmade, or any bulky roughfinished paper
antique laid paper /n tik led
pepə/ noun fine paper which imitates old
handmade paper, with watermarks in the
form of fine straight lines across the paper
and thick lines along the grain. Also called
antiquarian bookseller

|

|

antique face

|

antique finish

|

antique laid paper

|

laid paper

anti-setoff / nti setɒf/ adjective
anti-setoff

preventing the ink of one page staining the
facing page
anti-setoff paper / nti setɒf pepə/
noun thin transparent paper put between
the pages of an expensive illustrated book
anti-setoff spray / nti setɒf spre/
noun fine powder used on a press to
prevent set-off between sheets
anycast /enikɑst/ noun an act of
sending data across a computer network
from a single user to the nearest receiver
AP abbreviation PUBL Associated Press
a.p. abbreviation PUBL author’s proof
aperture /pətʃə/ noun a partiallyenclosed rounded white space in a letter
such as ‘c’ or ‘S’
apex /epeks/ noun the top part of a character such as a capital ‘A’, where the
strokes meet
apostrophe /əpɒstrəfi/ noun a punctuation mark which indicates either contraction or possession
app. abbreviation PUBL appendix
apparent density /ə prənt densti/
noun the weight of a particular volume of
paper, calculated by dividing the basic
weight by the thickness
appeal /əpil/ noun 1. the attractiveness
of something which makes it popular 쑗 The
illustrations have a lot to do with the
book’s continuing appeal. 2. a request for
something to be reconsidered 쐽 verb to
attract somebody 쑗 These titles should
appeal to the under-25 market. 쑗 The idea
of working in Australia for six months
appealed to her.
anti-setoff paper

anti-setoff spray

anycast

AP

a.p.

aperture

apex

apostrophe

|

app.

apparent density

|

appeal

|

APR plate

appear /əpə/ verb 1. to be published 쑗
appear

|

The book is advertised to appear in the
spring. 쑗 The second volume will appear
shortly. 2. to seem 쑗 The company
appeared to be doing well.
appearing size /əpərŋ saz/ noun
the size of a printed character on the page,
not the same as body size (NOTE: The
appearing size

|

maximum appearing size of a face is the
distance between the ascender and
descender lines. The body size is indicated
by points, and the appearing size may be
several points smaller.)
append /əpend/ verb to add extra inforappend

|

mation to something, especially to a document
appendix /əpendks/ noun a section at
the end of a document giving extra information (NOTE: The plural is appendices /ə
pendsiz/ .)
appendix

|

|

COMMENT: Appendices are always printed

at the back of a book, always starting on a
right-hand page. They must be laid out in a
way which shows clearly that they are not
part of the main text.

Apple Mac /p(ə)l mk/, Apple
Apple Mac

Macintosh computer a trade name for a

range of personal computers developed by
Apple Inc. that has a graphical user interface.
applet /plət/ noun a small application
program on the Internet designed to
enhance the functionality of a webpage
application form / plkeʃ(ə)n
fɔm/ noun a standardised form to be
filled in when applying for something
approval /əpruv(ə)l/ noun agreement 쑗
All jackets must be submitted to the
author’s agent for approval.
approval copy /əpruv(ə)l kɒpi/ noun
an inspection copy of a book sent to a
teacher which may be kept without
payment if a class set of the book is
ordered for the students
approve /əpruv/ verb to agree to 쑗 to
approve the terms of a contract
apron /eprən/ noun 1. in paper making,
a strip of rubber at the end of a flow box to
close the gap beneath the wire mesh 2. US
an extra wide margin on a page which has
a fold-out
APR plate / e pi ɑ plet/ noun a
printing plate made from photopolymer
resin, used in flexography and rotary letterpress. Full form Asahi Photopolymer
applet

application form

|

approval

|

approval copy

|

approve

|

apron

APR plate

Resin plate
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aquatint

aquatint /kwətnt/ noun 1. a printing
process using a copper plate, which is
etched to produce halftones 2. a print made
in this way
AR abbreviation aspect ratio
Arabic
numerals
/ rəbk
njumərəl/, Arabic numbers / rəbk
nmbəz/, Arabic figures / rəbk
f"əz/ plural noun normal numbers (such
as 1, 2, 3, etc.) as opposed to Roman
numerals (I, II, III, IV, etc.) 쑗 The page
numbers are written in Arabic figures.
archetype /ɑktap/ noun a document
or book that illustrates the styles of a
particular time and subject
architecture /ɑktektʃə/ noun the
planning and design of buildings or
systems
archival paper /ɑkav(ə)l pepə/
noun special acid-free paper used for
important documents such as wills, which
may have to be kept for a very long time
archive /ɑkav/ noun 1. a public record,
document or photograph of historical
interest kept in an official repository 2. a
collection of documents and records
relating to the history of an organisation 쐽
verb to put data in storage
archived copy / ɑkavd kɒpi/ noun a
copy of something such as a computer file
or a book kept in storage
archive file /ɑkav fal/ noun a file
containing data which is out of date, but
which is kept for future reference
archives /ɑkavz/ plural noun documents relating to an organisation, person or
company, kept for many years 쑗 The
company’s archives contain documents
referring to the founders of the company in
the 18th century.
area /eəriə/ noun a space in a building
such as a library, designated for a particular
purpose, e.g. a reference area
area
composition
/eəriə
kɒmpəzʃ(ə)n/ noun the composition of
pages so that as many elements as possible
are in place to reduce or eliminate page
make-up
area fill /eəriə fl/ noun a graphics
instruction to fill an area of the screen or an
enclosed pattern with a colour or pattern
area graph /eəriə "rɑf/ noun a line
graph in which the area below the line is
filled with a pattern or colour
aquatint

AR

Arabic numerals

archetype

architecture

archival paper

archive

archived copy

archive file

archives

area

area composition

area fill

area graph
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area layout /eəriə leaυt/ noun a
layout of the printing area of a page, made
up during area make-up
area manager / eəriə mndə/ noun
a manager who is responsible for a part of
the country
a ring /e rŋ/ noun same as a circle
arm /ɑm/ noun a horizontal stroke on a
character which is unconnected to another
stroke at one end, such as the middle bar in
‘f’
arrow /rəυ/ noun a printing sign which
points in a particular direction
arrowhead /rəυhed/ noun a printed
sign which is usually used to show a crossreference
art /ɑt/ noun creative work such as
painting, drawing, music or sculpture
art board /ɑt bɔd/ noun shiny woodfree coated card used for colour covers
art book /ɑt bυk/ noun a book with
illustrations, dealing with a painter,
sculptor, style of design or other art topic
art department /ɑt d pɑtmənt/
noun the section of a publishing company
that deals with illustrations or book jackets
article /ɑtk(ə)l/ noun 1. a piece of
writing in a newspaper or magazine 2. a
message sent to an electronic newsgroup
articles of association / ɑtk(ə)lz
əv ə səυsieʃ(ə)n/, articles of incorporation / ɑtk(ə)lz əv n kɔpə reʃ(ə)n/
plural noun a document that regulates the
way in which a company’s affairs are
managed 쑗 This procedure is not allowed
under the articles of association of the
company.
articles of partnership / ɑtk(ə)lz
əv pɑtnəʃp/ plural noun a document
that sets up the legal conditions of a partnership
artificial intelligence / ɑtfʃ(ə)l n
teldəns/ noun the design and development of computers which attempt to
imitate some human characteristics. Abbr
area layout

area manager

a ring

arm

arrow

arrowhead

art

art board

art book

art department

|

article

articles of association

|

|

|

|

articles of partnership

artificial intelligence

|

AI

artist /ɑtst/ noun a person who creates
artwork for use in a book
art paper /ɑt pepə/ noun shiny paper,
coated on one or both sides with china clay
and size, used for illustrations, especially
halftones
art publisher /ɑt pblʃə/ noun a
publisher who specialises in art books
artist

art paper

art publisher
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artwork /ɑtw!k/ noun drawings,
photographs and text prepared for inclusion in a book or advertisement. Abbr a/w

asterisk

asset value /set vlju/ noun the

artwork

asset value

Asahi Photopolymer Resin plate

value of a company calculated by adding
together all its assets
assign /əsan/ verb to allocate a task to
a person or send somebody to work in a
particular place

Asahi Photopolymer Resin plate

full form of APR plate
ascender /əsendə/ noun 1. the part of a
lower case letter such as h, d or b that
projects above the body of the letter 2. a
lower case letter with an ascender
ascender line /əsendə lan/ noun a
line marking the top of the ascenders in a
row of type, slightly higher than the cap
line
ascending letter /əsendŋ letə/ noun
a letter that has an ascender, such as ‘b’, ‘d’
or ‘l’
ASCII /ski/ abbreviation American
Standard Code for Information Interchange
ASCII character /ski krktə/ noun
a character which is in the ASCII list of
codes
ASCII file /ski fal/ noun a stored file
containing only ASCII coded character
data 쑗 Make an ASCII file of the document
for clients who use different wordprocessing software.
ASCII keyboard / ski kibɔd/ noun
a keyboard which gives all the ASCII characters
A series /e səriz/, A sizes plural
noun ISO recommended international
standard sizes of paper, also used for sizes
of computer screen. 쒁 B series, C series
ascender

|

ascender line

|

ascending letter

|

ASCII

ASCII character

ASCII file

ASCII keyboard

A series

COMMENT: A sizes of paper are based on

the largest size (A0), which is 1189 x
841mm; folded once, this gives A1 (841 x
594mm), which if folded once gives A2 (594
x 420mm), and so on.

aspect ratio /spekt reʃiəυ/ noun
aspect ratio

the ratio of the width to the height of an
illustration, used especially in computer
graphics. Abbr AR
ASPIC /spk/ noun a set of codes
adopted by the BPIF as standard for
marking up text. Full form author’s
ASPIC

standard pre-press interfacing code
assemble /əsemb(ə)l/ verb 1. to bring
the parts of a collection together 2. to fit the
assemble

|

parts of something together to make it
whole
assembly /əsembli/ noun the process or
result of putting together the various parts
of an item 쑗 They put in an estimate for the
assembly of the learning kits. 쑗 The editor
wants to check the page assembly of the
film positives.
assembly

|

assign

|

COMMENT:

If an author assigns the
copyright in his work to someone else,
usually for a fee, this means that he no
longer has any interest in the work. In some
cases (such as where the book sells badly)
this is a better deal for the author than a
normal publishing agreement, where the
author licenses a publisher to publish his
work against payment of a royalty. The
outright purchase of a copyright was
common until the 20th century, and is still
practised by some publishers.

assignee / sani/ noun a person who
assignee

|

receives something that has been assigned
assignment /əsanmənt/ noun a task
often given as part of a programme of
study
assignor / sanɔ/ noun a person who
assigns a right to somebody
assist /əsst/ verb to help somebody,
e.g. by giving them information
assistant /əsst(ə)nt/ noun somebody
who is employed to help another in their
work
assistant editor /ə sst(ə)nt edtə/
noun a deputy who can replace an editor
when he or she is away
associate /əsəυsiət/ noun somebody
you work with
associate director /ə səυsiət da
rektə/ noun a director who attends board
meetings, but has not been elected by the
shareholders
association /ə səυsieʃ(ə)n/ noun a
group of people or of companies with the
same interest 쑗 a book trade association 쑗
a printers’ association
association copy /ə səυsieʃ(ə)n
kɒpi/ noun a copy of a book which has a
connection with the author, e.g. a copy
given by the author to a friend or the
author’s own copy with his or her notes in
it
assortment /əsɔtmənt/ noun a mixed
lot of bargain books, with books on various
subjects often all sold at the same price
asterisk /stərsk/ noun a symbol in
the form of a star (*) used to mark things to
be noted 쐽 verb to mark something with an
asterisk or a star-shaped symbol, especially
to draw attention to it
assignment

|

assignor

|

assist

|

assistant

|

assistant editor

|

associate

|

associate director

|

|

association

|

|

association copy

|

assortment

|

asterisk

|
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asterisked /st(ə)rskt/ adjective with
an asterisk attached 쑗 The asterisked titles
are also available in hardback.
asterism /st!rz(ə)m/ noun a
triangle formed of three asterisks which
calls the reader’s attention to a following
passage
as to press / əz tυ pres/ adjective
referring to proofs of a colour magazine
which show the correct position of the
colour work
asterisked

asterism

as to press

asymmetric

typography

asymmetric typography

/ smetrk tapɒ"rəfi/ noun a typo|

graphic style which achieves strength and
liveliness by ranging left or right and
avoiding centred lines
asymmetry /smətri/ noun a lack of
symmetry or lack of balance between two
parts
asynchronous /esŋkrənəs/ adjective not needing to be synchronised
asynchronous transfer mode /e
sŋkrənəs trnsf! məυd/ noun a
method for transferring data very quickly
using broadband. Abbr ATM
atlas /tləs/ noun a book of maps
ATM abbreviation 1. Adobe Type
Manager 2. asynchronous transfer mode
ATS abbreviation animal tub-sized
attendant /ətendənt/ noun somebody
employed to serve or help members of the
public in a public institution or place
attribute /trbjut/ noun a single bit
that defines whether the font has a particular characteristic, e.g. whether it is
displayed in normal, bold or underlined
auction /ɔkʃən/ noun the selling of
rights in a book where publishers offer
bids, and the book is sold to the person who
makes the highest offer 쑗 The rights
manager has announced that there will be
an auction for the film rights. 쐽 verb to sell
something at an auction 쑗 The paperback
rights were auctioned for $500,000. 쑗 The
copy of the Gutenberg Bible was auctioned
for more than $10 million.
audiovisual / ɔdiəυ vuəl/ adjective
1. relating to sound and vision, especially
when combined, e.g. in a presentation
using both film and sound recordings 쑗
audiovisual media 2. relating to hearing
and seeing 쑗 an audiovisual experience
Abbr AV
audiovisual aid / ɔdiəυvuəl ed/
noun a teaching or lecture aid that
combines sound and vision, e.g. in the
asymmetry

|

asynchronous

|

asynchronous transfer mode

|

atlas

ATM

ATS

attendant

|

attribute

auction

audiovisual

audiovisual aid

form of video equipment, software
programs or slides accompanied by sound
recordings
audiovisual materials / ɔdiəυvuəl
mətəriəlz/ plural noun materials that can
be listened to and looked at, such as CDs or
slides with recorded speech
audit /ɔdt/ verb to examine something
officially to make sure it is correct 쐽 noun
an examination of the books and accounts
of a company 쑗 to carry out the annual
audit
auditing /ɔdtŋ/ noun the act of examining the books and accounts of a company
auditor /ɔdtə/ noun a person who
audits books and accounts 쑗 The AGM
appoints the company’s auditors.
audit trail /ɔdt trel/ noun 1. a record
of all interactions with a system, kept to
assess the level of use 2. a record showing
what operations a computer or computer
user has performed in a specific period of
time
Augustijn /ɔ"stn/ noun a 12 point
type unit used in the Netherlands, corresponding to the UK pica em
authentic /ɔθentk/ adjective known to
be real and not a copy
authenticate /ɔθentket/ verb to say
that something is true
authenticity / ɔθentsti/ noun the
quality of being authentic
author /ɔθə/ noun somebody who
writes books or articles 쐽 verb 1. to be the
author of something 쑗 The book is
authored by a college professor. 2. to create
a multimedia presentation or application
by combining text, video, sound and
images using a programming language or
special multimedia authoring system
author biography /ɔθə ba ɒ"rəfi/,
author bio noun a short description of the
author, including their previously
published works, usually included with an
AI
authoring /ɔθərŋ/ noun the act of
creating a multimedia application by
combining sound, video and images,
usually using a script or authoring software
authorisation
/ ɔθərazeʃ(ə)n/,
authorization noun permission or power
to do something 쑗 Do you have authorisation for this expenditure? 쑗 The bookshop
cannot return copies without the
publisher’s authorisation.
audiovisual materials

|

audit

auditing

auditor

audit trail

Augustijn

|

authentic

|

authenticate

|

authenticity

|

author

author biography

|

authoring

authorisation

|
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authorise /ɔθəraz/, authorize verb to

automatic heading

author’s proofs /ɔθəz prufs/ plural

authorise

author’s proofs

give official permission for something to
be done
authorised biography / ɔθərazd
baɒ"rəfi/ noun a biography that has been
written with the permission of the subject
or, if the subject is dead, with the permission of the relatives or the estate (NOTE:

noun proofs checked by the printer’s reader
and sent to the author to read and correct

The opposite is an unauthorised biography.)
authority /ɔθɒrti/ noun an expert in

by that person
autoflow /ɔtəυfləυ/ noun text that
automatically flows around a graphic
image or from one page to the next
autograph /ɔtə"rɑf/ noun the signature of somebody famous 쐽 verb to sign a
copy of one’s book 쑗 He gave an autographed copy of his novel to the library.
autographing session /ɔtə"rɑfŋ
seʃ(ə)n/ noun a publicity party where the
author signs copies of his or her book in a
bookshop for people who have bought
them
auto-indent /ɔtəυ ndent/ noun an
instruction for the automatic indenting of a
text by a typesetter
auto-indexing /ɔtəυ ndeksŋ/ noun
the process of automatic indexing using a
computer program
automatic / ɔtəmtk/ adjective able
to operate by itself without constant user
input
automatically / ɔtəmtkli/ adverb
working without a person giving instructions 쑗 Address labels are printed automatically at the same time as the invoices. 쑗
The typesetting machine justifies lines
automatically.

authorised biography

|

authority

|

the field

author promotion tour /ɔθə prə

|

məυʃ(ə)n tυə/ noun a tour made by an
author to promote his or her book, e.g.
appearing on local radio programmes and
signing copies in bookshops
author
questionnaire
/ ɔθə
kwestʃəneə/ noun a form sent to the
author of a book, asking for details of his or
her life, and also for ideas on the best
markets for the book
author’s agent /ɔθəz edənt/ noun
a person who represents an author and
takes a percentage of his or her royalty
author’s alterations / ɔθəz ɔltə
reʃ(ə)nz/ plural noun same as author’s
author questionnaire

|

author’s agent

author’s alterations

|

corrections

author’s contract / ɔθəz kɒntrkt/
noun a contract between a publisher and an
author’s copies /ɔθəz kɒpiz/ plural
author’s copies

noun free copies of a book given to the
author under the terms of his or her
contract with the publisher (NOTE:

Normally an author is given six free copies,
but may receive fewer if the book is a very
expensive one.)

corrections /ɔθəz kə

|

rekʃ(ə)nz/ plural noun a change to proofs
which is made by an author, and which is
charged to the author if too many are made.
Also called author’s alterations. Abbr AC
author’s discount /ɔθəz dskaυnt/
noun a discount allowed to an author who
wants to buy copies of his or her own
works, or sometimes to buy copies of other
books published by his or her publisher
authorship /ɔθəʃp/ noun the fact of
being the author of something 쑗 She is
credited with the authorship of several of
the poems. 쑗 They are trying to discover
the authorship of the book about the President.
authorship

|

autoflow

autographing session

auto-indent

auto-indexing

automatic

automatically

|

author

author’s discount

autobiography

noun an account of a person’s life written

|

author’s contract

author’s

auto-

autograph

author promotion tour

author’s corrections

author’s standard pre-press interfacing code noun full form of ASPIC
auto- /ɔtəυ/ prefix done automatically
autobiography
/ ɔtəυbaɒ"rəfi/
author’s standard pre-press interfacing code

automatic
automatic carriage return

carriage

return

/ ɔtəmtk krd r t!n/ noun a
|

system where the cursor automatically
returns to the beginning of a new line when
it reaches the end of the previous one

automatic
automatic data processing

data

processing

/ ɔtəmtk detə prəυsesŋ/ noun data

processing done by a computer

automatic dictionary / ɔtəmtk
automatic dictionary

dkʃən(ə)ri/ noun the dictionary of words
in a spelling check program

automatic
automatic font downloading

font

downloading

/ ɔtəmtk fɒnt dəυn ləυdŋ/ noun a
|

process in which special font information
is sent to a printer by the application
automatic heading / ɔtəmtk
hedŋ/ noun the making of headings automatically by the computer page make-up
program
automatic heading
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automatic hyphenation and justification / ɔtəmtk hafəneʃ(ə)n ən
automatic sewer

dstfkeʃ(ə)n/ noun the process
where a typesetting machine hyphenates
words at the ends of lines and justifies the
lines automatically
|

automatic

page

automatic page make-up

make-up

/ ɔtəmtk ped mek p/ noun a

process where the typesetting machine
makes the text into pages automatically
automatic
paster
/ ɔtəmtk
pestə/, automatic reel change
/ɔtəυpestə/ noun same as flying paster
automatic sewer / ɔtəmtk səυə/
noun an automatic sewing machine
autopaster /ɔtəυpestə/ noun same as
automatic paster

automatic sewer

autopaster

flying paster
autoplate /ɔtəυplet/ noun a machine
autoplate

which makes curved printing plates

autopositive / ɔtəυpɒztv/ noun a
autopositive

|

positive photographic image made without
a negative stage
auto trace /ɔtəυ tres/ noun a feature
of some graphics programs that will transform a bit-mapped image into a vector
image by automatically locating the edges
of the shapes in the image and drawing
lines around them
auxiliary
language
/ɔ" zliəri
ln"wd/ noun a language that is used
by speakers of other languages in order to
communicate
AV abbreviation MEDIA audiovisual
availability /ə veləblti/ noun the
ability to be obtained, used or seen 쑗 The
new books were given limited availability
of one week per person, so that more
people could read them.
auto trace

auxiliary language

|

AV

availability

|

|

available /əveləb(ə)l/ adjective ready
available

|

to be used 쑗 available time or information
왍 the title is no longer available the book
is out of print 왍 not yet available a report
on an invoice that a book is not ready
immediately (because it has not yet been
published or is reprinting)
avid /vd/ adjective enthusiastic,
extremely interested or absorbed, especially in a book or film
a/w abbreviation artwork
award /əwɔd/ noun 1. a prize given for
doing something well 2. a sum of money
given for a specific purpose 쑗 an award to
help you to study 쐽 verb to give a prize or
financial grant
award-winning /əwɔd wnŋ/ adjective having won a prize 쑗 an awardwinning TV play 쑗 an award-winning
science fiction author
axe /ks/ verb to cut or stop something 쑗
to axe the publicity budget 쑗 Several jobs
are to be axed in the printing industry.
axis /kss/ noun a fixed line against
which other positions can be measured,
e.g. the vertical and horizontal axes on a
graph (NOTE: The plural is axes.)
azerty keyboard /ə z!ti kibɔd/
noun a keyboard where the keys are
arranged with the first line beginning
AZERTY, used mainly in Europe. 쒁 qwerty
avid

a/w

award

|

award-winning

|

axe

axis

azerty keyboard

|

keyboard
azure /ə/ noun a light blue
azure laid /ə led/ noun blue writing
azure

azure laid

paper with laid lines
azure wove /ə wəυv/ noun blue
writing paper without laid lines
azure wove
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B
B2B / bi tə bi/ adjective referring to
B2B

products or services that are aimed at other
businesses rather than at consumers. Full
form business-to-business
B2C / bi tə si/ adjective referring to
products or services that are aimed at
consumers rather than at other businesses.
Full form business-to-consumer
BA abbreviation Booksellers Association,
The
bachelor’s degree /btʃələz d "ri/
noun a degree awarded on the successful
completion of an undergraduate course at a
college or university and, at some universities, on completion of a usually short postgraduate course
back /bk/ verb to put a back or spine on
a book 쑗 The book is cloth bound, backed
in leather. 쐽 noun the part of a book where
the pages are glued or stitched to the
binding 쐽 adjective published or issued at
an earlier date
back board /bk bɔd/ noun the board
which forms the back of a book
backbone /bkbəυn/ noun 1. US the
spine of a book 2. a high-speed, highcapacity connection path that links smaller
sub-networks
back catalogue / bk kt(ə)lɒ"/
noun the complete collection of recordings, films or books made by an artist or a
company to date
back copy /bk kɒpi/ noun a copy of
an old issue of a newspaper or magazine
back cover / bk kvə/ noun the cover
at the back of a book or magazine, which
can have publicity matter or details of the
author 쑗 The author’s photograph appears
on the back cover.
backdate /bkdet/ verb to make
something effective from an earlier date
than the current one
B2C

BA

bachelor’s degree

|

back

back board

backbone

back catalogue

back copy

back cover

backdate

|

backer /bkə/ noun the card display at
the back of a dump bin, which draws attention to the books in the bin
back flap / bk flp/, back jacket flap
/ bk dkt flp/ noun a flap on a
book jacket which is folded inside the back
cover
background /bk"raυnd/ noun 1. the
context of a situation, which helps to
explain it 2. scenery behind the main
people and objects in a picture or photograph
background art /bk"raυnd ɑt/
noun artwork which forms the background
of a design
background colour / bk"raυnd
klə/ noun the colour of a computer
screen display, with characters and
graphics displayed in a different foreground colour
background printing / bk"raυnd
prntŋ/ noun printing from a computer
while it is processing another task
backer

back flap

background

background art

background colour

background printing

background
background processing

processing

/ bk"raυnd prəυsesŋ/ noun execution

of computer tasks that continues while the
user is working with another application.
Once started, background tasks such as
printing or copying data take place without
user input.
backing /bkŋ/ noun money or support
given to a person or an organisation for a
particular project
backing boards /bkŋ bɔdz/ plural
noun heavy boards between which the
folded signatures of a book are held while
being prepared for having the cover
attached
backing machine /bkŋ mə ʃin/
noun a machine that backs books
backing up / bkŋ p/ noun 1.
printing on the back of a printed sheet 2.
backing

backing boards

backing machine

|

backing up
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back issue
the act of building up a plate to the right
height
back issue /bk ʃu/ noun US same
as back number
back lining / bk lanŋ/ noun a piece
of thin cloth or paper glued to the sewn
spine of a book before the cover is attached
backlist /bklst/ noun the range of
books already published by a publisher that
are still in print
backlog /bklɒ"/ noun work waiting to
be done and causing delays
back margin / bk mɑdn/ noun a
margin on a printed page which is near the
spine of the book
back matter /bk mtə/ noun the
parts of a book that appear after the main
text, e.g. the index or an appendix
back number /bk nmbə/ noun an
edition of a magazine, newspaper or other
document which is not the most recent
edition
back of book / bk əv bυk/ noun the
last pages of a magazine containing advertisements
back orders /bk ɔdəz/ plural noun
orders received in the past and not fulfilled,
usually because the item is out of stock 쑗 It
took the factory six weeks to clear all the
accumulated back orders.
backplaning /bkplenŋ/ noun the
act of removing a thin layer from the back
of a stereo or plate, to make it the right
height
backslant /bkslɑnt/ noun a typeface
which slopes towards the left, as opposed
to italic which slopes to the right
backspace /bkspes/ noun movement of a cursor or printhead back by one
character
backspace character /bkspes
krktə/ noun a code that causes a backspace action in a display device
backspace key /bkspes ki/ noun a
key that moves the cursor back one space
backstrip /bkstrp/ noun a long piece
of paper or linen glued down the spine of a
book after the pages have been sewn and
rounded, but before the case is put on
back to back / bk tə bk/ adjective
printing on the back of a printed sheet
back up / bk p/ verb to make a copy
of computer data to keep in case anything
goes wrong with the original
backup /bkp/ noun a duplicate copy
of a file on a computer
back issue

back lining

backlist

backlog

back margin

back matter

back number

back of book

back orders

backplaning

backslant

backspace

backspace character

backspace key

backstrip

back to back

back up

backup
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backup ad /bkp d/ noun an adverbackup ad

tisement printed in a magazine in which
the advertiser has put an insert
backup machine /bkp mə ʃin/
noun a second machine used in case of
emergencies
backup procedure /bkp prə
sidə/ noun a method of making backup
copies of files
backwards compatible / bkwədz
kəmptəb(ə)l/ adjective relating to a
computer hardware or software product
that is compatible with its predecessors to
the extent that it can use interfaces and data
from earlier versions
backwater /bkwɔtə/ noun water
removed from the pulp during the first
stages of papermaking
bad buy / bd ba/ noun something
bought which was not worth the money
paid for it
bad copy / bd kɒpi/ noun a manuscript which is illegible or badly edited and
which the typesetter will not accept
bad debt / bd det/ noun money owed
which will never be paid back 쑗 The
company has written off £30,000 in bad
debts.
bad sheets / bd ʃits/ plural noun
sheets that have been badly printed
bail /bel/ noun a hinged bar on a typewriter or printer that holds the paper steady
.BAK, .bak suffix an extension to a
filename, indicating a backup version of a
file
baked /bekt/ adjective relating to type
that has become stuck together
baked image / bekt md/ noun a
printing plate that has been heated to make
the etched surface harder
balance /bləns/ verb a financial term
meaning to keep expenditure equal to
income 쐽 noun 1. the positioning of text
and graphics on a page in an attractive way
2. the arrangement of elements such as
text, illustrations etc on a page
balance brought forward / bləns
brɔt fɔwəd/, balance carried forward
noun the amount entered in an account at
the end of a period to balance the expenditure and income which is then taken
forward to start the new period
balance in hand / bləns n hnd/
noun cash held to pay small debts and
running costs. Also called cash in hand
backup machine

|

backup procedure

|

backwards compatible

|

backwater

bad buy

bad copy

bad debt

bad sheets

bail

.BAK

baked

baked image

balance

balance brought forward

balance in hand
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balance sheet /bləns ʃit/ noun a
balance sheet

statement of the financial position of a
company at a particular time, such as the
end of the financial year or the end of a
quarter, showing the company’s assets and
liabilities
balloon /bəlun/ noun a circle
containing the words ‘spoken’ by a character in a cartoon
balloon former /bəlun fɔmə/ noun a
former on a web machine which takes the
folded sheets of a newspaper as they are
printed
ban /bn/ noun an order which forbids
somebody from doing something 쑗 a
government ban on the import of subversive literature 쑗 a ban on the export of
computer software 쐽 verb to forbid something or to make something illegal 쑗 The
government has banned the publication of
the book.
band /bnd/ noun 1. a strip of paper
which is put round a book 쑗 The book has
a band marked ‘Winner of the 1997 Booker
Prize’. 2. a strip of cloth which goes across
the back of the book, to which the signatures are sewn, the edges of the band being
glued to the cover boards 3. a raised strip
on the back of a leatherbound book
covering the strings 4. strong plastic tape
put round bundles of newspapers or magazines to pack them
band strapper /bnd strpə/ noun a
machine for bundling newspapers or magazines and attaching them with a plastic
band
B&W abbreviation black and white
bandwidth /bndwdθ/ noun the
capacity, often measured in bits per
second, of a communication channel, e.g. a
connection to the Internet
bang /bŋ/ noun US in typesetting, the
character !
bank /bŋk/ noun somewhere to store
things ready for use
bank account /bŋk ə kaυnt/ noun an
account which a customer has with a bank,
where the customer can deposit and withdraw money
bank balance /bŋk bləns/ noun
the state of a bank account at any particular
time
bank book /bŋk bυk/ noun a book
which shows money that somebody has
deposited or withdrawn from a bank
account
balloon

|

balloon former

|

ban

band

band strapper

B&W

bandwidth

bang

bank

bank account

|

bank balance

bank book

barcode

bank charge /bŋk tʃɑd/ noun a
charge which a bank makes for carrying
out work for a customer
bank draft /bŋk drɑft/ noun an order
by one bank telling another bank, usually
in another country, to pay money to somebody
banker /bŋkə/ noun a person who runs
a bank
banker’s
envelope
/bŋkəz
envələυp/ noun a rectangular envelope
with the flap along the top
banker’s order /bŋkəz ɔdə/ noun
same as standing order 쑗 He pays his
subscription by banker’s order.
bank note /bŋk nəυt/ noun a piece of
printed paper money
bank paper /bŋk pepə/ noun thin
paper used for things like flimsies
banner /bnə/ noun 1. a heading or title
across the width of a page 2. an online
interactive advertisement that appears on a
webpage, usually at the top or bottom, and
contains a link to the website of the business whose products or services are being
advertised
banner ad /bnə d/ noun an advertisement which stretches across the top or
bottom of a printed page or a webpage
banner exchange /bnə ks tʃend/
noun an agreement between two or more
businesses, in which each allows the
others’ advertising banners to be displayed
on its website
banner headline / bnə hedlan/
noun an extra large newspaper headline
bar /bɑ/ noun 1. a thick band of colour 2.
a horizontal stroke on a character which is
connected to another stroke at either end,
such as the middle bar in ‘A’
bar chart /bɑ tʃɑt/ noun a graph in
which the data is represented by horizontal
or vertical bars. Also called bar graph
barcode /bɑkəυd/ noun a line of
printed stripes of different thickness representing a numeric code which can be read
electronically
bank charge

bank draft

banker

banker’s envelope

banker’s order

bank note

bank paper

banner

banner ad

banner exchange

|

banner headline

bar

bar chart

barcode

COMMENT: Barcodes are found on most

goods and their packages. The width and
position of the stripes is sensed by a light
pen or optical wand and provides
information about the goods, such as price,
stock quantity, etc. The main type of
barcode used in Europe is the European
Article Number (EAN) or the Universal
Product Code (UPC). Barcodes are used
on the backs of books, giving their ISBN
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basic discount / besk dskaυnt/
noun a normal discount without extra

number, and so helping the computerised
stock control in bookshops.

basic discount

barcode reader /bɑkəυd ridə/,
barcode scanner /bɑkəυd sknə/
noun an electronic device used to read
barcode reader

basics

barcodes

bargain books /bɑ"n bυks/ plural
bargain books

noun books that are sold at a cheaper price
as remainders or special offers
bargaining position /bɑ"nŋ pə
zʃ(ə)n/ noun a statement of intentions by
one group during negotiations
barge /bɑd/ noun a case with small
compartments for type, used when making
corrections
bar graph /bɑ tʃɑt/ noun same as bar
bargaining position

|

barge

bar graph

chart

envelope
/bərəυniəl
envələυp/ noun US a square pocket envelope
baryta paper /bəratə pepə/ noun
coated matt paper used for high-quality
repro or proofs from which typematter or
photographs can be made
base /bes/ noun 1. the lowest or first
position 2. a flat surface which supports
something, such as the flat plate supporting
film or the bottom plate used in letterpress
printing 3. background colour 쑗 The title is
reversed out of a dark blue base.
base alignment /bes ə lanmənt/
noun the act of making sure that the bottom
lines of several columns are level
base artwork / bes ɑtw!k/ noun
artwork to which further illustrations have
to be added
base line /bes lan/ noun 1. the bottom
reference line used when typesetting to
make sure characters are correctly located
2. US the last line on a typeset page
baseline /beslan/ noun the data used
as a reference with which to compare
future observations or results
base material /bes mə təriəl/ noun
in printing, the material that is to be coated
base paper /bes pepə/ noun thick
paper used to make coated paper
basic /besk/ adjective 1. normal 2.
simple or from which everything starts 쑗
He has a basic knowledge of typography. 쐽
noun US a first edition of a text which has
been revised
BASIC /besk/ noun a computer
programming language. Full form
baronial

percentages 쑗 Our basic discount is 20%,
but we offer 5% extra for rapid settlement.
basics /besks/ plural noun simple and
important facts 쑗 He has studied the basics
of page make-up.
basic stock / besk stɒk/ noun
standard titles which are considered necessary to form the core of an authoritative
book stock. Also called core stock
basic weight /besk wet/ noun the
weight of printing paper per 500 sheets
basis /bess/ noun the foundation or
reason for something
basis weight /bess wet/ noun 1. the
weight of paper in grams per square metre
2. US basic weight, the weight of 500
sheets of paper of a standard 25 x 38 inch
size, measured in pounds

baronial envelope

|

basic stock

basic weight

basis

basis weight

baryta paper

COMMENT: In the USA basis weight can

|

base

base alignment

|

base artwork

base line

baseline

base material

|

base paper

basic

BASIC

Beginner’s
All-Purpose
Instruction Code

Symbolic

also be given for 1,000 sheets, in which
case it is followed by the letter ‘M’: so 120M
is the same as 60 pounds basis weight per
500 sheets.

Baskerville /bskəvl/ noun a typeface
characterised by serifs, suitable for books
and periodicals
bastard progressives /bɑstəd prə
"resvz/ plural noun progressive colour
proofs showing different combinations of
colours, but not necessarily in order of
printing
bastard size /bɑstəd saz/ noun an
odd non-standard size of paper
.BAT, .bat suffix an extension to a
filename, showing that the file is a batch
file
batch /btʃ/ noun a group of things
which are made or dealt with all at one
time 쐽 verb to put items together in groups
쑗 to batch invoices or cheques
batch file /btʃ fal/ noun a combination of computer files which are treated as
one unit
batch number /btʃ nmbə/ noun a
number used to identify a particular group
batch processing /btʃ prəυsesŋ/
noun a mode of computer operation in
which programs are executed without the
user being able to influence processing
while it is in progress
‘First things first, however. Repcol needs
to upgrade its in-house collections
system, and build a live link between
collections and financials. Repcol runs
the collections system on an Informix
Baskerville

bastard progressives

|

bastard size

.BAT

batch

batch file

batch number

batch processing
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database, but uses a separate Oracle
financials system running on Linux,
batch processing transactions.’ [The
Australian]
bath /bɑθ/ noun a large open container
for liquids, especially one for developing
photographs
batter /btə/ noun a defective impression produced by a faulty printing plate
battered books /btəd bυks/ plural
noun US books that have been damaged in
a bookshop and are sold cheaply
battered type /btəd tap/ noun old
metal type which has become damaged
through use
BBIP abbreviation British Books in Print
bcc noun a feature of many electronic
mail programs that allows a user to send
one message to several users at a time (a
carbon copy) but does not display this list
to the recipients. Full form blind carbon
bath

batter

battered books

battered type

BBIP

bcc

copy

.bck suffix an extension to a filename,
.bck

showing that the file is a backup file
beak /bik/ noun a curved decorative
stroke on a letter
bear /beə/ verb 1. to have something
written on it 쑗 an envelope which bears a
London postmark 쑗 The cheque bears the
signature of the company secretary. 2. to
pay costs 쑗 The costs of the exhibition will
be borne by the company. 쑗 The company
bore the legal costs of both parties. (NOTE:
beak

bear

bearing – bore – borne)
beard /bəd/ noun 1. the bevel and
beard

shoulder, the space from the edge of the
face of a metal character to the edge of the
body of the type 2. a dirty mark on a
typeset character
bearer /beərə/ noun a wooden or metal
bar placed beside metal type to prevent the
press from pressing down too hard
bear off / beə ɒf/ verb US to adjust the
spaces between letters or words to make a
line justify
beat /bit/ verb to hit something hard
beater /bitə/, beating engine, beating
machine noun a container with a heavy
roll with steel knives attached, which turns
against a bedplate, which also has knives
fixed on it, and chops up the pulp as it
passes through
bearer

bear off

beat

beater

COMMENT: Wood pulp is beaten to make it

finer and more suitable for papermaking; it
also makes it less opaque. If it is beaten for
a long time, it produces semi-transparent

bestseller
paper such as tracing paper. During
beating, china clay or other loadings can be
added to make the paper more opaque.

bed /bed/ noun the flat surface on which
the metal type in its chase is placed, or on
which flat printing plates are placed 왍 to
put a paper to bed to finalise the last
corrections on a newspaper before printing
starts
bedplate /bedplet/ noun 1. the bottom
plate on which type is placed 2. a plate with
metal knives against which the beater roll
turns
Bekk instrument /bek nstrυmənt/
noun an air-leak tester for measuring the
smoothness of paper
belly /beli/ noun the front of a piece of
type with a nick or notch in it, so that the
compositor can tell by feel which is the
front of the piece
belly band /beli bnd/ noun a paper
band put round the middle of a book
below /bləυ/ preposition lower down
than or less than 쑗 The captions should be
placed below the illustrations. 왍 see below
a note indicating that the reader has to look
further on in the text to find a reference
belt press /belt pres/ noun a letterpress
machine which has plastic printing plates
attached to an endless belt. 쒁 Cameron
bed

bedplate

Bekk instrument

belly

belly band

below

|

belt press

press

Ben Day tints /ben de/, Benday tints
Ben Day tints

plural noun transparent sheets with dots,

shading or stippled design, used to give an
impression of tone on the printed page,
invented by Benjamin Day
bending rollers /bendŋ rəυləz/
plural noun rollers which turn a web of
paper in a different direction
Berne Convention /b!n kən
venʃ(ə)n/ noun the international agreement on copyright, signed in Berne in
1886. 쒁 convention
bending rollers

Berne Convention

|

COMMENT: Under the Berne Convention,

any book which is copyrighted in a country
which has signed the convention is
automatically copyrighted in the other
countries. Some countries (notably the
USA) did not sign the Convention, and the
UCC (Universal Copyright Convention) was
signed in Geneva in 1952, under the
auspices of the United Nations, to try to
bring together all countries under a uniform
copyright agreement.

bestseller /bestselə/ noun 1. a popular
bestseller

|

book of which a very large number of
copies are sold 2. an author who writes
bestsellers
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bestseller list /bestselə lst/ noun a
bestseller list

|

list of books which are selling very well in
bookshops
bestselling /bestselŋ/ adjective 1. far
more popular and successful than other
products on sale at the same time 2.
making products that are commercially
very successful 쑗 a bestselling author
beta ray gauge /bitə re "ed/ noun
a device for measuring the weight of paper
by using radio isotopes
beta test /bitə test/ noun the second
stage of tests performed on new software
just before it is due to be released
bevel /bev(ə)l/ noun a sloping edge,
especially the sloping edge of a piece of
type between the face and the shoulder, or
the sloping edge of a stereotype which is
attached by clamps to the base
bevelled /bev(ə)ld/ adjective with a
sloping edge
bevelled boards /bev(ə)ld bɔdz/
plural noun cover boards with bevelled
edges, sometimes used on large books
Bézier curve /bezie k!v/ noun a
geometric curve, the overall shape of
which is defined by two midpoints called
control handles
bestselling

|

beta ray gauge

bibliographical

/ bbliə"rfk(ə)l nfəmeʃ(ə)n/ noun
|

information about a book such as the name
of the author, number of pages and ISBN,
which is used for library cataloguing
bibliography / bbliɒ"rəfi/ noun 1. a
list of books and other written materials on
one particular subject 2. a list of books or
articles referred to in another book or
article
bibliography

|

COMMENT: References in a bibliography

usually include: name of author or editor;
title of book (in upper and lower case italic);
title of chapter or article (in roman in double
quotes); volume number; name of publisher
and town of publication; date of publication.

beta test

bevel

bevelled

bevelled boards

Bézier curve

COMMENT: Bézier curves are a feature of

many high-end design software packages;
they allow a designer to create smooth
curves by defining a number of points. The
PostScript page description language uses
Bézier curves to define the shapes of
characters during printing.

bf abbreviation PRINTING boldface
B format paperback / bi fɔmt
bf

B format paperback

pepəbk/ noun a paperback with the
format 198 x 129mm
Bible paper /bab(ə)l pepə/ noun
extremely thin, good-quality opaque paper
which is nevertheless quite strong, used for
printing books with a large number of
pages, such as Bibles, where the length of
the text would make the book very thick if
ordinary paper were used
biblio /bbliəυ/ noun bibliographic
details printed on the back of the title page
bibliographer / bbliɒ"rəfə/ noun a
person who writes a bibliography
bibliographic / bbliə"rfk/, bibliographical / bbliə"rfk(ə)l/ adjective
referring to details of a book or author 쑗
The obituary of the author ended with
bibliographical details of his published
works. 쑗 The catalogue gives a full bibliographical description for each book.
Bible paper

biblio

bibliographer

|

bibliographic

|

|

information

bibliographical information

bibliophile /bbliəfal/ noun a person
bibliophile

who loves books, especially somebody
who collects old, rare or beautiful books 쑗
The book has been published as a limited
edition for bibliophiles.
bid /bd/ noun an offer to pay a particular
price, made at an auction 쐽 verb to make an
offer at an auction
bidder /bdə/ noun a person who makes
a bid at an auction
bidding /bdŋ/ noun the making of
offers at an auction 쑗 The bidding for
paperback rights started at $1m.
bidirectional
/ badarekʃ(ə)nəl/
adjective relating to an operation or
process that is able to work forwards or
backwards
bid

bidder

bidding

bidirectional

|

bidirectional

printer

bidirectional printer

/ badarekʃ(ə)nəl prntə/ noun a printer

which is able to print characters from left
to right and from right to left as the head
moves forwards and backwards across the
paper
Big Deal / b" dil/ noun an arrangement in which a library pays a lump sum
for access to all of a publisher’s electronic
journals, without individual subscriptions
to each one
big-ticket / b" tkt/ adjective costing
a lot of money 쑗 The department was
under pressure to produce some big-ticket
books in the next year.
bilingual /balŋ"wəl/ adjective in two
languages 쑗 a bilingual dictionary 쒁 monoBig Deal

big-ticket

bilingual

|

lingual, multilingual
bilingual text /ba lŋ"wəl tekst/
noun text which is given in two languages,
bilingual text

|

usually with the texts on facing pages

bill /bl/ noun 1. a written list of charges to
bill

be paid 쑗 Does the bill include VAT? 쑗 The
bill is made out to Smith Ltd. 쑗 The printer
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has sent in his bill. 2. a written paper promising to pay money 3. a poster or other
piece of advertising material which is stuck
on a wall 4. a set of various quantities of
pieces of type in a font 쐽 verb to present a
bill to somebody so that it can be paid 쑗
The printer billed us for the author’s
corrections.
billing /blŋ/ noun the writing of
invoices or bills
bill of exchange / bl əv kstʃend/
noun a document that tells a bank to pay a
person, usually used in payments in
foreign currency
bill of lading / bl əv ledŋ/ noun a list
of goods being shipped, which the transporter gives to the person sending the
goods to show that the goods have been
loaded
bimetallic plate / bametlk plet/,
bimetal plate noun a printing plate made
of two metals, with the printing surface and
characters of one metal such as copper on
a chromium or steel base
bin /bn/ noun 1. a large container 쑗 The
bulk stock is kept in the bins at the back of
the warehouse. 2. a separate section of
shelves in a warehouse
binary file /banəri fal/ noun a
computer file that contains data in a raw or
nontext state made up of characters that
only a computer can read. Executable
programs are stored and transmitted in
binary files, as are most numerical data
files.
binary system /banəri sstəm/ noun
a number system based on two digits only,
usually 1 and 0
bind /band/ verb to join the pages of a
book together and enclose them in a cover
billing

bill of exchange

|

bill of lading

bimetallic plate

bin

binary file

binary system

bind

(NOTE: binding – bound)
binder /bandə/ noun a person or
binder

company that specialises in binding books
왍 the binder’s the factory which binds
books 쑗 The sheets were delivered to the
binder’s last week. 쑗 How soon can you get
the jackets to the binder’s?
binder’s board /bandəz bɔd/ noun 1.
a stiff board binding, formerly used by
publishers to cover books which were then
rebound in leather by the owner 2. board
such as millboard, used for binding
binder’s boards /bandəz bɔdz/
plural noun US a stiff board case covered
with cloth
binder’s board

binder’s boards

biography

binder’s brass /bandəz brɑs/,
binder’s die noun a brass stamp with a
binder’s brass

design which is stamped on the cover of a
book
binder’s pack /bandəz pk/ noun a
pack of books from a bindery 쑗 The books
are delivered in binder’s packs of forty
copies.
bindery /bandəri/ noun a factory where
books are bound
binding /bandŋ/ noun 1. the cover of a
book 2. the act of putting a cover on a book
쐽 adjective demanding an obligation 쑗 The
contract was binding in law.
binding cloth /bandŋ klɒθ/ noun
cloth used to cover a case in case binding
binding equipment /bandŋ 
kwpmənt/ noun any machine or tool
used in the binding process, e.g. for case
making, trimming, embossing etc
binding machine /bandŋ mə ʃin/
noun any machine used to bind pages
together, normally used to refer to a small
machine used to create inexpensive
binding (such as comb-binding) in the
home or office
binding offset / bandŋ ɒfset/ noun
an extra wide margin on the inside of a
printed page to prevent text being hidden
during binding
binding order /bandŋ ɔdə/ noun a
request from a publisher to a binder to bind
a particular number of copies of a book
binding shop /bandŋ ʃɒp/ noun the
section of a printing factory where the
books are bound
binding styles /bandŋ stalz/ noun
the different ways in which books can be
bound, e.g. perfect binding, spiral binding,
comb binding, half binding, etc
bin stock /bn stɒk/ noun stock held in
a section of a warehouse where it can be
reached easily, as opposed to the bulk stock
which is held separately until needed
bio /baəυ/ noun a biographical work
biographee / baɒ"rəfi/ noun somebody whose life is described in a biography
biographer /baɒ"rəfə/ noun a person
who writes the story of somebody’s life
biographical / baə"rfk(ə)l/ adjective referring to the story of somebody’s
life 쑗 The biographical details of the
author are given on the front flyleaf.
biography /baɒ"rəfi/ noun an account
of somebody’s life and work written by
another person
binder’s pack

bindery

binding

binding cloth

binding equipment

|

binding machine

|

binding offset

binding order

binding shop

binding styles

bin stock

bio

biographee

|

biographer

|

biographical

|

biography

|

Publishing.fm Page 24 Thursday, April 6, 2006 1:33 PM

bit

24

bit /bt/ noun a binary digit, 0 or 1
bite /bat/ noun the effect of acid eating
bit

bite

into metal when making blocks or
engraving plates
bit image /bt md/ noun a collection
of bits that represent the pixels that make
up an image on screen or on a printer
bit map /bt mp/, bitmp /btmp/
noun 1. an image whose individual pixels
can be controlled by changing the value of
its stored bit (1 is on, 0 is off; in colour
displays, more than one bit is used to
provide control for the three colours – Red,
Green, Blue) 쑗 In Windows, every icon
picture is stored as a small bitmap image.
2. binary representation in which each bit
or set of bits corresponds to some object
(image, font, etc.) or condition 3. a file
format for storing images in which data in
the file represents the value of each pixel
bitmapped font / btmpt fɒnt/ noun
a screen or printer font with characters
formed as a pattern of pixels or dots
bitmapped graphics / btmpt
"rfks/ plural noun images whose individual pixels can be controlled by
changing the value of the stored bits
bit plane /bt plen/ noun memory
which stores the bits that make up a picture
bits per inch / bts p! ntʃ/ noun the
number of bits that can be recorded per
inch of recording medium. Abbr bpi
bits per pixel / bts p! pks(ə)l/ noun
the number of bits assigned to store the
colour of each pixel; one bit provides black
or white, four bits gives 16 colour combinations, eight bits gives 256 colour combinations. Abbr BPP
bits per second / bts p! sekənd/
noun the rate at which information is sent,
equal to the number of bits transmitted or
received per second. Abbr bps
biweekly /bawikli/ noun a publication
that appears every two weeks
black /blk/ noun a spot on a printed
sheet, caused when part of the leading is
too high and touches the paper
black and white / blk ən wat/ noun
printing using black and tints of black only.
Abbr B&W
black and white photograph / blk
ən wat fəυtə"rɑf/ noun a photograph
which uses tones of black to show the
image
black box / blk bɒks/ noun a device
used for converting protocols from one
bit image

bit map

bitmapped font

bitmapped graphics

bit plane

bits per inch

bits per pixel

bits per second

biweekly

|

black

black and white

black and white photograph

black box

computer system to another, such as for
converting data from a micro to a phototypesetter
blackening /blkənŋ/ noun a defect in
papermaking where the surface of the
paper becomes spotted, caused when the
paper is too damp when being calendered
black letter / blk letə/ noun an old
type character based on medieval handwriting. 쒁 fraktur, gothic, Textura (NOTE:
blackening

black letter

Black letter was the first typeface to be
developed by Gutenberg in the 15th
century, and was still used in Germany
until quite recently. It is commonly used in
Europe for mastheads of newspapers.)
black liquor / blk lkə/ noun a liquid
black liquor

left after dissolving fibres during the
making of paper
black list /blk lst/ noun a list of
companies, countries or people who are
banned from trading or using goods or
services
blackout /blkaυt/ noun the withholding of news or information about a
subject, especially by official sources
black patch /blk ptʃ/ noun a piece
of black or red film used to make a clear
window on camera-ready copy
black printer /blk prntə/, black
plate noun the plate which prints in black,
usually with the text of a colour book, and
which is changed if the text is changed
black step / blk step/ noun a method
of ensuring that no signature is out of order
or missing when the signatures are gathered together, by printing black marks on
the folds of the signature
black step marks / blk step
mɑks/ plural noun marks like thick black
lines printed on the fold of each signature,
which move down from the top in each
successive signature
blad /bld/ noun a dummy copy of a
book to show what the binding and part of
the text will be like 쑗 The reps are showing
blads to all the leading bookshop buyers.
blade coating /bled kəυtŋ/ noun a
type of coating where the coating liquid is
applied to the paper and then spread evenly
using a blade
blag /bl"/ verb to obtain something by
asking for a sample for review or testing
(informal) 쑗 When you visit the show, can
you blag me a pocket calculator?
blank /blŋk/ noun an empty space in a
form 쐽 adjective empty or with nothing on
black list

blackout

black patch

black printer

black step

black step marks

blad

blade coating

blag

blank
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it 쑗 a blank tape 쑗 a blank piece of paper 쐽
verb to make a white space, usually by
painting with white ink 쑗 The art department will blank out the extra lines on the
line drawing.
blanket /blŋkt/ noun a rubber sheet
which goes round the offset cylinder in an
offset press and accepts the image to be
printed on the paper
blanket

tissues, covered with a fine rubber surface.
It must be cleaned carefully before each
printing run.

agreement / blŋkt ə
"rimənt/ noun an agreement that covers
many items
blanket contamination /blŋkt
kən tmneʃ(ə)n/ noun spotting caused
by dirt on the blanket
blanket cylinder /blŋkt slndə/
noun a cylinder in an offset press which
accepts the image onto the blanket. Also
called offset cylinder, transfer cylinder
|

blanket contamination

|

blanket cylinder

blanket-to-blanket

printing

/ blŋkt tυ blŋkt

prntŋ/ noun
offset printing where both sides of the
paper are printed at the same time, using
two blanket cylinders and two blankets
bleach /blitʃ/ verb to make something
white
bleached paper / blitʃt pepə/ noun
paper that has been treated with chemicals
to make it white
bleaching /blitʃŋ/ noun the process of
making paper white, by passing the pulp
through a series of bleaching towers,
where a solution of chlorine is added
bleed /blid/ noun 1. a page design where
the illustrations run off the edge of the
trimmed page 쑗 The double page spreads
are all bleeds. 2. an illustration that runs
off the edge of the paper 3. overtrimmed
margins when binding, cutting off the edge
of the type 4. ink that changes colour, often
by chemical reaction when laminating 쐽
verb to print something, or be printed, so
that part of it is cut off by the edge of the
page
bleach

bleached paper

bleaching

bleed

COMMENT: Bleeding has the advantage of

increasing the size of illustrations on the
paper, but has the disadvantage of needing
larger printing sheets in a sheet-fed press,
to allow for the extra trim. Normally 3mm of
print beyond the trimmed edge should be
allowed to make sure the bleed is correct.

bleed allowance /blid ə laυəns/ noun

bleed off

bleed-through

blind blocking

blanket agreement

blanket-to-blanket printing

edge of a page, so that the text or illustrations will not be cut off
bleed off /blid ɒf/ verb to run the illustrations to the edge of the trimmed page 쑗
All the illustrations are to be bled off. 쑗 The
bled-off plates are all in one section.
bleed-through /blid θru/ noun a situation in which ink has seeped through to
the other side of a printed piece of paper
blind /bland/ adjective done without
preparation or the relevant information
blind blocking / bland blɒkŋ/, blind
embossing / bland stmpŋ/ noun the
process of stamping a design on the cover
material without using any ink or gold leaf.
Also called blind stamping
blind carbon copy / bland kɑbən
kɒpi/ noun full form of bcc
blind folio / bland fəυliəυ/ noun a
page with no printed page number
blinding /blandŋ/, blinding in noun
blind blocking
blind P / bland pi/ noun a printed
symbol ( ¶ ) which is used to mark the
beginning of a paragraph
blind page / bland ped/ noun a page
such as a half-title with no printed folio
number, although the page is included in
the total pagination of the book
blind stamping / bland stmpŋ/
noun same as blind blocking
blind tooling / bland tulŋ/ noun
blind blocking with hot stamps to give a
dark impression on the surface of a leather
binding
blister /blstə/ noun a bubble which
forms on the surface of paper as it dries
blister pack /blstə pk/ noun a type
of packing where the item for sale is
covered with a stiff plastic bubble sealed to
a card backing
block /blɒk/ noun 1. a piece of metal with
a design in relief on the surface, used for
printing an illustration by letterpress
(NOTE: The US term is cut.) 2. a stamp used
to press a design on a cover, with or
without metal foil or ink 3. a wide printed
bar 쐽 verb 1. to stamp a design on the cover
of a book 쑗 a gold-blocked cover 2. 왍 to
block in to sketch roughly the main items
of a design
block capitals / blɒk kpt(ə)lz/
plural noun capital letters
block diagram / blɒk daə"rm/
noun a graphical representation of a
system or program operation
blind

COMMENT: The blanket is a layer of different

blanket

block diagram

bleed allowance

|

a margin of blank space that is left at the

blind carbon copy

blind folio

blinding

blind P

blind page

blind stamping

blind tooling

blister

blister pack

block

block capitals

block diagram
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blocking /blɒkŋ/ noun the process of
stamping a design on the cover of a book,
using gold leaf, foil or ink
blocking die /blɒkŋ da/ noun a brass
for stamping the cover of a book
blocking foil /blɒkŋ fɔl/ noun a film
with a layer of gold or other metal, used to
stamp designs on a cover
blocking machine /blɒkŋ mə ʃin/,
blocking press noun a machine which
automatically stamps the covers of a run of
books with a design and glues the metal
foil to it
block letter / blɒk letə/ noun 1. a
compressed sans serif typeface or individual letter 2. a capital letter
blockmaker /blɒkmekə/ noun a
person or company who makes the blocks
for printing illustrations
blockmaking /blɒkmekŋ/ noun the
process of making printing blocks
block markers /blɒk mɑkəz/ plural
noun two markers inserted at the start and
finish of a section of data to indicate a
special block which can then be moved or
deleted or copied as a single unit
block out / blɒk aυt/ verb to cover up a
section of type or part of an illustration 쑗
The art department will block out the two
extra lines.
block proof /blɒk pruf/ noun a proof
contacted from a letterpress block
block pull /blɒk pυl/ noun a proof taken
directly from a block
blog /blɒ"/ verb to create or run a weblog
‘Employees are no different to
customers. They are besieged by
information from an increasing number
of sources. It places a greater imperative
on management to engage with staff first.
In a world of blogs and RSS feeds,
communications heads increasingly need
to make instant decisions based on the
speed at which news travels.’ [PR Week]
blogger /blɒ"ə/ noun a person who
creates or runs a weblog
blogosphere /blɒ"ə sfə/ noun the
World Wide Web environment in which
bloggers communicate with each other
blogware /blɒ"weə/ noun computer
software tools for creating a weblog
blotting paper /blɒtŋ pepə/ noun
absorbent paper, which is not sized or
coated in any way, used to soak up excess
ink
blocking

blocking die

blocking foil

blocking machine

|

block letter

blockmaker

blockmaking

block markers

block out

block proof

block pull

blog

blogger

blogosphere

|

blogware

blotting paper

blow up / bləυ p/ verb to enlarge a
blow up

photograph
blowup /bləυ p/ noun a photograph or
illustration greatly enlarged for exhibition
purposes
blue /blu/ noun US a proof taken from a
film contacted on coated paper. 쒁 diazo
blowup

|

blue

paper, ozalid, vandyke (NOTE: The usual
UK term is ozalid.)
blue key /blu ki/ noun proofs taken
blue key

from films contacted on coated paper,
usually blue, but also possibly brown or
black
blue line key /blu lan ki/ noun paper
with a key for the page layout drawn in
blue which disappears when filmed, on
which camera-ready copy or artwork is
positioned
blue pencil / blu pensəl/ noun a pencil
used to mark corrections
blue-pencil / blu pensl/ verb to edit a
piece of writing by marking it, in order to
shorten, censor or delete it
blueprint /bluprnt/ noun 1. a photographic copy of construction plans usually
printed in white on blue paper 2. a detailed
plan of something
blueprint paper /bluprnt pepə/
noun special coated paper, used to make
blueprints. 쒁 diazo paper
Bluetooth /blutuθ/ a trade name for a
technology that enables portable electronic
devices such as mobile phones, to connect
with each other and the Internet
blur /bl!/ noun an image where the edges
or colours are not clear
blurb /bl!b/ noun a short piece of writing
that praises and promotes something, especially a paragraph on the cover of a book
blurbwriter /bl!bratə/ noun a person,
usually a member of an advertising department, who writes blurbs for books
blurred /bl!d/ adjective unclear because
there is no distinct outline
.bmp suffix a file extension for a bit map
file
BNB abbreviation British National Bibliography
board /bɔd/ noun 1. thick sturdy material used to form the foundation of book
covers, made from pressed fibres and
usually covered with cloth or other material. 쒁 art board, ivory board, pulp board,
blue line key

blue pencil

blue-pencil

blueprint

blueprint paper

Bluetooth

blur

blurb

blurbwriter

blurred

.bmp

BNB

board

chipboard, grey board, millboard,
pasteboard, strawboard 2. one piece of
this material, cut to size 3. the controlling
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group of people in a company or organisation also known as the board of directors
COMMENT: Board is a stiff paper product

used for binding books; heavy board is also
used for making rigid boxes and cartons.
Boards used in bookbinding can be divided
into two groups: (a) boards, usually 180–
280gsm, which are used for paperbacks (b)
boards used for the front and back covers of
cased books, usually covered with paper or
a binding material such as cloth or leather.

bookbinding

bogof /bɒ"ɒf/ noun the practice of
bogof

giving free gifts to customers, e.g. one free
item for each one bought. Full form buy

one get one free
boil down / bɔl daυn/ verb to condense
boil down

or summarise something such as information or text
boilerplate /bɔləplet/ noun US fixed
or formulaic language such as that used in
legal forms and documents, e.g. powers of
attorney and authors’ contracts
boilerplate contract /bɔləplet
kɒntrkt/ noun a basic standard version
of a contract that can be used again and
again
bold /bəυld/ adjective having darker,
thicker lines than standard type, fonts or
lettering 쐽 noun type, fonts or lettering
with darker, thicker lines than is standard,
used for emphasis 쐽 verb to set, print, or
display text in bold type
boilerplate

board meeting /bɔd mitŋ/ noun a
board meeting

meeting of the directors to discuss
company business
board of directors / bɔd əv da
rektəz/ noun a group of directors elected
by the shareholders to run a company
board papers /bɔd pepəz/ plural
noun the endpapers, which are glued to the
cover boards
Bodleian /bɒdliən/ noun the main
library of Oxford University, one of
England’s copyright deposit libraries
Bodoni /bɒdəυni/ noun a typeface
designed by Giambattista Bodoni in the
17th century, with very thick stems and
very thin serifs giving a rigid appearance
body /bɒdi/ noun 1. an official group of
people 2. the main part of the text in a
document
body matter /bɒdi mtə/ noun the
main section of text excluding prelims and
supplements
body paper /bɒdi pepə/ noun thick
paper used to make coated paper. Also
called body stock
body size /bɒdi saz/ noun 1. the length
of a section of text from top to bottom in
points 2. the size of the metal body of a
piece of type, measured from the top of the
ascenders to the bottom of the descenders
board of directors

|

board papers

Bodleian

boilerplate contract

bold

COMMENT: To show that a piece of text has

Bodoni

to be set in boldface, a sub-editor will
underline it with a wavy line.

|

body

body matter

body paper

body size

COMMENT: Both body size and body width

are measured in points. The typeface may
not be the same size as its body. If an 8pt
face is cast on a 10pt body, this will have
the effect of giving extra leading between
the lines: this would be called ‘8 on 10 point’
or 8/10.

body stock /bɒdi stɒk/ noun same as
body stock

body paper

body type /bɒdi tap/ noun US the font
body type

used for the main part of the text, as
opposed to the style of type used for headings, notes, etc.
body width /bɒdi wdθ/ noun the size
of the metal body of a piece of type, measured across
‘Boekblad’ noun a Dutch magazine
dealing with publishing matters
body width

‘Boekblad’

bold-condensed / bəυld kəndenst/
adjective boldface type which is narrower
bold-condensed

|

than normal

boldface /bəυldfes/ adjective, noun,
boldface

verb PRINTING same as bold

bolle-a noun the letter ‘a’ with a small
bolle-a

circle over it (å), used in some Scandinavian languages
bolts /bəυlts/ plural noun the folded
edges of the pages of a book which has
been gathered and sewn, but not trimmed
bolts

(NOTE: If a book is bound in this state it is
said to be ‘uncut’, that is, the pages are still
folded at the head and foredge.)
bond paper /bɒnd pepə/ noun goodbond paper

quality paper weighing 60–100gsm, often
used for correspondence
book /bυk/ noun a collection of pages
containing text and sometimes pictures,
bound together inside a cover
book auction /bυk ɔkʃ(ə)n/ noun a
sale of secondhand or rare books, where
buyers bid for the books, the person
making the highest bid buying the book
book auction house /bυk ɔkʃ(ə)n
haυs/ noun a company that specialises in
the sale of old books by auction
bookbinder /bυk bandə/ noun somebody who binds books, especially as a
profession
bookbinding /bυk bandŋ/ noun the
art of binding books
book

book auction

book auction house

bookbinder

|

bookbinding

|
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book block /bυk blɒk/ noun a book that
has been printed, folded, gathered and
sewn ready for binding. Also called text
book block

block

book bus /bυk bs/ noun a bus
book bus

converted to act as a mobile library usually
in residential areas
bookbuyer /bυk baə/ noun a person
who buys books, especially wholesale for a
large bookshop
bookcase /bυkkes/ noun a piece of
furniture with shelves for books
book cloth /bυk klɒθ/ noun a covering
material for cased books, especially library
editions
book club /bυk klb/ noun a system of
buying and selling books by post, usually
on specialist subjects
bookbuyer

|

bookcase

book cloth

book club

COMMENT: Book clubs do not always

charge their members a subscription,
though members usually have to guarantee
that they will purchase a certain number of
books from the club each year. For the
publisher, the sale of a title to a book club is
a useful (and sometimes crucial) increase
to the print run, as it is assumed that most
book club members would not purchase the
book through a bookshop if it were not
offered to them by the club. The publisher
usually sells the book to a club at a discount
off the normal published price and the club
sells it to its members at a similar discount.
If the publisher sells the book at 75% off the
retail price, the club will resell it at 25%
below the retail price. So a book retailing at
£16 will be sold by the publisher to the club
at £4 and the club will sell it to the members
at £12. Some discounts are higher than
this, and are similar to remainder prices.

book club choice /bυk klb tʃɔs/
book club choice

noun a book that has been chosen by a
book club as a special offer for its members
쑗 His novel is the Book Club Choice for
November.
book club edition /bυk klb 
dʃ(ə)n/ noun an edition of a book
specially printed and bound for a book club
for sale to its members
book club price /bυk klb pras/
noun a special price for members of a book
club, usually 75% or less of the normal
retail price in the publisher’s edition
book club rights /bυk klb rats/
plural noun the right to publish a book in a
book club edition
book club selection /bυk klb s
lekʃən/ noun a book that is specially
chosen as a lead title for a book club
book cover /bυk kvə/ noun a paper
cover which is put on a book to protect it or
book club edition

|

book club price

book club rights

book club selection

|

book cover

to make it attractive. Also called book
jacket, book wrapper
book design /bυk d zan/ noun the
book design

|

design of a book, both the typography and
the page layout
book designer /bυk d zanə/ noun a
person who designs books
BookExpo America / bυkekspəυ ə
merkə/ noun a book fair held in Chicago
in May/June, formerly called the ‘ABA’
book export /bυk ekspɔt/ noun a
book produced in one country and sold in
another
book fair /bυk feə/ noun a trade exhibition with the object of publicising, selling
and exchanging books
book designer

|

BookExpo America

|

book export

book fair

COMMENT: The major international fairs are

held all year round. The most important are
the London Book Fair (March); the Bologna
Book Fair (March/April); the Paris Salon du
Livre (March); the BookExpo America
(May/June); the Moscow Book Fair
(September); the Frankfurt Book Fair
(October). There are many other book fairs
in various countries; and many specialised
fairs as well. Book fairs have existed as
meetings for trade since books were
invented: the Frankfurt Book Fair existed
even in the later Middle Ages. Originally
they were places where merchants could
buy and sell manuscripts; they have always
had an international element, and even the
earliest book fairs were patronised by
dealers from various countries in Europe.
Book fairs can now be divided into two main
categories: (a) rights fairs (like the Frankfurt
Book Fair, or the London Book Fair), where
publishers sell rights in books to publishers
from other countries, and also meet agents
and representatives; and (b) selling fairs
(such as the Geneva Book Fair) where
books can be sold to the visitors from the
stands.

book inks /bυk ŋks/ plural noun inks
that are used for printing the text of books
book jacket /bυk dkt/ noun same
as book cover
book learning /bυk l!nŋ/ noun
knowledge obtained from books instead of
from experience
booklet /bυklət/ noun a small book with
a paper cover, often used for information
book list /bυk lst/ noun a list of books
on a specific subject or by a particular
author
booklore /bυklɔ/ noun information
about books, especially their authors and
the circumstances of their publication
bookmaker /bυkmekə/ noun a book
designer, printer or binder
book inks

book jacket

book learning

booklet

book list

booklore

bookmaker
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bookmark /bυkmɑk/ noun 1. a narrow
strip of material or paper used to mark the
place in a book where the reader has
stopped reading temporarily 2. a code used
by a multimedia title or web browser that
allows the user to go back to the same point
again in the future 3. the address of an
Internet site, saved so that the user can
easily return to the site 쐽 verb to add an
Internet address to a list of bookmarks
book market /bυk mɑkt/ noun the
number of potential buyers for books
book paper /bυk pepə/ noun special
paper used for printing books
book plate /bυk plet/ noun a decorated piece of paper stuck in the front of the
book with the name of the owner written or
printed on it
book post /bυk pəυst/ noun specially
cheap postage rates for sending books
book proofs /bυk prufs/ plural noun
page proofs of a book which are bound up
in a paper cover, often used as advance
proofs
book publisher /bυk pblʃə/ noun a
company that publishes books
book review /bυk r vju/ noun critical
comments on a book, especially when it is
first published
book reviews page /bυk r vjuz
ped/ noun a page in a newspaper which
gives reviews of recent books, and usually
carries advertisements from publishers
bookseller /bυkselə/ noun a person or
company that sells books
‘Bookseller, The’ /ðə bυkselə/ noun a
journal providing information especially
interesting to booksellers and publishers
Booksellers Association, The /ðə
bυkseləz ə səυsieʃ(ə)n/ noun an organisation representing the interests of British
booksellers. Abbr BA
bookmark

book market

book paper

book plate

book post

book proofs

book publisher

book review

|

book reviews page

|

bookseller

‘Bookseller, The’

Booksellers Association, The

|

Booksellers
Booksellers Clearing House

Clearing

House

/ bυkseləz klərŋ haυs/ noun a system
used in the UK for payments of publishers’
accounts by booksellers. Each bookseller
adds together the total of the accounts due
to all publishers, and sends them with one
cheque to the clearing house, which then
consolidates the payments from all the
booksellers and settles each publisher’s
account separately.
bookselling /bυk selŋ/ noun the business of selling books
bookshop /bυkʃɒp/ noun a shop that
specialises in selling books
bookselling

|

bookshop

booth

book signing /bυk sanŋ/ noun an
book signing

occasion on which an author visits a bookshop and signs copies of the book which
members of the public have bought
bookstall /bυkstɔl/, bookstand
/bυkstnd/ noun a table in a market or
fair where books are sold
bookstore /bυkstɔ/ noun 1. a space in
a library devoted to storage of books and
documents not frequently used 2. US same
as bookshop
book token /bυk təυkən/ noun a card
bought to give as a gift which can only be
used to buy books
book trade /bυk tred/ noun the business of buying and selling books
Book Trust /bυk trst/ noun an independent body, formerly known as the
National Book League, which promotes
books and reading and also offers an information service
book value /bυk vlju/ noun the
value of an asset as recorded in the
company’s books
book wholesaler /həυlsel bυkselə/
noun same as wholesale bookseller
bookstall

bookstore

book token

book trade

Book Trust

book value

book wholesaler

(NOTE: US English is book jobber.)

bookwork /bυkw!k/ noun the keeping
bookwork

of financial records

bookworm /bυkw!m/ noun a person
bookworm

who is very fond of reading
‘Cardiff is a city of bookworms,
compared to its European counterparts.
Each resident takes out an average of
seven books a year [from the library] –
above the European average – but not a
patch on Ljubljana in Slovenia, where the
figure is 21 books a year.’ [South
Wales Echo]
book wrapper /bυk rpə/ noun same
as book cover
Boolean /buliən/ adjective using a
system of symbolic logic that uses combinations of logical operators such as ‘AND’,
‘OR’ and ‘NOT’ to determine relationships
between entities. Boolean operations are
extensively used in writing computer
programs and in computer searches using
keywords.
boost /bust/ verb to increase something
쑗 to boost the market for books
booth /buð/ noun US a separate section
of a commercial fair where one company
exhibits its products or services (NOTE: The
book wrapper

Boolean

boost

booth

GB English for this is stand.)
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borax

borax /bɔrks/ noun a chemical
borax

substance used to develop photographic
film quickly
border /bɔdə/ noun a strip, line or band
around the edge of something
born-digital / bɔn ddt(ə)l/ adjective of a document, created and stored in a
digital format and not existing in hard copy
borrow /bɒrəυ/ verb to take something
away temporarily with the intention of
returning it
borrower /bɒrəυə/ noun a person who
borrows something 쑗 Borrowers are
allowed to keep library books for two
weeks.
borrowings /bɒrəυŋz/ plural noun
books borrowed from a library
‘Börsenblatt’ noun a German weekly
magazine dealing with publishing matters
bottleneck /bɒt(ə)lnek/ noun a situation in which one section of an operation
cannot cope with the amount of work it has
to do, and business activity is slowed down
as a result 쑗 There is a serious bottleneck in
the production department.
bottom /bɒtəm/ noun the lowest part or
point 쑗 The folios are centred at the bottom
of each page.
bottom line / bɒtəm lan/ noun the
most important consideration in a discussion
bottom margin / bɒtəm mɑdn/
noun the margin along the bottom of a
page. Also called foot margin
bottom out / bɒtəm aυt/ verb US to
arrange the typeset text so that there are no
widows or orphans
bottom space / bɒtəm spes/ noun
blank lines at the bottom of a page of
printed text
bought ledger /bɔt ledə/ noun same
as purchase ledger
bound /baυnd/ adjective used to describe
a book or other written document that has
a permanent, usually hard, cover
bounding box /baυndŋ bɒks/ noun a
rectangle that determines the size, position
and shape of a graphic image or video clip
bourgeois /bυəwɑ/ noun a type size
now no longer used, equivalent to 9 point
bow /baυ/ verb to curl or not lie flat
border

born-digital

borrow

borrower

borrowings

‘Börsenblatt’

bottleneck

bottom

bottom line

bottom margin

bottom out

bottom space

bought ledger

bound

bounding box

bourgeois

bow

COMMENT: The pages of a book will bow if

the book is printed with the grain of the
paper running across the page, as opposed
to down the page from top to bottom.
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bowdlerise /baυdləraz/, bowdlerize
verb to change a text by omitting anything
bowdlerise

which may be thought to be offensive; so
called after Thomas Bowdler who in 1818
‘cleaned up’ an edition of Shakespeare’s
plays
bowl /bəυl/ noun a line forming the
rounded part of a letter, such as the round
part of a ‘b’, ‘p’ or ‘c’
box /bɒks/ noun 1. a cardboard, wooden
or plastic container 쑗 The books were sent
in strong cardboard boxes. 2. a straight
rule running round a section of text or an
illustration 쑗 The sections in boxes give
hints on legal problems.
box board /bɒks bɔd/ noun the board
used for making cardboard boxes
boxed /bɒkst/ adjective put in a box or
sold in a box
boxed set / bɒkst set/ noun a set of
books sold together in a box
box file /bɒks fal/ noun a cardboard
box for holding documents
box in / bɒks n/ verb to surround a
section of text with a rule
box number /bɒks nmbə/ noun a
number used as an address, often in reply
to an advertisement in a newspaper or
magazine
bpi abbreviation bits per inch
BPIF / bi pi a ef/ noun an organisation
representing the interests of British
printing companies. Full form British
bowl

box

box board

boxed

boxed set

box file

box in

box number

bpi

BPIF

Printing Industries Federation
BPOP abbreviation bulk-packed
BPOP

on

pallets

BPP abbreviation bits per pixel
BPS, bps abbreviation bits per second
brace /bres/ noun either of a pair of
BPP

BPS

brace

symbols, { }, used singly in printing or
writing to group items together in a table or
list or as a pair in mathematical formulae.
Also called curly bracket
bracketed /brktd/ adjective joined
to the main part of a letter with a curved
line
bracketed serif / brktd serf/ noun
a serif which is joined to the main part of a
letter with a curved line
bracket together / brkt tə"eðə/
verb to print brackets round several items
to show that they are treated in the same
way and separated from the rest of the text
Braille /brel/ noun a system of printing
that enables blind people to read by feeling
bracketed

bracketed serif

bracket together

|

Braille
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with their fingers letters which are printed
as groups of raised dots
Brailler /brelə/ noun a machine similar
to a typewriter that prints Braille
brake /brek/ noun a device which regulates the tension of paper as it runs through
a machine
branch /brɑntʃ/ noun a local subsection
of a business or organisation
brand /brnd/ noun a carefullyconstructed image attached to a company
and their products, recognisable by a name
or logo
brand image / brnd md/ noun the
picture that people have in their minds of a
product associated with the brand name
brand new / brnd nju/ adjective
completely new, direct from the manufacturer
brass /brɑs/ noun an alloy made of
copper and zinc
brass rule / brɑs rul/ noun a rule
made of brass, used for long lines or
borders in letterpress
brayer /breə/ noun a roller for putting
ink on a plate by hand, when taking proofs
breach of contract / britʃ əv
kɒntrkt/ noun failure to carry out the
terms of an agreement
breach of warranty / britʃ əv
wɒrənti/ noun failure to do something
that is a part of a contract
breadcrumbs /bredkrmz/ plural
noun a form of navigation on a webpage in
which its location is indicated by a hierarchical list of pages above the current one,
leading up to the main page
break /brek/ noun 1. a point at which a
word is split at the end of a line 쑗 We must
check the page proofs for bad breaks. 2. a
point at which something or somebody
stops working 쑗 She typed for two hours
without a break. 쑗 The print run was held
up by several paper breaks.
break down / brek daυn/ verb to separate something into smaller parts so that it
is easier to deal with
breakdown /brekdaυn/ noun a
summary, explanation or analysis of data
items collected
breaker /brekə/ noun a vat in which
paper pulp is broken and washed before
being bleached
break even / brek iv(ə)n/ verb to
make enough money to cover one’s
Brailler

brake

branch

brand

brand image

brand new

brass

brass rule

brayer

breach of contract

breach of warranty

breadcrumbs

break

break down

breakdown

breaker

break even

bring out
expenses but making neither a profit nor a
loss
breakeven
point /brek iv(ə)n
pɔnt/ noun the point at which sales cover
costs, but do not show a profit 쑗 The
breakeven point for this title is 4,562
copies.
break line /brek lan/ noun the last
line, usually a short line, at the end of a
paragraph
break off / brek ɒf/ noun an editor’s
instruction to a typesetter showing that text
has to start a new line
break up / brek p/ verb to take a
forme of type apart when it is no longer
needed and distribute the pieces of type
breve /briv/ noun a symbol used above a
vowel to show that it is pronounced short
breakeven point

|

break line

break off

break up

breve

(NOTE: The breve is used particularly in
printing Latin poetry.)
brevier /brəviə/ noun an old type size
brevier

|

equivalent to 8 point

bricks-and-mortar / brks ən mɔtə/
adjective conducting business in the tradibricks-and-mortar

tional way in buildings such as shops and
warehouses and not being involved in ecommerce. Compare clicks-and-mortar
bright /brat/ adjective clear and light 쑗
The jacket must be brighter, with more red
and yellow. 쑗 We need a bright design for
the title page.
bright and unmarked / brat ən n
mɑkt/ adjective of a book, especially a
second-hand book, with no fading, dirtying
or marks on the pages caused by e.g.
fingerprints or smudges
brighten /brat(ə)n/ verb to make
brighter 쑗 Can you brighten up this cover
design?
brilliant /brljənt/ noun an old type size
equivalent to 4 point
bring down / brŋ daυn/ verb 1. to put
something lower down 쑗 Can you bring
down the illustration to the bottom of the
page? 2. to make smaller 쑗 If we brought
the point size down to 7 point, what effect
would this have on the extent? 쑗 By
bringing the captions down to 4 point, we
risk making them illegible.
bring forward / brŋ fɔwəd/ verb to
make something happen earlier 쑗 The
publicity department wants us to bring
forward the publication date.
bring out / brŋ əυt/ verb to publish a
new book 쑗 We hope to bring out the series
bright

bright and unmarked

|

brighten

brilliant

bring down

bring forward

bring out
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in time for Christmas. 쑗 They brought out a
book on British football.
brisk /brsk/ adjective selling actively 쑗
The demand for gardening books is particularly brisk at this time of year.
Bristol /brst(ə)l bɔd/, Bristol board
noun fine white card made of several
sheets stuck together, used especially for
printing visiting cards and business cards
brisk

Bristol

Briticisation,
Briticisation

Briticization

noun

changing the spelling and style of a book
written in English from American to
British English
Briticise, Briticize verb to change the
spelling and style of a book written in
English from American to British
British /brtʃ/ adjective relating to
Great Britain
British Books in Print / brtʃ bυks
n prnt/ noun a publication containing
bibliographical details of all published
books in the UK. Abbr BBIP
Briticise

British

British Books in Print

British

British National Bibliography

National

Bibliography

/ brtʃ nʃ(ə)nəl bbliɒ"rəfi/ noun an

organisation which issues a weekly list in
printed form and on CD-ROM of all the
books published in Great Britain and
produces monthly and annual cumulative
indexes. Abbr BNB

British Printing Industries Federandυstriz
tion / brtʃ prntŋ
British Printing Industries Federation

fedəreʃ(ə)n/ noun full form of BPIF

sə saəti əv ndeksəz/ noun a support
association for professional indexers. Abbr
|

BSI

Standards

Institution

/ brtʃ stndədz nsttjuʃ(ə)n/ noun

the approved British body for the preparation and publication of national standards
for the production of goods and services.
Abbr BSI

British Talking Book Service for
the Blind noun an organisation which
British Talking Book Service for the Blind

arranges for written materials to be
recorded on to audio tape so that blind
people can listen to them
British traditional market / brtʃ trə
dʃ(ə)nəl mɑkt/ noun the areas of the
world representing the old British Empire,
including Australia, New Zealand,
Canada, India and much of Africa and the
Caribbean. 쒁 European rights
British traditional market

|

COMMENT: Publishing contracts between

British and American companies formerly
allotted the British traditional market to the
British publisher, leaving the USA itself (and

content, knowledge, experience, ability or
application
broadband /brɔdbnd/ noun a
connection to the Internet that allows it to
remain connected while still using phone
and fax facilities on the same line, since
many signals can be transmitted simultaneously 쐽 adjective able to transfer large
amounts of data at high speed
broadcast /brɔdkɑst/ noun a
programme made for transmission on radio
or television 쐽 verb 1. to send out words,
music or signals by radio waves 2. to make
something widely known
broadcasting rights /brɔdkɑstŋ
rats/ plural noun the right to perform a
play or to read sections of a book or other
work on radio
broad fold /brɔd fəυld/ noun a way of
folding sheets of printed paper to form a
book, so that the grain of the paper runs
from top to bottom of a page, parallel to the
spine of the book
broadsheet /brɔdʃit/ noun anything
printed on large sheets of paper, but especially one of the more serious newspapers
broadside /brɔdsad/ noun 1. an uncut
sheet of paper 2. paper which has printing
on one side only and is not folded, such as
an advertising poster 3. US a publicity
leaflet 4. US a landscape page, which is
printed sideways reading from bottom to
top, used for tables and charts
brochure /brəυʃə/ noun a magazine or
booklet with pictures giving information
about a product or service
broadband

broadcast

broadcasting rights

broadsheet

broadside

British Society of Indexers / brtʃ
British Society of Indexers

British

broad /brɔd/ adjective comprehensive in
broad

broad fold

|

British Standards Institution

usually Canada) to the American publisher.
This arrangement is now not so common,
and territories like Australia are becoming
‘open’ or indeed are the subject of special
territorial licences.

brochure

COMMENT: A brochure usually has only a

few pages (typically 8 or 16) and is not
sewn, but can be saddle-stitched. It usually
has a self-cover.

brochure site /brəυʃə sat/ noun a
website that gives details of a company’s
products and contact information
broke /brəυk/ noun odd bits of paper
collected during the papermaking process
and reused
broken line / brəυkən lan/ noun a line
made of a series of dashes
broken ream / brəυkən rim/ noun
paper left from a ream which has not been
used up on the previous job
brochure site

broke

broken line

broken ream
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bromide paper /brəυmad pepə/,
bromide /brəυmad/ noun photosensitive
bromide paper

paper used to make bromide prints
bromide print /brəυmad/, bromide
/brəυmad prnt/ noun a photographic
print from a typeset film, a positive photographic print from a negative or the
finished print from a phototypesetting
machine printed on shiny photographic
paper 쑗 The typesetter has sent us the
bromides for checking. 쑗 Can you supply a
bromide of the corrections to pages 124
and 125?
bronzing /brɒnzŋ/ noun the process of
sprinkling metal dust on freshly printed or
varnished sheets to give a metallic effect
brown paper / braυn pepə/ noun
thick paper for wrapping parcels
browse /braυz/ verb 1. to look through a
book, magazine, database or shop in a
casual way without definite intentions 2. to
view data in a database or online system
browser /braυzə/ noun a software
program that is used to navigate through
World Wide Web pages stored on the
Internet. 쒁 web browser
browsing /braυzŋ/ noun the act of a
user moving through text or a multimedia
application in no particular order
brush coating /brʃ kəυtŋ/ noun the
process of coating paper by painting it with
brushes in a special machine
brush up / brʃ p/ verb to refresh or
renew one’s knowledge of or skill in something
B series /bi səriz/, B sizes plural
noun ISO recommended paper sizes for
posters and other large printed items, the
basic size being 1414 x 1000mm. 쒁 A
bromide print

bronzing

brown paper

browse

browser

browsing

brush coating

brush up

B series

series, C series
BSI abbreviation 1. British Society of
Indexers 2. British Standards Institution
bubble /bb(ə)l/ noun a round shape
BSI

bubble

containing the ‘spoken’ words in a cartoon
Buchmesse /bυxmesə/ noun a
German book fair, such as the Frankfurt
Book Fair
buckle /bk(ə)l/ verb to swell because of
heat
buckle folder /bk(ə)l fəυldə/ noun a
device for folding paper where the sheet is
made to buckle by pulling it through rollers
against a metal plate
buckle folding /bk(ə)l fəυldŋ/ noun
a method of folding paper where the sheet
Buchmesse

buckle

buckle folder

buckle folding

bulk
is made to buckle by pulling it through
rollers against a metal plate
buckling /bklŋ/ noun distortion and
bending of film due to heat or dryness
buckram /bkrəm/ noun a coarse cotton
or linen fabric that has been stiffened with
starch, gum or latex, used in bookbinding
budget /bdt/ noun a financial plan
showing how much money is available and
how it is proposed to spend it 쐽 verb to
allow pre-determined amounts of money
for specific purposes
budgetary control / bdt(ə)ri kən
trəυl/ noun the act of keeping a check on
spending
budget variance / bdt veəriəns/
noun the difference between the cost as
estimated for a budget and the actual cost
buff /bf/ adjective having a pale brown
colour, as of manilla envelopes
buffer /bfə/ noun a temporary storage
area for data being transmitted between
two devices that function at different
speeds. A buffer enables a faster device
such as a computer to complete sending the
data and begin another task without
waiting for a slower device such as a
printer.
bug /b"/ noun 1. a problem or mistake in
a computer program 2. a tracking or
surveillance device
build /bld/ verb to make a list by
publishing a series of titles 쑗 The new
editor has a lot of list-building experience.
build into /bld ntu/ verb to add
something to a thing that is being set up 쑗
You must build all the forecasts into the
budget.
build up / bld p/ verb 1. to create
something by adding pieces together 쑗 He
bought several small lists and gradually
built up a publishing company. 2. to
expand something gradually 쑗 to build up
a profitable business 쑗 to build up a team
of salesmen
bulk /blk/ noun the thickness of paper 쐽
verb 왍 to bulk up to use bulky paper to
make a book appear thicker 쑗 The book is
only 96 pages but we bulked it up so that
we can price it at £9.99.
buckling

buckram

budget

budgetary control

|

budget variance

buff

buffer

bug

build

build into

build up

bulk

COMMENT:

In Europe, paper bulk is
measured either in microns (the thickness
of one leaf) or by giving a volume factor
which gives the bulk in millimetres of 200
pages of 100gsm. In the USA, bulk is
measured by the number of pages per inch
of thickness (p.p.i.). Hardwood pulp
produces paper which is bulkier than
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bulk buying
softwood. Bulky mechanicals are used
particularly for paperbacks. Light bulky
paper (such as antique featherweight) is
used for children’s books.

bulk buying / blk baŋ/ noun the act
of buying a large quantity of something to
obtain a cheaper price. Also called bulk
bulk buying

purchase

bulk factor /blk fktə/ noun US a
way of measuring paper bulk according to
the number of pages of a particular type of
paper which make one inch in height
bulking /blkŋ/ noun the general thickness of a book
bulking dummy /bυlkŋ dmi/ noun
a dummy book, made with the correct
paper and binding, to test its weight, bulk
and overall appearance
bulking index /bυlkŋ ndeks/ noun
US a measurement of paper bulk, calculated by dividing the thickness in p.p.i. by
the basis weight. See Comment at bulk
bulking number /bυlkŋ nmbə/
noun a measurement of the number of
sheets per inch
bulking paper /bυlkŋ pepə/ noun
specially thick paper which is used to make
a book thicker
bulk order / blk ɔdə/ noun an order
for a large quantity of material
bulk-packed on pallets / blk pkt
ɒn plts/ adjective packed loose on
pallets but shrink-wrapped for security 쑗
Paper is often bulk-packed on pallets as
distinct from ream-wrapped. Abbr BPOP
bulk purchase / blk p!tʃs/ noun
same as bulk buying
bulk shipment / blk ʃpmənt/ noun a
shipment of a large quantity of goods
bulk stock /blk stɒk/ noun a large
quantity of stock of a book, held in a separate part of the warehouse from the bin
stock
bulk wrapping /blk rpŋ/ noun the
wrapping of several copies of a magazine
or small book for dispatch
bulky /blki/ adjective referring to paper
which is thick and heavy 쑗 We used especially bulky paper for the children’s books.
bullet /bυlt/ noun a large printed dot
used to highlight items in a printed list
bulletin board /bυltn bɔd/ noun an
electronic discussion network and information database
bullet point /bυlt pɔnt/ noun
PRINTING same as bullet
bulk factor

bulking

bulking dummy

bulking index

bulking number

bulking paper

bulk order

bulk-packed on pallets

bulk purchase

bulk shipment

bulk stock

bulk wrapping

bulky

bullet

bulletin board

bullet point
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bumf /bmf/ noun unwanted or uninterbumf

esting printed material, especially official
forms and documents
bump colour /bmp klə/ noun a
special colour added to a four-colour separation to enhance tonal range
bundled service / bnd(ə)ld s!vs/
noun a collection of several different services sold as a package
bundling /bndlŋ/ noun 1. the act of
tying items up into bundles for transport,
such as packs of newspapers or magazines
2. the act of stacking printed and folded
sections for storage until required, with the
foredge alternately to the right and left side
of the stack so that the pile stays flat 3. US
the act of pressing sewn signatures so that
they lie flat
burin /bjυərn/ noun a tool like a needle
used to engrave on copper plates
burn /b!n/ noun the length of exposure
of a metal plate 쐽 verb to copy data on to a
CD-ROM or DVD-ROM. It can then be
used to transport the content or to create
multiple copies.
burnish /b!nʃ/ verb to smooth out any
wrinkles in a paste-up board where the
galleys have been affixed
burnishing /b!nʃŋ/ noun 1. the
process of making gold or silver stamping
sharper by running the paper through the
press a second time, with copper foil
covering the die 2. the process of polishing
the gold or silver leaf on edges of books to
give it a brighter appearance
burst binding / b!st bandŋ/ noun a
type of perfect binding where the collated
pages are slashed in the spines before the
glue and covers are put on
burster /b!stə/ noun a machine that
cuts continuous stationery into separate
sheets
burst test /b!st test/ noun a test of the
strength of paper
burst tester /b!st testə/ noun a
device for testing the strength of paper
bus /bs/ noun 1. a communication link
consisting of a set of leads or wires which
connects different parts of a computer
hardware system, and over which data is
transmitted and received by various
circuits in the system 2. a central source of
information which supplies several devices
business card /bzns kɑd/ noun a
small card giving the name and business
details of a person
bump colour

bundled service

bundling

burin

burn

burnish

burnishing

burst binding

burster

burst test

burst tester

bus

business card
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business college /bzns kɒld/
noun a college which teaches general busibusiness college

ness methods

expenses /bzns k
spensz/ plural noun money spent on
running a business, not on stock or assets
business plan /bzns pln/ noun a
proposal for a new business, presented to a
bank or other institution when asking for a
loan
butt register /bt redstə/ noun a
printed register in which adjacent printed
areas meet precisely at the edges, without
overlap or a gap between them. Compare
business
business expenses

|

business plan

butt register

lap register
buy /ba/ verb to get something by paying
buy

money 쑗 to buy wholesale and sell retail 쑗
to buy for cash 쑗 He bought 10 tonnes of
paper. 쑗 The company has been bought by
its leading supplier.
buy around / ba əraυnd/ verb to buy
stock of books in contravention of exclusive market arrangements 쑗 Some
Australian bookstores may try to buy
around to get books more cheaply than
from the exclusive distributors.
buyer /baə/ noun 1. a person who buys
something 2. a person who buys goods
buy around

|

buyer

byte
from a wholesaler, which are then stocked
by a large store 3. a publisher who buys the
reprint rights in a book from the original
publisher, especially the right to reprint the
book in another country
buyers’ market /baəz mɑkt/ noun
a market in which products are sold
cheaply because there are few buyers
buy in / ba n/ verb to buy a book ready
made and publish it, rather than editing it
from the manuscript 쑗 We rely on boughtin titles to build up the list.
buying /baŋ/ noun the act of getting
something in exchange for money
buying department /baŋ d
pɑtmənt/ noun a department in a
company which buys raw materials or
goods for use in the company
buying forward / baŋ fɔwəd/ noun
same as forward buying
byline /balan/ noun a line giving the
name of the author of a newspaper or
magazine article
byte /bat/ noun a measurement used to
express data or memory capacity of a
computer
buyers’ market

buy in

buying

buying department

|

buying forward

byline

byte
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C
© symbol a symbol denoting copyright,
placed by law before the name of the owner
of the copyright and the year of first publication
COMMENT: The symbol adopted by the

Universal Copyright Convention in Geneva
in 1952. Publications bearing the symbol
are automatically covered by the
convention. The copyright line in a book
should give the © followed by the name of
the copyright holder and the date.

c abbreviation 1. PUBL chapter 2. HIST circa
C1S abbreviation coated one side
C2S abbreviation coated two sides
CAD /kd/ abbreviation computer-aided
c

C1S

C2S

CAD

design

CAD/CAM /kd km/ noun interaction
CAD/CAM

between computers used for designing
products and those used for manufacturing
them
caesura /ssjυərə/ noun a break in a
line of poetry
caked /kekt/ adjective relating to type
that has become stuck together
calculation / klkjυleʃ(ə)n/ noun the
answer to a problem in mathematics
calendar /klndə/ noun a printed table
or chart which shows the days, weeks and
months of the year
calendar month /klndə mnθ/
noun a period of time, usually 30 or 31
days, measured according to an established
western calendar rather than natural
changes of the moon
calendar year / klndə jə/ noun a
period of time, usually 12 months, measured according to an established western
calendar rather than natural changes of the
moon
calender /kləndə/ noun a series of
pairs of rollers through which paper is
passed to give it a smooth finish 쐽 verb to
pass paper through rollers so that it has a

shiny finish 쑗 The book is printed on calendered paper.
calendering /kləndərŋ/ noun the
process of rolling paper to give it a smooth
finish. 쒁 supercalendering
calender stack /kləndə stk/ noun
a set of rollers for calendering paper
calf /kɑf/ noun a soft leather used for
binding books
calf cloth /kɑf klɒθ/ noun imitation
leather made of woven material
California job case / klfɔniə
dɒb kes/ noun a case for metal type,
where the upper and lower case characters
are on the same level, now rarely used
caliper /klpə/ noun 1. a type of measuring instrument which calculates the
thickness of paper 2. the thickness of paper
calendering

calender stack

calf

calf cloth

California job case

|

caliper

COMMENT: In the UK, paper was formerly

measured in mils (1 mil = one thousandth of
an inch), but it is now measured in microns
(1 micron = one thousandth of a millimetre).
Mils are still used in the USA.

caesura

|

caked

calculation

|

calendar

calendar month

calendar year

calender

call /kɔl/ noun 1. a conversation on the
telephone 2. a visit to somebody’s house 쑗
The reps make six calls a day.
calligrapher /kəl"rəfə/ noun a person
who specialises in drawing letters
calligraphic pen /kl"rfk pen/
noun a pen with a special nib, used for fine
drawing of letters
calligraphy /kəl"rəfi/ noun the artistic
use of handwriting
call-out /kɔl aυt/ noun a piece of text
which identifies some part of an illustration, often connected to that part by an
arrow or line
call rate /kɔl ret/ noun the number of
calls per day or per week made by a salesperson
call up / kɔl p/ verb to instruct a
computer to find and display a particular
piece of information
call

calligrapher

|

calligraphic pen

calligraphy

|

call-out

call rate

call up
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camera /km(ə)rə/ noun a machine
camera

which takes photographs, especially in
printing, a machine which takes photographs of the made-up pages of a book
camera-ready /km(ə)rə redi/ adjective relating to material in its final publishable format, ready to be photographed or
electronically scanned for the purpose of
preparing printing plates
camera-ready copy / km(ə)rə redi
camera-ready
paste-up
kɒpi/,
/ km(ə)rə redi pest p/ noun a typescript which is ready to be photographed as
part of book production. Abbr CRC, CRPU
Cameron press /km(ə)rən pres/
noun a type of rotary letterpress printing
machine, in which plastic plates are
attached to an endless belt, as opposed to
cylinders
campaign /kmpen/ noun a planned
method of working
cancel /kns(ə)l/ verb to cause something such as a cheque or reservation to be
no longer valid 쐽 noun a set of printed
pages (or a single leaf) which take the
place of other pages in a printed book 쑗 We
printed a four-page cancel for the prelims
of the book club edition.
cancellation / knsəleʃ(ə)n/ noun an
instruction to say that something is no
longer needed
cancellation clause / knsəleʃ(ə)n
klɔz/ noun a clause in a contract which
states the terms on which the contract may
be cancelled
c&lc abbreviation caps and lower case
c&sc abbreviation caps and small caps
cap /kp/ abbreviation capital letter
capacity /kəpsti/ noun 1. the amount
that something can hold 2. (in industry) the
amount that can be produced or work that
can be done
cap height /kp hat/ noun the height
of a capital letter from the base line to the
top
capital /kpt(ə)l/ noun money that is
used to set up a business or invested to
make more money
capital assets / kpt(ə)l sets/
plural noun property such as machines or
equipment which a company owns and
uses
capital equipment / kpt(ə)l 
kwpmənt/ noun equipment which a
factory or office uses to work
camera-ready

camera-ready copy

Cameron press

campaign

|

cancel

cancellation

|

cancellation clause

|

c&lc

c&sc

cap

capacity

|

cap height

capital

capital assets

capital equipment

|

Carbro process

capital expenditure / kpt(ə)l k
capital expenditure

|

spendtʃə/ noun money spent on equipment or buildings
capitalisation / kpt(ə)lazeʃ(ə)n/,
capitalization noun the act of putting a
word into capital letters
capitalise /kptəlaz/, capitalize
/kpt(ə)laz/ verb 1. to write a word in
capital letters 쑗 The name of the company
is always capitalised in notices to shareholders. 2. to supply money to a working
company
capitalise on /kpt(ə)laz ɒn/ verb to
make a profit from 쑗 They capitalised on
the popularity of the author’s TV show.
capital letter / kpt(ə)l letə/ noun the
upper case form of a letter used at the
beginning of sentences and names, e.g. A,
B, C as opposed to a, b, c. Abbr cap
cap line /kp lan/ noun a line marking
the top of a series of capital letters
caps and lower case noun a style of
setting where the first letters of the main
words are in capitals, and the rest of the
words in lower case. Abbr c&lc
capitalisation

|

capitalise

capitalise on

capital letter

cap line

caps and lower case

caps and small caps, caps and
smalls plural noun capitals and small capicaps and small caps

tals, a style of setting where the first letter
of each word is a capital, and all the other
letters are small capitals. Abbr c&sc
caps lock /kps lɒk/ noun a key on a
keyboard that allows all characters to be
entered as capitals
caption /kpʃən/ noun a note or
heading to a picture or illustration 쐽 verb to
print a caption
captive market / kptv mɑkt/
noun a market in which one supplier has a
monopoly and buyers have no choice over
the product that they must purchase
capture /kptʃə/ verb to obtain control
over something 쑗 to capture the market
carbon black /kɑbən blk/ noun a
very black pigment used in making
printing ink
carbon process /kɑbən prəυses/
noun a colour correction process used in
gravure, involving three-colour carbon
tissues. Also called wet carbon process
carbon tissue / kɑbən tʃu/ noun 1.
thin paper with a coating of carbon powder
2. a sheet of light-sensitive material used in
photogravure
Carbro process /kɑbrəυ prəυses/
noun a colour correction process used in
gravure printing, where each process
caps lock

caption

captive market

capture

carbon black

carbon process

carbon tissue

Carbro process
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card
colour is carried on gelatine to allow the
colour to be checked
card /kɑd/ noun a piece of thick, stiff
paper
cardboard /kɑdbɔd/ noun thick, stiff
paper used for making boxes
cardboard box / kɑdbɔd bɒks/ noun
a box made of cardboard
cardboard tube / kɑdbɔd tjub/
noun a tube made of cardboard, used for
sending posters or covers rolled up inside
card chase /kɑd tʃes/ noun a small
chase for type or plates to print business
cards and other small items of stationery
card index /kɑd ndeks/ noun a series
of cards, usually standard size 12.5 x 7.5
cm, used to record holdings and kept in
specially designed drawers or boxes
card-index /kɑd ndeks/ verb to put
information onto a card index
card-index file /kɑd ndeks fal/
noun information kept on filing cards
card-indexing /kɑd ndeksŋ/ noun
the act of putting information onto a card
index 쑗 No one can understand her cardindexing system.
carding /kɑdŋ/ noun the act of putting
strips of card or thin leading between type
to give extra space or to make a page longer
caret mark /krət mɑk/, caret sign
/krət san/ noun a proofreading symbol
to indicate that something should be
inserted into the text
caricature /krkətjυə/ noun a funny
drawing which exaggerates a person’s
appearance 쐽 verb to draw a caricature of
somebody
carnet /kɑne/ noun an international
document which allows dutiable goods to
cross several European countries by road
without paying duty until the goods reach
their final destination
carriage /krd/ noun 1. the transporting of goods from one place to another,
or the cost of the transport of goods 쑗 to
pay for carriage 쑗 to allow 10% for
carriage 쑗 Carriage is 15% of the total
cost. 2. a mechanical section of a printer
that correctly feeds, spaces or moves paper
that is being printed 3. the section of a
printing press which holds and moves the
forme
carriage forward / krd fɔwəd/
adjective relating to a deal where the
customer will pay for the shipping when
the goods arrive
card

cardboard

cardboard box

cardboard tube

card chase

card index

card-index

card-index file

card-indexing

carding

caret mark

caricature

carnet

carriage

carriage forward
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carriage free / krd fri/ adjective
carriage free

relating to a deal where the customer does
not pay for the shipping
carriage paid / krd ped/ adjective
relating to a deal where the seller has paid
for the shipping
carriage prepaid / krd priped/
adjective relating to a deal where transport
costs have been paid in advance
carriage return / krd rt!n/ noun
a signal or key that moves the cursor or
printhead to the beginning of the next line
of print or display. Abbr CR
carriage return key / krd rt!n
ki/ noun a key that marks the end of a
line, when the machine goes to start a new
line and the cursor or printhead moves to
the beginning of the next line on screen or
in printing
carriage return/line feed / krd r
t!n lan fid/ noun a key that moves the
cursor or printhead to the beginning of the
next line and moves the paper or text up by
one line. Abbr CR/LF
carrier /kriə/ noun 1. a company that
transports goods 쑗 We only use reputable
carriers. 2. a substance that holds the ink
for photocopying or printing processes 3. a
device that holds a section of microfilm
carry /kri/ verb 1. to transport something from one place to another 2. to
contain or broadcast information 쑗 The
newspaper carried a full report on the
event.
car stock /kɑ stɒk/ noun the stock of
books that a rep carries in the back of his or
her car, in order to be able to supply bookshops quickly
cartographer /kɑtɒ"rəfə/ noun a
person who draws maps
cartographical
/ kɑtə "rfk(ə)l/
adjective relating to maps
cartography /kɑtɒ"rəfi/ noun the art
of drawing maps
carton /kɑt(ə)n/ noun 1. thick cardboard 쑗 a folder made of carton 2. a box
made of cardboard
cartoon /kɑtun/ noun 1. the first draft
of a drawing done on paper which can be
transferred to larger paintings 2. a comic or
satirical drawing 쑗 a cartoon book or a
book of cartoons 쑗 The gardening title is
illustrated by cartoons. 3. an animated film
made by photographing a series of drawings
carriage paid

carriage prepaid

|

carriage return

|

carriage return key

|

carriage return/line feed

|

carrier

carry

car stock

cartographer

|

cartographical

|

cartography

|

carton

cartoon

|
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character
/kɑtun
krktə/ noun a character who appears in
cartoons, such as Asterix or Donald Duck
cartoonist /kɑtunst/ noun a person
who draws cartoons
cartouche /kɑtuʃ/ noun a decorative
box which frames a text
cartridge /kɑtrd/ noun a removable
device made of a closed box containing a
disk, tape, program or data
cartridge fonts /kɑtrd fɒnts/ plural
noun hardware which can be attached to a
printer, providing a choice of typefaces,
but still limited to the typefaces and styles
included in the cartridge
cartridge paper /kɑtrd pepə/
noun strong, thick, usually white paper
used for drawing
cartoon
cartoon character

|

cartoonist

|

cartouche

|

cartridge

cartridge fonts

cartridge paper

COMMENT: Cartridge paper is so called

because it was originally used for making
cartridges for bullets. It is made from
chemical pulp, sized, and is very white.

cascading stylesheet /ks kedŋ
cascading stylesheet

|

stalʃit/ noun a method of describing the
font, spacing, and colour of text within a
webpage and storing this information in a
style sheet that can be applied to any text
within the page. Abbr CSS
case /kes/ noun 1. a stiff cardboard
cover glued onto a book formed of two
pieces of cardboard and the spine 쑗 The
library edition has a case and jacket. 쑗
Have you remembered to order the
blocking for the spine of the case? 2. a
cardboard or wooden box for packing and
carrying goods 3. a box in which metal
type is kept, divided into sections for the
various pieces of type 쐽 verb 1. to bind a
book in a stiff cardboard cover 2. to pack
something in a case
case binding /kes bandŋ/ noun 1. a
stiff cardboard cover 쑗 The trade edition
has a case binding. 2. the action of binding
a book in a hard cardboard cover
casebound /kesbaυnd/ adjective PUBL
same as hardback. 쏡 paperback, clothcase

case binding

casebound

bound

case change /kes tʃend/ noun a key
used to change from upper to lower case on
a word processor
cased book / kest bυk/ noun a book
that is bound in a hard cover
casein glue /kesin "lu/ noun a glue
used in bookbinding and in making coated
papers, which is almost acid-free
case-making
machine
/kes
mekŋ mə ʃin/ noun a machine for
case change

cased book

casein glue

case-making machine

|

cast-off
cutting the cardboard which forms the
cover of a book
cash book /kʃ bυk/ noun a book in
which a record is kept of income and
expenditure
cash budget /kʃ bdt/ noun a plan
of cash income and expenditure
cash flow /kʃ fləυ/ noun the movement of money in and out of a business
cash in hand / kʃ n hnd/ noun
same as balance in hand
cash sale /kʃ sel/ noun an act of
selling something for cash
cash terms /kʃ t!mz/ plural noun
lower terms which apply if the customer
pays cash
casing /kesŋ/, casing in noun the act
of putting a hard cover on a book, attaching
it by glueing it to the endpapers and the
hinge flaps
casing-in machine / kesŋ n mə
ʃin/ noun a machine that attaches cases to
book blocks
Caslon /kzlɒn/ noun a typeface
designed by William Caslon, the first
major English typefounder, in the 17th
century
cassette /kəset/ noun a small rectangular plastic container for magnetic tape
which can be used for recording and
playing back speech or music
cassie /ksi/ noun dirty or torn paper in
a ream, usually the first and last sheets in
the pile
cast /kɑst/ verb to make a piece of type
out of hot metal
cast-coated paper /kɑst kəυtd
pepə/ noun shiny coated paper, which
has been dried under pressure from hot
rollers
caster /kɑstə/, casting machine noun
a machine that produces metal type, e.g.
the Monotype or Linotype machines
casting box /kɑstŋ bɒks/ noun a
special box in which metal printing plates
are cast
casting off /kɑstŋ ɒf/, casting up
noun the act of calculating the amount of
space required to print text in a particular
font, and thus the number of pages in the
finished book
cast off / kɑst ɒf/ verb to calculate the
amount of space needed to print a text in a
particular font
cast-off /kɑst ɒf/ noun a calculation of
the extent of a book, that is the number of
cash book

cash budget

cash flow

cash in hand

cash sale

cash terms

casing

casing-in machine

|

Caslon

cassette

|

cassie

cast

cast-coated paper

caster

casting box

casting off

cast off

cast-off
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pages required to print a text in a particular
typeface and point size, done by counting
the characters including the punctuation
marks and spaces
cast-up /kɑst p/ noun a calculation of
the amount of setting needed for a book
including spaces and headings, which
leads to an estimate of typesetting costs
casual work /kuəl w!k/ noun jobs
done by people employed for a short time
catalogue /kt(ə)lɒ"/ noun 1. a list of
priced and illustrated items for sale,
presented in book form or in other formats
including CD-ROM or video 2. a list of the
holdings in a library, usually arranged
according to subject, title or author 쐽 verb
1. to classify and list items to form a catalogue 2. to enter something in a catalogue
catalogue price /kt(ə)lɒ" pras/
noun the price of something as marked in a
catalogue
cataloguer /ktəlɒ"ə/ noun a person
who catalogues books in a library
cast-up

cater for /ketə fɔ/ verb to provide
cater for

what people need

cathode ray tube / kθəυd re
cathode ray tube

tjub/ noun an output device used in a
VDU or phototypesetter for displaying
text, figures or graphics. Abbr CRT
COMMENT: A CRT consists of a vacuum

tube, one end of which is flat and coated
with phosphor; the other end contains an
electron beam source. Characters become
visible when the electron beam makes the
phosphor coating glow.

casual work

catalogue

catalogue price

cataloguer

Cataloguing
Cataloguing in Publication

in

Publication

/ ktəlɒ"ŋ n pblkeʃ(ə)n/ noun a
|

system whereby new books are catalogued
before publication by the British Library or
by the Library of Congress based on details
about each book supplied by the publisher.
Abbr CIP
catchline /ktʃlan/ noun a headline
which is written at the top of a page of
manuscript or printed at the top of proofs,
and discarded when the proofs are made up
into pages
catch mount /ktʃ maυnt/ noun a
special mount which allows a page to be
removed from the imposed forme and
another page put in its place
catch stitch /ktʃ sttʃ/ noun same as
catchline

catch mount

catch stitch

kettlestitch

catch up / ktʃ p/ noun a situation
catch up

where the non-image areas of a lithographic print take in ink. Also called

caveat /kvit/ noun a warning
caveat emptor / kvit emptɔ/
caveat

caveat emptor

phrase a phrase meaning that the buyer is

personally responsible for checking that
what they buy is in good order (NOTE: The
Latin phrase means ‘let the buyer beware’.)
cc1 / si si/ noun 1. used at the ends of
cc

letters, memos and reports to indicate that
an identical copy has been sent to the
named people 2. a feature of electronic
mail software that allows you to send a
copy of a message to another user 왘 full
form carbon copy
cc2 abbreviation copies
CCD noun an electronic device that has an
array of tiny elements whose electrical
charge changes with light; each element
represents a pixel and its state can be
examined to record the light intensity at
that point; used in some scanners and video
cameras. Full form charge-coupled
cc

CCD

device

CCTV abbreviation closed circuit televiCCTV

sion

CD burner / si di

b!nə/ noun
same as CD writer
CD-I / si di a/ noun a compact disc
with electronic information that can be
changed by the user. Full form compact
CD burner

COMPUT
CD-I

disc interactive
CD-ROM / si di rɒm/ noun an elecCD-ROM

scumming

tronic method of storing large quantities of
information which can be read by laser.
Full form compact disc – read only

catchword /ktʃw!d/ noun 1. a word

memory

catchword

printed at the top of a page in a dictionary
or other reference book, usually the first or
last entry for that page 2. the first word of
a page of printed text repeated at the
bottom right-hand corner of the previous
page, originally placed there to draw the
binder’s attention to it
category /kt"(ə)ri/ noun a division
or class in a system used to group items
according to their type
category

CD-ROM drive / si di rɒm drav/,
CD-ROM player / si di rɒm pleə/
noun a disk drive that allows a computer to
CD-ROM drive

read data stored on a CD-ROM, in which
the player spins the disc and uses a laser
beam to read etched patterns on the surface
of the CD-ROM that represent data bits
CD-RW / si di ɑ db(ə)lju/ noun a
compact disc that can have its contents
erased and something else recorded onto it
CD-RW
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many times. Full form compact disc
rewritable
CD-WO / si db(ə)l ju əυ/ noun CDCD-WO

ROM disc and drive technology that allows
a user to write data to the disc once only
and is useful for storing archived documents or for testing a CD-ROM before it is
duplicated. Full form compact disc write

once

CD writer / si di ratə/ noun a piece
CD writer

of equipment used to record data permanently onto a compact disc
cede /sid/ verb to give up something
such as a right 쑗 The author has ceded the
film rights to a well-known charity. 쒁
cede

cession

cedilla /sədlə/ noun a small mark (¸)
cedilla

|

used in some languages under a letter to
change its pronunciation, e.g. under the
letter c in French to soften it
cell /sel/ noun a space for information in a
table such as a computer spreadsheet,
formed where a row and a column intersect
cello foil /seləυ fɔl/ noun vinyl foil, a
thin material for blocking on plastic book
covers
cellophane /seləfen/ a trade name for
a transparent plastic film 쑗 The books are
packed in cellophane wrapping.
cellulose /seljυləυs/ noun a chemical
substance which is a compound of carbon,
hydrogen and oxygen
cell

cello foil

cellophane

cellulose

COMMENT: Cellulose forms the fibres in

plants, and so becomes the fibre which
constitutes paper. Cellulose fibres have the
following properties: they are inert, that is,
they do not react easily with other chemical
substances; they absorb water and so can
be made into the liquid pulp which when
dried forms paper; they are colourless,
transparent and very strong.

cellulose acetate / seljυləυs stet/
noun a sheet of transparent film used for
cellulose acetate

making overlays

cellulose film /seljυləυs flm/ noun a
cellulose film

transparent film made from cellulose
censor /sensə/ noun a person who
decides what may be published, shown or
distributed to the general public 쐽 verb to
edit published material or films with regard
to what is considered decent for selling,
showing or distributing to the general
public
censorship /sensəʃp/ noun prohibition of the production, distribution or sale
of items considered to be objectionable on
political, religious or moral grounds
censor

censorship

centre notes

centimetre /sentmitə/ noun one
hundredth part of a metre. Abbr cm (NOTE:
centimetre

The US spelling is centimeter.)
centralisation / sentrəlazeʃ(ə)n/,
centralization noun organisation of everycentralisation

|

thing from a central point
centralise /sentrəlaz/, centralize verb
to organise something from a central point
쑗 All purchasing has been centralised in
our main office. 쑗 The group benefits from
a highly centralised organisational structure.
central processing unit / sentrəl
prəυsesŋ junt/ noun the circuits
which form the main part of a computer.
Abbr CPU
central
purchasing
/ sentrəl
p!tʃsŋ/ noun purchasing organised by
a central office for all branches of a
company
centre /sentə/ noun 1. a point in the
middle of an area 쑗 The illustration should
be in the centre of the page. 쑗 The folio
numbers should be in the bottom centre. 2.
a group of items in an account 쐽 verb 1. to
put something in the middle 쑗 The text is
centred, but the headings should be ranged
left. 2. to arrange a piece of text so that the
middle of the text is in the middle of the
line on the page
centred dot / sentəd dɒt/ noun a dot
which is raised above the base line to the
middle of the x-height, used in some countries as a decimal point, as an indication of
a new paragraph or section, and also in the
USA as a way of indicating syllables in
headwords in a dictionary
centrefold /sentəfəυld/ noun a double
page in the middle of a newspaper or
magazine 쑗 We have placed an ad on the
centrefold of the next issue.
centre heading /sentə hedŋ/ noun a
heading at the middle of the top of a page
centre holes /sentə həυlz/ plural noun
location holes along the centre of punched
tape
centre margin ring / sentə mɑdn
rŋ/ noun a metal ring round the edge of
the cylinder holding printing plates
centre marks /sentə mɑks/ noun
lines on a double-page spread which indicate where it is to be folded or cut
centre notes /sentə nəυts/ plural noun
notes printed in the centre of a page
between two columns of type
centralise

central processing unit

central purchasing

centre

centred dot

centrefold

centre heading

centre holes

centre margin ring

centre marks

centre notes
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centre spread / sentə spred/ noun a
centre spread

double page spread which is in the middle
of a signature
centre sprocket feed / sentə sprɒkt
fid/ noun central paper tape sprocket
holes that line up with coding hole positions
centrifugal pulp cleaner / sentr
fju"(ə)l plp klinə/ noun a type of
spinning drum which separates dirt from
wood pulp as it is prepared for papermaking
centring /sentərŋ/ noun the act of
putting text in the centre of a page 쑗
Centering of headings is easily done, using
this function key.
Century /sentʃəri/ noun an American
typeface designed for the ‘Century’ magazine in 1895 by Theodore Lowe de Vinne,
now mainly used in a form called ‘Century
Schoolbook’
CEO abbreviation Chief Executive Officer
cerfs plural noun another spelling of
centre sprocket feed

centrifugal pulp cleaner

|

centring

Century

CEO

cerfs

kerfs

certificate /sətfket/ noun an official
certificate

|

document given to confirm facts 쑗 birth
certificate 쑗 health certificate 쑗 degree
certificate
certificate of approval /sə tfkət əv
əpruv(ə)l/ noun a document showing
that an item has been officially approved
certificate of origin /sə tfkət əv
ɒrdn/ noun a document showing where
goods were made
certified copy / s!tfad kɒpi/ noun a
document which is certified as being the
same as another
cession /seʃ(ə)n/ noun the giving up of
a right to somebody. 쒁 cede
cessionary /seʃ(ə)nəri/ noun a person
to whom a right has been transferred
cf abbreviation used to refer to a footnote
or to another part of the text. Full form
certificate of approval

|

|

certificate of origin

|

certified copy

cession

cessionary

cf

confer

C format paperback / si fɔmt
pepəbk/ noun a paperback with the
format 234 x 156mm
CGA noun a video display standard developed by IBM which provided low-resolution text and graphics, now superseded by
EGA and VGA. Full form colour
C format paperback

CGA

graphics adapter
chad /tʃd/ noun little round pieces of
chad

paper which are removed when holes are
punched in tape

chain /tʃen/ noun a series of stores
belonging to the same company 쑗 a chain
of newsagents 쑗 the chairman of a large
paperback chain 쑗 He runs a chain of
specialist shops.
chain lines /tʃen lanz/, chain marks
plural noun faint lines which run across
laid paper, made by the wire mesh in the
papermaking machine
chain store /tʃen stɔ/ noun one store
in a chain
chain

chain lines

chain store

chairman and managing director
chairman and managing director

/ tʃeəmən ən mndŋ darektə/
noun a managing director who is also
|

chairman of the board of directors

chalking /tʃɔkŋ/ noun 1. a printing
chalking

fault where the ink dries and flakes off
instead of being incorporated into the
paper 2. the process of dusting leaves with
powdered chalk before applying glue to
gild the edges, which prevents the leaves
sticking together
Chamber of Commerce / tʃembər
əv kɒm!s/ noun a group of local businesspeople who meet to discuss problems
which they have in common and to
promote business in their town
chancery /tʃɑnsəri/ noun a type of
italic, e.g. Bembo
Chancery script /tʃɑnsəri skrpt/
noun a 15th-century Italian writing style,
used for official documents, from which
italic type was derived
channel /tʃn(ə)l/ noun 1. the spoken,
written or electronic means by which
something is passed on 2. a major interest
area on the Internet that is easily accessible
3. (in graphics) one layer of an image that
can be worked on separately or which can
be used to create special effects
channel of distribution / tʃn(ə)l əv
dstrbjuʃ(ə)n/ noun a way of sending
goods from the manufacturer to the retailer
chapbook /tʃpbυk/ noun a small
booklet of poems, ballads or stories, originally sold by travelling pedlars
chapel /tʃp(ə)l/ noun 1. a branch of a
trade union in printing and journalism 2. a
meeting of a printers’ or journalists’ chapel
chapter /tʃptə/ noun one of the divisions of a book or document
chapter drop /tʃptə drɒp/ noun the
number of blank lines or millimetres
between the top of the type area and a
chapter title
Chamber of Commerce

chancery

Chancery script

channel

channel of distribution

|

chapbook

chapel

chapter

chapter drop
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chapter heading /tʃptə hedŋ/,
chapter head, chapter title noun the title
chapter heading

and number of a chapter which is printed in
larger letters at the beginning of the chapter
쑗 Chapter headings are in 15 point
Univers, and are dropped 20mm.
chapter opening /tʃptə əυp(ə)nŋ/
noun the beginning of a chapter, usually
marked with a chapter title and a suitable
chapter drop
character /krktə/ noun a single
letter, number or symbol that can be
displayed on a computer screen or printer
and represents one byte of data
chapter opening

character

COMMENT:

Characters are important
properties in themselves, and can be
merchandised in many ways. Publishers
who represent the original copyright holders
in characters can license the production of
dolls, calendars, playing cards, soap, cups,
etc., in the form of the characters. Vice
versa, a film or TV company which holds the
copyright in a screen character, may
license a publisher to publish books about
the character.

character assembly /krktər ə

|

sembli/ noun a method of designing characters in pixels on a computer screen
character block /krktə blɒk/ noun
the pattern of dots that will make up a character on a screen or printer
character byte /krktə bat/ noun a
byte of data containing the character code
and any error check bits
character generation /krktə
denəreʃ(ə)n/ noun the formation of
characters either by computer or from film
character height /krktə hat/ noun
a measurement in millimetres from the
bottom of the character to the top. Also
called letter height
character key /krktə ki/ noun a
word-processor control used to process
text one character at a time
character matrix /krktə metrks/
noun a pattern of dots that makes up a
displayed character
character printer /krktə prntə/
noun a device that prints characters one at
a time
character recognition / krktə
rekə"nʃ(ə)n/ noun a system that reads
written or printed characters into a
computer by recognising their shapes
character
rounding
/krktə
raυndŋ/ noun the act of making a
displayed character more pleasant to look
at, within the limits of pixel size
character byte

character generation

character height

character key

character matrix

character printer

character recognition

|

character rounding

character skew /krktə skju/ noun

the angle by which an incorrectly-positioned character is misaligned with the
others
characters per inch / krktəz p!r
ntʃ/ noun the number of printed characters which fit within the space of one inch
on a line, used as a guide to the total extent
of a book. Abbr cpi
characters per line / krktəs p!
lan/ noun the number of characters estimated to be in each line, used as a guide to
the total extent of a book. Abbr cpl
characters per second / krktəz
pə sekənd/ noun the number of characters which are transmitted or printed per
second. Abbr cps
charge /tʃɑd/ verb to ask people to pay
for goods or services 쑗 He charges £10 an
hour. 쐽 noun money which must be paid
for something such as a service 쑗 to make
no charge for delivery 쑗 There is a small
charge for rental.
charge-coupled device / tʃɑd
kp(ə)ld dvas/ full form of CCD
charges forward / tʃɑdz fɔwəd/
plural noun charges which will be paid by
the customer
chart /tʃɑt/ noun a visual representation
of information
charter /tʃɑtə/ noun an official document giving rights to a person, organisation
or community
charter bookseller /tʃɑtə bυkselə/
noun a bookseller who stocks a wide range
of titles and who has special terms from
publishers
chase /tʃes/ noun a metal frame in
which metal type and blocks are placed
and held ready to print by letterpress 쐽 verb
1. to try to speed up work by asking how it
is progressing 쑗 We are trying to chase up
the accounts department for the cheque. 쑗
We will chase your order with the production department. 2. to gild the edges of a
book
chaser /tʃesə/ noun a letter to remind
somebody of something, especially to
remind a customer that an invoice has not
been paid
CHC abbreviation cyclohexylamine
carbonate
CHC paper / si etʃ si pepə/ noun
paper impregnated with CHC, used to
deacidify the pages of old books
characters per inch

characters per line

characters per second

charge

character assembly

character block

CHC paper
character skew

charge-coupled device

|

charges forward

chart

charter

charter bookseller

chase

chaser

CHC

CHC paper
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cheap edition /tʃip  dʃ(ə)n/ noun a
special edition of a book which is sold at a
lower price than the normal edition
check /tʃek/ noun an inspection of something to make sure it is correct 쐽 verb to
look at something closely to make sure
there are no mistakes
check digit /tʃek ddt/ noun a
number added to a numeric code to enable
a computer program to detect any errors in
the code
check into / tʃek ntυ/ verb to investigate something in order to get more information about it or to establish its truth or
accuracy
checklist /tʃeklst/ noun 1. a list which
acts as a reminder of things to be done or
accounted for 2. a list used to identify
items from a minimum amount of information
check sample /tʃek sɑmp(ə)l/ noun
a sample to be used to see if a consignment
is acceptable
chemac /kemk/ noun a binder’s die
used for blocking book covers which is
cheaper and made of softer metal than a
brass, so not used for long runs
chemical
ghosting / kemk(ə)l
"əυstŋ/ noun faint images which appear
on printed sheets, as an effect of the chemicals in the ink
chemically pure paper / kemkli
pjυə pepə/ noun paper which is acidfree, used to repair or protect old books or
maps
chemical paper /kemk(ə)l pepə/
noun paper made from chemical pulp
chemical pulp /kemk(ə)l plp/ noun
pulp which has been produced using chemicals rather than being broken down
mechanically. Compare groundwood
cheap edition

|

check

check digit

check into

checklist

check sample

chemac

chemical ghosting

chemically pure paper

chemical paper

chemical pulp

pulp

money from a bank account, by filling in a
standard form and without using coins or
notes (NOTE: The US spelling is check.)
cheque account /tʃek ə kaυnt/ noun
a bank account which allows the customer
to write cheques
cheque paper /tʃek pepə/ noun
special paper for printing cheques, sensitised to prevent fraud
chevrons /ʃevrənz/ plural noun same as
cheque account

|

chevrons

guillemets

chick lit

chief executive

|

Chief Executive Officer

|

CEO

children’s annual /tʃldrənz njuəl/
noun a book published each year usually at
children’s annual

Christmas, with stories, games and articles, intended for children and often based
on a popular TV series or cartoon character
children’s editor /tʃldrənz edtə/
noun a person responsible for publishing
books for children
children’s fiction /tʃldrənz fkʃən/
noun stories for children
china clay /tʃanə kle/ noun kaolin,
fine white clay used for loading and
coating paper
chinagraph pencil /tʃanə"rɑf
pens(ə)l/ noun a pencil used for making
clear marks on film or negative ozalids
chipboard /tʃpbɔd/ noun cheap rough
board used for making boxes and binding
cases
chlorine number /klɔrin nmbə/
noun the amount of chlorine which is
absorbed by a sample of pulp, used to
calculate the amount required to add to
produce a white paper
choice /tʃɔs/ noun 1. something which
is chosen 쑗 You must give the customer
time to make his choice. 2. a range of items
to choose from 쑗 We have only a limited
choice of suppliers. 쑗 The shop carries a
good choice of papers.
choke /tʃəυk/ noun to slightly reduce a
pigmented area being printed to allow for
the ink spreading
choose /tʃuz/ verb to decide to do a
particular thing or to buy a particular item
as opposed to something else 쑗 There were
several good candidates to choose from. 쑗
They chose the only female applicant as
sales director. 쑗 The book club has chosen
his novel as their Christmas special.
Christmas gift book / krsməs "ft
bυk/ noun a special book which is given
as a present at Christmas
Christmas list /krsməs lst/ noun a
list of books specially produced for sale at
Christmas
children’s editor

children’s fiction

china clay

chinagraph pencil

chipboard

chlorine number

choice

choke

choose

cheque /tʃek/ noun a method of paying
cheque

cheque paper

chick lit /tʃk lt/ noun a genre of fiction
considered to appeal primarily to young
women
chief executive / tʃif "zekjυtv/
noun an executive director in charge of a
company
Chief Executive Officer / tʃif "
zekjυtv ɒfsə/ noun US a director in
charge of all a company’s operations. Abbr

Christmas gift book

Christmas list
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chroma /krəυmə/ noun the depth or
saturation of a hue, as compared to a
medium neutral grey
chromolithography
/ krəυməυl
θɒ"rəfi/ noun colour printing by lithography, each colour requiring a separately
drawn plate
chromo paper /krəυməυ pepə/ noun
expensive paper, heavily coated on one
side, used for block proofing or printing
chroma

chromolithography

|

chromo paper

chronological
chronological order

/ krɒnəlɒdk(ə)l

order

ɔdə/ noun the
arrangement of things such as records, files
or invoices in order of their dates
‘…during a state audit his company’s
seven party planners spent days combing
through customer records when they
could have been out selling. One
suggestion: Make extra copies of
invoices and file them in chronological
order. ‘The lesson is to be so anally
prepared you can say immediately, “I’ve
got it”,’ Mr. Kelly says.’ [Crain’s
Chicago Business]
chumship /tʃmʃp/ noun a group of
compositors working together on the same
job
cicero /ssərəυ/ noun a point size, more
or less the equivalent of a pica, used in
Europe, but not in Britain or the USA.
Compare didot
CIEL*a*b* noun a numerical scaled
system of describing all colours visible to
the human eye in relation to each other
c.i.f. abbreviation cost, insurance and
freight 쑗 The books can be supplied at
£1.30 ex works from Singapore or £1.45
c.i.f. London.
CIP abbreviation Cataloguing in Publication
circular /s!kjυlə/ noun a letter or
advertisement sent to a large number of
people at the same time
circularise /s!kjυləraz/, circularize
verb to send a circular to 쑗 The committee
has agreed to circularise the members. 쑗
They circularised all their customers with
a new list of prices.
circular letter / s!kjυlə letə/ noun a
letter sent to a large number of people
conveying the same information
circular letter of credit / s!kjυlə
letər əv kredt/ noun a letter of credit
sent to all branches of the bank that issues
it
chumship

cicero

CIEL*a*b*

c.i.f.

CIP

circular

circularise

circular letter

circular letter of credit

classics

circulate /s!kjυlet/ verb to send inforcirculate

mation to a group of people 쑗 They circulated a new list of prices to all their
customers.
circulating library /s!kjυletŋ
labrəri/ noun a library run on a commercial basis, where the members pay to
borrow books
circulation / s!kjυleʃ(ə)n/ noun 1.
the number of copies of a newspaper or
magazine sold each time it is produced 2.
distribution of written materials such as
journals or books to people who may be
interested in them
circumflex accent /s!kəmfleks
ksənt/ noun a mark (^) used over a
vowel in some languages to show pronunciation
citation /sateʃ(ə)n/ noun a formal
word for a quotation or reference
cite /sat/ verb to quote or mention something especially as proof of a point
civil law / sv(ə)l lɔ/ noun laws relating
to people’s rights and agreements between
individuals
claim form /klem fɔm/ noun a form
that has to be filled in when making an
insurance claim
clamp /klmp/ noun a device that holds
something tightly
clamp allowance /klmp ə laυəns/
noun the part of the paper which is held by
clamp bars and is not used for printing
clamp bar /klmp bɑ/ noun a metal
bar which holds the paper in a press as it is
being printed
class /klɑs/ noun a division of a classification scheme
classic /klsk/ noun a famous work of
literature 쑗 ‘The Lord of the Flies’ has
become a modern classic. 쑗 They have
published a series of nineteenth-century
classics.
classical
/klsk(ə)l/
adjective
consisting of or involving the study of the
ancient Greek and Latin languages and
literature
classicism /klssz(ə)m/ noun the
study or knowledge of ancient Greece and
Rome
classicist /klssst/ noun a scholar of
ancient Greek and Latin
classics /klsks/ noun the academic
study of the languages, literature and
history of ancient Greece and Rome
circulating library

circulation

|

circumflex accent

citation

|

cite

civil law

claim form

clamp

clamp allowance

|

clamp bar

class

classic

classical

classicism

classicist

classics
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classification / klsfkeʃ(ə)n/ noun
classification

|

1. a division or category within a system
according to their degrees of similarity 2.

the process of putting things into groups
according to similarities or relationships
classification
system / klsf
keʃ(ə)n
sstəm/,
classification
scheme / klsfkeʃ(ə)n skim/ noun a
system of organising things by dividing
them into groups based on their similarities
쑗 In libraries books are often arranged
according to the Dewey decimal classification system.
classification system

|

|

classified

advertisements

classified advertisements

/ klsfad ədv!tsmənts/ plural noun

advertisements listed in a newspaper under
special headings, such as ‘Property for
sale’ or ‘Jobs wanted’
classified catalogue / klsfad
kt(ə)lɒ"/ noun a list of contents
arranged according to the classification
system used to control them
classified directory / klsfad da
rekt(ə)ri/ noun a book which lists businesses grouped under various headings
such as computer shops or newsagents
classified index /klsfad ndeks/
noun a list of holdings organised under
general headings rather than in one alphabetical sequence 쑗 In a classified index,
publishers would appear under the general
heading ‘Publishers’ and not in the usual
alphabetical order of their names.
classify /klsfa/ verb 1. to place
things into a sequence according to a classification scheme 2. to restrict the distribution of a document for reasons of security
clause /klɔz/ noun a section of a
contract 쑗 There are ten clauses in the
contract. 쑗 According to clause six,
payments will not be due until next year.
clean /klin/ adjective without any
mistakes 쑗 The estimate for typesetting
assumes the publisher will submit clean
copy.
clean copy / klin kɒpi/ noun a manuscript or text for typesetting which has no
alterations and is easy to read
clean proof / klin pruf/ noun a proof
which does not need any corrections
clear /klə/ adjective easily understood 쑗
You will have to make it clear to the staff
that productivity is falling. 쐽 verb 1. to
delete data from a computer display or
storage device 2. 왍 to clear goods through
customs to have all documentation passed
classified catalogue

classified directory

|

classify

clause

clean

clean copy

clean proof

clear

clearance certificate

|

clearing

clearing house

clear profit

|

classified index

by customs so that goods can leave the
country
clearance certificate /klərəns sə
tfkət/ noun a document showing that
goods have been passed by customs
clearing /klərŋ/ noun the removing of
formes after a book is printed, by distributing the type and preparing the formes for
another job
clearing house /klərŋ haυs/ noun 1.
an agency or central office where information from various sources is pooled 2. a
central office where orders from many
sources are consolidated
clear profit / klə prɒft/ noun profit
after all expenses have been paid 쑗 We
made $6,000 clear profit on the sale.
clerical /klerk(ə)l/ adjective relating to
tasks done in an office or by a clerk
cliché /kliʃe/ noun French word for a
printing block
clicker /klkə/ noun an old term for a
foreman compositor
click rate /klk ret/ noun same as clickclerical

cliché

clicker

click rate

through rate

clicks and bricks / klks ən brks/
clicks and bricks

noun a way of doing business that

combines e-commerce and traditional
shops
clicks-and-mortar / klks ən mɔtə/
adjective conducting business both
through e-commerce and also in the traditional way in buildings such as stores and
warehouses
click-through /klk θru/ noun an act
of clicking on a banner or other on-screen
advertising that takes the user through to
the advertiser’s website
click-through rate /klk θru ret/
noun a method of charging an advertiser
for the display of a banner advertisement
on a website. Also called click rate (NOTE:
clicks-and-mortar

click-through

click-through rate

Each time a visitor clicks on a displayed
advertisement which links to the advertiser’s main site, the advertiser is charged
a fee. A click-through rate of just a few
percent is common and most advertisers
have to pay per thousand impressions of
their banner ad, sometimes written CTM
(click-through per thousand).)
client /klaənt/ noun 1. a person using
client

the services of a professional organisation

2. a computer that is connected to a

network or the Internet, or that is using the
resources of another computer. 쒁 gopher

Publishing.fm Page 47 Thursday, April 6, 2006 1:33 PM

47

clip art /klp ɑt/ noun pre-packaged
artwork, available on software for use in
documents produced on a computer
clipping /klpŋ/ noun US same as
clip art

clipping

cutting

clipping path /klpŋ pɑθ/ noun a
mask which is used in graphics software to
hide some portion of a image, such as the
background
close /kləυz/ verb 1. to end 2. to stop
doing business for the day 쑗 The office
closes at 5.30. 쑗 We close early on Saturdays. 3. 왍 to close inverted commas to
indicate the end of a quotation
closed circuit television / kləυzd
s!kt telv(ə)n/ noun an internal
video system often used for security
purposes or for relaying conferences. Abbr
clipping path

close

closed circuit television

CCTV

closed market / kləυzd mɑkt/ noun
closed market

a market in which a supplier deals with
only one agent or distributor and does not
supply any others direct
closed signature / kləυzd s"ntʃə/
noun a signature where the bolts have not
been cut
close up / kləυz p/ verb to reduce the
space between characters or lines 쑗 If the
text is closed up a little we will save a page.
closeup /kləυs p/ noun photography
taken a very short distance away from the
subject 쑗 We need a closeup of the lottery
winner to put on the front cover.
closing bid /kləυzŋ bd/ noun in an
auction, the last bid or the bid which is
successful
closing stock / kləυzŋ stɒk/ noun
details of stock at the end of an accounting
period
closing time /kləυzŋ tam/ noun the
time that an establishment such as a shop,
library or bar closes and people have to
leave
cloth /klɒθ/ noun material used to cover a
hardbound book 쑗 The book is bound in
green cloth or is in a green cloth binding.
cloth boards /klɒθ bɔdz/ plural noun a
cover made of stiff board covered with
cloth
clothbound /klɒθbaυnd/ adjective
used to describe books which are covered
in a specific type of material made originally from natural fibres, now often
synthetic
closed signature

close up

coating binder

cloth joint /klɒθ dɔnt/ noun a strip of
cloth joint

linen pasted along the fold of the endpaper
to strengthen the joint
cloth-lined paper / klɒθ land pepə/
noun paper with cloth pasted on the back,
used for folding maps
cloze test /kləυz test/ noun a test of
comprehension and grammar in which a
language student supplies appropriate
missing words omitted from a text
club line /klb lan/ noun the first line
of a paragraph which appears at the bottom
of a page. Compare widow (NOTE: Another
cloth-lined paper

cloze test

club line

term for this is orphan.)
clumps /klmps/ plural noun metal
clumps

spacers or leads, cast on thicker bodies,
used to space out type matter
cm abbreviation centimetre
CMYK / si em wa ke/ adjective a
method of describing a colour by the
percentage content of its four component
colours. Full form cyan-magenta-yellowkey. Also called YMCK
co- /kəυ/ prefix working or acting
together. 쒁 co-edition, coproduction,
cm

CMYK

co-

copublish
coarse /kɔs/ adjective 1. referring to
paper which has a rough surface 2. refercoarse

ring to a screen with wide spaces between
the lines 왘 compare fine
COMMENT: A coarse screen is used when

closeup

printing halftones on coarse paper, as in
newspapers; it can be up to about 80 lines
per inch.

|

closing bid

closing stock

closing time

cloth

cloth boards

clothbound

coarse grain /kɔs "ren/ noun larger
dots giving a rougher picture
coat /kəυt/ verb to cover something with
a layer of clay, paint or varnish
coated one side / kəυtd wn sad/
noun coated paper with the coating on one
side only, suitable for posters or covers.
Abbr C1S
coated paper / kəυtd pepə/ noun art
paper or shiny paper, coated on one or both
sides with a mixture of china clay and size,
used for illustrations, especially halftones
coarse grain

coat

coated one side

coated paper

(NOTE: The US term is enamel paper.)
coated two sides / kəυtd tu sadz/
noun coated paper with the coating on both
sides. Abbr C2S (NOTE: US English is also
enamel paper.)
coating /kəυtŋ/ noun the act of treating
coated two sides

coating

paper with a mixture of clay and size.

쒁

brush coating

coating binder /kəυtŋ bandə/ noun
coating binder

the substance in coating slip which makes
it adhere to the surface of the paper
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coating machine /kəυtŋ mə ʃin/
coating machine

|

noun a machine that applies the coating to

paper

without being prepared
cold call / kəυld kɔl/ noun a sales visit
where the salesperson has no appointment
and the client is not an established
customer
cold composition / kəυld kɒmpə
zʃ(ə)n/, cold metal setting, cold type
/kəυld tap/ noun the use of hand set type,
typewritten material, or other material
made by a machine which prints by
striking the paper, as a basis for printing
cold melt /kəυld melt/ noun a glue used
for binding which does not need to be
heated
cold set ink /kəυld set ŋk/ noun ink
which sets on the paper without being
dried under heat
collaborate /kəlbəret/ verb to work
together 쑗 She collaborated with a French
film star on a book on the cinema.
collaboration /kə lbəreʃ(ə)n/ noun
working together 쑗 Their collaboration on
the project was very profitable.
collaborator /kəlbəretə/ noun a
person who works with another to produce
a literary or artistic work
collage /kɒlɑ/ noun an illustration
made by sticking together various materials such as photographs, line drawings
and pieces of fabric
collate /kəlet/ verb 1. to gather pieces
of information together 2. to organise
materials into a specific order and check
that they are complete
collating /kəketŋ/ noun the act of
checking the gathered sections of a book or
of checking a text
collating machine /kəketŋ mə ʃin/
noun a machine that collates signatures of
a book or pages of a document in the
correct order ready for binding
collating marks /kəletŋ mɑks/
plural noun marks printed on the spine of a
signature so that the binder can see if they
have been collated in correct order
collating
sequence
/kəletŋ
sikwəns/ noun an order in which signatures are stacked for printing
collation /kəleʃ(ə)n/ noun 1. a detailed
comparison between different items or
forms of information 2. the assembling of
pieces of paper in the right order, particularly the sections of a book prior to binding
3. the act of compiling a technical description of a book, including its bibliographical
cold call

coauthor /kəυɔθə/ noun an author who
coauthor

|

writes something jointly with one or more
other authors 쐽 verb to write a book with
another author 쑗 She coauthored the book
on Churchill.
Cobb sizing test /kɒb sazŋ test/
noun a test to measure the rate of absorption of water by paper
Cobb sizing test

COMMENT: The Cobb test is used to

measure absorption by the surface only (as
opposed to the penetration of water right
through paper or board).

COBOL /kəυbɒl/ noun a computer
programming language. Full form
COBOL

common business-oriented language
cockle /kɒk(ə)l/ noun a bump or wrinkle
cockle

on the edge of a sheet of paper caused by
damp 쐽 verb to bulge and wrinkle 쑗 The
paper has cockled and will have to be
dried.
cockroach /kɒkrəυtʃ/ noun a text
which has been set in lower case only
cock-up /kɒk p/ noun 1. a letter
printed in superscript 2. an initial capital
which is larger than the rest of the line
coda /kəυdə/ noun an additional section
at the end of a text such as a literary work
or speech that is not necessary to its structure but gives additional information
code /kəυd/ noun a group of numbers or
letters used to identify something. 쒁
cockroach

cock-up

coda

code

barcode

codicil /kəυdsl/ noun an appendix or
codicil

supplement to a text
co-edit / kəυ edt/ verb to edit a book
with another person
co-edition /kaυ  dʃ(ə)n/ noun the
publication of a book by two publishing
companies in different countries, where the
first company has originated the work and
then sells sheets to the second publisher (or
licenses the second publisher to reprint the
book locally) 쑗 We have sold co-editions of
our book on garden flowers to publishers
in France and Greece.
co-edit

co-edition

|

COMMENT: Note the difference in meaning

between ‘co-edit’ and ‘co-edition’.

co-editor / kəυ edtə/ noun a person
co-editor

who has edited a book with another person
coffee table book /kɒfi teb(ə)l bυk/
noun a glossy book with many colour illustrations, designed to be browsed through
rather than read in full
coffee table book

cold /kəυld/ adjective 1. not hot 2.
cold

cold composition

|

cold melt

cold set ink

collaborate

|

collaboration

|

|

collaborator

|

collage

collate

|

collating

|

collating machine

|

|

collating marks

|

collating sequence

|

collation

|
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details and information about its physical
construction
collator /kəletə/ noun a machine which
takes sheets or printed signatures and puts
them in order for stapling or binding
collect /kəlekt/ verb 1. to bring things
together to form a group 쑗 the collected
works of Shakespeare 쑗 He collects books
about trains. 2. to take things away from a
place 쑗 We have to collect the stock from
the warehouse. 쐽 adverb, adjective US in
which the person receiving a telephone call
agrees to pay for it 쑗 to make a collect call
쑗 He called his office collect.
collecting
cylinder
/kəlektŋ
slndə/ noun a cylinder which collects
the printed sheets from a web press before
they are folded
collection /kəlekʃən/ noun a group of
similar or related things such as the stock
of a special library
collection charge /kəlekʃən tʃɑd/,
collection rate noun a charge for
collecting something
collective /kəlektv/ noun a group such
as an audience, class or library 쐽 adjective
working together
collective authorship /kə lektv
ɔθəʃp/ noun a situation where a group of
people have written a work together
collector /kəlektə/ noun a person who
collects things 쑗 He is a collector of books
on bees.
college /kɒld/ noun 1. an educational
institution for higher education, especially
one offering courses in specialised or practical subjects 2. the building or buildings of
a college
college bookstore / kɒld bυkstɔ/
noun a specialised bookshop attached to a
college, where the students can buy books
College electro / kɒld lektrəυ/
noun a special type of electro developed at
the London College of Printing
collodion /kələυdiən/ noun a highly
flammable solvent formerly used to
develop photographic plates
collotype /kɒləυtap/ noun a rare
printing process, where illustrations are
printed from a glass surface coated with
hardened gelatine, used especially for art
books and reproductions of paintings
collator

|

collect

|

collecting cylinder

|

collection

|

collection charge

|

collective

|

collective authorship

|

collector

|

college

college bookstore

College electro

|

collodion

|

collotype

COMMENT: Collotype printing follows the

same principle as lithography. The image
on the surface of the gelatine attracts
greasy ink, while the blank parts are damp
and repel the ink. The result is a continuous

coloured
tone, hence its suitability for reproducing
original paintings.

colon /kəυlɒn/ noun a punctuation mark
(:) used chiefly to introduce lists 쑗 The
titles were: Rumplestiltskin, Cinderella
and Little Red Riding Hood.
colophon /kɒləfɒn/ noun 1. the symbol
or emblem that is printed on a book and
represents a publisher or publisher’s
imprint 2. the details of the title, printer,
publisher and publication date given at the
end of a book. Colophons are commonly
found in early printed books and in modern
private press editions.
colon

colophon

COMMENT: Usually the publisher’s colophon

will appear on the title page and spine of a
book, and on all publicity matter; a printer’s
colophon is likely to appear on private press
books and other art books, and is often
printed on the last page of the book.

colour /klə/ noun the lightness or darkness of a particular typeface, when
compared to other faces
colour bar /klə bɑ/ noun a strip of
bars of colour in the margin of a fourcolour proof, used to check that the tones
of the colours are correct and to allow the
density of the colour reproduction to be
checked
colour chart /klə tʃɑt/ noun a chart
showing different colours available for
printing
colour coding /klə kəυdŋ/ noun a
system of organising items by labelling
similar contents with the same colour
colour

colour bar

colour chart

colour coding

COMMENT: A manuscript may be marked up

in colour by the sub-editor, with, for
example, chapter headings indicated in
green, paragraph headings in purple, etc.,
making sure always that an explanation of
the colours and the typography required is
given on the first pages of the MS for the
compositor to follow. For corrections to
proofs, normal colour coding is that the
printer marks his corrections in green; any
corrections noticed by the publisher or
author which they believe to be mistakes
made by the printer are marked in red; all
other changes are shown in blue or black.

colour comp print /klə kɒmp
colour comp print

prnt/ noun a print taken from a colour
transparency
colour correction /klə kə rekʃ(ə)n/
noun the correction of faulty colours
manually, by changes to the colour separations
colour depth /klə depθ/ noun the
number of bits used to describe the colour
of a pixel
coloured /kləd/ adjective in colour
colour correction

|

colour depth

coloured
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coloured edges / kləd edz/,
coloured top plural noun the edges or top
coloured edges

of the pages of a book block which have
been dyed with colour
colour-fast red / klə fɑst red/ noun
a red colour which is not affected by light
or chemicals
colour film /klə flm/ noun film for
printing in colour
colour filter /klə fltə/ noun a sheet
of coloured glass or plastic placed in front
of a camera, which cuts off some colours
and lets others pass, used in making colour
separations
colour graphics adapter / klə
"rfks ə dptə/ noun full form of CGA
colouring book /klərŋ bυk/ noun a
children’s book of black and white drawings, which a child can colour in
colour masking /klə mɑskŋ/ noun
the correcting of faults in colour printing
by masking the separations
colour matching /klə mtʃŋ/ noun
the preparation of colours according to
specifications on a standard system of
swatches, as in the Pantone system
colour negative /klə ne"ətv/ noun
photographed colour film where the
colours are replaced by their complements
colour palette / klə plət/ noun a
range of colours which can be used on a
printer or display
colour
photograph
/ klə
fəυtə"rɑf/ noun a photograph which
reproduces the subject in colour
colour plate /klə plet/ noun a plate
printed in colour in a book
colour-plate book /klə plet bυk/
noun a book with colour plates, usually an
antiquarian book
colour primaries /klə pram(ə)riz/
plural noun same as primary colours
colour printer / klə prntə/ noun a
printer that can produce hard copy in
colour, such as colour ink-jet, colour dotmatrix and thermal-transfer printers
colour proof /klə pruf/ noun a proof
in colour 쑗 The printer has submitted
colour proofs of the jacket.
colour register /klə redstə/ noun
the correct positioning of each colour on
the previous one, so that the final result is
perfect
colour separation / klə sepə
reʃ(ə)n/ noun 1. separation of the various
colour-fast red

colour film

colour filter

colour graphics adapter

|

colouring book

colour masking

colour matching

colour negative

colour palette

colour photograph

colour plate

colour-plate book

colour primaries

colour printer

colour proof

colour register

colour separation

|

colours from a design into the process
colours to make a series of four films for
printing 2. film for a single colour
COMMENT: The colours are separated by

electronic scanning or by photographing the
original using filters to isolate each colour in
turn. Each colour is then printed as a
separate proof for checking purposes: this
is a colour separation negative.

separations
/klə
sepəreʃ(ə)nz/ plural noun overlays
prepared by an artist for the various colours
needed in a design
colour swatch /klə swɒtʃ/ noun a
sample of colour given by an artist for the
printer to match
colour tool /klə tul/ noun a utility or
icon in a graphics or DTP application that
allows the user to create custom colours by
specifying the CMYK or RGB values and
then draw or fill an area with this colour
colour transparency / klə trns
prənsi/ noun a small photograph on
positive colour film which can be used to
print from. Abbr C/T
column /kɒləm/ noun 1. a vertical
section of writing in a book, newspaper or
magazine 2. a regular section or article in a
newspaper or magazine by the same writer
or on the same subject
columnar /kəlmnə/ adjective in
columns
columnar graph /kə lmnə "rɑf/
noun a graph on which values are shown as
vertical or horizontal bars
columnar
working
/kə lmnə
w!kŋ/ noun a method of data presentation in which information is shown in
columns
column
balancing
/kɒləm
blənsŋ/ noun the automatic adjustment
of columns on a page, so that they are the
same length
column break /kɒləm brek/ noun a
bad break which occurs in a column
column-centimetre
/ kɒləm
sentmitə/, column-inch noun the depth
in centimetres or inches of a space in a
newspaper column, used for calculating
charges for advertising
columnist /kɒləmnst/ noun a journalist who writes a regular column for a
newspaper or magazine
column rule /kɒləm rul/ noun a rule
running down the page of a newspaper
from top to bottom, separating the columns
colour
colour separations

colour swatch

colour tool

colour transparency

|

column

columnar

|

columnar graph

|

columnar working

|

column balancing

column break

column-centimetre

columnist

column rule
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columns across / kɒləmz əkrɒs/
adjective printing a newspaper with the

commercial law /kə m!ʃ(ə)l lɔ/
noun laws regarding the conduct of busi-

columns running across the cylinder

ness

columns around / kɒləmz əraυnd/

commercial lawyer /kə m!ʃ(ə)l
lɔjə/ noun a person who specialises in
company law or who advises companies on
legal problems
commercial printer /kə m!ʃ(ə)l
prntə/ noun a printing company which
prints for business clients other than
publishers
commercial traveller /kə m!ʃ(ə)l
trv(ə)lə/ noun a salesperson who travels
round an area visiting customers on behalf
of their company
commission /kəmʃ(ə)n/ noun 1.
money paid to a salesperson or an agent,
usually a percentage of the sales made 쑗
She gets 10% commission on everything
she sells. 2. a job given to a person or
company to do 쑗 He has an interesting
commission – to write a history of
museums. 3. a group of people officially
appointed to examine a problem 쑗 The
government has appointed a commission
of inquiry to look into the problems of
small exporters. 쑗 He is the chairman of
the government commission on export
subsidies. 쐽 verb to arrange for somebody
to do some work in exchange for payment
쑗 He was commissioned to design a new
logo. 왍 to commission a book to ask an
author to write a book 쑗 She has commissioned a series of books on world history. 쑗
They never publish works submitted on
spec, and commission everything in their
list.
commission
agent /kəmʃ(ə)n
edənt/ noun an agent who is paid by
commission, not by fee
commissioning editor /kə mʃənŋ
edtə/ noun a person who asks authors to
write books for the part of the publisher’s
list for which he or she is responsible
commission rep /kəmʃ(ə)n rep/,
commission salesman noun a salesperson who is not paid a salary, but
receives a commission on sales
commission sale /kəmʃ(ə)n sel/
noun a sale where the salesperson is paid a
commission. Also called sale on commis-

columns across

|

columns around

|

adjective printing a newspaper with the

columns running round the plate cylinder

comb binding /kəυm bandŋ/ noun a
comb binding

type of mechanical binding, where loose
pages are attached by the teeth of a plastic
comb, which are then rolled round to form
a spine

commercial law

|

commercial lawyer

|

commercial printer

|

commercial traveller

combination line and halftone

combination line and halftone

/ kɒmbneʃ(ə)n lan ən hɑftəυn/,
combination plate noun a plate which

uses both line artwork or text and photographs in the same design
combined halftone and line /kəm
band hɑftəυn ən lan/ adjective referring to an illustration which uses both halftones and line artwork in the same design
coming-and-going
/ kmŋ
ən
"əυŋ/ noun a method of printing two
copies of a book at the same time, with the
pages joined head to head. 쒁 fore and aft,
combined halftone and line

|

coming-and-going

printed head-to-head, printed head-totail, two-up
comma /kɒmə/ noun a punctuation
comma

mark (,) used to show the natural breaks in
written sentences
commentary /kɒmənt(ə)ri/ noun a
text which comments on another text 쑗 a
series of commentaries on the books of the
Bible 쑗 He has written a commentary on
Shakespeare’s ‘Hamlet’.
commerce /kɒm!s/ noun the buying
and selling of goods and services
commercial /kəm!ʃ(ə)l/ adjective
relating to buying and selling things 쑗
Sample only – of no commercial value. 쐽
noun an advertisement on television
commercial a /kəm!ʃ(ə)l e/ noun a
printing sign (@) which means ‘at’
commercial
artist /kə m!ʃ(ə)l
ɑtst/ noun an artist who designs advertisements such as posters for payment
commercial college /kəm!ʃ(ə)l
kɒld/ noun a college which teaches
business studies
commercial course /kəm!ʃ(ə)l
kɔs/ noun a course where business skills
are studied
commercial directory /kəm!ʃ(ə)l
da rekt(ə)ri/ noun same as trade direccommentary

commerce

commercial

|

commercial a

|

commercial artist

|

commercial college

|

commercial course

|

commercial directory

|

|

tory

|

commission

|

commission agent

|

commissioning editor

|

commission rep

|

commission sale

|

sion

commitment /kəmtmənt/ noun a task
which you undertake to do
commitment

|

common
business-oriented
language noun full form of COBOL
commitment
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common pricing / kɒmən prasŋ/

compatibility /kəm ptblti/ noun

common pricing

compatibility

noun the illegal fixing of prices by several

(of two devices or programs) the ability to

businesses so that they all charge the same
price
common query language / kɒmən
kwəri ln"wd/ noun a formal
language used to interrogate a database.
Abbr CQL
commons /kɒmənz/ plural noun data
stored in the memory of one computer that
is available to all computers linked to it by
a network
communication /kə mjunkeʃ(ə)n/
noun 1. the exchange of information
between people, e.g. by means of speaking,
writing or using a common system of signs
or behaviour 2. a spoken or written
message 3. the act of giving information
communicative
/kəmjunkətv/
adjective 1. relating to communication or
to systems for communication 2. (in foreign
language teaching) stressing the importance of language as a tool for communicating information and ideas
communiqué /kəmjunke/ noun an
official announcement, especially to the
press or public
comp /kɒmp/ abbreviation 1. compositor
2. comprehensive layout
common query language

commons

communication

|

|

communicative

|

communiqué

|

comp

compact disc interactive

compact

disc

interactive

/ kɒmpkt dsk ntər ktv/ noun full
form of CD-I
|

compact disc – read only memory

compact disc – read only memory

/ kɒmpkt dsk rid əυnli mem(ə)ri/
noun full form of CD-ROM
compact disc write once / kɒmpkt
dsk rat wns/ noun full form of CDWO
compact video disc / kɒmpkt
vdiəυ dsk/ noun a compact disc that
compact disc write once

compact video disc

plays both sound and pictures

register / kmpəniz
redstə/ noun a list of companies,
showing their directors and registered
addresses. Also called register of compacompanies’ register

companies’

nies

companion /kəmpnjən/ noun a
companion

|

guide or handbook on a particular subject
companionship
/kəmpnjənʃp/
noun a group of compositors working
together on the same job
company law / kmp(ə)ni lɔ/ noun
laws which refer to the way companies
work
companionship

|

company law

|

|

function together
COMMENT: By conforming to the standards

of another manufacturer or organisation,
compatibility of hardware and software
allows programs and devices to be
interchanged without modification; text, for
example, can be written on one machine
using a word-processing package and
edited on another machine using a page
make-up package.

compatible /kəmptb(ə)l/ adjective
compatible

|

working well together
compendious /kəmpendiəs/ adjective
containing a wide range of information in
a concise form
compendium /kəmpendiəm/ noun a
book in which two or more previously
published books are brought together
compendious

|

compendium

|

compensating guard

compensating

guard

/kɒmpənsetŋ "ɑd/ noun same as
guard
compensating roller /kɒmpənsetŋ
rəυlə/ noun a roller in a web-fed press
compensating roller

which compensates for the uneven tension
in the reel of paper. 쒁 jockey roller
competence /kɒmpt(ə)ns/ noun
knowledge of a language that enables
somebody to speak and understand it
competing /kəmpitŋ/ adjective in
competition with somebody or something
else
competing firms /kəmpitŋ f!mz/
plural noun firms which are in competition
with each other
competition / kɒmpətʃ(ə)n/ noun 1. a
situation where two or more companies
with similar products try to persuade
people to buy theirs 2. an informal test of
skill or ability 쑗 The children’s library ran
a competition to see who read the most
books during the school holiday. 왍 the
competition companies which are trying
to compete with your product
competitive /kəmpettv/ adjective
offered at the same low or cheaper price
than similar goods
competitively priced /kəm pettvli
prast/ adjective sold at a low price which
competes with that of similar products
from other companies
competitive pricing /kəm pettv
prasŋ/ noun the practice of putting a low
price on a product so that it competes with
similar products from other companies
competence

competing

|

competing firms

|

competition

|

competitive

|

competitively priced

|

competitive pricing

|
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compilation / kɒmpleʃ(ə)n/ noun a
work produced by combining material
from other books or documents
compile /kəmpal/ verb to put together
different pieces of information in order to
make them into one document
compiler /kəmpalə/ noun a person
who collects and edits material taken from
various sources for publication as a new
work
compilation

|

compile

|

compiler

|

complementary

colours

complementary colours

/ kɒmplment(ə)ri kləz/ plural noun

two colours that when optically combined
produce white
completion /kəmpliʃ(ə)n/ noun the
point at which something is finished
completion date /kəmpliʃ(ə)n det/
noun the date by which something must be
finished
complimentary / kɒmplment(ə)ri/
adjective free or given as a present 쑗 The
author got three complimentary copies of
his book. 쑗 He asked for a complimentary
copy to be sent to his father.
compliments slip /kɒmplmənts
slp/ noun a piece of paper with the name
of the company printed on it, sent with a
book, document or gift instead of a letter
comp list /kɒmp lst/ noun a list of
people who receive complimentary copies
compose /kəmpəυz/ verb 1. to create a
musical or literary work 2. to put text into
type ready for printing, using any method,
such as hot metal setting or photocomposition
composing
frame /kəmpəυzŋ
frem/ noun a compositor’s storage unit,
with cases for different types
composing machine /kəmpəυzŋ
mə ʃin/ noun a machine which sets type
automatically in hot metal, from instructions given on a paper tape, punched by the
compositor using a keyboard
composing room /kəmpəυzŋ rum/
noun the section of a printer’s works or of
a newspaper where the text is typeset and
made up into pages
composing stick /kəmpəυzŋ stk/
noun a narrow metal holder in which the
compositor places the pieces of type as he
or she sets each line
composite
artwork /kɒmpəzt
ɑtw!k/ noun artwork which includes
various elements such as text, halftones
and sketch maps
completion

|

completion date

|

complimentary

|

compliments slip

comp list

compose

|

composing frame

|

composing machine

|

|

composing room

|

composing stick

|

composite artwork

computer

composite block /kɒmpəzt blɒk/
noun a printing block with halftones and
composite block

line blocks or parts of different blocks
composite separations / kɒmpəzt
sepəreʃ(ə)nz/ plural noun a digital file
of the separations of a piece of artwork, all
of which are stored together. Compare
composite separations

|

preseparated files
composition / kɒmpəzʃ(ə)n/ noun
composition

|

the way that the parts of something are put
together
composition costs / kɒmpəzʃ(ə)n
kɒsts/ plural noun the cost of typesetting
a book
composition size / kɒmpəzʃ(ə)n
saz/ noun a printing type size which can
be set by machine, as opposed to display
sizes
compositor /kəmpɒztə/ noun 1. a
person who sets up the required type prior
to printing, either by hand using metal type
or by keyboarding (NOTE: The US term is
typographer.) 2. US a person who makes
corrections to metal type or who sets technical material. Abbr comp
comprehensive
/ kɒmprhensv/
adjective covering all the possible aspects
of a subject
comprehensive layout / kɒmpr
hensv
leaυt/,
comprehensive
/ kɒmprhensv/ noun US finished
artwork such as graphics, photographs or
illustrations, used as part of a printed
output. Abbr comp (NOTE: The UK term is
composition costs

|

composition size

|

compositor

|

comprehensive

|

comprehensive layout

|

|

visual.)

compression /kəmpreʃ(ə)n/ noun the
compression

|

process of reducing the size of a computer
file by encoding the data in a more efficient
form
compression ratio /kəmpreʃ(ə)n
reʃiəυ/ noun the ratio of the size of an
original, uncompressed file to the final,
compressed file that has been more efficiently encoded
comptometer /kɒmptɒmtə/ noun a
machine which counts automatically
compulsory /kəmplsəri/ adjective
forced or ordered
compulsory
liquidation
/kəm
plsəri lkwdeʃ(ə)n/ noun liquidation
which is ordered by a court
computer /kəmpjutə/ noun an electronic machine that processes data very
quickly using a stored program
compression ratio

|

comptometer

|

compulsory

|

compulsory liquidation

|

|

computer

|

COMMENT: Computers are now used in all

stages of book and magazine production.
The original text is keyboarded (often by an
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author or journalist); a sub-editor may code
it for typesetting, and it is passed via disk, a
network or an ftp site to a typesetting
computer. The typesetting computer has
been programmed to recognise certain
codes and output text in certain typefaces,
point sizes, formats, etc., according to the
codes inserted by the editors or
compositors. Finally, the printing process
itself is computerised, with inbuilt
computers in the printing and binding
machines programmed to accept printing
instructions.

it is to program and understand, but the
slower it is to execute. Common high-level
languages are BASIC, C, COBOL,
FORTRAN, PASCAL, PROLOG.

computer listing /kəm pjutə lstŋ/
noun a printout of a list of items taken from
computer listing

|

data stored in a computer

design
/kəm
pjutər edd dzan/ noun the use of a
computer and graphics terminal to help a
designer in his or her work. Abbr CAD
computer-aided
computer-aided design

|

|

computer-assisted
computer-assisted composition

composition

/kəm pjutər ə sstd kɒmpəzʃ(ə)n/
noun composition using digitally recorded
|

|

|

text, which generates characters and automatically inserts spaces, as well as hyphenating, justifying and paginating
computer-assisted design /kəm
pjutər ə sstd dzan/ noun same as
computer-assisted design

|

|

|

computer-aided design

computer department /kəmpjutə
computer department

|

d pɑtmənt/ noun a department in a
company which manages the company’s
computers
computer error /kəm pjutər erə/
noun a mistake made by a computer
computer file /kəmpjutə fal/ noun a
block of information saved on a computer,
with its own name
computer-generated
/kəm pjutə
denəretd/ adjective produced using a
computer 쑗 The book is illustrated with
computer-generated graphics.
computer hardware /kəm pjutə
hɑdweə/ noun machines used in data
processing, including the computers,
keyboards, monitors and printers, but not
the programs
computer indexing /kəm pjutər
ndeksŋ/ noun automated methods of
producing indexes
computerised
/kəmpjutərazd/,
computerized adjective changed from a
manual system to an automated system 쑗 a
computerised invoicing system 쑗 The book
was set using computerised typesetting.
computer language /kəmpjutə
lŋ"wd/ noun a language made up of
numbers and characters used to give
instructions to a computer
|

computer error

|

computer file

|

computer-generated

|

computer hardware

|

computer indexing

|

computerised

|

computer language

|

COMMENT:

There are three types of
computer languages: machine code,
assembler and high-level language. The
higher the level the language is, the easier

/kəm pjutə
lt(ə)rət/ adjective having a good understanding and experience of working with
computers
computer magazine /kəmpjutə
m"ə zin/ noun a magazine with articles
on computers and programs
computer
network /kəmpjutə
netw!k/ noun shared use of a series of
interconnected computers, peripherals and
terminals
computer program /kəmpjutə
prəυ"rm/ noun instructions to a
computer, telling it to do a particular piece
of work
computer programmer /kəm pjutə
prəυ"rmə/ noun a person who writes
computer programs
computer
programming /kəm
pjutə prəυ"rmŋ/ noun the job of
writing programs for computers
computer services /kəm pjutə
s!vsz/ plural noun 1. support services
for computer users 2. work done on a
computer for clients by experts
computer setting /kəmpjutə setŋ/
noun typesetting using a computerised
typesetting machine
computer stationery /kəm pjutə
steʃ(ə)n(ə)ri/ noun paper specially made
for use in a computer printer
computer
system /kəmpjutə
sstəm/ noun a set of programs and
commands which run a computer
computer tape /kəmpjutə tep/ noun
a magnetic tape used in computers
computer terminal /kəmpjutə
t!mn(ə)l/ noun a keyboard and screen
by which information can be put into a
computer or called up from a database 쑗 a
computer system consisting of a microprocessor and six terminals
computer time /kəmpjutə tam/
noun the time when a computer is being
used, paid for at an hourly rate
computer to plate /kəm pjutə tə
plet/ noun a system by which the
publisher supplies the printer with text on
disk, usually in PostScript format, and the
printer outputs it direct to plate, without

computer-literate
computer-literate

|

computer magazine

|

|

computer network

|

computer program

|

computer programmer

|

computer programming

|

computer services

|

computer setting

|

computer stationery

|

computer system

|

computer tape

|

computer terminal

|

computer time

|

computer to plate

|
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going through the CRC and film stages.
Abbr CTP
computer typesetting /kəmpjutə
tapsetŋ/ noun typesetting which is done
automatically by a computer, using
instructions keyed on disk or tape
computing /kəmpjutŋ/ noun the
activity of using computers or computer
software
concertina fold / kɒnsətinə fəυld/
noun same as accordion fold
conciliation /kən slieʃ(ə)n/ noun the
act of bringing together the parties in a
dispute so that the dispute can be settled
concise /kənsas/ adjective using as
few words as possible to give the necessary
information
conclude /kənklud/ verb to complete
something successfully 쑗 We have
concluded a distribution agreement with a
German distributor.
concordance /kənkɔd(ə)ns/ noun an
alphabetical index of all the words in a
document 쑗 a concordance to the Bible 쑗 a
Shakespeare concordance
‘Logos Bible Software, for example,
licenses 50 Bible translations and 5,000
reference works, such as commentaries
and concordances, that the company
bundles
into
quickly
searchable
electronic libraries.’ [The Boston Globe]
condense /kəndens/ verb to make
something shorter, e.g. to make text take up
less space 쑗 The printer was asked to
condense the text to 96 pages. 쑗 The book
is a condensed version of the novel.
condensed /kəndenst/ adjective, noun
typeface with narrower characters than
normal, taking less room on the line 쑗 The
headwords are set in bold Univers
condensed.
condition /kəndʃ(ə)n/ noun something
that must happen before something else is
possible 왍 on condition that provided that
쑗 They were granted the lease on condition
that they paid the legal costs. 쐽 verb to
prepare paper for printing by exposing it to
the temperature and humidity levels in the
pressroom
conditional /kəndʃ(ə)n(ə)l/ adjective
provided that particular things take place 쑗
He made a conditional offer.
conditions of employment /kən
dʃ(ə)nz əv mplɔmənt/, conditions of
service plural noun the terms of a contract
of employment
computer typesetting

|

computing

|

concertina fold

|

conciliation

|

|

concise

|

conclude

|

concordance

|

condense

|

condensed

|

condition

|

conditional

|

conditions of employment

|

|

conflict of interest

conditions of sale /kən dʃ(ə)nz əv
conditions of sale

|

sel/ noun the agreed ways in which a sale
takes place, such as discounts and credit
terms
conduct /kəndkt/ verb to carry something out 쑗 They had to conduct the conversation in Russian. 쑗 The chairman
conducted the negotiations very efficiently.
conduct

|

confectioners, tobacconists and
newsagents full form of CTN
conferencing /kɒnf(ə)rənsŋ/ noun
confectioners, tobacconists and newsagents

conferencing

the holding of a conference, meeting or
discussion in which the participants are
linked by telephone, by telephone and
video equipment or by computer
confidence /kɒnfd(ə)ns/ noun the
state of being able to trust or feel sure
about somebody or something 쑗 The sales
teams do not have much confidence in their
manager. 쑗 His confidence that the book
would sell well was justified.
confident /kɒnfd(ə)nt/ adjective
certain or sure 쑗 I am confident the turnover will increase rapidly. 쑗 Are you confident the sales team is capable of handling
this product?
confidential / kɒnfdenʃəl/ adjective
intended to be kept secret 쑗 As this information is confidential you must not give it
to anyone else.
confidentiality
/ kɒnfdenʃilti/
noun the fact of being secret 쑗 He broke
confidentiality by telling a rival firm about
the plans.
confirm /kənf!m/ verb to state that
something is definite or true
confirmation / kɒnfəmeʃən/ noun 1.
the act of checking that something is definite 2. something which confirms the truth
of something 쑗 He received confirmation
from the bank that the cheque had been
cleared.
confiscate /kɒnfsket/ verb to remove
private property as a punishment 쑗 The
police are allowed to confiscate pornographic material.
conflate /kənflet/ verb 1. to bring
several pieces of text together to form one
piece 2. US to bring together various parts
of a book, such as text pages, colour illustrations or insert maps, before the book is
bound (NOTE: The UK term is collate.)
conflict of interest / kɒnflkt əv
ntrəst/ noun a situation where somebody
may profit personally from decisions
which they take in their official capacity
confidence

confident

confidential

|

confidentiality

|

confirm

|

confirmation

|

confiscate

conflate

|

conflict of interest
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conglomerate /kən"lɒmərət/ noun a
conglomerate

|

group of subsidiary companies which are
linked together, but make very different
types of products 쑗 The design studio is
part of a large printing conglomerate.
conifer /kɒnfə/ noun a tree growing in
temperate regions which grows fast and
produces the softwood which is extensively used in papermaking
conjecture /kəndektʃə/ noun a
conclusion, judgment or statement based
on incomplete or inconclusive information
connect /kənekt/ verb to join two
things together
connected dots /kə nektd dɒts/
plural noun a block of halftone dots, which
are joined together
connection /kənekʃən/ noun something that joins or links two or more things
쑗 There is no connection between us and
the American company of the same name.
쑗 Both the authors are published by the
same company; that is the only connection
between them.
connections /kənekʃ(ə)nz/ plural
noun customers, contacts or other people
you know 쑗 He has useful connections in
the printing industry.
connectivity / kɒnektvti/ noun the
ability to communicate with another
system or piece of hardware or software, or
with an Internet site
connect time /kənekt tam/ noun the
period of time a user is logged on to a
remote computer, e.g. when browsing the
Internet
consideration
/kən sdəreʃ(ə)n/
noun 1. serious thought 쑗 We are giving
consideration to moving the head office to
2.
something
valuable
Scotland.
exchanged as part of a contract
consign /kənsan/ verb 왍 to consign
goods to someone to send goods to somebody for them to use or to sell for you
consignation / kɒnsaneʃ(ə)n/ noun
an act of consigning goods
consignee / kɒnsani/ noun somebody who receives goods for their own use
or to sell for the sender
consignment /kənsanmənt/ noun the
delivery of goods 왍 books sent on
consignment books sent overseas, where
they will be kept by another company to be
sold on the publisher’s behalf for a
commission. The consignee will send back
sales reports and sales revenue, less
conifer

conjecture

|

connect

|

connected dots

|

connection

|

connections

|

connectivity

|

connect time

|

consideration

|

consign

|

consignation

|

consignee

|

consignment

|

|

commission, to the consignor at regular
intervals.
COMMENT:

On consignment deals are
rarely favoured by accounting staff: it is
difficult to establish whether a sale has
been made, and the stock may have to be
considered as if it were unsold warehouse
stock. Ownership of the stock can prove
difficult to establish in the case where the
consignee goes into liquidation or is taken
over (especially if, as usual, the consignee
is in another country, operating under
another legal system), and counting stock
for valuation purposes is impossible.

consignment note /kənsanmənt
consignment note

|

nəυt/ noun a note saying that goods have
been sent
consignor /kənsanə/ noun a person
who consigns goods to somebody
consistency /kənsstənsi/ noun 1.
being reliably always the same 쑗 A house
style is designed to impose consistency on
all the publisher’s list. 2. the state of being
liquid or solid, especially the percentage of
fibre in paper pulp 쑗 The consistency of the
pulp will depend on the amount of water
added.
consolidate /kənsɒldet/ verb 1. to
put the accounts of several subsidiary
companies into the accounts of the main
group 2. to group goods together for shipping
consolidated
accounts
/kən
sɒldetd əkaυnts/ plural noun the
accounts of subsidiary companies grouped
together into the accounts of the parent
company
consolidated
shipment
/kən
sɒldetd ʃpmənt/ noun goods from
different companies grouped together into
a single shipment
consolidation
/kən sɒldeʃ(ə)n/
noun grouping goods together for shipping
consortium /kənsɔtiəm/ noun a
group of companies or organisations
working together for a common purpose
constat
abbreviation
continuous
stationery
consultancy /kənsltənsi/ noun the
act of giving specialist advice 쑗 a consultancy firm 쑗 He offers a consultancy
service.
consultant /kənsltənt/ noun an
expert who gives advice in a professional
field
consumable /kənsjuməb(ə)l/ noun
material such as paper or ink which is used
up in a process
consignor

|

consistency

|

consolidate

|

consolidated accounts

|

|

consolidated shipment

|

consolidation

|

consortium

|

constat

consultancy

|

consultant

|

consumable

|

|
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textbook
/kən
sjuməb(ə)l tekstbυk/ noun a school
book with blank spaces in which the
student writes notes or answers, and which
cannot be reused by another student
consumer
panel
/kənsjumə
pn(ə)l/ noun a group of consumers who
report on goods they have used so that the
manufacturer can improve the goods, or
use the consumers’ reports in advertising
consumer protection /kən sjumə
prətekʃən/ noun the act of protecting
consumers against unfair or illegal traders
cont. abbreviation PUBL contents
contact /kɒntkt/ noun the act of
touching something 쐽 verb to touch something 쑗 The print is made when the film
contacts the paper.
contact negative /kɒntkt ne"ətv/
noun a film that can be used to produce a
print without any reduction or enlargement
contact print /kɒntkt prnt/ noun a
print made where the paper touches the
negative, and which is therefore exactly the
same size as the negative
contact printing /kɒntkt prntŋ/
noun a photographic printing process in
which the negative touches the light-sensitive paper
contact screen /kɒntkt skrin/
noun a type of screen used for making halftone blocks, where the screen touches the
film
container /kəntenə/ noun 1. a box,
bottle or can which can hold goods 쑗 The
gas is shipped in strong metal containers.
쑗 The container burst during shipping. 2. a
very large metal case of a standard size for
loading and transporting goods on trucks,
trains and ships 쑗 container ship 쑗
container terminal 쑗 to ship goods in
containers
container board /kəntenə bɔd/
noun strong cardboard used to make boxes
containerisation
/kən tenəra
zeʃ(ə)n/, containerization noun putting
goods into containers, or shipping in
containers
containerise /kəntenəraz/, containerize verb to put goods into containers, or
to ship goods in containers
content /kɒntent/ noun information
made available by an electronic medium or
product
content management /kɒntent
mndmənt/ noun the management of
consumable
consumable textbook

|

consumer panel

|

consumer protection

|

|

cont.

contact

contact negative

contact print

contact printing

contact screen

container

|

container board

|

containerisation

|

containerise

|

content

content management

|

continuation
the textual and graphical material
contained on a website
‘While organisations are building more
elaborate content management systems,
they are failing to address the need to
harness and share knowledge in
meaningful ways. The information [in
these] is just the thin end of a large and
largely unmanageable wedge. The rest of
the wedge comprises human interaction
like face-to-face conversations, online
discussion groups, weblogs, telephone
calls, instant messages, emails and so
on.’ [Information World Review]
content provider /kɒntent prə
vadə/ noun a website containing mainly
news or information rather than commercial facilities such as shopping or banking,
or a business supplying the information for
such a website
contents /kɒntents/ plural noun 1. the
subject matter of a document or publication 2. a list at the front of a publication
that gives the title and number of the first
page of each new chapter or part
contents list /kɒntents lst/ noun a list
of the main chapters in a book, given
usually at the beginning. Also called list of
content provider

|

contents

contents list

contents

contents page /kɒntents ped/ noun
contents page

a page at the beginning of a document
listing the things in it
content
syndication /kɒntent
sndkeʃ(ə)n/ noun the act of making
content available to be accessed and reproduced by subscribers
context /kɒntekst/ noun 1. a background situation to an event which helps it
to be understood 왍 out of context seen as
an individual item not related to its background 왍 how a word is used in context
how it goes together with other words and
phrases to form a sentence 2. additional
information about a product that is considered to be helpful to customers and is
shown on a website. For example, reviews
by other customers displayed on the site
for a particular book.
continual
/kəntnjuəl/
adjective
happening again and again 쑗 Production
was slow because of continual breakdowns
in the paper feed.
continually /kəntnjuəli/ adverb again
and again 쑗 The photocopier is continually
breaking down.
continuation /kən tnjueʃ(ə)n/ noun
the act of continuing
content syndication

context

continual

|

continually

|

continuation

|

|
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continuation page /kən tnjυeʃ(ə)n
ped/ noun a page or screen of text that
follows on from a main page
continue /kəntnju/ verb to go on
doing something or to do something which
you were doing earlier 쑗 The serial will be
continued in our next issue. 쑗 The article is
continued on page 98. 쑗 Printing will
continue all night.
continuity book club / kɒntnjuti
bυk klb/ noun US a book club in which
books are sent to members automatically,
leaving the member free to return the book
if he or she does not want to buy it
continuity set / kɒntnjuti set/ noun
a series of volumes of a reference title such
as an encyclopedia, which are updated and
expanded by regular new publications
continuous /kəntnjυəs/ adjective
with no end or with no breaks
continuous feed /kən tnjuəs fid/
noun a device which feeds continuous
stationery into a computer printer
continuous sections /kən tnjυəs
sekʃ(ə)nz/ plural noun an arrangement of
sections of a book where each follows on
from the next, as opposed to insetted
sections
continuous stationery /kən tnjυəs
steʃ(ə)n(ə)ri/ noun paper made as a long
sheet used in computer printers. Abbr
continuation page

|

|

continue

|

continuity book club

|

continuity set

|

continuous

|

continuous feed

|

continuous sections

|

continuous stationery

|

constat

continuous text /kəntnjυəs tekst/
continuous text

|

noun written matter which continues

without any break for illustrations, charts,
etc.
continuous tone /kəntnjυəs təυn/
noun an image such as a watercolour
painting, where the tone shades between
dark and light without being broken up into
dots, as opposed to halftones and line
drawings
contone /kɒntəυn/ abbreviation continuous tone
contract /kəntrkt/ noun 1. a written
legal agreement 쑗 The contract is binding
on both parties. 2. 왍 to put work out to
contract to decide that work should be
done by another company on a contract,
rather than employing members of staff to
do it 쐽 verb to agree to do some work by
contract 쑗 to contract to supply 10,000
copies at 0.65p per copy 왍 to contract out
of an agreement to withdraw from an
agreement with the written permission of
the other party
continuous tone

|

contone

contract

|

COMMENT: In a publishing contract the

publisher is granted the right to publish a
work under certain conditions: the payment
of a fee or royalty to the author; a definition
of the markets in which the publisher can
publish and sell the work; the defined right
of the publisher to sublicense translations,
book club editions, film adaptations, etc., on
behalf of the author. For his part, the author
guarantees that the book is original (i.e.,
that it is not copied from another book), is
not libellous and that the author does in fact
hold the rights to the book.

party /kən trktŋ
pɑti/ noun a person or company which
signs a contract
contract law /kɒntrkt lɔ/ noun laws
relating to agreements
contract of employment / kɒntrkt
əv mplɔmənt/ noun a contract between
management and employee showing the
conditions under which the employee
works
contractor /kəntrktə/ noun a person
or company which does work according to
a written agreement
contract proof /kɒntrkt pruf/ noun
a colour, hardcopy representation of the
intended printed image made from the
films from which the final image carrier
will be made
contractual /kəntrktʃυəl/ adjective
according to a contract 쑗 She is under no
contractual obligation to buy. 왍 to fulfil
your contractual obligations to do what
you have agreed to do in a contract
contractual liability /kən trktʃuəl
laəblti/ noun a legal responsibility for
something as stated in a contract
contractually /kəntrktjuəli/ adverb
according to a contract 쑗 The company is
contractually bound to pay his expenses.
contract work /kɒntrkt w!k/ noun
work done according to a written agreement
contrary /kɒntrəri/ noun 1. the opposite
2. material such as pitch found in paper,
which should not be there
contrast /kɒntrɑst/ noun a big difference between two things which is clear
when they are compared
contrasting /kəntrɑstŋ/ adjective
showing sharp differences 쑗 a cover design
in contrasting colours
contrasty /kɒntrɑsti/ adjective having
too much contrast
contribute /kəntrbjut/ verb to
provide part of a whole 쑗 to contribute an
contracting
contracting party

|

contract law

contract of employment

|

contractor

|

contract proof

contractual

|

contractual liability

|

|

contractually

|

contract work

contrary

contrast

contrasting

|

contrasty

contribute

|
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article to a magazine 쑗 to contribute
money to help pay for something
contributed content website /kən
trbjutd kɒntent websat/ noun a
website that allows visitors to add their
contributions to its content, e.g., to write
reviews of books that are advertised on the
site
contribution / kɒntrbjuʃ(ə)n/ noun
a piece of material that forms part of a
publication or broadcast
contributor /kəntrbjυtə/ noun a
person who contributes to a publication
such as a newspaper or anthology
control /kəntrəυl/ noun the power or
authority to make decisions about how
something is managed 쐽 verb to organise
something so that it works the way you
want it to
control group /kəntrəυl "rup/ noun a
small group which is used to check a
sample group
control key /kəntrəυl ki/ noun a key
on a computer which works part of a
program
contributed content website

|

contribution

|

contributor

|

control

|

control group

|

control key

|

controlled circulation magazine
controlled circulation magazine

/kən trəυld s!kjυleʃ(ə)n m"əzin/
noun a magazine which is not sold, but
|

|

given free to a special list of readers
controller /kəntrəυlə/ noun 1. a person
who controls something, especially the
finances of a company 2. US the chief
accountant in a company
control strip /kəntrəυl strp/ noun a
colour control bar which is printed on the
edge of colour proofs
control systems /kəntrəυl sstəmz/
plural noun systems used to check that a
computer system is working correctly
control target /kəntrəυl tɑ"t/ noun
an image that contains specific elements
designed to highlight variations in repro or
printing
convention /kənvenʃən/ noun 1. a
large meeting of an organisation or political group 2. an international agreement. 쒁
controller

|

control strip

|

control systems

|

control target

|

convention

|

Berne Convention, Universal Copyright
Convention
COMMENT: Both the Berne Convention and

the UCC were drawn up to try to protect
copyright from pirates; under the Berne
Convention, published material remains in
copyright until 50 years after the death of
the author and for 25 years after publication
under the UCC. In both cases, a work which
is copyrighted in one country is
automatically covered by the copyright

co-operative advertising
legislation of all countries signing the
convention.

conversion /kənv!ʃ(ə)n/ noun a
conversion

|

change from one computer system to
another
conversion
price /kənv!ʃ(ə)n
pras/, conversion rate /kənv!ʃ(ə)n
ret/ noun the rate at which a currency is
changed into a foreign currency
conversion
table /kənv!ʃ(ə)n
teb(ə)l/ noun a table for converting
prices in a foreign currency to those of a
local currency, used by some countries to
regulate the retail price of imported books
convert /kənv!t/ verb to change money
of one country for money of another 쑗 We
converted our pounds into Swiss francs.
convertibility /kən v!təbləti/ noun
the ability of a currency to be exchanged
easily for another
convertible currency /kən v!təb(ə)l
krənsi/ noun a currency that can be
exchanged for another easily
converting /kənv!tŋ/ noun the use of
paper or board to make stationery or packaging, with very little printing involved
cookery book /kυk(ə)ri bυk/, cookbook /kυkbυk/ noun a book that gives
recipes for preparing food (NOTE: Cookconversion price

|

|

conversion table

|

convert

|

convertibility

|

|

convertible currency

|

converting

|

cookery book

book is always used in the US, and the
term is becoming much more common in
GB English.)
cookie /kυki/ noun a computer file
cookie

containing information about a user that is
sent to the central computer with each
request. The server uses this information to
customise data sent back to the user and to
log the user’s requests.
co-operate / kəυ ɒpəret/ verb to work
together 쑗 The governments are co-operating in the fight against piracy. 쑗 The two
firms have co-operated on the computer
project.
co-operation /kəυ ɒpəreʃ(ə)n/ noun
the act of working together 쑗 Without the
co-operation of the workforce the project
would never have been completed ahead of
schedule.
co-operative /kəυ ɒp(ə)rətv/ adjective willing to work together 쑗 The workforce has not been co-operative over the
management’s productivity plan.
co-operative
advertising /kəυ
ɒp(ə)rətv dvətazŋ/ noun advertising where two companies share the
costs, such as advertising by an agent and
the publisher
co-operate

co-operation

|

co-operative

co-operative advertising

|
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coordinate noun /kəυɔdnət/ a value
coordinate

|

from an axis on a graph, used to locate a
specific point 쐽 verb /kəυɔdnet/ to
combine different items so that they work
well together 쑗 She is trying to co-ordinate
the typesetting, printing and binding in
various locations.
copier /kɒpiə/ noun same as photo|

copier

copier

copper /kɒpə/ noun a red metal used for
copper

halftone blocks and in engravings

copperplate /kɒpəplet/ noun 1. a
copperplate

plate of copper, used to make engravings 2.
a type of handwriting or script with long
ascenders and descenders sloping to the
right, used in the 18th century in Britain,
and taught as a model in schools
copperplate printing /kɒpəplet
prntŋ/ noun a printing method that uses
a copper plate on which the image is
etched, producing a very sharp image
coproduction
/kəυprə dkʃ(ə)n/
noun production of a large book or TV
show where more than one company
shares in the cost
coproperty /kəυprɒpəti/ noun ownership of property by two or more people
together
coproprietor / kəυprəpraətə/ noun a
person who owns a property with another
person or several other people
copublication
/kəυ pblkeʃ(ə)n/
noun the act of copublishing a book. 쒁 cocopperplate printing

coproduction

|

coproperty

|

coproprietor

|

copublication

|

|

edition

copublish /kəυpblʃ/ verb to publish a
book, together with one or more other
companies who are involved in the origination of the book, and then sell it in different
markets 쑗 We are copublishing the book
with a Swedish publisher.
copublisher /kəυpblʃə/ noun a
publisher who joins with another to
publish a book
copy /kɒpi/ noun 1. something that is
made to look exactly the same as the original 2. the text of a manuscript or advertising material 왍 copy for the cover Same
as cover copy 쐽 verb to make something
look exactly the same as the original
copy block /kɒpi blɒk/ noun a block of
text which is dealt with as a single part of a
design
copy board /kɒpi bɔd/ noun the part
of a camera on which copy is fixed to be
photographed
copublish

|

copublisher

|

copy

copy block

copy board

copy date /kɒpi det/ noun the date
when copy for an article or advertisement
has to be delivered to the newspaper or
magazine publisher
copyedit /kɒpi edt/ verb to do preparation work to a piece of copy before it is
published
copy editing /kɒpi edtŋ/ noun preparation work by an editor in a publishing
company, such as correcting errors,
changing the text to fit house style and
marking up the typesetting style, to make a
manuscript ready for typesetting
copy editor /kɒpi edtə/ noun a person
whose job is to check material ready for
printing for accuracy and consistency of
typeface, punctuation and layout
copy fitting /kɒpi ftŋ/ noun the
process of deciding on the size of type
which will be needed to fit a text into a
particular fixed space
copy-fitting table /kɒpi ftŋ
teb(ə)l/ noun a table showing the space
taken by characters in a particular typeface
and point size, used for casting off
copy holder /kɒpi həυldə/ noun 1. a
person who reads out the original text
while a proofreader corrects the proofs 2. a
stand next to a computer, on which the
keyboarder puts the copy to be keyboarded
copy in / kɒpi n/ verb to send a copy to
somebody, especially a copy of a letter or
other document
copying /kɒpiŋ/ noun the act of
making copies 쑗 Limited copying from a
book is allowed for private reference
purposes. 쑗 The company discovered cases
of unauthorised copying of copyright
material.
copy
preparation
/kɒpi
prepəreʃ(ə)n/ noun the process of
marking up copy for the printer
copy protect / kɒpi prətekt/ noun a
switch used to prevent copies of a disk
being made
copy protection /kɒpi prə tekʃən/
noun a means of preventing unauthorised
duplication of computer software
copy reader /kɒpi ridə/ noun a
person who checks copy before printing
copyright /kɒpirat/ noun the legal
right, which the creator of an original work
has, to only allow copying of the work with
permission and sometimes on payment of
royalties or a copyright fee 왍 work which
is out of copyright work by a writer who
copy date

copyedit

|

copy editing

copy editor

copy fitting

copy-fitting table

copy holder

copy in

copying

copy preparation

copy protect

|

copy protection

|

copy reader

copyright
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has been dead for fifty years 왍 work still in
copyright, which is covered by copyright
work by a living writer, or by a writer who
has not been dead for fifty years 쐽 verb to
confirm the copyright of a written work by
inserting a copyright notice and publishing
the work 쑗 The book was copyrighted in
the UK 쐽 adjective covered by the laws of
copyright 쑗 It is illegal to photocopy a
copyright work.
COMMENT: Copyright lasts for 50 years after

the author’s death according to the Berne
Convention, and for 25 years according to
the Universal Copyright Convention. In the
USA, copyright is for 50 years after the
death of an author for books published after
January 1st, 1978. For books published
before that date, the original copyright was
for 28 years after the death of the author,
and this can be extended for a further 28
year period up to a maximum of 75 years. In
1995, the European Union adopted a
copyright term of 70 years after the death of
the author. The copyright holder has the
right to refuse or to grant permission to copy
copyright material, though under the Paris
agreement of 1971, the original publishers
(representing the author or copyright
holder) must, under certain circumstances,
grant licences to reprint copyright material.
The copyright notice has to include the
symbol ©, the name of the copyright holder
and the date of the copyright (which is
usually the date of first publication). The
notice must be printed in the book and
usually appears on the reverse of the title
page. A copyright notice is also printed on
other forms of printed material such as
posters. A change in 1995 of the term of
copyright in the European Union has
created problems for publishers and
copyright holders, in cases where the
author died more than fifty years but less
than seventy years ago. In effect, such
authors have returned to copyright, and
royalties, etc., are due to their estates until
the seventy year term expires. This applies
to well-known authors such as Beatrix
Potter and James Joyce, as well as to
composers, such as Elgar.

Copyright Act /kɒpirat kt/ noun an
Copyright Act

Act of Parliament making copyright legal,
and controlling the copying of copyright
material
copyright deposit / kɒpirat dpɒzt/
noun the deposit of a copy of a published
work in a copyright library, usually the
main national library, which is part of the
formal copyrighting of published material
copyright fee /kɒpirat fi/ noun
money paid to the holder of a copyright for
permission to use their work
copyright holder /kɒpirat həυldə/
noun a person or company who holds the
copyright deposit

|

copyright fee

copyright holder

corner marks
copyright in a published work. Also called
copyright owner

copyright infringement /kɒpirat n
copyright infringement

|

frndmənt/ noun the act of illegally
copying or using a work that is covered by
copyright law. Also called infringement
of copyright

copyright law /kɒpirat lɔ/ noun a law
which protects the rights to copyright
copyright lawyer /kɒpirat lɔjə/
noun a person who specialises in the law
concerning copyright
copyright legislation /kɒpirat
ledsleʃ(ə)n/ noun laws concerning
copyright
copyright
licence
/kɒpirat
las(ə)ns/ noun official permission to
produce, copy and sell works that are
protected by copyright law
copyright notice /kɒpirat nəυts/
noun a note in a book showing who owns
the copyright and the date of ownership,
printed on the verso of the title page
copyright owner /kɒpirat əυnə/
noun same as copyright holder
copy typing /kɒpi tapŋ/ noun the
typing of documents from handwritten
originals, not from dictation
copywriter /kɒpiratə/ noun a person
who writes the text for advertisements
copywriting /kɒpi ratŋ/ noun the
writing of copy for advertisements
CORA /kɔrə/ noun the computer typesetting language used by Linotype. Full
form computer orientated reproducer
copyright law

copyright lawyer

copyright legislation

copyright licence

copyright notice

copyright owner

copy typing

copywriter

copywriting

|

CORA

assembly
cords /kɔdz/ plural noun pieces of hemp
cords

string running across the back of a book, to
which the signatures are sewn before the
case is attached
core stock / kɔ stɒk/ noun same as
core stock

basic stock
corner /kɔnə/ verb to gain control of a
particular market 쐽 noun 1. a place where
corner

two sides join 쑗 The carton has to have
specially strong corners. 2. a point where
the sides of a page or cover of a book meet
쑗 In a half bound book, the spine and
corners are covered in a different material
from the sides, often leather.
corner marks /kɔnə mɑks/ plural
noun marks on a piece of artwork or on
colour separations, showing where the
corners of the printed page fall, so as to
help justification or colour register
corner marks
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corner-rounding machine /kɔnə
corner-rounding machine

raυndŋ mə ʃin/ noun a machine that
rounds the corners of a sewn and gathered
book before it is bound
corona /kərəυnə/ noun an electrical
discharge that is used to charge the toner
within a laser printer
corona wire /kərəυnə waə/ noun a
thin wire that charges the powdered toner
particles in a laser printer as they pass
across it 쑗 If your printouts are smudged,
you may have to clean the corona wire.
corporate /kɔp(ə)rət/ adjective 1.
owned by one or more large businesses 2.
shared by all the members of an organisation
corporate image / kɔp(ə)rət md/
noun the way in which a company would
like the public to think of them
corporate plan / kɔp(ə)rət pln/
noun a plan for the future work of a whole
company
corporate planning / kɔp(ə)rət
plnŋ/ noun the task of planning the
future work of a whole company
corporate
profits
/ kɔp(ə)rət
prɒfts/ plural noun the profits of a corporation
corporation / kɔpəreʃ(ə)n/ noun a
large company or business
corporation
tax / kɔpəreʃ(ə)n
tks/ noun a tax on profits made by
companies
correct /kərekt/ adjective accurate and
without mistakes 쐽 verb to mark mistakes
so that they can be put right
correction /kərekʃ(ə)n/ noun a change
which makes something correct 쑗 He made
some corrections to the text of the preface.
쑗 Corrections are charged to the author.
|

corona

|

corona wire

|

corporate

corporate image

corporate plan

column / kɒr
spɒndəns kɒləm/ noun the letters page
of a newspaper, where letters from readers
to the editor are printed
correspondent / kɒrspɒndənt/ noun
1. somebody who writes letters 2. a television or newspaper reporter on a specialist
subject or in a particular area
corrigenda / kɒr"endə/ plural noun a
list of corrections printed in a book
corrigenda slip / kɒri"endə slp/
noun a list of corrections of errors in a
printed book, printed on a separate slip of
paper and inserted in the bound book
corrigendum / kɒr"endəm/ noun an
error to be corrected (NOTE: The plural is
correspondence
correspondence column

correspondent

|

corrigenda

|

corrigenda slip

|

corrigendum

|

corrigenda.)
/kɒrə"etd/ adjective
made with narrow folds on the surface 쑗
The books are packed in corrugated board.

corrugated
corrugated

COMMENT: Corrugated paper is formed of

several layers of paper which are folded
concertina-fashion, in very small folds. If
layers of corrugated paper are sandwiched
between boards, the result is corrugated
board.

corporate planning

corporate profits

corporation

|

corporation tax

|

correct

|

correction

|

COMMENT:

Corrections
are
usually
indicated in different coloured inks, to show
who is responsible for the alteration:
author’s and publisher’s corrections are
marked in blue; printer’s errors are marked
by the publisher in red; printer’s corrections
are marked by the printer in green.

/kərekʃ(ə)n
mɑks/, correction signs plural noun

correction
correction marks

marks

|

signs used to indicate corrections, used by
editors and typesetters
correction
overlay /kərekʃ(ə)n
əυvəle/ noun a film on which corrections
can be made to artwork
correspondence
/ kɒrspɒndəns/
noun letters sent and received
correction overlay

|

correspondence

|

|

corrupt /kərpt/ adjective 1. acting
dishonestly or illegally 2. containing errors
쑗 corrupt computer data
cost /kɒst/ noun the amount of money
needed to buy, do or make something 왍 to
sell at cost to sell at a price which is the
same as the cost of manufacture or the
wholesale cost 쐽 verb 1. to have a price 쑗
How much does the machine cost? 쑗 This
book costs £20 in hardback. 2. 왍 to cost a
product to calculate how much money
will be needed to make a product, and so
work out its selling price
cost, insurance and freight noun an
estimate of a price, which includes the cost
of the goods, the insurance and the transport charges. Abbr c.i.f.
cost accounting /kɒst ə kaυntŋ/
noun preparation of special accounts of
manufacturing and sales costs
cost analysis /kɒst ə nləss/ noun
examination in advance of the costs of a
new product
cost centre /kɒst sentə/ noun a group
or machine whose costs can be itemised
and to which fixed costs can be allocated
cost-cutting /kɒst ktŋ/ adjective
reducing costs 쑗 We cancelled the order for
a new photocopier as a cost-cutting exercise.
corrupt

|

cost

cost, insurance and freight

cost accounting

|

cost analysis

|
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cost-cutting
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cost-effective / kɒst fektv/ adjective
cost-effective

saving money in comparison with the
amount of time or money spent
cost-effectiveness
/ kɒst

fektvnəs/ noun the quality of being costeffective 쑗 Can we calculate the cost-effectiveness of air freight compared with shipping by sea?
costing /kɒstŋ/ noun a calculation of
the manufacturing costs, the marketing and
distribution costs, and also the royalty,
which allows the publisher to set the
selling price of a book 쑗 The costings give
us a retail price of $2.95. 쑗 We cannot do
the costing until we have details of all the
manufacturing costs.
cost-of-living index / kɒst əv lvŋ
ndeks/ noun a way of measuring the cost
of living, shown as a percentage increase
on the figure for the previous year
cost of sales / kɒst əv selz/ noun all
the costs of a book sold, including manufacturing costs and the staff costs of the
production department, together with the
royalty due to the author
cost per click-through / kɒst pə klk
θru/ noun a method of pricing online
advertising, based on the principle that the
seller gets paid whenever a visitor clicks on
an advertisement
cost per thousand /kɒst p!
θaυz(ə)nd/, cost per mille noun the cost
of an advertisement, calculated as the cost
for every thousand people reached or the
cost of a thousand impressions for a
website. Abbr CPT, CTM
cost plus / kɒst pls/ noun a system of
charging, where the selling price of a
product is the same as the price paid by the
seller, but with a percentage added 쑗 We
are charging for the editorial work on a
cost plus basis. 쑗 The agreement gives a
cost plus 25% selling price.
cost price /kɒst pras/ noun a selling
price which is the same as the price that the
seller paid for the item, either the manufacturing price or the wholesale price
costs /kɒsts/ plural noun the expenses
involved in a court case
cost sheet /kɒst ʃit/ noun a sheet used
in a printing works or publisher’s office
which lists all the costs incurred in a piece
of work
cotton /kɒtən/ noun thread and woven
material from fibres from a tropical plant
cost-effectiveness

|

costing

cost-of-living index

cost of sales

cost per click-through

cost per thousand

cost plus

cost price

costs

cost sheet

cotton

COMMENT: Cotton rag was formerly an

important source of raw material for

coupon ad
papermaking, and rag paper is strong and
white, and of very good quality. Because
cotton rag is less easily available and in any
case is not sufficient to meet increasing
demand for good quality paper, most paper
is now made from wood pulp.

couch /kaυtʃ/ verb to move newly made
couch

wet paper from the wire mesh to a felt mat

coucher /kaυtʃə/ noun an employee
coucher

who takes the wet paper from the vatman
and puts it onto the felt mat
couching roll /kaυtʃŋ rəυl/ noun a
roll which squeezes wet paper as it leaves
the mesh
counter /kaυntə/ noun 1. a long flat
surface in a shop for displaying and selling
goods 2. the space inside the curved part of
a letter (the bowl), as in a ‘b’ or ‘p’ 3. a
device attached to a machine which counts
the number of sheets used, books
produced. etc.
counter- /kaυntə/ prefix against
counterfoil /kaυntəfɔl/ noun a slip of
paper kept after writing a cheque, invoice
or receipt, as a record of the deal which has
taken place
counter pack /kaυntə pk/ noun a
box that displays books, designed to be
placed on a bookshop counter
countersign /kaυntəsan/ verb to sign
a document that has already been signed by
somebody else 쑗 All cheques have to be
countersigned by the finance director. 쑗
The sales director countersigns all my
orders.
counter staff /kaυntə stɑf/ noun sales
staff who serve behind counters
counting house /kaυntŋ haυs/ noun
a department in a company which deals
with cash
counting
keyboard
/kaυntŋ
kibɔd/ noun a keyboard which indicates
how much space is left on a partlycompleted line
country /kntri/ noun land which is
separate and governs itself 쑗 The contract
covers distribution in the countries of the
Common Market.
country of origin / kntri əv ɒrdn/
noun a country where a product is manufactured
coupon /kupɒn/ noun 1. a piece of
paper used to represent money 2. a piece of
paper which replaces an order form
coupon ad /kupɒn d/ noun an advertisement with a form attached, which is to
be cut out and returned to the advertiser
couching roll

counter

counter-

counterfoil

counter pack

countersign

counter staff

counting house

counting keyboard

country

country of origin

coupon
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with your name and address for further
information
courier /kυriə/ noun a person who takes
parcels and letters from one place to
another 쐽 verb to send a package by courier
course /kɔs/ noun 1. a programme of
study or training, especially one that leads
to a qualification from an educational institution 2. one of several distinct units that
together form a programme of study
leading to a qualification such as a degree
course book /kɔs bυk/ noun a book
that is used by students and teachers as the
basis of a course of study
court /kɔt/ noun the place where a judge
listens to a case and decides which of the
parties in the argument is legally right 쑗
The two parties reached an out-of-court
settlement.
court case /kɔt kes/ noun a legal
action or trial
courtesy
discount
/k!təsi
dskaυnt/ noun a special discount given
by a supplier to a purchaser which is not a
discount for resale, such as a special price
at which a publisher sells books to authors
courtesy line /k!təsi lan/ noun a
note under a photograph showing the name
of the photographer or the organisation
which provided the photograph for reproduction
cover /kvə/ noun 1. the outside of a
book, usually made of thicker paper or card
쑗 The book has a leather cover. 쑗 We
publish a cheap edition in paper covers. 쑗
The price is usually printed on the bottom
right hand corner of the inside front cover.
2. the outside of a magazine, sometimes
made of specially thick paper or art paper
쑗 a magazine with a four-colour cover 쐽
verb to put a cover on a book or magazine
쑗 The book is covered in dark blue simili
leather. 쑗 The cheap edition will be paper
covered.
cover copy /kvə kɒpi/ noun text
which is to be printed on the cover
cover costs / kvə kɒsts/ verb to
produce enough money in sales to pay for
the costs of production 쑗 The sales revenue
barely covers the costs of advertising or
the manufacturing costs.
cover design /kvə d zan/ noun a
special design for a book or magazine
cover
courier

course

course book

court

court case

courtesy discount

courtesy line

cover

cover copy

cover costs

cover design

|

cover designer /kvə d zanə/ noun
cover designer

|

a person who designs the cover of a book
or magazine
covering letter / kvərŋ letə/,
covering note / kvərŋ nəυt/ noun a
letter or note sent with documents to say
why they are being sent
covering material /kvərŋ mə
təriəl/ noun material used to make the
cover for a book
cover paper /kvə pepə/, cover
stock noun board or thick paper used as
the cover for magazines or pamphlets
cover price /kvə pras/ noun the retail
price of a book
cover story /kvə stɔri/ noun a
feature article which is illustrated by the
picture on the front cover
cpi/, CPI abbreviation characters per inch
cpl, CPL abbreviation characters per line
cps, CPS abbreviation characters per
second
CPU abbreviation central processing unit
CQL abbreviation common query
language
CR abbreviation carriage return
craft book /krɑft bυk/ noun a book
dealing with work done by hand such as
knitting, sewing or making models
crash /krʃ/ verb 1. to come to a sudden
stop as a result of an accident 2. (of
computer systems) to stop working 쐽 noun
1. the sudden failure of a computer system
2. US super, heavy gauze used to make the
hinges for a binding
crash finish /krʃ fnʃ/ noun coarsegrained paper or binding material
crate /kret/ noun a large wooden box 쐽
verb to put goods into crates
crawl /krɔl/ verb to run at a low speed
crawler /krɔlə/ noun a computer
program that collects online documents
and reference links
crawling /krɔlŋ/ noun the shrinking of
ink on paper or plastic, because it has not
penetrated the surface
CRC abbreviation camera-ready copy
cream /krim/ adjective yellowish-white
in colour
cream laid paper /krim led pepə/
noun white writing paper with faint lines
running across it
cream wove paper /krim wəυv
pepə/ noun white paper that has been
made on a woven wire mesh
covering letter

covering material
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crease /kris/ noun 1. a fold in paper or
board, made intentionally 쑗 The cover has
a crease along the spine. 쑗 The invoice
should be torn off at the crease. 2. a wrong
fold in flat paper 쑗 The publisher noted
creases in the text paper. 쑗 The creases in
the cover were caused by damp. 쐽 verb 1.
to put a fold into paper or board usually by
impressing a line 쑗 The cover should be
creased at the spine. 쒁 scoring 2. to put a
wrong fold into flat paper 쑗 The inside
covers are creased and torn. 쑗 Creasing is
a common fault in very lightweight papers.
create /kriet/ verb to make something
new
creative printing /krietv prntŋ/
noun using home software and equipment
to print decorative materials such as greetings cards, photographs, transfers etc
credit /kredt/ noun 1. a system of
paying for goods some time after you have
bought them 2. acknowledgement of something positive 쑗 She gave them credit for
their good work. 쐽 verb to acknowledge
something positive
credit agency /kredt edənsi/,
credit bureau /kredt bjυərəυ/ noun a
company that reports on the creditworthiness of customers to show whether they
should be allowed credit
credit balance /kredt bləns/ noun
a balance in an account showing that more
money has been received than is owed
credit card /kredt kɑd/ noun a plastic
card issued by banks to their customers
which allows them to buy goods on credit
or to borrow money
credit card sale /kredt kɑd sel/
noun an act of selling something for credit,
using a credit card
credit column /kredt kɒləm/ noun
the right-hand column in accounts showing
money received
credit control /kredt kən trəυl/ noun
the process of checking that customers pay
on time and do not exceed their credit
limits
credit controller /kredt kən trəυlə/
noun a person in an accounts department
who checks that customers pay invoices on
time
credit entry /kredt entri/ noun an
entry on the credit side of an account
credit facility /kredt fə sləti/ noun
an arrangement with a bank or supplier to
have credit so as to buy goods
crease

create

|

creative printing

|

credit

credit agency

credit balance

credit card

credit card sale

credit column

credit control

|

credit controller

|

credit entry
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crime novel

credit limit /kredt lmt/ noun the
amount of money which is the maximum
you can borrow at one time
credit line /kredt lan/ noun a printed
acknowledgement of the author or source
of material that was included in a publication
credit note /kredt nəυt/ noun a note
issued by a company stating that faulty
goods may be replaced with goods to the
same value
creditor /kredtə/ noun a person who is
owed money
creditors’ meeting /kredtəz mitŋ/
noun a meeting of all people to whom a
bankrupt company owes money, to decide
how to obtain the money owed
credit rating /kredt retŋ/ noun the
amount that a credit agency feels a
customer should be allowed to borrow
credits /kredts/ plural noun notes to
acknowledge the contributors to a work,
e.g. the owner of a copyright or the
designer of a book
credit side /kredt sad/ noun the righthand side of accounts showing money
received
creditworthiness /kredt w!ðinəs/
noun the ability of a customer to pay for
goods bought on credit 쑗 Printers will
always want to check on the creditworthiness of a new publisher placing work with
them.
creditworthy /kredtw!ði/ adjective
relating to a person or organisation that has
a good record of paying their bills
creep /krip/ noun 1. movement of a
cylinder blanket on the cylinder 2. a situation in which folded pages nested inside
other folded pages, as in a booklet, are
forced outwards by the bulk of the paper so
that they extend beyond the edges of the
outer pages
crêpe paper /krep pepə/ noun
crinkly paper, used as packaging material
or as decoration
crime fiction /kram fkʃ(ə)n/ noun a
style of fiction about imaginary crimes and
detectives
crime list /kram lst/ noun a series of
books on crime or crime fiction 쑗 They
have a successful crime list.
crime novel /kram nɒv(ə)l/ noun a
novel concerning a crime, and the solving
of it
credit limit

credit line

credit note

creditor

creditors’ meeting

credit rating

credits

credit side

creditworthiness
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critic /krtk/ noun a person who writes

crosscheck /krɒstʃek/ verb to evaluate

critic

crosscheck

reviews or gives opinions about books,
films, music and art
critical /krtk(ə)l/ adjective 1.
expressing opinions about somebody or
something, especially poor ones 2. very
serious or dangerous
criticise /krtsaz/, criticize verb to
say that something or somebody is wrong,
poor quality or working badly 쑗 The MD
criticised the sales manager for not
improving the volume of sales. 쑗 The
design of the new catalogue has been criticised. 쑗 The book was criticised for sloppy
proofreading.
criticism /krtsz(ə)m/ noun a serious
judgment or expression of disapproval of
something
critique /krtik/ noun a critical review
or discussion of something such as a book
CR/LF abbreviation carriage return/line
feed
CRM abbreviation customer relations
management
crocking /krɒkŋ/ noun flaking of ink
after it has dried
Cromalin /krəυməln/ a trade name for
a pre-press proofing system using colour
toners and a photosensitive substrate,
which is cheaper than wet proofs if only
one proof is needed
crop /krɒp/ verb 1. to cut off parts of an
illustration such as a photograph 쑗 The
photo has been cropped to remove most of
the foreground. 쑗 Cropping the photograph
makes it look as if the author was all alone
in the room. 2. to cut off too much paper
when binding 쑗 The book has been
cropped so much that the outside margin
has almost disappeared.
crop mark /krɒp mɑk/ noun a printed
mark that shows the edge of a page or
image and allows it to be cut accurately
cropping /krɒpŋ/ noun the removal of
areas of artwork or of a photograph which
are not needed 쑗 The photographs can be
edited by cropping, sizing, touching up,
etc.
cross /krɒs/ verb to write lines across
something
crossbar /krɒsbɑ/ noun a short line
crossing the main stem of a letter, such as
the line across an ‘f’
crossbars /krɒsbɑz/ plural noun metal
cross-pieces which divide a chase into
sections

the results of an investigation by checking
it by an alternative method 쑗 The subeditor should crosscheck the page references against the index. 쐽 noun a check
made by referring to more than one source
‘Duplicate versions get into [the]
system… Tracking all invoices,
performing cross-checks, and singling
out those most likely to represent double
payments requires constant human
surveillance.’ [InformationWeek]
cross-direction / krɒs darekʃən/
noun the direction across a web or sheet of
paper, which is at right angles to the grain
crossed cheque / krɒst tʃek/ noun a
cheque with two lines across it showing
that it can only be deposited at a bank and
not exchanged for cash
cross folding /krɒs fəυldŋ/ noun the
folding of paper against the grain
cross hatching /krɒs htʃŋ/ noun a
series of lines in two directions to give
shading to a line drawing
crosshead /krɒshed/, crossheading
noun the heading of a paragraph or section
which is centred over a column, used in
magazines to break up long columns of
text
cross-index /krɒs ndeks/ verb 1. to
give a particular item one or more additional entries in an index, under different
headings, as cross-references to it 2. to
supply cross-references in something 쑗
‘Hyde’ is cross-indexed to ‘Jekyll and
Hyde’.
cross-line screen / krɒs lan skrin/
noun a common screen for making halftones
cross marks /krɒs mɑks/ plural noun
little crosses at the corners of sheets or
overlays, which indicate where the
different films are to be placed to achieve
the correct register
cross off / krɒs ɒf/ verb to remove
something from a list 쑗 You can cross him
off our mailing list.
cross out / krɒs aυt/ verb to put a line
through something that has been written 쑗
She crossed out £250 and put in £500. 쑗
The paragraph had been crossed out by the
author and reinstated by the editor.
cross-refer / krɒs rf!/ verb to give a
note that tells a reader of a book, index or
library catalogue to look in another speci-
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fied part or on another page of the same
work. Also called cross-reference
cross-reference / krɒs ref(ə)rəns/
noun a footnote in a document which tells
you that there is other relevant information
in another part of the document 쐽 verb to
make a reference to another part of the
book 쑗 The various paper sizes are crossreferenced to the appendix.
cross-section /krɒs sekʃən/ noun a
representative sample of a group of people
or things
cross-shake /krɒs ʃek/ noun the act
of shaking paper pulp from side to side as
it goes into the papermaking machine, thus
setting the fibres into a particular direction
crosstalk /krɒstɑk/ noun unwanted
sounds or other signals picked up by one
channel of an electronic communications
system from another channel, e.g. between
telephones or loudspeakers
crown /kraυn/ noun a size of book based
on an old paper size of 15 x 20 inches or
380 x 508mm, so called because the old
paper was originally identified by a watermark of a crown
Crown copyright / kraυn kɒpirat/
noun the copyright on British government
publications, which belongs to the
Stationery Office
crown octavo / kraυn ɒktɑvəυ/ noun
a size of book, formerly 7 1/2 x 5 inches,
now 186 x 123mm
crown quarto / kraυn kwɔtəυ/ noun
a size of book, formerly 10 x 7 1/2 inches,
now 246 x 186mm
CRPU abbreviation camera-ready pasteup
CRT abbreviation cathode ray tube
crusher panel /krʃə pn(ə)l/ noun
an area on a book cover blocked ready for
title lettering to be blocked over it
crushing /krʃŋ/ noun the process of
smashing or pressing a sewn book, so as to
remove air from between the pages, before
it goes for binding
C series /si səriz/, C sizes plural
noun ISO standard sizes of paper for envelopes. 쒁 A series, B series
CSS abbreviation cascading stylesheet
C/T abbreviation colour transparency
CTM / si ti em/ noun click through per
thousand. 쒁 click-through rate
CTN / si ti en/ plural noun small retail
shops which carry some books, especially
popular fiction, guide books and small
cross-reference
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curved electros
reference books. Full form confectioners,
tobacconists and newsagents

CTP abbreviation computer to plate
cubic measure / kjubk meə/ noun
CTP

cubic measure

volume in cubic feet or metres, calculated
by multiplying height, width and length
cumulative index / kjumjυlətv
ndeks/ noun an index that is built up by
additions to all the previously published
entries at specified times
cure /kjυə/ verb to dry inks or paper coatings after printing to prevent set-off
curiosa / kjυəriəυsə/ plural noun books
or other texts dealing with unusual topics,
especially erotica
curl /k!l/ verb to roll into a curved shape
쑗 The paper has curled at the edges with
damp. 쐽 noun a measurement of the
amount by which paper curls in damp
conditions
current cost accounting / krənt
kɒst ə kaυntŋ/ noun a method of
accounting which notes the cost of
replacing assets at current prices, rather
than valuing assets at their original cost
current list /krənt lst/ noun a list of
titles which are available at the present
time
currently /krəntli/ adverb at the
present time 쑗 We are currently preparing
the Spring Catalogue.
current price / krənt pras/ noun
today’s price
current rate of exchange / krənt
ret əv kstʃend/ noun today’s rate of
exchange
curriculum vitae /kə rkjυləm vita/
noun a brief summary of somebody’s
personal details, education and career.
Abbr CV
cursive /k!sv/ noun a typeface which
is similar to handwriting, in that each letter
flows on to the next, though without being
completely joined
cursor /k!sə/ noun a mark on a
computer screen which can be moved
around and which indicates where
anything that is input will appear
curve /k!v/ noun 1. a line that bends
around 쑗 The graph shows an upward
curve. 2. a slang term for digital expression
of a colour separation specification 쐽 verb
to make something bend
curved electros / k!vd lektrəυz/,
curved plates plural noun plates that are
curved to fit on rotary printing presses
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cushion /kυʃ(ə)n/ noun a soft pad on
cushion

which a leatherbound book is placed for
tooling
custom /kstəm/ noun the use of a shop
by regular shoppers
custom-bound /kstəm baυnd/
adjective bound specially for a customer
custom-built /kstəm blt/ adjective
made specially for one customer. Also
called custom-made
customer /kstəmə/ noun a person
who buys a product or uses a service
customer appeal /kstəmər ə pil/
noun what attracts customers to a product
customer file /kstəmə fal/ noun
details of a customer kept as a record by a
company
customer profile / kstəmə prəυfal/
noun a description of an average customer
for a product or service 쑗 The customer
profile shows our average buyer to be
male, aged 25–30, and employed in the
service industries.
custom
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customer relations management

/ kstəmə rleʃ(ə)nz mndmənt/
noun an approach to management that
|

focuses on building and maintaining longterm relationships with customers through
the use of, e.g., loyalty cards, special credit
cards and Internet contacts. Abbr CRM

customer
customer service department

service

department

/ kstəmə s!vs d pɑtmənt/ noun a
|

department in a company which deals with
customers and their complaints and orders
customise /kstəmaz/, customize
verb to adapt something to a particular
person’s requirements
custom-made / kstəm med/ adjective same as custom-built
custom
publishing
/kstəm
pblʃŋ/ noun publishing done specially
for a customer according to their needs,
especially of educational materials
designed to suit a specific course
customs /kstəmz/ noun the government department which organises the
collection of taxes on imports, or an office
of this department at a port or airport 쑗 The
delivery was delayed at customs.
customs broker /kstəmz brəυkə/
noun a person or company which takes
goods through customs for a shipping
company
customs
clearance
/kstəmz
klərəns/ noun a document given by
customise

custom-made

custom publishing

customs

customs broker

customs clearance

customs to a shipper to show that customs
duty has been paid and the goods can be
shipped
customs declaration /kstəmz
deklə reʃ(ə)n/ noun a statement showing
goods being imported on which duty will
have to be paid
customs duty /kstəmz djuti/ noun
a tax paid on goods brought into or taken
out of a country
customs entry point / kstəmz
entri pɔnt/ noun a place at a border
between two countries where goods are
declared to customs
customs formalities /kstəmz fɔ
mltiz/ plural noun declaration of goods
by the shipper and examination of them by
customs
customs officers /kstəmz ɒfsəz/,
customs officials plural noun people
working for customs
customs tariff /kstəmz trf/ noun
a list of duties to be paid on imported
goods
cut /kt/ noun 1. a sudden lowering of a
price, salary or number of jobs 쑗 big price
cuts 쑗 cuts in salaries 2. an act of removing
part of a text or photograph 쑗 The author
objected to making any cuts in his text. 쑗
We will have to make some drastic cuts if
the text is to fit into 320 pages. 쑗 The libel
lawyers have asked for cuts to be made to
chapter two. 3. US a piece of metal used
for printing an illustration (NOTE: The UK
term is block.) 쐽 verb to delete data on a
computer, often in order to insert it somewhere else
cut-and-paste / kt ən pest/ noun 1.
a facility of computers allowing data to be
deleted in one place and inserted in another
2. the normal way of doing a paste-up,
where the various items are carefully cut
out with a scalpel and positioned on a sheet
cutback /ktbk/ noun a reduction 쑗
cutbacks in government spending
cut down / kt daυn/, cut down on
verb to reduce the amount of something
used 쑗 The office is trying to cut down on
electricity consumption. 쑗 We have
installed a word processor to cut down on
paperwork.
cut edges / kt edz/ plural noun the
edges of a book which have been trimmed
by a guillotine, i.e. the top, bottom and
foredges
customs declaration

|

customs duty

customs entry point

customs formalities

|

customs officers

customs tariff

cut

cut-and-paste

cutback

cut down

cut edges
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cut flush / kt flʃ/ adjective used to
cut flush

describe a book which has been trimmed
so that the cover does not stick out further
than the pages
cut in / kt n/ verb to cut into a surface
cut-in index / kt n ndeks/ noun
same as step index
cut-in notes / kt n nəυts/ plural noun
printed notes set as a rectangular block of
text in the outer edge of a paragraph of a
page, with the main text shaped around
them
cutline /ktlan/ noun US the caption to
an illustration
cut lines /kt lanz/ plural noun marks
showing on a proof, which are left from the
edges of film or paper patches on the original copy
cut marks /kt mɑks/ plural noun US
marks on a sheet of paper, showing where
it has to be guillotined
cutoff /ktɒf/ noun 1. a length of paper
cut to make a sheet from a web press, equal
to the plate cylinder circumference 2.
paper that has been cut off
cutoff knife /ktɒf naf/ noun a knife
that cuts off the sheets on a rotary press
cutoff rubber /ktɒf rbə/ noun a
strip of rubber against which the cutoff
knife cuts the sheets
cut out / kt aυt/ verb 1. to remove
something from a text by cutting 쑗 We have
cut out all references to the Queen. 2. to
remove the background from an illustration, leaving the main part as a silhouette
cutout /ktaυt/ noun 1. a piece of paper
or card which is cut out from a large piece
2. an illustration where the background has
been removed, leaving a silhouette
cutout book /ktaυt bυk/ noun a children’s book where the illustrations can be
cut out to make models or figures
cut sheet feeder / kt ʃit fidə/
noun a mechanism that automatically
feeds single sheets of paper into a printer
cut size /kt saz/ noun a size of paper
which is used by home and office printers,
convenient for use without the need for
cutting or folding, such as A4
cutter /ktə/ noun a machine that cuts
cutting /ktŋ/ noun a reference to a
client, company or author in a newspaper
or magazine, which is cut out of the paper
and filed for reference (NOTE: The US term
cut in

cut-in index

cut-in notes

cutline

cut lines

cut marks

cutoff

cutoff knife

cutoff rubber

cut out

cutout

cutout book

cut sheet feeder

cut size

cutter

cutting

is clipping.)

cylinder

cutting agency /klpŋ edənsi/,
cutting service /klpŋ s!vs/ noun an
cutting agency

office which cuts out references to a client
from newspapers and sends them to that
person for a fee
cutting and creasing / ktŋ ən
krisŋ/ noun an operation carried out on
a letterpress cylinder machine, using dies
to cut and crease paper or card into shapes
cutting cylinder /ktŋ slndə/ noun
a cylinder with knives which cut the
printed section from the web
cutting marks /ktŋ mɑks/ plural
noun marks printed on the sheet showing
where it has to be cut
CV abbreviation curriculum vitae
cyan /saən/ noun a special blue, one of
the three process colours
cyan-magenta-yellow-key / saən
mə dentə jeləυ ki/ adjective full form
of CMYK
cyberlaw /sabəlɔ/ noun the body of
laws relating to computers, information
systems and networks
cybermarketing
/sabə mɑktŋ/
noun marketing that uses any kind of
Internet-based promotion, e.g. targeted
emails, bulletin boards, websites, or sites
from which the customer can download
files
cyberphobia / sabəfəυbiə/ noun a
pathological fear of computers and information technology
cybershopping /sabə ʃɒpŋ/ noun
the activity of making purchases using the
Internet
cyberspace /sabəspes/ noun the
notional environment in which electronic
information exists or is exchanged 쑗 We
met by writing to each other on the World
Wide Web in cyberspace.
cybrary /sabrəri/ noun 1. a guide to the
information available on the World Wide
Web on a particular topic 2. an information-gathering service using the Internet
cyclical factors / sklk(ə)l fktəz/
plural noun the ways in which a trade cycle
affects businesses
cutting and creasing

cutting cylinder

cutting marks

CV

cyan

cyan-magenta-yellow-key

|

cyberlaw

cybermarketing

|

cyberphobia

|

cybershopping

|

cyberspace

cybrary

cyclical factors

cyclohexylamine

carbonate

cyclohexylamine carbonate

/ sakləυheksləmin kɑbənet/ noun a

chemical used to remove the acid from
paper. Abbr CHC
cyclopedia / sakləpidiə/ noun PUBL
same as encyclopedia
cylinder /slndə/ noun a long, round
object, which is usually hollow 쑗 The
cyclopedia

|

cylinder
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cylinder brake
posters are delivered in cardboard cylinders.
cylinder brake /slndə brek/ noun a
device which stops the running of a
printing press
cylinder-dried paper /slndə drad
pepə/ noun paper which has been dried
by running it over hot cylinders
cylinder brake

cylinder-dried paper

70

cylinder press /slndə pres/ noun a
cylinder press

printing press where the paper is carried on
a fixed cylinder which presses it onto the
flat forme containing the inked type. Also
called flatbed cylinder press
Cyrillic alphabet /sərlk lfəbet/
noun the Russian alphabet, also used in
some other Slavonic languages such as
Ukrainian and Bulgarian
Cyrillic alphabet

|
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dagger /d"ə/ noun a second reference
mark for footnotes. Symbol †
daily /deli/ adjective happening every
day 쐽 noun a newspaper published every
weekday
damages /dmdz/ plural noun
money that is paid by court order to somebody to compensate for harm done to them
or to their reputation
damp /dmp/ adjective slightly wet 쐽
noun 왍 the damp wet conditions 쑗 The
books have been affected by damp.
dampen /dmpən/ verb to make something damp
dampening roller /dmp(ə)nŋ
rəυlə/, damper /dmpə/ noun a roller
which keeps the plate wet in lithographic
printing
dancing roller /dɑnsŋ rəυlə/ noun
same as jockey roller
dandy roll /dndi rəυl/, dandy roller
noun a roller covered with wire mesh
which presses the wet paper and can make
watermarks on it if the mesh has a pattern
on it
dangler /dŋ"lə/ noun same as shelf
dagger

daily

damages

damp

dampen

dampening roller

dancing roller

dandy roll

dangler

wobbler
dark /dɑk/ adjective not light 쑗 The cover
dark

is dark green, with gold lettering.

darken /dɑkən/ verb to make somedarken

thing darker or to become darker 쑗 The
picture needs darkening. 쑗 The light cover
paper will darken with age.
darkroom /dɑkrum/ noun a room
protected from daylight and using infrared
light only, where films can be developed
and printed
dash /dʃ/ noun a punctuation mark (-)
that is a short horizontal line used to mark
off a section of a sentence
data /detə/ noun information usually in
the form of facts or statistics which can be
darkroom

dash

data

analysed

쑗

The data is easily available.

(NOTE: Data is historically a plural noun but
is now usually treated as a singular.)
data
acquisition
/detə
kwzʃ(ə)n/ noun the gathering of data
about a particular subject. Also called data
collection
data bank /detə bŋk/ noun a large
data acquisition

data bank

store of information, especially kept in or
available to a computer, sometimes
consisting of several databases
database /detəbes/ noun 1. software
which enables the user to organise data for
easy retrieval 2. a collection of data stored
in a computer which can be easily and
quickly retrieved
database publishing /detəbes
pblʃŋ/ noun publishing information
selected from a database, either online
where the user pays for it on a per-page
inspection basis, or as a CD-ROM
database right /detəbes rat/ noun a
form of copyright which applies to a
collection of data held in a database, which
gives it protection from extraction and
reuse
database setting /detəbes setŋ/
noun typesetting of the information in a
database directly from the codes written
into the database
data capture /detə kptʃə/ noun the
act of collecting data and converting it into
a form compatible with computers
data collection /detə kə lekʃən/
noun same as data acquisition
data compression /detə kəm
preʃ(ə)n/ noun a means of reducing the
size of blocks of data by removing spaces,
empty sections and unused material
data handling /detə hndlŋ/ noun
same as data preparation
data mining /detə manŋ/ noun the
process of locating previously unknown
database

database publishing

database right

database setting

data capture

data collection

|

data compression

|

data handling

data mining
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patterns and relationships within data
using a database application, e.g. finding
customers with common interests in a
retail establishment’s database
data
preparation
/detə
prepəreʃ(ə)n/ noun the conversion of
data into a machine-readable format. Also
called data handling
data processing /detə prəυsesŋ/
noun the process of selecting and examining data in a computer to produce information in a special form. Abbr DP
data protection /detə prə tekʃən/
noun the procedure of making sure that
data is not copied by an unauthorised user
Data Protection Act / detə prə
tekʃən kt/ noun a piece of legislation
passed in 1984 in the UK which requires
any owner of a database that contains
personal details to register
data retrieval / detə rtriv(ə)l/ noun
the process of searching, selecting and
reading data from a stored file
datasheet /detəʃit/ noun a document
accessible on the Internet that gives a
detailed description of something, especially a product
data storage /detə stɔrd/ noun the
ability to store data in the memory of a
computer
data warehouse /detə weəhaυs/
noun a database used for analysing overall
business strategy rather than routine operations
dateline /detlan/ noun a line at the
beginning of a newspaper report, giving
the date and place from where the report
was filed
date of publication / det əv pbl
keʃ(ə)n/ noun same as publication date
date of receipt / det əv rsit/ noun
the date when something is received
date stamp /det stmp/ noun a stamp
with rubber figures which can be moved,
used for marking the date on documents
datum /detəm/ noun a piece of information (NOTE: Datum is the singular of
data preparation

data processing

data protection

|

Data Protection Act

|

data retrieval

|

datasheet

data storage

data warehouse

dateline

date of publication

|

date of receipt

|

date stamp

datum

data.)

day glow /de "ləυ/ noun a range of
day glow

fluorescent inks

DCS

Inc that is an extension to the standard EPS
format. Full form Desktop Colour Separations (NOTE: DCS is used in process
colour work and allows CMYK separations
to be saved in a format that can be read by
other applications.)
DD abbreviation double density
DDC abbreviation Dewey decimal classiDD

DDC

fication

DDS abbreviation Dewey decimal system
deacidify / diəsdfa/ verb to remove
DDS

deacidify

|

the acid from paper. 쒁 CHC paper
dead /ded/ adjective 1. not alive 쑗 The
author has been dead for sixty years, so his
work is out of copyright. 2. not working 쑗
The telephone line suddenly went dead.
dead copy / ded kɒpi/ noun a manuscript which has been keyboarded and
typeset, and therefore is no longer needed
dead keys /ded kiz/ plural noun keys
on a keyboard that cause a function to
occur rather than a character to print, e.g.
the shift key
dead letters /ded letəz/ plural noun
letters still in the case, but which cannot be
used because there is no more type left of
one letter
deadline /dedlan/ noun the stated time
or date by which work must be finished
dead metal / ded met(ə)l/ noun the
parts of a metal printing plate which do not
print
dead white / ded wat/ noun pure
white, without the addition of blue or red
which makes it more ‘alive’
deal /dil/ noun a business agreement,
affair or contract 쑗 to arrange a copublishing deal 쑗 The sales director set up a
deal with a Russian import house. 쑗 The
deal will be signed tomorrow. 쑗 They did a
deal with an American agent. 쐽 verb 1. 왍 to
deal with to organise something 쑗 Leave it
to the filing clerk – he’ll deal with it. 왍 to
deal with an order to supply an order 2. to
trade or to buy and sell
debark /dibɑk/ verb to remove the
bark from wood
debarked wood /di bɑkt wυd/ noun
wood which has had the bark stripped off,
and is ready to be ground into pulp for
papermaking
debit /debt/ noun money which is owed
dead

dead copy

dead keys

dead letters

deadline

dead metal

dead white

deal

debark

|

day release / de rlis/ noun a system
day release

|

of training by which employees are
allowed a regular day each week to attend
college
day shift /de ʃft/ noun a shift worked
during the daylight hours
day shift

d.c. abbreviation double column
DCS noun a format developed by Quark
d.c.

debarked wood

|

debit
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debit and credit / debt ən kredt/
noun money which a company owes and
debit and credit

which it receives

dedicated word processor
point is used in English-speaking countries,
and that in most other countries the decimal
is indicated by a comma.

decimal system /desm(ə)l sstəm/
noun a system based on the number 10
decimal tabbing / desm(ə)l tbŋ/
noun the process of adjusting a column of
decimal system

debit balance /debt bləns/ noun a
debit balance

balance in an account showing that more
money is owed than has been received
debit column /debt kɒləm/ noun the
left-hand column in accounts showing the
money paid or owed to others
debit entry /debt entri/ noun an entry
on the debit side of an account
debit note /debt nəυt/ noun a note
showing that a customer owes money
debit side /debt sad/ noun the lefthand side of an account showing the
money paid or owed to others
deboss /dibɒs/ v to press a mould on
the top of something so that the surface is
depressed. Compare emboss
Debrett /dəbret/ noun a publication that
lists members of the British aristocracy,
including information on related topics
such as honours, ranks, titles, forms of
address, and etiquette
debt /det/ noun money owed for goods or
services 왍 to service a debt to pay interest
on a debt
debt collection /det kə lekʃən/ noun
the collection of money that is owed
debt collection agency /det kə
lekʃən edənsi/ noun a company that
collects debts for a commission
debt collector /det kə lektə/ noun a
person who collects debts
debtor /detə/ noun a person or company
which owes money
debtor side /detə sad/ noun the debit
side of an account
debts due / dets dju/ plural noun
money owed which is due for repayment
debug /dib"/ verb to test a computer
program to locate and correct any errors 쑗
They spent weeks debugging the system.
decal /dkl/ noun a small piece of
plastic which sticks to a surface, used often
as an advertisement
deciding factor /d sadŋ fktə/
noun the most important factor which
influences a decision
decimal point / desm(ə)l pɔnt/ noun
a dot or comma which separates whole
numbers from decimal fractions, e.g. in
2.75
debit column

debit entry

debit note

debit side

deboss

|

Debrett

|

debt

debt collection

|

debt collection agency

|

debt collector

|

debtor

debtor side

debts due

debug

|

decal

|

deciding factor

|

decimal point

COMMENT: The dot should be raised above

the line, though it is never printed in this way
by computer printers. Note that the decimal

decimal tabbing

numbers so that the decimal points are
aligned vertically
decipher /dsafə/ verb to work out
what something means, even if it is difficult to read or understand
deckle /dek(ə)l/ noun 1. the raised edge
of the wire tray in which handmade paper
is made, which stops the pulp from running
over the edge of the tray 2. the width of a
machine which makes paper, hence the
width of a piece of paper as it is made
decipher

|

deckle

COMMENT: Handmade paper always has a

deckle edge, and this has to be cut off
before printing, so that the lay of the paper
is the same from sheet to sheet. An artificial
deckle edge is given to machine-made
writing paper to make it more attractive.

deckle edged paper /dek(ə)l edd
deckle edged paper

pepə/ noun paper with a deckle edge

deckle frame /dek(ə)l frem/ noun a
deckle frame

wooden frame holding the wire on which
handmade paper is made
deckle strap /dek(ə)l strp/ noun a
flat piece of rubber along the edge of the
wire mesh in a papermaking machine,
which stops the pulp from running over the
edge
decollate / dikəlet/ verb to separate
continuous stationery into single sheets, or
to split two-part or three-part stationery
into its separate parts
decollator / dikəletə/ noun a machine
used to separate continuous stationery into
single sheets or to split two-part or 3threepart stationery into separate parts
decorative /dek(ə)rətv/ adjective of
illustrations, photographs or flourishes,
intended to brighten and break up the text
dedicate /dedket/ verb 1. to print a
special note in a book offering it to somebody, usually a relative or friend, as a token
of affection 쑗 He dedicated the book of
poetry to his wife and daughters. 2. to use
for one purpose only
dedicated line / dedketd lan/ noun
a telephone line assigned to a designated
user, usually to provide a permanent
connection to the Internet
deckle strap

decollate

|

decollator

|

decorative

dedicate

dedicated line

dedicated
dedicated word processor

word

/ dedketd w!d

processor

prəυsesə/ noun a
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small computer which has been configured
to do only word processing
dedication / dedkeʃ(ə)n/ noun words
used to offer a book, work or performance
to honour somebody
deep /dip/ adjective strong and dark 쑗
The book has a deep blue cover with silver
lettering.
deepen /dipən/ verb to make something such as a colour deeper
deep-etch /dip etʃ/ verb to etch the
image very slightly below the surface of a
printing plate, a process used in offset
lithography to give a more intense print
deep-etched halftone / dip etʃt
hɑftəυn/ noun a plate etched deeper than
normal, often leaving white spaces
deep Web / dip web/ noun searchable
databases accessible through the Internet,
which must be searched using CQL
queries and not with an ordinary Web
search engine
defamatory /dfmət(ə)ri/ adjective
relating to words that are damaging about a
person or a person’s character 쑗 He wrote a
series of defamatory articles about the film
star in a Sunday paper. 쑗 The minister sued
the paper for publishing defamatory articles about his private life.
default /dfɔlt/ noun failure to carry out
a contract 쑗 The company is in default on
their repayments. 쐽 verb to fail to carry out
the terms of a contract, especially to fail to
pay back a debt
defect /difekt/ noun a fault in a
machine
defective /dfektv/ adjective not
working properly
defer /df!/ verb to put back or postpone
an action to a later date 쑗 to defer payment
쑗 The decision has been deferred until the
next meeting.
deferment /df!mənt/ noun the act of
putting something back to a later date 쑗
deferment of payment 쑗 deferment of a
decision
define /dfan/ verb to explain the
meaning of something
definition / defnʃ(ə)n/ noun a statement of meaning, especially in a dictionary
definitive /dfntv/ adjective relating
to the final or the best and most complete
work on a subject 쑗 a definitive edition of
Dickens 쑗 This is the definitive biography
of Jane Austen. 쑗 They published the definitive work on sixteenth-century printing.
dedication

|

deep

deepen

deep-etch

deep-etched halftone

deep Web

defamatory

|

default

|

defect

defective

|

defer

|

deferment

|

define

|

definition

|

definitive

|

degradation / de"rədeʃ(ə)n/ noun a
degradation

|

loss of picture or signal quality 쑗 Line art
can be reproduced on scanners or photocopied without much degradation.
degree /d"ri/ noun a qualification
awarded by a university or college
following successful completion of a
course of study or period of research, or a
similar qualification granted as an honour
deink /diŋk/ verb to remove the ink
from printed paper as part of the recycling
process
dejagging /did"ŋ/ noun same as
degree

|

deink

|

dejagging

|

anti-aliasing
del. abbreviation an instruction by a
del.

proofreader to a compositor to delete part
of a text
delete /dlit/ verb to remove information that has been written down or stored in
a computer 쐽 noun 1. a written sign used in
proofreading, to show that a word should
be deleted 2. an instruction given to a
computer to remove a section of text
delete character /d lit krktə/
noun a special code used to indicate data or
text to be removed
delete key /dlit ki/ noun a computer
key that moves the cursor to erase characters, or removes highlighted text
deletion /dliʃ(ə)n/ noun 1. the act of
deleting something, or something which is
deleted 쑗 The lawyers demanded the deletion of all references to their client. 2. a
word or piece of text which has been
deleted 쑗 There were six deletions from the
last page of the index. 쑗 There were so
many deletions that the text is now about
two pages shorter.
‘Delibros’ noun a Spanish magazine
dealing with books and publishers
deliver /dlvə/ verb 1. to transport
goods to a customer 쑗 When does the
binder expect to deliver the bound copies?
2. to give a manuscript to a publisher 쑗 The
author has to deliver the last chapter by the
end of the year. 쑗 The publisher cannot
guarantee publication if the manuscript is
not delivered on time.
delivered price /dlvəd pras/ noun a
price which includes packing and transport
delivery /dlv(ə)ri/ noun 1. the handing
of a manuscript to a publisher 쑗 The second
part of the advance on royalties is payable
on delivery of the manuscript. 2. part of a
printing machine where grippers move
printed sheets from the machine and stack
delete

|

delete character

|

delete key

|

deletion

|

‘Delibros’

deliver

|

delivered price

|

delivery

|
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them 3. the goods being delivered 쑗 We
take in three deliveries a day. 쑗 There were
four pallets of books missing in the last
delivery. 쑗 The warehouse will close for
Christmas and will not accept deliveries
after December 20th. 4. 왍 delivery of
goods the transport of goods to a
customer’s address 쑗 We charge for
delivery outside London. 쑗 The delivery
date for bound copies has been put back by
three weeks. 쑗 We guarantee delivery
within 28 days. 쑗 Delivery is not included
in the price.
delivery instructions /dlv(ə)ri n
strkʃ(ə)nz/ plural noun details of how
goods are to be shipped and delivered.
Also called shipping instructions
delivery note /dlv(ə)ri nəυt/ noun a
list of goods being delivered, given to the
customer with the goods
delivery order /dlv(ə)ri ɔdə/ noun
instructions given by the customer to the
person holding the goods, to tell them to
deliver
delivery tapes /dlv(ə)ri teps/ plural
noun broad ribbons which hold the printed
sheets as they come out of the press
delivery time /dlv(ə)ri tam/ noun
the number of days before something will
be delivered
delivery van /dlv(ə)ri vn/ noun a
goods van for delivering goods to retail
customers
de luxe edition / d lks  dʃ(ə)n/
noun a special edition of a book, printed on
very good-quality paper and with an
expensive binding, selling for a higher
price than a standard edition
demand /dmɑnd/ noun the number of
people wanting to buy something 쑗 There
is not much demand for this item. 쐽 verb to
ask for something in a forceful way
demographics / demə"rfks/ noun
the details of the population of a country,
or any community or group, in particular
its size, density, distribution, and the birth,
death, and marriage rates, which affect
marketing
demy /demi/ noun a traditional British
paper size
demy octavo / demi ɒktɑvəυ/ noun a
book format, formerly 8 3/4 x 5 inches,
now 216 x 138mm
demy quarto / demi kwɔtəυ/ noun a
book format, formerly 11 1/4 x 8 3/4
inches, now 279 x 219mm
delivery instructions

|

|

delivery note

|

delivery order

|

delivery tapes

|

delivery time

|

delivery van

|

de luxe edition

|

demand

|

demographics

|

demy

demy octavo

|

demy quarto

depreciate

densitometer / denstɒmtə/ noun 1.
densitometer

|

a device for measuring the absorption of
light, used to calculate the thickness of ink
required to print on a particular type of
paper 2. a device for measuring the size of
dots in halftones
density /densti/ noun the level of darkness of an image
density

COMMENT:

Scanner software produces
various shades of grey by using different
densities or arrangements of black and
white dots and/or different sized dots.

density dial /densti daəl/ noun a
knob that controls the density of a printed
image 쑗 When fading occurs, turn the
density dial on the printer to full black.
densometer /densɒmtə/ noun a
device used for testing paper porosity by
measuring the time taken for a particular
volume of air to pass through a sample area
of paper
dentelle /dentel/ noun gold decoration
used on book covers, like a series of little
teeth
department /dpɑtmənt/ noun 1. a
specialised section of a large company 2. a
section in a large store selling one type of
product 3. a section of the British government containing several ministries 쑗 the
Department of Trade and Industry
deposit /dpɒzt/ noun 1. an amount of
money paid in part payment 2. an amount
of money that a person gives when they
borrow something and which is returned to
them when the item is returned undamaged
3. documents placed in a record office for
safe keeping 4. a legal requirement for one
copy of any published book to be sent to a
national deposit library 쐽 verb 1. to put
money into a bank account 쑗 to deposit
£100 in a current account 2. to give a copy
of a book to a deposit library as part of the
process of publishing the book
deposit library /dpɒzt labrəri/
noun a national library to which a
publisher has by law to give a copy of each
book published
density dial

densometer

|

dentelle

|

department

|

deposit

|

deposit library

|

COMMENT: In the British Isles, the deposit

libraries are the British Library, the Bodleian
Library at Oxford, Cambridge University
Library, the National Library of Scotland
and the Library of Trinity College Dublin; the
Welsh National Library may also receive
copies.

depreciate /dpriʃiet/ verb 1. to
reduce the value of assets in accounts 쑗 We
depreciate our company cars over three
years. 2. to lose value 쑗 The pound has
depreciated by 5% against the dollar.
depreciate

|
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depreciation /d priʃieʃ(ə)n/ noun a
depreciation

|

|

reduction in value of an asset

COMMENT: Publishers often write down the

value of their stocks on the assumption that
a book which is several years old is not
likely to sell well, and unsold stock is
therefore less valuable. Depreciation has
the effect of reducing profits in the year in
which it is carried out, and increasing profits
in subsequent years as the depreciated
stock continues to sell. Depreciation does
mean that stock can be remaindered
without loss.

depreciation rate /d priʃieʃ(ə)n
ret/ noun the rate at which an asset is
depreciated each year in the accounts
depth gauge /depθ "ed/, depth
scale noun a ruler used to measure the
space between lines of type
depth of field / depθ əv fild/ noun the
amount of a scene that will be in focus
when photographed with a particular aperture setting
depth of focus / depθ əv fəυkəs/
noun the position of film behind a camera
lens that will result in a sharp image
depth of page / depθ əv ped/ noun a
measurement of the type area from the
headline to the folio at the bottom of the
page
descender /dsendə/ noun the part of a
letter which falls below the base line, as in
‘j’, ‘y’, ‘p’, ‘g’ and ‘q’
descender line /dsendə lan/ noun a
line which marks the lowest level of the
descenders in a particular face
descending letter /dsendŋ letə/
noun a letter that has a descender, such as
‘g’, ‘p’ or ‘y’
desensitise /disensətaz/, desensitize verb to wash an offset litho plate with
chemicals to make sure the ink will not
stick to the non-printing areas
design /dzan/ verb to plan what something new will be like 쐽 noun 1. the planning or drawing of a product before it is
manufactured 2. a drawing which shows
how a book or page or cover will look
when finished 쑗 The designs for the cover
were turned down by the author. 쑗 The
artist brought a portfolio of page designs
to show the art director.
designation mark / dez"neʃ(ə)n
mɑk/ noun a signature mark, letter or
number, printed in very small type on the
fold of the signature, so that the sequence
of sections can be easily checked
depreciation rate

|

|

depth gauge

depth of field

depth of focus

depth of page

descender

|

descender line

|

descending letter

|

desensitise

|

design

|

designation mark

|

design brief /dzan brif/ noun
design brief

|

instructions to a designer explaining what
they should be designing for a particular
project and any factors they should bear in
mind
design department /dzan d
pɑtmənt/ noun a department in a large
company which designs the company’s
products or its advertising
designer /dzanə/ noun a person who
designs something
design studio /dzan stjudiəυ/
noun an independent firm which specialises in creating designs for companies
desk /desk/ noun a writing table in an
office or study
desk copy /desk kɒpi/ noun a free
copy of a book sent to somebody who may
read it to buy rights in it, or to order it in
quantity for class use
desk editor /desk edtə/ noun an
editor who works at a desk, preparing copy
for the printer, checking proofs and
collating corrections
desk pad /desk pd/ noun a pad of
paper kept on a desk for writing notes
desktop /desktɒp/ noun a display on a
computer screen comprising background
and icons representing equipment,
programs and files 쐽 adjective relating to
something that sits on top of a desk or that
can be done on a desk
design department

|

|

designer

|

design studio

|

desk

desk copy

desk editor

desk pad

desktop

Desktop Colour Separations

Desktop Colour Separations plural
noun full form of DCS

desktop computer / desktɒp kəm
desktop computer

|

pjutə/ noun a computer, usually with a
keyboard and monitor, which is small
enough to be used on a desk
desktop media / desktɒp midiə/
noun a combination of presentation
graphics, desktop publishing and multimedia (NOTE: The phrase was originally
desktop media

used by Apple.)

publishing
/ desktɒp
pblʃŋ/ noun the design and layout of
text and graphics using a small computer
with a specific software application
package and a printer. Abbr DTP
destock /distɒk/ verb to reduce the
amount of stock in a shop or warehouse 쑗
Bookstores have been destocking after the
Christmas buying season and are
returning thousands of copies of unsold
paperbacks.
desktop publishing

desktop

destock

|
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detail /ditel/ noun a small condition or
detail

fact 쐽 verb to list or give full information
about things
detailed account / diteld əkaυnt/
noun an account which lists every item
detailed drawing /diteld drɔŋ/
noun a drawing showing a lot of small
details
detail paper /ditel pepə/ noun thin
transparent paper used for layouts and
tracing
detective fiction /dtektv fkʃən/
noun crime fiction, with a detective as the
main character
Deutsche Industrienorm / dɔtʃə
ndυstri nɔm/ noun the German industrial standards organisation. Abbr DIN
develop /dveləp/ verb 1. to plan and
produce something 쑗 to develop a new
papermaking technique 2. to apply a chemical process to exposed photographic film
and paper to produce an image
developer /dveləpə/ noun a chemical
solution used to develop exposed film
device /dvas/ noun an ornamental
design used by a publisher or printer as part
of their logo
diacritical marks / daəkrtk(ə)l
mɑks/, diacritics, diacriticals plural
noun marks made above normal letters to
show a change of pronunciation or stress
detailed account

|

detailed drawing

detail paper

detective fiction

|

Deutsche Industrienorm

|

develop

|

developer

|

device

|

diacritical marks

|

COMMENT: The commonest diacritics are

the accents in European languages and the
dots indicating vowels in Arabic.

diaeresis / daəriss/ noun a printed
diaeresis

|

sign, formed of two dots printed above a
vowel (ë)
COMMENT: In English the diaeresis is now

uncommon, but was used in words such as
‘naïve’ and ‘coördinate’ to show that the two
vowels were pronounced separately and
not as a diphthong; it is still used in many
European languages and indicates a
change in pronunciation of a vowel. In
German it is called the umlaut.

diagnostics / daə"nɒstks/
diagnostics

|

plural

noun tests that help a user find faults in

hardware or software
diagram /daə"rm/ noun a chart or
graph that illustrates something such as a
statistical trend 쐽 verb to make a diagram
that represents or illustrates something
diagrammatically / daə"rəmtkli/
adverb using a diagram 쑗 The chart shows
the population growth diagrammatically.
dial /daəl/ noun a round display device,
like the face of a clock, on which informadiagram

diagrammatically

|

dial

didot
tion is shown automatically by the movement of a hand or pointer
dial micrometer /daəl ma krɒmtə/
noun a machine for measuring paper thickness, where the reading is shown on a dial
dialogue /daəlɒ"/ noun 1. a written
conversation in a book or play 2. the
exchange of ideas or opinions, especially
between those with different viewpoints
dial-up /daəl p/ adjective requiring a
computer modem and telephone line to
establish communication with another
computer or a network
diamond /daəmənd/ noun an old size
of type, equivalent to 4 1/2 pt
diapositive / daəpɒztv/ noun a positive transparency
diary /daəri/ noun 1. a detailed daily
record of the events in a person’s life
written in a book 2. a small book with dates
and blank spaces used to record appointments
diary format /daəri fɔmt/ noun a
paper format similar to that used for
diaries, roughly 140 x 85mm
diazo paper /dazəυ pepə/ noun
treated paper used in the dyeline copying
process. Also called dyeline paper
dictate /dktet/ verb to speak words for
somebody to write down or for a machine
to record
dictionary /dkʃən(ə)ri/ noun a book or
compact disc containing the words of a
language arranged alphabetically with
their meanings
dial micrometer

|

dialogue

dial-up

diamond

diapositive

|

diary

diary format

diazo paper

|

dictate

|

dictionary

COMMENT:

The term ‘dictionary’ really
applies to a book where the words are
defined, but not necessarily explained; an
‘encyclopedia’ is a book where the words
are explained, but not always defined. A
‘Dictionary of Gardening’ is probably in fact
an encyclopedia, since it may give details of
how to grow plants, rather than defining
what each plant or process is. This present
dictionary has many encyclopedic sections,
such as this one.

article
/dkʃən(ə)ri
ɑtk(ə)l/ noun a small section of a
dictionary, dealing with a single word
didot /dadəυ/ noun 1. a modern typeface with thick black vertical lines and
hairline serifs, designed by Firmin Didot in
the 17th century 2. a system of type sizes
used in Europe, but not in the UK or the
USA, introduced by F.-A. Didot. Compare
dictionary
dictionary article

didot

cicero
COMMENT: The basic didot measurement is

a point of 0.376mm, while the British and
American point is 0.351mm. The cicero is
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the European equivalent to the British pica,
but slightly larger (about 12.5 British points
or 4.511mm).

die /da/ noun 1. a matrix used for making
a hot metal character 2. any metal stamp,
used for cutting or stamping
die case /da kes/ noun a case which
holds the matrices for Monotype hot metal
die casting
die casting /da kɑstŋ/ noun the
casting of metal type using hot metal and
matrices
die cutting /da ktŋ/ noun the use of
sharp metal knives to cut out paper or cardboard in different shapes, usually on a
letterpress cylinder machine
dieresis / daəriss/ noun another
spelling of diaeresis
die stamping /da stmpŋ/ noun the
stamping of relief decorations or text on
paper or card, as e.g. an address on
stationery
differential spacing / dfərenʃəl
spesŋ/ noun spacing where each character takes a space equivalent to its width,
‘m’ taking more space than ‘i’
digest /dadest/ noun a book which
summarises a series of reports, especially
one that collects summaries of court decisions and is used as a reference tool by
lawyers
digester /dadestə/ noun a device
which mixes ground wood, water and
chemicals together and begins the process
of papermaking
digest-size /dadest saz/ adjective
relating to a book which measures 7 x 5
inches, the same format as the ‘Reader’s
Digest’
digipad /ddipd/ noun same as digidie

die case

die casting

die cutting

dieresis

|

die stamping

differential spacing

digest

digester

|

digest-size

digipad

tising pad
digit /ddt/ noun any of the numbers
digit

from 0 to 9

digital /ddt(ə)l/ adjective repredigital

senting physical quantities in numerical
form
digital divide / ddt(ə)l dvad/ noun
the difference in opportunities available to
people who have access to modern information technology and those who do not
digital font / ddt(ə)l fɒnt/ noun a
font that has been digitised so that it can be
stored in a computer
digital divide

|

digital font

digital

digital image processing

image

processing

/ ddt(ə)l md prəυsesŋ/, digital
image acquisition, digital imaging

/ ddt(ə)l mdŋ/ noun a wide range
of techniques used to generate, process and
reproduce images using computers
digital object identifier / ddt(ə)l
ɒbjekt adentfaə/ noun an identifying
symbol for a web file that redirects users to
any new Internet location for that file. Abbr
digital object identifier

|

DOI

digital plotter / ddt(ə)l plɒtə/ noun
digital plotter

a plotter that receives the coordinates in
digital form which it plots
digital printing / ddt(ə)l prntŋ/
noun a method of printing in which the text
or images are transferred directly to the
paper without the use of film or plates.
Also called direct digital printing
digital proofs / ddt(ə)l prufs/
plural noun proofs taken from digital files
prior to film output at high or low resolution
digital repository / ddt(ə)l r
pɒzt(ə)ri/ noun a single system for
storing and distributing all types of electronic materials
digital printing

digital proofs

digital repository

|

digital

digital rights management

rights

management

/ ddt(ə)l rats mndmənt/ noun

the use of technologies to protect against
the misuse of copyrighted digital materials.
Abbr DRM
digital scanning / ddt(ə)l sknŋ/
noun the reading of an image such as a
printed character by a computer, done by
building it up as a series of dots in the
computer memory
digital video disc / ddt(ə)l vdiəυ
dsk/ noun full form of DVD
digitisation / ddtazeʃ(ə)n/, digitization noun the action of converting
shapes or signals into digital form
digitise /ddtaz/, digitize verb to
change analogue signals such as pictures
or sound into numerical data which can be
processed by a computer
digitised letterforms / ddtazd
letəfɔmz/ plural noun the shapes of characters which have been scanned and then
stored as a series of dots in the computer
memory
digitised photograph / ddtazd
fəυtə"rɑf/ noun an image or photograph
that has been scanned to produce an
analogue signal which is then converted to
digital form and stored in a computer or
displayed on a screen
digitiser /ddtazə/ noun a vector
graphic input device which can be used to
digital scanning

digital video disc

digitisation

|

digitise

digitised letterforms

digitised photograph

digitiser

Publishing.fm Page 79 Thursday, April 6, 2006 1:33 PM

79
scan an existing image, capturing x, y coordinates at desired intervals
digitising pad /ddtazŋ pd/ noun
a sensitive surface that translates the position of a pen into numerical form, so that
drawings can be entered into a computer.
Also called digipad
digizine /ddin/ noun a magazine that
is delivered in digital form either on the
Internet or on a CD-ROM
di litho abbreviation direct lithography
dime novel /dam nɒv(ə)l/ noun a
cheap paperback novel
dimension /damenʃən/ noun a measurement of something
dimensional /dmenʃənəl/ adjective
relating to dimensions
dimensional
stability
/da
menʃ(ə)nəl stəblti/ noun a measurement of the ability of paper not to change
its dimensions when subjected to heat,
water, etc.
dimension
marks /damenʃən
mɑks/ plural noun marks on CRC
showing a section that has to be enlarged or
reduced
DIN abbreviation Deutsche Industrienorm
dingbats /dŋbts/ plural noun US
ornaments and other symbols (NOTE: The
digitising pad

digizine

di litho

dime novel

dimension

|

dimensional

|

dimensional stability

|

|

dimension marks

|

DIN

dingbats

UK term is printer’s flowers.)
dinky sheet /dŋki ʃit/ noun a narrow

diphthong /dfθɒŋ/ noun two vowels
which are pronounced together as one
sound, sometimes printed together with a
ligature, as in ‘encyclopædia’
direct /darekt/ verb to manage or
organise something 쑗 He directs our
Southeast Asian operations. 쑗 She was
directing the development unit until last
year. 쐽 adjective straight or with no interference
direct access /da rekt kses/ noun
the ability to use information without the
need for an intermediary person
direct connection /da rekt kə
nekʃən/ noun a fast permanent connection linking a computer or system to a
network such as the Internet. It can be used
at any time and is much faster than a dialup connection.
direct cost /da rekt kɒst/ noun the
production or origination cost of a particular product
diphthong

direct

|

direct access

|

direct connection

|

|

printing

direct-entry phototypesetting /da
direct-entry phototypesetting

|

rekt entri fəυtəυtapsetŋ/ noun
phototypesetting where the text is keyed
directly onto a keyboard which allows it to
be output as typesetting
direct impression /da rekt m
preʃ(ə)n/ noun a typesetting process
where the image is created by something
which hits the paper directly
direct input /da rekt npυt/ noun software which allows the keyboarder to input
text directly into the computer typesetter
direction of travel /da rekʃən əv
trv(ə)l/ noun the direction in which the
web of paper moves, either on a papermaking machine or through a printing
press
directions for use /da rekʃənz fə
jus/ plural noun instructions showing
how to use something
direct lithography /da rekt l
θɒ"rəfi/ noun a lithographic process
where the image is printed directly from
the plate onto the paper. Abbr di litho
direct mail /da rekt mel/ noun a
system of selling goods by sending
publicity material about them through the
post
direct-mail advertising /da rekt
mel dvətazŋ/ noun advertising by
sending leaflets to people through the post
direct marketing /da rekt mɑktŋ/
noun methods of marketing that bypass
retailers, such as mail order, direct-mail
advertising, telephone sales, Internet shopping etc.
director /darektə/ noun the top person
in the management of a group, company or
organisation
directory /darekt(ə)ri/ noun a book or
database which lists the names and details
of people or companies in a specific
geographical or subject area
direct positive /da rekt pɒzətv/
noun film produced by direct screening
direct printing /da rekt prntŋ/
noun the process of printing directly from
a plate onto the paper
direct
processing
/da rekt
prəυsesŋ/ noun a method of photocopying which requires specially treated paper
that captures the image from the original as
it is exposed to light
|

direct impression

|

|

direct input

|

direction of travel

|

directions for use

|

direct lithography

|

|

direct mail

|

|

web of paper

direct cost

digital printing /da rekt
ddt(ə)l prntŋ/ noun same as digital

direct

direct-mail advertising

dinky sheet

|

direct processing
direct digital printing

|

direct marketing

|

director

|

directory

|

direct positive

|

direct printing

|

direct processing

|
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direct screening /da rekt skrinŋ/
direct screening

|

noun a method of originating colour sepa-

rations, where the original is reproduced as
screened separations using a halftone
screen
direct selling /da rekt selŋ/ noun the
process of selling a product direct to the
customer without going through a shop
dirty copy / d!ti kɒpi/ noun a manuscript or typescript which has a large
number of additions and changes, and is
difficult to read
dirty proof / d!ti pruf/ noun a proof
with many keyboarding errors or which
has been heavily corrected
disclaimer /dsklemə/ noun a legal
refusal to accept responsibility
direct selling

|

dirty copy

dirty proof

disclaimer

|

COMMENT: Publishers or authors may print

disclaimers in their publications: ‘the views
expressed in the article are those of the
author and do not represent the policy of
the newspaper’; ‘the characters in this novel
are fictitious, and are not based on anyone
living or dead’. Whether such disclaimers
have any legal validity is open to question.

different from the spelling used in the
computer’s H & J program
discrimination /d skrmneʃ(ə)n/
noun treatment of people in different ways
because of class, religion, race, language,
colour or sex
disinformation
/ dsnfəmeʃ(ə)n/
noun false or deliberately misleading
information, often put out as propaganda
disk /dsk/ noun a flat, round plastic
device coated with magnetised material
which can be used to store information
readable by a computer. Also called disc
disk inking /dsk ŋkŋ/ noun a
method of inking printing rollers, where
the ink is spread from a turning plate
Disk Operating System / dsk
ɒpəretŋ sstəm/ noun the section of
the operating system in a computer that
controls the disk and file management.
Abbr DOS
disk ruling /dsk rulŋ/ noun a
method of producing ruled paper, using
disks to produce the rules
dispatch /dsptʃ/ noun 1. the sending
of goods to a customer 쑗 The fuel shortages held up dispatch for several weeks. 2.
goods which have been sent 쑗 The weekly
dispatch went off yesterday. 쐽 verb to send
goods to customers
dispatch department /dsptʃ d
pɑtmənt/ noun a department in a
company which deals with the packing and
sending of goods to customers
dispatcher /dsptʃə/ noun a person
who sends goods to customers
dispatch note /dsptʃ nəυt/ noun a
note saying that goods have been sent
display /dsple/ noun an exhibition for
public viewing 쐽 verb to set up or arrange
for something to be viewed
display advertisement /dsple əd
v!tsmənt/ noun an advertisement
which is well designed to attract attention
display attribute /dsple trbjut/
noun a variable which defines the shape,
size or colour of text or graphics displayed
in a DTP program
display board /dsple bɔd/ noun
coated coloured board, used as backing for
exhibitions or displays
display cabinet /dsple kbnət/
noun a piece of furniture with a glass top or
glass doors for showing goods for sale,
used particularly in antiquarian bookshops
discrimination

|

|

disinformation

|

disk

disk inking

Disk Operating System

disk ruling

discount noun /dskaυnt/ a reduction
in the price of something 왍 10% discount
for quantity purchases you pay 10% less
if you buy a large quantity 왍 10% discount
for cash, 10% cash discount you pay 10%
less if you pay in cash 쐽 verb /dskaυnt/
to reduce prices to increase sales
discount

|

COMMENT: Discounts vary considerably

from country to country. In the UK, the basic
discounts
given
by publishers
to
booksellers would be about 40%. Higher
discounts will be given to wholesalers or
large chains of bookshops, and also on
mass-market paperbacks. Lower discounts
will apply to single copy orders (or a
surcharge may be added), and especially to
academic books. Educational books have a
basic discount of 17.5%, because the
bookseller is simply passing on orders for
school purchases and is not buying the
books speculatively for retail sale.
Educational books are usually non-net, so
that the bookseller can mark up the price if
he or she wishes to hold them in stock and
sell them from the shelf to the public.

dispatch

|

dispatch department

|

|

dispatcher

|

dispatch note

|

display

|

display advertisement

|

display attribute

|

discounter /dskaυntə/ noun a person
discounter

or company which sells goods at a discount
discretion /dskreʃ(ə)n/ noun the
ability to deal with confidential situations
or information without causing embarrassment 쑗 I leave the matter to your discretion.
discretionary
hyphen
/d
skreʃ(ə)n(ə)ri haf(ə)n/ noun a hyphen
inserted by the keyboarder, which is
discretion

|

discretionary hyphen

|

display board

|

display cabinet

|

|

Publishing.fm Page 81 Thursday, April 6, 2006 1:33 PM

81

display case /dsple kes/ noun a
glass box which protects items but allows
them to be seen
display character /dsple krktə/
noun a graphical symbol which appears as
a printed or displayed item, e.g. one of the
letters of the alphabet or a number
display controller /dsple kən
trəυlə/ noun a device that accepts character or graphics codes and instructions,
and converts them into dot-matrix patterns
that are displayed on a screen
displayed text /d spled tekst/ noun
text that is laid out by indenting or being
placed in a box, so as to make it different
from the rest of the text
display face /dsple fes/ noun a large
typeface used for posters, headings in
bookwork, etc. Also called display type
display format /dsple fɔmt/ noun
the number of characters that can be
displayed on a screen, given as lengths of
rows and columns
display highlights /dsple halats/
plural noun the emphasis of particular
words or paragraphs by changing the
colour of the display
display line /dsple lan/ noun the
horizontal printing position for the characters in a line of text
display material /dsple mə təriəl/
noun items that can be used for an exhibition
display matter /dsple mtə/ noun
typeset material in a display face such as a
poster
display mode /dsple məυd/ noun a
way of referring to the character set to be
used, usually graphics or alphanumerics
display pack /dsple pk/ noun an
attractive box for showing goods for sale
display panel /dsple pn(ə)l/ noun
a flat area for displaying goods in a shop
window
display paper /dsple pepə/ noun
thick paper used to print posters
Display
PostScript
/dsple
pəυstskrpt/ a trade name for an extension of PostScript that allows PostScript
commands to be interpreted and displayed
on screen so that a user can see exactly
what will appear on the printer
display register /dsple redstə/
noun a register that contains character or
control or graphical data that is to be
displayed
display case

|

display character

|

display controller

|

|

displayed text

|

display face

|

display format

|

display highlights

|

display line

|

display material

|

|

display matter

|

display mode

|

display pack

|

display panel

|

display paper

|

Display PostScript

|

display register

|

distribution channel

resolution
/dsple
rezəluʃ(ə)n/ noun the number of pixels
per unit area that a display can show
clearly
display screen /dsple skrin/ noun
the physical part of a visual display unit or
monitor, which allows the user to see characters or graphics
display size /dsple saz/ noun a character size greater than 14 points, used in
headlines rather than normal text
display space /dsple spes/ noun the
available memory or amount of screen for
showing graphics or text
display stand /dsple stnd/ noun a
portable board which can be set on legs and
used to display information
display type /dsple tap/ noun same
as display face
display unit /dsple junt/ noun 1. a
special stand for showing goods for sale 2.
a computer terminal or piece of equipment
that is capable of showing data or information, usually by means of a CRT
display work /dsple w!k/ noun the
printing of posters, headings, etc.
dissect /dasekt/ verb to remove the
type which is to be printed in another
colour, such as highlighted words in a children’s dictionary
disseminate /dsemnet/ verb to
spread news and information widely
dissemination
/d semneʃ(ə)n/
noun the act of distributing something such
as information throughout an area
distribute /dstrbjut/ verb 1. to send
out goods from a manufacturer’s warehouse to retail shops 쑗 Smith Ltd distributes for several smaller companies. 쑗 Our
books are represented and distributed by J.
Smith & Co. 2. to break up standing metal
type and put each piece back into its case 쑗
The book was abandoned and the type was
distributed. 3. in Monotype and Linotype
machines, to melt down cast slugs after
they have been used 4. to spread ink evenly
over the surface of a plate, using a distributing roller
distribution / dstrbjuʃ(ə)n/ noun
the delivery of goods or information to
people or organisations
distribution
channel
/ dstr
bjuʃ(ə)n tʃn(ə)l/ noun the method by
which things are sent to other people, e.g.
e-mail, post or retail shops
display
display resolution

|

display screen

|

display size

|

display space

|

display stand

|

display type

|

display unit

|

display work

|

dissect

|

disseminate

|

dissemination

|

|

distribute

|

distribution

|

distribution channel

|
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distribution costs / dstrbjuʃ(ə)n
distribution costs

|

kɒsts/ plural noun the costs involved in
distributing books from the warehouse to
the customer, including picking, packing
and transport
distribution
network
/ dstr
bjuʃ(ə)n netw!k/ noun a series of
points or warehouses from which goods
are sent all over a country. Also called
distribution network

|

network of distributors
distribution rollers / dstrbjuʃ(ə)n
rəυləz/ plural noun rollers which
distribution rollers

|

distribute ink to the inking rollers
slip / dstrbjuʃ(ə)n
slp/ noun paper attached to a document or
a magazine showing all the people in an
office who should read it
distributor /dstrbjυtə/ noun a
company that sells goods for another
company which makes them
distributorship /dstrbjυtəʃp/ noun
the position of being a distributor for a
company
dither /dðə/ verb 1. to create a curve or
line that looks smoother by adding shaded
pixels beside the pixels that make up the
image 2. to create the appearance of a new
colour by a pattern of coloured pixels that
appear, to the eye, to combine and form a
new, composite colour
dithered colour / dðəd klə/ noun
colour that is made up of a pattern of
different coloured pixels
dittogram /dtəυ"rm/ noun a printing
error caused by repeating the same letter
twice
ditto marks /dtəυ mɑks/ plural noun
two small lines similar to double inverted
commas set at the base line, used to show
that the word above is repeated
divinity calf /dvnti kɑf/ noun a type
of binding used for religious books, made
of dark brown calf leather
division /dv(ə)n/ noun a department
in a large organisation
DNS abbreviation COMPUT domain name
service
docket /dɒkt/ noun a slip of paper on
which a record can be kept 쑗 delivery
docket 쑗 job docket 쑗 work docket
doctor blade /dɒktə bled/ noun a soft
metal blade pulled across the surface of a
gravure printing surface to remove excess
ink
document /dɒkjυmənt/ noun any form
of information in printed or electronic

distribution
distribution slip

|

distributor

|

distributorship

|

dither

dithered colour

dittogram

ditto marks

divinity calf

|

division

|

DNS

docket

doctor blade

document

form, e.g. maps, manuscripts or computer
software
documentalist
/ dɒkjυ mentəlst/
noun a specialist in documentation
documentation / dɒkjυmenteʃ(ə)n/
noun documents provided or collected
together as evidence or as reference material
document paper /dɒkjυmənt pepə/
noun special-sized paper used for legal and
other documents, which is suitable for
writing on
document reader /dɒkjυmənt ridə/
noun a mechanism for reading text into a
computer
dog-eared /dɒ" əd/ adjective used to
describe a book whose corners are bent and
worn
dogleg /dɒ"le"/ noun US a leader line
which bends to link the image to the text it
refers to
dogsbody /dɒ"zbɒdi/ noun a person
who does all types of work in an office for
very low wages (informal) (NOTE: The US
documentalist

|

documentation

|

document paper

document reader

dog-eared

dogleg

dogsbody

term is gofer.)
DOI abbreviation digital object identifier
do-it-yourself / du t jəself/ adjective
DOI

do-it-yourself

|

done by an ordinary person, not by a
skilled worker. Abbr DIY
do-it-yourself handbook / du t jə
self hndbυk/, do-it-yourself manual
/ du t jəself mnjuəl/ noun a handbook showing how to do repairs or
construction work around the house (NOTE:
do-it-yourself handbook

|

|

US English is how-to book.)

do-it-yourself magazine / du t jə
do-it-yourself magazine

|

self m"əzin/ noun a magazine with
articles on repairs or construction work
which the average person can do around
the house
do-it-yourself publishing / dəυ t jə
self pblʃŋ/ noun publishing carried
out by an ordinary individual from his or
her own home
dollar /dɒlə/ noun money used in the
USA and other countries
dolly /dɒli/ noun a device on wheels, e.g.
a mobile microphone
dolly truck /dɒli trk/ noun a truck
which moves reels of paper from the paper
store to the printing press
domain /dəυmen/ noun the part of an
e-mail address after the @ sign
domain name /dəυmen nem/ noun
the sequence of words, phrases, abbreviado-it-yourself publishing

|

dollar

dolly

dolly truck

domain

|

domain name

|
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tions or characters that serves as the
Internet address of a computer or network
domain name service /dəmen
nem s!vs/ noun an Internet service
which translates domain names into IP
addresses. Abbr DNS
domestic /dəmestk/ adjective referring to the home market or the market of
the country where the business is situated
domestic market /də mestk mɑkt/
noun a market in the country where a
company is based
domestic production /də mestk prə
dkʃən/ noun production of goods in the
home market
domestic sales /dəmestk selz/
plural noun same as home sales
door-to-door / dɔ tə dɔ/ adjective
going from one house to the next, asking
the occupiers to buy something 쑗 door-todoor encyclopedia selling
door-to-door salesman / dɔ tə dɔ
selzmən/ noun a man who goes from one
house to the next, asking people to buy
something
DOS /dɒs/ abbreviation Disk Operating
System
dossier /dɒsie/ noun a collection of
documents relating to a person or topic
dot /dɒt/ noun 1. a small round spot 2. a
punctuation mark (.) used to separate the
various components of an Internet address
domain name service

|

domestic

|

domestic market

|

domestic production

|

|

domestic sales

|

door-to-door

door-to-door salesman

DOS

dossier

dot

COMMENT: Various shapes of dots are used

for halftones, depending on the type of
screen. Square dots give sharper edges to
the image, while elliptical dots give a
smooth gradation between tones.

dot address /dɒt ə dres/ noun the
dot address

|

common notation for Internet addresses in
the form A.B.C.D., each letter representing, in decimal notation, one byte of a
four-byte address. Also called dotted

quad, dotted decimal notation, dotted
quad address
dot etching /dɒt etʃŋ/ noun a method
dot etching

of making a halftone darker or lighter, by
reducing or increasing the size of the dots
by etching them by hand
dot-for-dot reproduction / dɒt fə
dɒt riprədkʃ(ə)n/ noun reproduction
from a printed halftone, where each dot is
matched and reproduced
dot gain /dɒt "en/ noun an occurrence
in halftone reproduction where the dots
tend to enlarge slightly and may lead to dot
spread
dot-for-dot reproduction

|

dot gain

double page spread

dotless ‘i’ / dɒtləs a/ noun the letter ‘i’
dotless ‘i’

printed without a dot, used in some faces to
give an IPA character, or in order to add a
floating accent
dots per inch / dɒts p!r ntʃ/ noun
the standard method used to describe the
resolution capabilities of a page printer or
scanner 쑗 Some laser printers offer highresolution printing at 400 dpi. Abbr d.p.i.,
dots per inch

dpi

dot spread /dɒt spred/ noun a defect in
dot spread

halftone reproduction where the dots
become too large
double /db(ə)l/ adjective twice or two
times the size 쐽 noun a traditional British
paper size made when the short side of a
sheet is doubled
double burn / db(ə)l b!n/ noun an
act of exposing two images on a film to
give a special effect
double case / db(ə)l kes/ noun a
case which holds both upper case and
lower case type
double-coated
paper / db(ə)l
kəυtd pepə/ noun paper which has
been coated twice, giving a very hard gloss
double column / db(ə)l kɒləm/ noun
a setting with two columns on the page.
Abbr d.c.
double dagger / db(ə)l d"ə/ noun a
third reference mark for footnotes
double
document
/ db(ə)l
dɒkjυmənt/ noun an error in photographing documents for microfilm, where
the same image appears twice
double elephant / db(ə)l elfənt/
noun 1. a large size of drawing paper (40 x
27 inches) 2. US a book size up to 50
inches high
double exposure / db(ə)l kspəυə/
noun two images exposed on the same
piece of photographic film, usually used
for special effects
double image / db(ə)l md/ noun
two pictures formed when the plates are
out of register
double line spacing / db(ə)l lan
spesŋ/ noun a style of leaving a white
line between lines of text
double page spread / db(ə)l ped
spred/ noun 1. a feature or article that fills
two facing pages of a newspaper or magazine 2. two facing pages, designed to be
seen together, the illustrations or text
forming one whole design. Abbr DPS
double

double burn

double case

double-coated paper

double column

double dagger

double document

double elephant

double exposure

|

double image

double line spacing

double page spread
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double quotation marks / db(ə)l
double quotation marks

kwəυts/,

double quotes, double
inverted commas plural noun printed

signs (“ ”), used to show that a piece of text
has been quoted 쑗 The name of the
company should be put in double quotes.
double rule / db(ə)l rul/ noun a rule
made of two lines
double spacing / db(ə)l spesŋ/
noun text typed with an extra white line
between each line
double spread / db(ə)l spred/ noun
PUBL same as double page spread
double tone ink / db(ə)l təυn ŋk/
noun special ink for printing halftones,
which spreads out from the centre of each
dot as it dries and gives a stronger picture
doublure /dbljυə/ noun a lining, especially one made of leather or highly decorated, inside the cover of a book
Dow etching /daυ etʃŋ/, Dow etch
process noun a form of process engraving
using magnesium alloy plates instead of
zinc, giving very fine lines
downer /daυnə/ noun a break in the
web, which makes the printing press stop
download / daυnləυd/ verb to move
information from one electronic source to
another storage device 쑗 The printer downloaded the pdf from the ftp site.
downloadable
/daυnləυdəb(ə)l/
adjective available to be downloaded
double rule

double spacing

double spread

double tone ink

doublure

|

Dow etching

downer

download

|

downloadable

|

downloadable
downloadable fonts

fonts

/ daυnləυdəb(ə)l fɒnts/ plural noun fonts

or typefaces stored on a disk, which can be
downloaded or sent to a printer and stored
in temporary memory or RAM
downrule /daυnrul/ noun a vertical
line used to separate columns of text
down stroke /daυn strəυk/ noun a
wide heavy section of a character
downtime /daυntam/ noun time
during which a computer is unusable
DP abbreviation data processing
d.p.i. / di pi a/, dpi abbreviation dots
per inch 쑗 a 300 d.p.i. black and white A4
monitor 쑗 a 300 dpi image scanner
DPS abbreviation double page spread
draft /drɑft/ noun 1. a rough form of
something written, drawn or planned 쑗 The
editor has seen the first draft of her new
novel. 2. a written order for money to be
transferred from one bank to another 쐽
verb to make a first rough plan of a document 쑗 She was asked to draft the blurb for
downrule

down stroke

downtime

DP

d.p.i.

DPS

draft

the series.
drafted.

쑗

The contract is still being

drafting machine /drɑftŋ mə ʃin/
noun a piece of equipment used in a
drafting machine

|

drawing office, with things such as rules,
scales, set squares and a head for attaching
a plotting pen, all attached to an angled
drawing board
draft printing /drɑft prntŋ/, draftquality printing noun low-quality, highspeed printing
draftsman
/drɑftsmən/,
draughtsman /drɑftsmən/ noun a
person who draws plans, especially architectural plans
drag /dr"/ verb to move a mouse while
holding the button down, so moving an
image or icon on screen
dragon’s blood /dr"(ə)nz bld/
noun a red pigment used to cover etching
plates to protect the parts that are not to be
etched
drama /drɑmə/ noun plays performed
in the theatre or on radio or TV, or a single
play 쑗 They are publishing a contemporary
drama series.
drama critic /drɑmə krtk/ noun a
reviewer for a newspaper who writes
reviews of plays
dramatisation / drmətazeʃ(ə)n/,
dramatization noun 1. the act of adapting
something such as novel for cinema, television or the theatre 2. a film, television
programme or play which has been
adapted from a novel
dramatise /drmətaz/, dramatize
verb to adapt something such as novel for
cinema, television or the theatre 쑗 The
novel was dramatised by J. Smith.
draughtsman /drɑftsmən/ noun
another spelling of draftsman
draw /drɔ/ verb 1. to make a picture
using a pencil or pen 쑗 She has drawn the
designs for the new covers. 쑗 The maps
have all been drawn by hand. 2. to pull
something 쑗 Type which has not been
secured may be drawn out of the forme by
the printing rollers.
drawdown /drɔdaυn/ noun a way of
comparing two printing inks (NOTE: The
draft printing

draftsman

drag

dragon’s blood

drama

drama critic

dramatisation

|

dramatise

draughtsman

draw

drawdown

inks are spread on paper with a spatula
and their shades and opacity are
compared when dry.)
drawing /drɔŋ/ noun a picture which
drawing

has been drawn by an artist

쑗

The book is
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illustrated with line drawings by the
author.
drawing board /drɔŋ bɔd/ noun a
large flat surface on which an artist or
designer can draw, sometimes with an
adjustable sloping top
drawing paper /drɔŋ pepə/ noun
white cartridge paper, used by artists
drawing pin /drɔŋ pn/ noun a pin
with a flat head used for attaching notices
to a board
drawing
program
/drɔŋ
prəυ"rm/ noun software that allows the
user to draw and design on screen. 쒁 paint
drawing board

drawing paper

drawing pin

drawing program

program

drawing tools /drɔŋ tulz/ plural
drawing tools

noun the range of functions in a paint
program that allows the user to draw,
normally displayed as icons in a toolbar
drawn-in / drɔn n/ adjective relating
to a binding style where the cords are
pulled through holes in the cover boards
and then glued down
drawn-on cover / drɔn ɒn kvə/
noun a binding style where the cover is
glued directly onto a book block made of
one or more signatures sewn or glued
together
draw up / drɔ p/ verb to prepare and
write out a document
Dreamweaver /drimwivə/ a trade
name for a webpage and web application
design tool
dressing /dresŋ/ noun 1. the act of
making ready printing cylinders by
packing, to change the density of the
impression 2. the process of loading
various fonts into a phototypesetter
drier /draə/ noun another spelling of
drawn-in

drawn-on cover

draw up

Dreamweaver

dressing

drier

dryer

drill /drl/ verb to make holes in the
drill

margins of leaves for loose-leaf binding
drilled and strung / drld ən strŋ/
adjective bound by making holes through
each leaf or signature, and then attaching
them together with a thread
drive /drav/ noun 1. energy or an energetic way of working 2. a part of a machine
which makes other parts work 쐽 verb to
make a machine work, or a car or other
vehicle go in a particular direction
driven roller / drv(ə)n rəυlə/ noun a
roller in a printing press which is driven by
the motor, and which pulls the web through
the press
drilled and strung

drive

driven roller

drop ship

drive out / drav aυt/ verb to expand the
number of pages in a book by increasing
the spaces between words or lines
DRM abbreviation digital rights management
drop /drɒp/ noun 1. a fall 2. the amount of
space left when a text starts lower down the
page than normal 쑗 There should be a
10mm drop at the beginning of the chapter.
쐽 verb 1. to fall 쑗 Sales have dropped by
10%. 2. to bring down the text, leaving a
blank space 쑗 The chapter entry should be
dropped six lines. 3. to unlock the forme
after printing, so as to release the type
which is then ready for distribution 4. to
decide not to do or use something any more
쑗 We decided to drop the title from the
Spring list. 쑗 The education committee
have dropped our Geography course from
their list of adoptions.
drop cap /drɒp kp/ noun a large-size
initial letter at the beginning of a chapter,
which runs down over several lines of text.
Also called drop initial
drop-down menu / drɒp daυn
menju/ noun a vertical list of options that
appears on clicking on an item on a
computer screen. It remains visible until
one of the options has been selected by
clicking on it.
drop folio /drɒp fəυliəυ/ noun a page
number printed at the foot of the page
drop guides /drɒp "adz/ plural noun
bars at the side of a paper feed which place
the sheets in the correct position
drop in /drɒp n/ verb to put a block of
text or an illustration into a space left in a
typeset page
drop initial /drɒp  nʃ(ə)l/ noun same
as drop cap
drop-out blue / drɒp aυt blu/ noun a
special blue pencil used to write on
bromides or on other artwork, which does
not reproduce when filmed
drop-out
halftone / drɒp aυt
hɑftəυn/ noun a halftone that has no dots
on the highlighted sections which are just
white paper
dropped heads / drɒpt hedz/ plural
noun chapter heads which begin several
lines down the page throughout a book
drop ship / drɒp ʃp/ verb to deliver a
large order direct to a customer without
going through an agent or distributor,
though the invoice for the shipment may be
sent to the agent
drive out

DRM

drop

drop cap

drop-down menu

drop folio

drop guides

drop in

drop initial

|

drop-out blue

drop-out halftone

dropped heads

drop ship
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drop shipment /drɒp ʃpmənt/ noun
drop shipment

the delivery of a large order from the
manufacturer direct to a customer’s shop or
warehouse, without going through an agent
or wholesaler
drum /drm/ noun a large cylinder
drum plotter /drm plɒtə/ noun a
computer output device that consists of a
movable pen and a piece of paper wrapped
round a drum that rotates, creating patterns
and text
dry end /dra end/ noun the end of a
fourdrinier papermaking machine where
the wet web of paper is passed between hot
rollers to dry it
dryer /draə/, drier noun 1. a machine
which dries, especially one for drying ink
2. an ingredient added to ink which speeds
up the drying process
dry indicator test /dra ndketə
test/ noun a test of the resistance of paper
to liquids
drying cylinder /draŋ slndə/ noun
a heated cylinder over which newly made
sheets of paper pass to be dried
drying time /draŋ tam/ noun the
time taken for ink to dry on a printed sheet
dry ink /dra ŋk/ noun powdered ink
used in some photocopiers
dry litho /dra laθəυ/ noun an offset
plate which does not need dampening to
distribute the ink
dry mounting / dra maυntŋ/ noun a
way of mounting photographs so that they
are flat, by using adhesives which stick
when pressed
dry offset / dra ɒfset/ noun a letterpress process, using a letterpress plate on
an offset litho press
dry point /dra pɔnt/ noun a method of
etching with a needle directly onto a
copper plate without using acid, used for
retouching etched plates
dry proofing / dra prufŋ/ noun a
method of making colour proofs using dry
inks
dry-transfer
lettering
/ dra
trnsf! letərŋ/, dry-transfer process
noun letters or other symbols which are on
the back of a sheet of plastic and can be
transferred to paper by rubbing
dry-transfer sheet / dra trnsf!
ʃit/ noun a sheet of letters used for the
dry-transfer process
DTP abbreviation desktop publishing
drum

drum plotter

dry end

dryer

dry indicator test

drying cylinder

drying time

dry ink

dry litho

dry mounting

dry offset

dry point

dry proofing

dry-transfer lettering

dry-transfer sheet

DTP
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dual pricing / djuəl prasŋ/ noun the
method of giving different prices to two
books which are substantially the same,
e.g. one price for a book sold through retail
outlets and a lower price for the same book,
with possibly a different cover, sold by
mail order. Compare partial remaindual pricing

dering

duck-foot quotes / dk fυt kwəυts/
duck-foot quotes

plural noun same as guillemets
duct /dkt/ noun a container for ink in a
duct

printing machine

duct roller /dkt rəυlə/, ductor roller
duct roller

noun a roller that takes ink and supplies it

to the distributing rollers which ink the
forme
due /dju/ adjective expected to arrive or
happen at a particular time 왍 due to
because of 왍 to fall due, to become due to
be ready for payment
dues /djuz/ plural noun books for which
orders have been taken, but which cannot
be supplied until fresh stock arrives. This is
because they are either subscription orders
recorded for a new title or orders for a
backlist title which is being reprinted.
dues report /djuz r pɔt/ noun a
listing of titles and the number of dues
which have been logged
duke /djuk/ noun an old paper size used
for notepaper
dull-coated paper / dl kəυtd
pepə/ noun US coated paper which has a
matt finish (NOTE: The UK term is matt art
due

dues

dues report

|

duke

dull-coated paper

paper.)

dummy /dm/ noun an imitation
dummy

product to test the reaction of potential
customers to its design, especially a book
with a cover but blank pages, or with only
a few specimen pages showing layouts
dummy pack /dmi pk/ noun an
empty pack for display in a shop
dummy text / dmi tekst/ noun
jumbled letters or words, or a piece of
meaningless or irrelevant text, which is
used in the place of real text when putting
together a layout. Also called greeked
dummy pack

dummy text

text, placeholder text
dump /dmp/ verb 왍 to dump goods on
dump

a market to get rid of large quantities of
excess goods cheaply in an overseas
market
dump bin /dmp bn/ noun a display
container like a large box which is filled
with goods for sale
dump bin
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dumping /dmpŋ/ noun the act of
dumping

getting rid of excess goods cheaply in an
overseas market 쑗 dumping of cheap
paperbacks on the European market
duodecimo / djuəυdekməυ/ noun
PRINTING same as twelvemo
duotone /djuəυtəυn/ noun same as
duodecimo

|

duotone

duplex halftone
duplex /djupleks/ noun paper made of
duplex

two sheets of different colour or finish,
stuck together back to back
duplex cut /djupleks kt/ noun
different widths of paper cut from the same
reel
duplex
halftone
/ djupleks
hɑftəυn/ noun a two-colour halftone
printed from a monochrome original, the
screen angle of each negative being
different. Also called duotone
duplicate noun /djuplkət/ an extra
copy of a book or document already in
stock 쐽 verb /djuplket/ to make an
exact copy of something
duplicate plate /djuplkət plet/
noun a plate made from the original plate
duplication / djuplkeʃ(ə)n/ noun
the copying of documents
duplicator /djuplketə/ noun a
machine that makes copies of documents
durable /djυərəb(ə)l/ adjective lasting a
long time 쑗 This cover material is not as
durable as the previous batch.
dust jacket /dst dkt/, dust cover
/dst kvə/ noun a paper book cover,
often illustrated, which protects the hard
binding of the book and can be removed
dutiable goods / djutiəb(ə)l "υdz/,
dutiable items plural noun goods on
which a customs duty has to be paid
duplex cut

duplex halftone

duplicate

duplicate plate

duplication

|

duplicator

durable

dust jacket

dutiable goods

dye transfer print

duty /djuti/ noun a tax which has to be
duty

paid

duty-free / djuti fri/ adjective with no
duty-free

duty to be paid. Also called free of duty

DVD / di vi di/ noun an optical
DVD

compact disc that can store a large quantity
of video, audio or other information. Full
form digital video disc
DVD-ROM / di vi di rɒm/ noun a
high-capacity optical disc on which data
can be stored but not altered. Full form
DVD-ROM

digital video disc read only memory
Dvorak keyboard /dvɔrk kibɔd/
noun a keyboard with frequently used keys
Dvorak keyboard

placed near the centre for quicker typing
dwell /dwel/ noun a short time during
which a hand-worked press is in contact
with the paper, or when a blocking tool is
in contact with cover material
dye /da/ noun a colouring substance used
to give a material a permanent colour 쐽
verb to give a material a permanent colour
dyeline paper /dalan pepə/ noun
same as diazo paper
dyeline print /dalan prnt/ noun a
proof in the form of a print taken directly
from film
dyeline process /dalan prəυses/
noun a cheap method of proofing where
special coated paper is contacted to film
and then developed usually in blue or black
dye-sublimation
/ da
sbl
meʃ(ə)n/ noun a method of high-quality
printing, using heated sheets of dye which
sink into the specially-coated paper
dye transfer print /da trnsf!
prnt/ noun a full-colour print made from
artwork direct onto coated paper, used for
display material where only a few copies
are required
dwell

dye

dyeline paper

dyeline print

dyeline process

dye-sublimation

|

dye transfer print
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E13B noun a font used in magnetic ink
E13B

printing on cheques

EAN
EAN

abbreviation

European

article

number

e. & o.e. abbreviation words written on
e. & o.e.

an invoice or estimate to show that the
company has no responsibility for
mistakes in the invoice. Full form errors
and omissions excepted
ear /ə/ noun the small space at the side of
ear

the masthead on a newspaper, used for
advertising
early selling / !l selŋ/ noun the
selling of a book by a bookseller before the
publication date set by the publisher
earmark /əmɑk/ verb to put something
on one side for a particular purpose
earpiece /əpis/ noun a small advertisement placed at the side of the masthead
on a newspaper
easer /izə/ noun a substance added to
ink to make it more fluid and less sticky
e-book /i bυk/ noun a battery-powered
portable reading device displaying text on
a high-resolution screen. Also called elecearly selling

earmark

earpiece

easer

e-book

tronic book

‘Almost every IT expert in the world is
agreed that the book faces a
revolutionary challenge from e-books
and e-paper. Carr says: “In the next five
to 10 years, maybe much sooner, we’ll
see a decent, ultra-lightweight, portable
e-paper device that allows book lovers to
download titles straight from the
internet”.’ [The Observer]
e-book reader /i bυk ridə/ noun a
piece of software which allows e-books to
be read on a PC
ECGD abbreviation Export Credit Guarantee Department
e-collaboration /i kə lbəreʃ(ə)n/
noun collaboration among people or
e-book reader

ECGD

e-collaboration

|

organisations made possible by means of
electronic technologies such as the
Internet, video conferencing and wireless
devices
e-commerce / i kɒm!s/ noun the
exchange of goods, information, products,
or services via an electronic medium such
as the Internet
e-copy /i kɒpi/ noun an electronic copy
of a document, especially an e-mail text
that has a primary destination as an electronic message and a secondary destination
as a printed copy
ed. abbreviation PUBL edition
edge /ed/ noun 1. one side of a flat
thing; for a book, one of the three sides
where the paper has been trimmed 쑗 The
edges of the book are coloured. 쑗 The
printer has printed the figures right to the
edge of the printout. 2. an advantage over
somebody else 쑗 Having a local office
gives us a competitive edge over Smith Ltd.
edge
enhancement /ed n
hɑnsmənt/ noun same as unsharp
e-commerce

e-copy

ed.

edge

edge enhancement

|

masking

edge planing /ed plenŋ/ noun the
edge planing

act of cutting the edge of a printing plate
EDI abbreviation electronic data interchange
edit /edt/ verb 1. to change, correct or
modify text or films 2. to prepare a document for publication 3. 왍 to edit down to
reduce the extent of a text by cutting in the
editorial department 쑗 They edited the
autobiography down from 1,000 pages of
single-spaced typescript to make a 250page paperback. 왍 to edit something out
to delete something from the text 쑗 He
asked the copy editing department to edit
out all references to the Prime Minister.
edit. abbreviation PUBL edition
edited /edtd/ adjective relating to work
consisting of one or several separate items
EDI

edit

edit.

edited
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prepared for publication by somebody
other than the author
editing /edtŋ/ noun the process of
preparing a manuscript for publication 쑗
The book is with the editing department. 쑗
The editing of the text will take at least six
months. 쑗 Can the editing be done directly
on the screen?
editing symbol /edtŋ smb(ə)l/
noun a character on microfilm to aid positioning, cutting and editing of the frames
editing terminal /edtŋ t!mn(ə)l/
noun a computer terminal on which text is
shown which can be edited
edition /dʃ(ə)n/ noun a particular
version of a book, magazine, newspaper or
TV or radio programme which is printed or
broadcast at one time
edition binding /dʃ(ə)n bandŋ/
noun a mass-produced binding style where
the book is cased, with a plain cloth
binding, usually covered with a jacket
editio princeps / dtiəυ prnseps/
noun the first printed edition of a piece of
writing (NOTE: From the Latin meaning
editing

editing symbol

editing terminal

edition

|

edition binding

|

editio princeps

|

‘first edition’.)
edit key /edt ki/ noun a key which
editor

editorial

|

editorial board

|

editorial content

|

editorial department

|

|

editorial process

|

|

editorial services

|

editorial team

|

editorship

edit window

EDP

educational

|

educational contractor

|

starts a function that makes an editor easier
to use
editor /edtə/ noun 1. a person who
changes or corrects text or films 2. a person
in charge of publishing a newspaper or
magazine who makes the final decisions
about the contents and format
editorial / edtɔriəl/ noun the main
article in a newspaper, written by the editor
쐽 adjective relating to an editor
editorial board / edtɔriəl bɔd/
noun a group of people with the power to
make decisions about the contents of documents
editorial
content
/ edtɔriəl
kɒntent/ noun creative copy produced for
use in a publication
editorial department / edtɔriəl d
pɑtmənt/ noun a department in a
publishing company which deals with the
in-house editing of books
editorial duties / edtɔriəl djuz/
plural noun the work of an editor or copy
editor
editorial
process
/ edtɔriəl
prəυses/ noun all the stages of work
involved in checking and editing a piece of
copy
editorial duties

schedule / edtɔriəl
ʃedjul/ noun a list of dates for all the
editorial processes of a book including
copy editing, design, author’s queries and
libel checking
editorial
services
/ edtɔriəl
s!vsz/ noun work that can be done by
an outside person or company, producing
or checking editorial content
editorial team / edtɔriəl tim/ noun
all the people involved in editing a piece of
work from initial submission to publication
editorship /edtəʃp/ noun the post of
editor, especially on a newspaper
edit window /edt wndəυ/ noun an
area of the screen in which the user can
display and edit text or graphics
EDP abbreviation electronic data
processing
educational / edjυkeʃ(ə)nəl/ adjective 1. giving knowledge, instruction or
information 2. relating to or concerned
with education 쑗 They have a strong
educational salesforce.
educational
contractor / edjυ
keʃ(ə)nəl kən trktə/ noun 1. a
company that has a contract to supply a
school with books, stationery and other
items 2. a bookseller who has a contract to
supply school books to a local educational
authority
educational list / edjυkeʃ(ə)nəl lst/
noun a group of books published by one
publisher for the educational market
educational
publisher
/ edjυ
keʃ(ə)nəl pblʃə/ noun a publisher
who publishes books for use in schools or
colleges 쑗 A small educational publisher is
for sale.
educational representative / edjυ
keʃ(ə)nəl reprzentətv/, educational
rep noun a publisher’s representative who
visits schools and colleges to show books
to teachers
educational
showroom / edjυ
keʃ(ə)nəl ʃəυrum/ noun a room where
educational books and equipment are on
show, so that teachers can look at them and
decide what to buy
educational
supplier
/ edjυ
keʃ(ə)nəl sə plaə/ noun a wholesaler
who specialises in supplying educational
equipment or books to schools
edutainment / edjυtenmənt/ noun
television programmes, computer software
editorial

|

edit key

|

edutainment
editorial schedule

educational list

|

educational publisher

|

educational representative

|

educational showroom

|

educational supplier

|

|

edutainment

|
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or other media content intended both to
entertain and educate users
effect /fekt/ noun 1. the result of something 2. meaning 쐽 verb to carry something
out 왍 to effect a payment to make a
payment
effective date /fektv det/ noun the
date on which a rule or a contract starts to
be applied
effectiveness /fektvnəs/ noun the
fact of working or producing results 쑗 I
doubt the effectiveness of advertising
learned journals on television. 쒁 costeffect

|

effective date

|

effectiveness

|

effectiveness
effort /efət/ noun the use of the mind or
effort

body to do something 쑗 The salespeople
made great efforts to increase sales. 쑗
Thanks to the efforts of the finance department, overheads have been reduced. 쑗 If
we make a bit more effort, we should clear
the backlog of orders.
EFL abbreviation EDUC English as a
Foreign Language
e.g. abbreviation for example or such as 쑗
The contract is valid in some countries
(e.g. France and Belgium) but not in
others. (NOTE: From the Latin phrase
EFL

e.g.

‘exempli gratia’.)

methods 쑗 The text is electronically transmitted to an outside typesetter.
electronic book / elektrɒnk bυk/
noun same as e-book
electronic composition / elektrɒnk
kɒmpəzʃ(ə)n/ noun text manipulation
by computer leading to automatic typesetting and page make-up
electronic compositor / elektrɒnk
kəmpɒztə/ noun a computer that allows
a user to arrange text easily on screen
before it is electronically typeset
electronic book

electronic composition

|

electronic compositor

|

electronic
electronic data interchange

data

interchange

/ elektrɒnk detə ntətʃend/ noun a

system of sending commercial data over a
network or telephone line using an electronic mail system. Abbr EDI

electronic
electronic data processing

data

processing

page

composition

/ elektrɒnk detə

prəυsesŋ/ noun
computer-based tasks involving the input
and manipulation of data, usually using
database programs. Abbr EDP
electronic
editing
/ elektrɒnk
edtŋ/ noun the electronic selecting and
assembling of audio and visual material;
there are no mechanical splices, lifts or
reprints
electronic file / elektrɒnk fal/ noun
text in the form of a set of data that can be
sent from an editor to the typesetter
through a computer network
electronic
journal / elektrɒnk
d!n(ə)l/ noun a journal that is transmitted via a computer network
‘Unlike print journals, which libraries
own and can keep forever, electronic
journals are provided to libraries under a
kind of lease. Libraries pay for the
privilege of having access to the journals
online. But many libraries fear they
won’t be able to retrieve back issues
should this access abruptly end.’
[The Chronicle of Higher Education]
electronic journalism / elektrɒnk
d!n(ə)lz(ə)m/ noun news coverage
that is transmitted electronically, e.g. by
television or over the Internet
electronic
library
/ elektrɒnk
labrəri/ noun texts and documents that
are available through a computer network
electronic magazine / elektrɒnk
m"əzin/ noun a magazine that is
distributed online over a computer network
rather than being printed on paper
electronic editing

electronic file

eggshell antique /e"ʃel n tik/
eggshell antique

|

noun bulky antique paper with an eggshell

finish

eggshell finish /e"ʃel fnʃ/ noun a
eggshell finish

dull smooth finish to paper which has not
been calendered
EGM abbreviation Extraordinary General
Meeting
Egyptian /dpʃ(ə)n/ noun a typeface
with a slab serif
eighteenmo / etinməυ/ noun same as
EGM

Egyptian

|

eighteenmo

|

octodecimo
18mo abbreviation eighteenmo
eight to pica leads / et tə pakə
ledz/ plural noun pieces of thin metal
18mo

eight to pica leads

leading, eight of which form one pica
eightvo /etvəυ/ noun same as octavo
8vo abbreviation octavo
e-learning /i l!nŋ/ noun the acquisition of knowledge and skill using electronic technologies such as computer- and
Internet-based courseware and local and
wide area networks
electro /lektrəυ/ noun same as electroeightvo

8vo

e-learning

electro

|

type

electronically / elektrɒnkli/ adverb
electronically

|

referring to operations using electronic

electronic journal

electronic journalism

electronic library

electronic magazine

|

electronic
electronic page composition

/ elektrɒnk ped kɒmpəzʃ(ə)n/ noun
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a system comprising colour scanning,
retouching and colour correction, proofing,
page assembly and output of films by
computer methods. Abbr EPC
electronic payment system

electronic

payment

system

/ elektrɒnk pemənt sstəm/ noun a

means of making payments over an electronic network such as the Internet
electronic point of sale / elektrɒnk
pɔnt əv sel/ noun full form of EPOS
electronic publishing / elektrɒnk
pblʃŋ/ noun the process and business
of producing books or journals in electronic form, e.g. as e-books or for online
access
electronic point of sale

electronic publishing

electronic register control

electronic

register

control

/ elektrɒnk redstə kən trəυl/ noun
|

control of the register on web-fed presses,
using electronic devices
electronic rights / elektrɒnk rats/
plural noun the right to publish and sell
copyright material using electronic devices
such as CD-ROM or the Internet
electronic scanner / elektrɒnk
sknə/ noun a machine that produces
colour separations by scanning colour
artwork
electrophotography
/ lektrəυfə
tɒ"rəfi/ noun a general term for methods
of recording optical images by means of
light acting on a photoconducting insulator, static charge and an image created by
a toner which is then fixed by heat or pressure
electrostatic
printing
/
lektrəυsttk prntŋ/ noun a copying
process, where the surface of the paper is
charged electrically and powdered ink is
spread on it; the ink adheres to the charged
surfaces and is then heated to fix it to the
paper
electrotype /lektrəυtap/ noun a type
of printing plate made from a mould and
coated with copper or nickel. Also called
electronic rights

electronic scanner

electrophotography

|

|

electrostatic printing

|

electrotype

|

electro

e-legal deposit /i li"(ə)l d pɒzt/
noun the deposit of electronic documents
|

in library facilities for storage and preservation
element /elmənt/ noun 1. one of the
single parts that make up a whole 2. the
basic and most important part of a subject
elephant /elfənt/ noun a former book
size, 23 x 14 inches. 쒁 double elephant
elephant

elephant folio /elfənt fəυliəυ/ noun

a book size from 61 to 63.5 cm/24 to 25
inches in height
elhi, El-Hi noun US publishing for the
elementary and high school markets 쑗 an
elhi publisher 쑗 He has written a math
course for the elhi market.
elision /l(ə)n/ noun omission of a
character which is not essential to understanding the meaning of a series of characters, e.g. using ‘it’s’ to mean ‘it is’
ellipsis /lpss/ noun a series of three
dots, used to show that part of a text is
missing
Elmendorf tear test /elməndɔf teə
test/ noun a test carried out in paper mills
to check the resistance of paper to tear, in
which a slit is made in a sample of paper
held in clamps and the force needed to
completely tear the paper is measured
ELT noun the teaching of English to nonnative speakers of English. Full form
elhi

elision

|

ellipsis

|

Elmendorf tear test

ELT

English Language Teaching
em /em/ noun a measure of width of type,
em

equivalent to the point size used: one em in
8 point is 8 points wide
COMMENT: The em is taken as the width of

a capital M which varies according to the
point size of type. The pica em has been
standardised at 4.23mm wide, which is
equivalent to 12 points. It is also called
mutton when referring to the width of the
letter M.

e-mail /i mel/ noun messages sent on a
computer using a modem and telephone
lines to other users of a network or bulletin
board. Also called electronic mail
e-mail shorthand /i mel ʃɔthnd/
noun the set of acronyms and abbreviations
for common phrases originally used in email and subsequently in chat rooms,
instant messaging and newsgroup postings
e-marketing /i mɑktŋ/ noun
marketing using the Internet, concentrating
on methods such as web page design,
advertising, newsgroup targeting, sales emails etc
embedded command /m bedd kə
mɑnd/ noun a printing command which
is keyboarded into text, and which appears
on the screen but does not appear in the
final printed document
emboldening /mbɒld(ə)n/ noun the
act of making a word print in bold type
emboss /mbɒs/ verb to press a mould
on the underside of something so that the
surface stands out in relief 쑗 The address is
embossed at the top of each piece of notee-mail

e-mail shorthand

e-marketing

embedded command

|

e-legal deposit

element

emboss
elephant folio

emboldening

|

emboss

|

|
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paper. 쑗 The book has an embossed leather
binding. Compare deboss
em dash /em dʃ/ noun a dash which is
the length of an em, used to separate
words. Also called em rule, long dash
emerald /em(ə)rəld/ noun a former type
size, equivalent to 6 1/2 point
emmage /emd/ noun the total area of
the type, expressed in ems
em quad /em kwɒd/ noun a space
printed that is equal in size to an em
em rule /em rul/ noun same as em
em dash

emerald

emmage

em quad

em rule

dash

ems per hour / emz p! aυə/ plural
ems per hour

noun the rate of production of characters
|

emulsion side

|

en

enamel paper

|

paper.)

encapsulate /nkpsjυlet/ verb to
encapsulate

|

capture the main points of something in a
very small space or within a single object
or event
encapsulated /nkpsjυletd/ adjective contained within something else
encapsulated
PostScript
/n
kpsjυletd pəυstskrpt/ noun PostScript commands which describe an image
or page contained within a file that can be
placed within a graphics or DTP program.
Abbr EPS
encapsulated PostScript file /n
kpsjυletd pəυstskrpt fal/ noun a
file that contains encapsulated PostScript
instructions together with a preview
bitmap image. Abbr EPSF
encapsulated

|

encapsulated PostScript

|

encapsulated PostScript file

|

enclose /nkləυz/ verb to send something in the same envelope
enclose

|

|

encrypt

|

encryption

|

|

emulsion

contains PostScript commands that
describe an image or page, the commands
are stored in a file and this can be placed on
a page; an encapsulated PostScript file
often contains a preview image in TIFF or
PICT format.

enclosure

encyclopedia

from a machine or operator
emulsion /mlʃən/ noun a light-sensitive coating on photographic film or paper
emulsion side /mlʃən sad/ noun
the coated dull side of film which is placed
in contact with the emulsion side of
another film or plate, to give a clear image
en /en/ noun a measure of width of type
which is half the size of an em
enamel paper /nm(ə)l pepə/ noun
US paper that has been coated with a layer
of clay and size to make it shiny and
smooth (NOTE: The UK term is coated

COMMENT: An Encapsulated PostScript file

enclosure /nkləυə/ noun a document
enclosed with a letter 쑗 letter with enclosures
encrypt /nkrpt/ verb to convert plaintext to a secure coded form, using a cipher
system 쑗 the encrypted text can be sent
along ordinary telephone lines
encryption /nkrpʃən/ noun the
conversion of plaintext to a secure coded
form by means of a cipher system
‘The VPN solution will provide user
confidentiality and authenticity through
data encryption which allows only
authorised users to access corporate
networks.’ [DMEurope]
encyclopedia /n sakləpidiə/, encyclopaedia /nsaklə pidiə/ noun a book
or set of books offering comprehensive
information on all or specialised areas of
knowledge. Also called cyclopedia
encyclopedic /n sakləpidk/ adjective covering or including a broad range of
detailed knowledge such as is found in an
encyclopedia
encyclopedist /n sakləpidst/ noun
a compiler of or contributor to an encyclopedia
end /end/ noun the final point or last part
of something 쑗 at the end of the contract
period 쐽 verb to finish 쑗 The distribution
agreement ends in July. 쑗 The chairman
ended the discussion by getting up and
walking out of the meeting.
en dash /em dʃ/ noun a short dash like
a hyphen, as long as an en, showing that
two words or figures are joined together.
Also called en rule, en score
end even / end iv(ə)n/ adjective
making sure that the last line in a text being
set is a full line
end in /end n/ verb to have something
as a result 쑗 The AGM ended in a fight
between rival groups of shareholders. 쑗
The libel case ended in an apology from the
editor.
ending /endŋ/ noun the final part of a
document
end matter /end mtə/ noun PUBL
same as back matter
endnote /endnəυt/ noun a note of
comment or reference placed at the end of
a chapter, book or essay
endnotes /endnəυts/ plural noun notes
that are printed at the end of a chapter, as
opposed to footnotes which are printed at
the bottom of the page
|

|

encyclopedic

|

|

encyclopedist

|

end

en dash

end even

end in

ending

end matter

endnote

endnotes

|
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endpapers

endpapers, endsheets plural noun
pages of thicker paper at the front and back
of a book, glued to the first and last text
pages and then glued to the cover 쑗 The
limited edition has marbled endpapers.
end product / end prɒdkt/ noun a
manufactured product, made at the end of
a production process
end sign /end san/ noun a printer’s
flower used to indicate the end of an article
in newspapers or magazines
end user / end juzə/ noun a user of a
computer program or any electronic
system
engine-sized paper /endn sazd
pepə/ noun paper made from pulp to
which size has been added, as opposed to
tub-sized paper in which the size is added
after the paper has been made
English /ŋ"lʃ/ noun the English
language, together with literature written
in it, as a subject of study
English finish /ŋ"lʃ fnʃ/ noun US
a type of smooth calendered paper finish,
inferior in quality to coated paper (NOTE:
end product

end sign

end user

engine-sized paper

English

English finish

The UK term is imitation art paper.)
engrave /n"rev/ verb to cut a design
engrave

|

on metal, wood or glass
engraver /n"revə/ noun a person who
engraves plates for printing
engraver’s proof /n"revəz pruf/
noun a proof of an engraving or line
drawing
engraving /n"revŋ/ noun 1. the act
of preparing a printing surface by etching
the surface of a metal plate 2. an illustration made by printing from an engraved
plate
engraver

|

engraver’s proof

|

engraving

|

COMMENT: The term ‘engraving’ does not

mean the same in printing as it does in fine
art. An artist engraves a plate by cutting fine
lines on it with a burin (a type of sharp
needle); the image is formed by putting ink
into the cut lines, and wiping excess ink off
the flat top surface. In printing, the opposite
is the case, as photoengraving etches (with
an acid) the non-printing surfaces, leaving
the top surface to carry the ink.
Photoengraving
can
be
used
for
reproducing either line drawings (where
tones are represented by lines of ink) or
halftones (where the tones are conveyed by
many little dots of different sizes).

enhance /nhɑns/ verb to make someenhance

|

thing clearer 쑗 to enhance a photograph
enlarge /nlɑd/ verb to make something bigger
enlarge

|

equal

enlargement /nlɑdmənt/ noun the
process or result of making something
bigger
enlarger /nlɑdə/ noun a device which
makes photographic prints which are much
larger than the negative
enlighten /nlat(ə)n/ verb to give clarifying information to somebody
ennage /end/ noun the total area of
type, expressed in ens
en quad /en kwɒd/ noun a space that is
half the width of an em quad space
en rule /en rul/, en score noun same as
enlargement

|

enlarger

|

enlighten

|

ennage

en quad

en rule

en dash

expenses / entə
tenmənt k spensz/ plural noun money
spent on giving meals to business visitors
entitle /ntat(ə)l/ verb 1. to give a title
to something such as a book 쑗 He is the
author of a book entitled ‘Decline and
Fall’. 2. to give somebody the right to
something 쑗 As an author, he’s entitled to
a discount.
entitlement /ntat(ə)lmənt/ noun a
right
entry /entri/ noun a single record in a
database, dictionary or catalogue
EPC abbreviation electronic page composition
ephemera /femərə/ plural noun items
relating to a specific event or topic which
are designed to last for a very short time,
e.g. theatre programmes, pamphlets or
newspaper cuttings
‘Libraries have to make room for new
books by discarding outdated ephemera,
but dumping all older books is a disgrace
and a disservice to users. The problem is
that deciding what to keep takes more
knowledge than many library managers
have, so they adopt the motto “when in
doubt, chuck it out”.’ [Bristol Evening
Post]
epigraph /ep"rf/ noun a quotation
used at the beginning of a book, as part of
the prelims
EPOS /ipɒs/ noun a system where sales
are charged automatically to a customer’s
credit card and stock is controlled by the
shop’s computer. Full form electronic
entertainment
entertainment expenses

|

|

entitle

|

entitlement

|

entry

EPC

ephemera

|

epigraph

EPOS

point of sale
EPS abbreviation encapsulated PostScript
equal /ikwəl/ adjective same in size,
amount or degree 쐽 verb to be the same as
EPS

equal

something 쑗 Production this month has
equalled our best month ever.
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equally /ikwəli/ adverb to the same
equally

extent 쑗 Costs will be shared equally
between the two parties. 쑗 They were both
equally responsible for the disastrous
launch.

equal opportunities programme
equal opportunities programme

/ ikwəl ɒpətjuntiz prəυ"rm/ noun
|

a programme to avoid discrimination in
employment (NOTE: The US term is affirmative action program.)
equals sign /ikwəlz san/, equal sign
noun a printed sign (=) used to show that
equals sign

two things are equal
equip /kwp/ verb to provide with
machinery 쑗 to equip a printing works with
new machinery 쑗 The office is fully
equipped with word processors.
equipment
/kwpmənt/
noun
machinery and furniture needed to make an
office or factory work
erase /rez/ verb 1. to remove marks
from paper 2. to delete something from a
computer
erratum /erɑtəm/ noun a correction to
a printed document that is added on a separate slip of paper after publication (NOTE:
equip

|

equipment

|

erase

|

erratum

|

The plural is errata.)
erratum slip /erɑtəm slp/, errata slip
/erɑtə slp/ noun a small piece of paper
erratum slip

|

|

inserted into a book with corrections to
important mistakes which have been
noticed since the book was printed
erroneous /rəυniəs/ adjective wrong
or not correct 쑗 an erroneous reading of
the text
error /erə/ noun a mistake
error rate /erə ret/ noun the number of
mistakes per page or per thousand entries
erroneous

|

error

error rate

errors and omissions excepted
errors and omissions excepted

/ erəz ənd əυ mʃ(ə)nz kseptd/ phrase
full form of e. & o.e.
erudite /erυdat/ adjective having or
|

|

erudite

showing great knowledge gained from
study and reading
erudition / erυdʃ(ə)n/ noun knowledge acquired through study and reading
escalator clause /eskəletə klɔz/
noun a clause in a contract which allows
for increased royalties as sales increase
erudition

|

escalator clause

COMMENT: In such a clause, the royalty may

only be 5% for the first printing of 2000
copies, but will increase to 7.5% for the next
2000 copies, then to 10% and finally 12.5%
for sales beyond (say) 10,000 copies.

escape clause /skep klɔz/ noun a
escape clause

|

clause in a contract which allows one of the

parties to avoid carrying out the terms of
the contract under particular conditions
ESL abbreviation EDUC English as a
Second Language
ESOL /isɒl/ abbreviation EDUC English
for Speakers of Other Languages
ESP abbreviation EDUC English for
Special Purposes
esparto /spɑtəυ/ noun a type of thick
smooth paper made from a South American grass, which is very good for writing
or printing, or as the body in coated papers,
but is liable to tear and is now not often
used
essay /ese/ noun a short piece of prose
about a subject
essayist noun a person who writes
essays
establish /stblʃ/ verb 1. to create
something in a permanent way 2. to prove
that something is definitely true
establishment /stblʃmənt/ noun
1. a commercial business 쑗 He runs an
important printing establishment. 2. the
number of people working in a company
establishment
charges
/
stblʃmənt tʃɑdz/ plural noun the
cost of people and property in a company’s
accounts
estate /stet/ noun property left by a
dead person 쑗 The royalties are payable to
the author’s estate.
estimate verb /estmet/ to calculate an
amount or quantity approximately 쐽 noun
/estmət/ 1. a calculation of the probable
cost or size or time of something 쑗 These
figures are only an estimate. 왍 at a
conservative estimate giving a calculation
which probably underestimates the final
figure 쑗 Their turnover has risen by at least
20% in the last year, and that is a conservative estimate. 2. a calculation of how
much something is likely to cost in the
future, given to a client so as to get him or
her to make an order 쑗 to ask a typesetter
for an estimate for typesetting 100,000
words of text 쑗 Before we can give the
order we must have an estimate of the total
costs involved.
estimated /estmetd/ adjective calculated approximately 쑗 Estimated sales in
the first year should cover all originating
costs.
estimation / estmeʃ(ə)n/ noun an
approximate calculation
ESL

ESOL

ESP

esparto

|

essay

essayist

establish

|

establishment

|

establishment charges

|

estate

|

estimate

estimated

estimation

|
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estimator /estmetə/ noun a person
estimator

whose job is to calculate estimates for
carrying out work
e-system /i sstəm/ noun an electronic communications or information
system
e-tailing /i telŋ/ noun the selling of
goods and services using an electronic
network such as the Internet
etch /etʃ/ verb to use an acid to remove
selected layers of metal from a metal
printing plate leaving the printing surface
untouched
etching /etʃŋ/ noun an illustration
printed from a plate which has been etched
e-system

e-tailing

etch

etching

COMMENT: Etching consists of drawing the

design on metal with etching ink, then
exposing the metal to acid (the etching
solution).

Ethernet /iθənet/ noun a standard
Ethernet

defining the protocol and signalling
method of a local area network
et seq. abbreviation and following (NOTE:
et seq.

From the Latin phrase ‘et sequens’.)
EU abbreviation European Union
Euro /jυərəυ/ noun the official currency
EU

Euro

of 12 countries in the European Union
Europallet /jυərəυ plt/ noun a
standardised pallet measuring 120 x
100cm, used in Europe
European / jυərəpiən/ adjective
relating to Europe
Europallet

|

European

|

COMMENT: The term ‘Europe’ has several

meanings; geographically it refers to
countries from Russia to the Atlantic. In
publishing terms, it is often used to refer to
countries from Germany and Austria to the
Atlantic, and may not include the countries
of Eastern Europe which have separate
rights and copyright laws. Finally, in
discussions between British and American
publishers, the term ‘Europe’ is used to
mean countries in Western Europe, but
excluding the United Kingdom (and
sometimes Ireland). This is particularly
relevant where an American publisher
licenses a British publisher to publish a
book in British English, but retains the right
to sell the original American version in
Europe outside the UK: in this case, such a
book may well legally be sold in the UK, in
spite of the British publisher’s exclusivity,
because EU regulations encourage the free
trade in goods within the Community.

European
European article number

article

number

/ jυərəpiən ɑtk(ə)l nmbə/ noun a
form of barcode used in Europe. Abbr EAN
European rights / jυərəpiən rats/
plural noun the right to publish and sell a
book in Europe
European rights

|

excerpt

Union
/ jυərəpiən
juniən/ noun the political and economic
community of European countries. Abbr
European
European Union

EU

evaluate /vljuet/ verb to assess how
good something is by looking at the way it
works
evaluation / vljueʃ(ə)n/ noun a
calculation of value
even number / iv(ə)n nmbə/ noun a
number that can be divided by two to give
a whole number
even pages / iv(ə)n pedz/ plural
noun pages with even numbers
even small caps / iv(ə)n smɔl
kps/, even smalls plural noun small
caps used for a whole word, without a full
capital being used for the first letter. Also
called level small caps
even working / iv(ə)n w!kŋ/ noun
the number of printed pages printed in even
sections without oddments; usually a
number which can be divided by 16 or 32,
but sometimes calculated in multiples of
24 or 48. 320 pages is an even working;
328 is an uneven working.
ex- /eks/ preposition out of or from
exceed /ksid/ verb to be greater than a
limit 쑗 He exceeded the speed limit.
except /ksept/ preposition, conjunction
not including 쑗 VAT is levied on all goods
and services except books, newspapers and
children’s clothes. 쑗 Sales are rising in all
markets except the Far East.
excepted /kseptd/ adverb not
including
exception /ksepʃən/ noun things
which are different and not included
exceptional /ksepʃən(ə)l/ adjective
not usual or different
exceptional items /k sepʃən(ə)l
atəmz/ plural noun items in a balance
sheet which do not appear there each year
exception dictionary /ksepʃ(ə)n
dkʃən(ə)ri/ noun a store of words which
do not follow normal rules for hyphenation
and have special word break requirements,
used for word processing and photocomposition
exception report /ksepʃən r pɔt/
noun a report which only gives items that
do not fit in the general rule or pattern
excerpt /eks!pt/ noun a section or
passage taken from a longer work such as
a book, film, musical composition or document
evaluate

|

evaluation

|

|

even number

even pages

even small caps

even working

ex-

exceed

|

except

|

excepted

|

exception

|

exceptional

|

exceptional items

|

exception dictionary

|

exception report

|

excerpt

|
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exchange rate /kstʃend ret/ noun
exchange rate

|

the rate at which one currency is
exchanged for another. Also called rate of
exchange
excise /ksaz/ verb to cut something out

쑗 Please excise all references to the agreement from the minutes.
excise duty /eksaz djuti/ noun a tax
on particular goods produced in a country,
e.g. alcohol
exclamation mark / ekskləmeʃ(ə)n
mɑk/ noun a punctuation mark (!) used to
express surprise
exclude /ksklud/ verb to leave something or somebody out deliberately
excluding /kskludŋ/ preposition not
including 쑗 All salesmen, excluding those
living in London, can claim expenses for
attending the sales conference.
exclusion /ksklu(ə)n/ noun the act
of not including something or somebody
exclusion clause /ksklu(ə)n klɔz/
noun a clause in an insurance policy or
warranty which says what items are not
covered by the policy
exclusive /ksklusv/ adjective 왍
exclusive of not including 쑗 All payments
are exclusive of tax. 쑗 The invoice is exclusive of VAT. 왍 exclusive right to market a
product the right to be the only company
to market the product in a particular area
exclusive agent /k sklusv edənt/
noun an agent who is the only agent for the
publisher’s products in a particular territory
exclusive agreement /k sklusv ə
"rimənt/ noun an agreement where a
company is appointed sole agent for a
product in a market
exclusivity / eksklusvti/ noun the
exclusive right to market a product in a
particular area 쑗 The contract gives the
British publisher exclusivity in the UK and
Commonwealth.
.exe /eksi/ suffix a file extension for a
program file. Full form executable
execute /ekskjut/ verb to carry out a
plan or process
execution / ekskjuʃ(ə)n/ noun the
carrying out of an order
executive /"zekjυtv/ noun somebody
who is employed by a company or organisation at a senior level 쐽 adjective putting
decisions into action
excise duty

exclamation mark

|

exclude

|

excluding

|

exclusion

|

exclusion clause

|

exclusive

|

exclusive agent

|

exclusive agreement

|

.exe

execute

execution

|

executive

|

|

|

|

exclusivity

|

rektə/ noun a director who actually works
full-time in the company
executive
powers /" zekjυtv
paυəz/ plural noun the right to put decisions into action 쑗 He was made managing
director with full executive powers over the
European operation.
exemplar /"zemplɑ/ noun a copy of a
book or text, especially one from which
further copies have originated
exempt /"zempt/ adjective to be
allowed not to have to perform a duty,
service or payment 왍 exempt from tax,
tax-exempt not required to pay tax 쑗 As a
non-profit-making organisation we are
exempt from tax. 왍 exempt from VAT
relating to goods or services to which VAT
should not be applied. 쒁 VAT 쐽 verb to free
something from having tax paid on it or
from having to pay tax 쑗 The government
exempted trusts from tax. 쑗 Food is
exempted from sales tax.
exemption /"zempʃ(ə)n/ noun the act
of making something exempt from a
contract or from a tax
exemption from tax /"zempʃ(ə)n
frəm tks/ noun same as tax exemption
exercise /eksəsaz/ noun a short piece
of work designed to help you learn something 쐽 verb to use something
exhibit /"zbt/ noun an item displayed
in a museum, art gallery or court of law 쐽
verb to put something in a public place for
people to look at
exhibition / eksbʃ(ə)n/ noun a collection of objects displayed in a public place
exhibition
room
/ eksbʃ(ə)n
stnd/, exhibition hall / eksbʃ(ə)n
hɔl/ noun a place where goods are shown
so that buyers can look at them and decide
what to buy
exhibition
stand
/ eksbʃ(ə)n
stnd/ noun a separate section of an exhibition where a company exhibits its products or services
exhibitor /"zbtə/ noun a person or
company whose work is being displayed
ex libris / eks lbris/ phrase used on
book plates followed by a name to show
who the owner is (NOTE: From a Latin
executive powers

excise

|

executive director /" zekjυtv da
executive director

|

exemplar

|

exempt

|

exemption

|

exemption from tax

|

exercise

exhibit

|

exhibition

|

exhibition room

|

|

exhibition stand

|

exhibitor

|

ex libris

phrase meaning ‘from the books of’.)
typefaces
/"zɒtk
tapfesz/ plural noun non-Latin type-

exotic
exotic typefaces

|

faces such as Russian, Arabic, Hebrew or
Chinese
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expanded polystyrene / k spndd
expanded polystyrene

|

pɒlistarin/ noun light solid moulded
plastic used for packing 쑗 The books were
delivered packed in expanded polystyrene
chips.
expanded type /k spndd tap/
noun computer-generated type which has
been made wider than usual
expenditure /kspendtʃə/ noun the
total amount of money spent on something
expense /kspens/ noun money spent
while doing something connected with
one’s work
expense account /kspens ə kaυnt/
noun an arrangement with a company by
which they pay for necessary work
expenses
expenses /kspensz/ plural noun
money paid to cover payments made by an
individual while on company business
expensive
/kspensv/
adjective
costing a lot of money 쑗 PVC binding is
much more expensive than paper.
expert /eksp!t/ noun somebody with a
great deal of knowledge, skill or experience in a particular subject or activity 쐽
adjective having a great deal of knowledge,
skill or experience in a particular subject or
activity
expert
characters
/eksp!t
krktəz/ plural noun special and rarelyused characters such as small caps and
accent marks, which are usually found in a
separate font on a PC
expiration / ekspəreʃ(ə)n/ noun the
fact of something coming to an end 쑗 expiration of a licence
expire /kspaə/ verb to reach the end of
the period of time for which something is
valid
expiry date /kspaəri det/ noun the
date on which something such as a document, membership or piece of software
ceases to be valid
explode /kspləυd/ verb to make a
picture of an object such as a car engine
showing the parts inside, each part being
shown separately but in the correct relationship to the rest
exploit /ksplɔt/ verb to use something
to make a profit 쑗 The company is
exploiting its contacts in the Ministry of
Trade. 쑗 We hope to exploit the full
marketing potential of the children’s book
range.
|

expanded type

|

expenditure

|

expense

|

expense account

|

expenses

|

expensive

|

expert

expert characters

expiration

|

expire

|

expiry date

|

explode

|

exploit

|

|

export trade

export noun /ekspɔt/ the action of
sending goods to a foreign country to be
sold 쑗 the export trade or the export market
쐽 verb /kspɔt/ to convert data from a
computer program into a form suitable for
a different program or environment
exportation / ekspɔteʃ(ə)n/ noun the
act of sending goods to foreign countries
for sale
export

|

exportation

|

Export Credit Guarantee Department / ekspɔt kredt "rənti d
Export Credit Guarantee Department

|

|

pɑtmənt/ noun a British government
department which insures exports sold on
credit. Abbr ECGD
export department /ekspɔt d
pɑtmənt/ noun the section of a company
which deals in sales to foreign countries
export duty /ekspɔt djuti/ noun a
tax paid on goods sent out of a country for
sale
export edition /ekspɔt  dʃ(ə)n/
noun a special edition printed for the
export market
export house /ekspɔt haυs/ noun a
company which specialises in the export of
goods made by other manufacturers
export licence /ekspɔt las(ə)ns/
noun a government permit allowing something to be exported 쑗 The government has
refused an export licence for computer
parts.
export manager /ekspɔt mndə/
noun a person in charge of an export
department in a company
export permit /ekspɔt p!mt/ noun
an official document which allows goods
to be exported
export price /ekspɔt pras/ noun a
special price put on a book for the export
market, which does not bear any relation to
the catalogue price in the publisher’s home
market
exports /ekspɔts/ plural noun goods
sent to a foreign country to be sold 쑗
Exports to Africa have increased by 25%.
export sales /ekspɔt selz/ plural
noun sales outside the country where a
company is based
export terms /ekspɔt t!mz/ plural
noun special terms offered to booksellers
who are buying for export, or to booksellers in other countries, usually a longer
credit period, and also a higher discount
export trade /ekspɔt tred/ noun the
business of selling to other countries
export department

|

export duty

export edition

|

export house

export licence

export manager

export permit

export price

exports

export sales

export terms

export trade
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expose /kspəυz/ verb to allow light to
fall on a photographic film for a particular
amount of time 쑗 I accidentally exposed
the film as I was taking it out of the camera.
exposure /kspəυə/ noun 1. the act of
allowing light-sensitive film to be exposed
to light 쑗 You need a very short exposure in
bright light. 2. the amount of time a photographic film is exposed to light
exposure meter /kspəυə mitə/
noun an instrument which calculates how
much time a film should be exposed
express /kspres/ verb to state what you
think or feel 쐽 adjective 1. rapid or very
fast 쑗 express letter 쑗 express delivery 2.
clearly shown in words 쑗 The contract has
an express condition forbidding sale in
Africa.
expressed folio /k sprest fəυliəυ/
noun a page number which is printed, as
opposed to a blind folio
expressly /kspresli/ adverb clearly in
words 쑗 The contract expressly forbids
alterations to the text without the approval
of the author.
expurgated edition /ekspə"etd 
dʃ(ə)n/ noun an edition of a book that has
had parts removed which are judged to be
offensive
expurgation / eksp!"eʃ(ə)n/ noun
the cutting of offensive material from a text
extended credit /k stendd kredt/
noun credit on very long repayment terms
extended delivery /k stendd d
lv(ə)ri/ noun the act of lengthening the
time taken for a printing machine to deliver
the printed sheet, so that ink will have time
to dry before the next sheet is delivered
extended graphics array /k stendd
"rfks ə re/ noun full form of XGA
extender /kstendə/ noun 1. an
ascender or descender 2. a substance added
to ink to make it less opaque
expose

|

exposure

|

exposure meter

|

express

|

expressed folio

|

expressly

|

expurgated edition

|

expurgation

|

extended credit

|

extended delivery

|

|

extended graphics array

|

|

extender

|

extensive /kstensv/ adjective very
extensive

|

large or covering a wide area 쑗 an extensive network of sales outlets
extent /kstent/ noun the number of
pages in a book 쑗 You need to put the extent
and trimmed page size into the catalogue.
쑗 If you don’t know the extent of the book
yet, how can you order the paper for it?
external trade /k st!n(ə)l tred/
noun same as foreign trade
extra /ekstrə/ adjective, adverb additional or more than usual 쑗 There is no
extra charge for corrections. 쑗 They charge
10% extra for postage. 쑗 He had £25 extra
pay for working on Sunday. 쑗 Service is
extra.
extra bound book / ekstrə baυnd
bυk/ noun a book that is specially bound
and finished by hand
extract noun /ekstrkt/ a small part of
a piece of writing or music which is printed
or played separately 쐽 verb /kstrkt/ to
take something out with difficulty
extent

|

external trade

|

extra

extra bound book

extract

|

COMMENT: Long extracts quoted in a text

are often set indented, and in a smaller size
than the text matter.

extranet /ekstrənet/ noun an extension
of the intranet of a company or organisation, giving authorised outsiders controlled
access to the intranet
Extraordinary General Meeting /k
strɔd(ə)n(ə)ri den(ə)rəl mitŋ/ noun
a special meeting of shareholders to
discuss an important matter. Abbr EGM
extras /ekstrəz/ plural noun items that
are not included in a price 쑗 Packing and
postage are extras.
eyeballs /abɔlz/ plural noun a measure
of the number of visits made to a website
extranet

Extraordinary General Meeting

|

extras

eyeballs

(informal)
e-zine /i zin/ noun a website with
e-zine

contents and layout modelled on a print
magazine
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face /fes/ noun 1. the part of a metal
face

character which prints 쑗 The face stands
above the beard. 2. the typeface or distinctively designed style of a character 쑗 Times
and Helvetica are the two faces used for
the text of this book. 3. the front cover of a
book 왍 to display a book face out to put a
book on a bookshop shelf with the front
cover outwards. Compare to display a
book spine out 4. the side of a film or
printed page 쐽 verb to be opposite another
page
facilities /fəsltiz/ plural noun equipment or buildings which make it easy to do
something 쑗 We have storage facilities for
60,000 books. 쑗 Transport facilities are
provided by the Fair organisers. 쑗 There
are no facilities for unloading.
facing editorial / fesŋ edtɔriəl/
noun advertising space opposite editorial
matter, charged at a higher rate than normal
advertising space
facing pages / fesŋ pedz/ plural
noun the two pages that are visible when a
book is open
facsimile /fksmli/ noun an exact
copy of an original
facsimile character generator /fk
smli krktə denəretə/ noun a
means of displaying characters on a
computer screen by copying preprogrammed images from memory
facsimile copy /fk smli kɒpi/ noun
an exact copy of a document
facsimile edition /fksmli 
dʃ(ə)n/ noun a book or print that is
reprinted in exactly the same style as an
earlier edition, often being a photographic
reproduction of the original
fact-finding /fkt fandŋ/ adjective
intended to find out information about
something 쐽 noun activity that is intended
to find out information about something
facilities

|

facing editorial

|

facing pages

facsimile

|

facsimile character generator

|

facsimile copy

|

facsimile edition

|

fact-finding

|

factor /fktə/ noun one aspect which
affects an event, situation or decision 쐽
verb to buy debts from a company at a
discount
factors of production / fktəz əv
prədkʃən/ plural noun the things needed
to produce a product, which are land,
labour and capital
factory /fkt(ə)ri/ noun a building
where products are manufactured 쑗
binding factory 쑗 paper factory
factory hand /fkt(ə)ri hnd/ noun a
person who works in a factory
factory inspector /fkt(ə)ri n
spektə/ noun same as inspector of factofactor

factors of production

|

factory

factory hand

factory inspector

|

ries

factory price /fkt(ə)ri pras/ noun a
price for a product not including transport
from the maker’s factory. Also called price
factory price

ex factory

factotum initial /fktəυtəm  nʃ(ə)l/
factotum initial

|

|

noun a decorative square block, into which

the initial letter of a paragraph is dropped
fade /fed/ verb to lose colour 쑗 The cover
material has faded. 쑗 For a guidebook you
need a cloth binding which will not fade.
fade-out /fed aυt/ noun a defect in
printing, where the image becomes faint
fade-out blue / fed aυt blu/ noun a
blue used to mark CRC, which does not
show up on film
fade-out
halftone / fed aυt
hɑftəυn/ noun US a halftone image
which fades into the background at the
edges (NOTE: The UK term is vignette.)
fair comment / feə kɒment/ noun a
criticism which is acceptable, and is not
likely to be libellous
fair copy / feə kɒpi/ noun the final
version of work which has no mistakes
fair deal / feə dil/ noun an arrangement
where both parties are treated equally
fade

fade-out

fade-out blue

fade-out halftone

fair comment

fair copy

fair deal
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fair dealing / feə dilŋ/ noun permisfair dealing

sion granted in the Copyright Acts, which
allows photocopies of copyright works to
be made for personal use and for private
study, but not large numbers of copies for
sale, or made by a teacher for the use of a
class of students
fair price / feə pras/ noun a good price
for both buyer and seller
fair trade / feə tred/ noun an international business system where countries
agree not to charge import duties on particular items imported from their trading partners
fair use / feə jus/ noun use which can
legally be made of a quotation from a
copyright text without the permission of
the copyright holder
fake /fek/ noun 1. something or somebody who is not what they pretend to be 2.
a false, and usually worthless, copy 쐽 verb
to make an imitation for criminal purposes
쑗 a faked import licence
fake process / fek prəυses/ noun
colour separation done by the designer
who makes individual overlays by hand for
each of the colours
faking /fekŋ/ noun the act of putting in
extra leading to make a page or column
longer
fall /fɔl/ noun a drop or decrease in value
쑗 a fall in the exchange rate 쑗 a sudden fall
in sales in the home market 쐽 verb 1. to
drop to a lower price or lower figure 쑗
Borrowing from libraries fell for the first
time. 쑗 His royalties have fallen from
$10,000 a year to $200. 쑗 The pound fell
against other European currencies. 2. to
happen or take place 쑗 The public holiday
falls on a Tuesday. 왍 payments which fall
due payments which are now due to be
made
fall away / fɔl əwe/, fall off / fɔl ɒf/
verb to become lower or less 쑗 Sales have
fallen away since we increased our prices.
fall out / fɔl aυt/ verb 왍 the bottom has
fallen out of the market sales have fallen
below what previously seemed to be their
lowest point
fall through / fɔl θru/ verb to fail to
happen or take place 쑗 The sale fell
through at the last moment.
false /fɔls/ adjective not correct or based
on wrong information
false bands / fɔls bndz/ plural noun
a strip of decorated leather or string glued
fair price

fair trade

fair use

fake

fake process

faking

fall

fall away

|

fall out

fall through

false

false bands

to the top of the spine of the book block
before the cover is put on
falsification / fɔlsfkeʃ(ə)n/ noun
the making of false entries in accounts
falsify /fɔlsfa/ verb to change information so that it is no longer true or accurate
family /fm(ə)li/ noun 1. a group of all
the characters belonging to the same typeface, including all the different fonts 2. a
group of related things such as plants,
animals or languages, used as the basis of
classification
fancy type /fnsi tap/ noun strange or
decorative typefaces, which are used for
display or posters, but not usually for text
f. & c. abbreviation folded and collated
f. & g. abbreviation folded and gathered
fanfold /fnfəυld/ noun same as accorfalsification

|

falsify

family

fancy type

f. & c.

f. & g.

fanfold

dion fold
FAQ /fk,

ef e kju/ abbreviation
frequently asked questions
farm out / fɑm aυt/ verb 왍 to farm out
work to hand over work to another person
or company to do for you 쑗 She farms out
the editorial work to various freelancers.
fascicle /fskk(ə)l/, fascicule noun an
unbound section of a book published in
instalments as a volume or pamphlet
FAQ

farm out

fascicle

(NOTE: The word fascicle is used of learned
books, such as dictionaries or critical
editions, etc. Popular books published in
the same way are known as partworks.)
fashion boards /fʃ(ə)n bɔdz/ plural
noun boards with cartridge paper on one
fashion boards

side and thin paper on the other, used for
making artwork for blocks
fashion plate /fʃ(ə)n plet/ noun a
colour plate of a model wearing fashionable clothing
fastness /fɑstnəs/ noun ability of a
colour not to fade
fast-selling item / fɑst selŋ atəm/
plural noun an item that sells quickly
fat /ft/ adjective round or large
fat face /ft fes/, fat type noun a typeface with very thin serifs and very wide
strokes, used in the 19th century for posters
and other display work
fat matter /ft mtə/ noun copy
which is easy to set, e.g. copy with lots of
white spaces (NOTE: The opposite is lean
fashion plate

fastness

fast-selling item

fat

fat face

fat matter

matter.)

fault /fɔlt/ noun a weakness or imperfecfault

tion in something
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field

feeder /fidə/ noun a device which feeds

fault tolerance /fɔlt tɒlərəns/ noun
fault tolerance

feeder

the ability of a computer or network to
preserve the integrity of data during a
malfunction
faulty /fɔlti/ adjective not working
properly
fax /fks/ noun an exact copy of a document sent electronically to a distant
receiver using the telephone network 쐽
verb to send an exact copy of a document
using the telephone network
fax gateway /fks "etwe/ noun a
computer or piece of software that allows
users to send e-mail or other information as
a fax transmission to a remote fax machine
feasibility / fizəblti/ noun ability to
be done 쑗 to report on the feasibility of a
project
feasibility report / fizəblti r pɔt/
noun a report saying whether something
can be done
feathering /feðərŋ/ noun 1. blurred ink
caused by a fault in the paper, usually lack
of sizing 2. the act of putting extra leading
in phototypesetting, so as to make the type
area of a page longer
featherweight /feðəwet/ noun a very
light weight
featherweight antique / feðəwet n
tik/ noun light, very thick paper,
formerly used for children’s books (NOTE:

sheets of paper into a printing machine
feed holes /fid həυlz/ plural noun
holes at the beginning of a paper tape
which lead the tape into the reader
feed roller /fid rəυlə/ noun a roller
which takes the web of paper into the
printing machine
feint /fent/, feint rules noun very light
lines running across writing paper and the
paper in account books
felt /felt/ noun a revolving loop of soft
material which carries the paper through
the papermaking processes 쐽 verb to
become interwoven like felt

faulty

fax

fax gateway

feasibility

|

feasibility report

|

|

feathering

featherweight

featherweight antique

|

The US term is high-bulk antique.)
feature /fitʃə/ noun 1. a special characteristic of something 2. a special article in
feature

a newspaper, magazine or broadcast
programme 쐽 verb to promote something
specially in a newspaper article
features editor /fitʃəz edtə/ noun
an editor at a newspaper or magazine who
is in charge of features
-fed /fed/ suffix meaning ‘using a particular type of paper’
fee /fi/ noun money paid for a service
feed /fid/ noun a device that puts paper
into a printer or into a photocopier 쑗 The
paper feed has jammed. 쐽 verb 1. to put
paper into a machine 쑗 The paper is fed in
at one end of the printing line. 쒁 -fed 2. to
put information into a computer
feedback /fidbk/ noun comments
from users or customers about what has
been proposed or done
feed edge /fid ed/ noun the edge of a
sheet of paper which is held by the grippers
and goes into the press first
features editor

-fed

fee

feed

feedback

feed edge

feed holes

feed roller

feint

felt

COMMENT: Felt mats are used in making

paper by hand: each damp sheet is placed
on a mat, then another mat is placed on top
of it, and another sheet of paper, making a
pile of sheets and mats which is pressed to
extract water.

felt finish /felt fnʃ/ noun a smooth
felt finish

finish on the top side of paper

felt side /felt sad/ noun the smooth top
felt side

side of paper, as opposed to the wire side
which may show the marks of the wire
mesh
fenchel tester /fentʃ(ə)l testə/ noun
a device for comparing the stability of two
papers, when both are wet
festoon dryer /festun draə/ noun a
method of drying paper by hanging it in
loops over hot pipes
festschrift /festʃrft/ noun a volume of
writings by various people collected in
honour of somebody such as a writer or
scholar
fibre /fabə/ noun a solid thread-like part
of wood or rag, which is retained in the
pulp and in the finished paper
fenchel tester

festoon dryer

|

festschrift

fibre

COMMENT: The fibres in wood or cotton rag

are cellulose, and this is what gives paper
its strength. Paper fibres lie in the direction
of the movement of the web through the
papermaking machine: this is known as the
grain.

fibre optics / fabə ɒptks/ plural noun
fibre optics

thin strands of glass that transmit light and
images, sometimes used in phototypesetters
fiction /fkʃən/ noun stories about imaginary people and events
fictitious /fktʃəs/ adjective false or
which do not exist 쑗 The author claims all
the characters in her novel are fictitious.
field /fild/ noun a section containing
individual data in a record, e.g. a person’s
name or address
fiction

fictitious

|

field
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field sales manager /fild selz
field sales manager

mndə/ noun the manager in charge of
a group of salespeople
fieldwork /fildw!k/ noun 1. the gathering of information about a subject by
carrying out a direct investigation rather
than reading or talking about it 2. an examination of the situation among possible
customers 쑗 He had to do a lot of fieldwork
to find the right market for the product.
figure /f"ə/ noun a printed and
numbered line illustration, map or chart in
a document 쑗 See figure 10 for an illustration of the inside of the brain.
figure number /f"ə nmbə/ noun a
number which refers to a text illustration 쑗
The figure numbers are printed in bold.
figures /f"əz/ plural noun written
numbers, especially Arabic numbers
file /fal/ noun 1. a cardboard holder for
papers which can fit in the drawer of a
filing cabinet 2. a collection of information
about a particular person or thing 왍 to
place something on file to keep a record of
something 3. (in computing) a set of stored,
related data with its own name 쐽 verb 1. to
send in copy for a newspaper article 쑗 He
filed a report yesterday on the revolution.
2. to make an official request 3. to register
something officially 쑗 to file an application for a patent 쑗 to file a return to the tax
office
file copy /fal kɒpi/ noun a copy of a
document which is kept for reference in an
office, or a copy of a published book kept
in the library of the publisher
file extension /fal k stenʃən/ noun a
set of characters following the dot after the
name of a computer file, identifying the
file type
file header /fal hedə/ noun information about a file stored at the beginning of
the file
file length /fal leŋθ/ noun the number
of characters or bytes in a stored file
file manager /fal mndə/ noun a
computer program that arranges and
manipulates files and directories
filename /falnem/ noun a set of characters, sometimes restricted in number,
serving as an identifying title for a
computer file and often including a file
extension
file transfer protocol /fal trnsf!
prəυtəkɒl/ noun a TCP/IP standard for
fieldwork

figure

figure number

figures

file

file copy

file extension

|

file header

file length

file manager

filename

file transfer protocol

transferring files between computers. Abbr
FTP

filing /falŋ/ noun the process of putting
things in order according to a set system
fill /fl/ verb 1. to make something full 쑗
We have filled our order book with orders
for Africa. 쑗 The production department
has filled the warehouse with unsellable
products. 2. 왍 to fill a gap to provide a
product or service which is needed, but
which no one has provided before 쑗 The
new range of small handbooks fills a gap in
the market.
filler /flə/ noun 1. something which fills
a space, e.g. a small news item or a free
advertisement in a newspaper 2. a
substance added to paper pulp to improve
the opacity. 쒁 loading
fillet /flt/ noun a thin decorative line
impressed onto the cover of a book, or the
tool used to make it
fill-in /fl n/ noun thin card used for
filling in
filling in / flŋ n/ noun 1. a printing
fault where the ink runs and fills up the
counters of round letters such as ‘g’ or ‘b’,
or where it fills in the spaces between halftone dots 2. the process of sticking a thin
layer of card onto boards after the leather
has been put on in quarter or half binding,
to make the surface level
film /flm/ noun 1. a strip of light-sensitive
material used in a camera to take photographs 2. a story or event recorded on film
to be shown in the cinema or on television
3. a very thin layer of powder or grease 쐽
verb to expose a photographic film to light
by means of a camera, and so produce
images; to photograph bromides to make a
film for printing 쑗 The camera-ready copy
has gone away for filming.
film advance /flm əd vɑns/, film
feed noun movement forward of a roll of
film in a phototypesetter as it leaves spaces
between lines of setting and between pages
film assembly /flm ə sembli/, film
make-up noun the process of putting
pieces of film in the correct places for
making plates
film laminate /flm lmnət/ noun
very thin plastic film attached to the cover
or jacket of a book for protection
film mechanical / flm mknk(ə)l/
noun camera-ready copy in the form of
film
filing

fill

filler

fillet

fill-in

filling in

film

film advance

|

film assembly

|

film laminate

film mechanical

|
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film processing laboratory /flm
film processing laboratory

prəυsesŋ lə bɒrət(ə)ri/ noun a laboratory where exposed film is developed and
fixed as negative
film processor /flm prəυsesə/ noun
a machine which processes film automatically
film rights /flm rats/ plural noun the
right to make a film based on a published
book 쑗 The publisher keeps the film and TV
rights. 쑗 Film rights were sold for $1
million. Also called motion picture rights
film script /flm skrpt/ noun the text of
a film, with the dialogue for the actors and
the instructions for the director
filmset /flmset/ verb to set text using a
phototypesetter
filmsetting /flm setŋ/ noun photocomposition or phototypesetting
film studio /flm stjudiəυ/ noun a
place where films are shot or where a
photographer takes photographs. Also
called photographer’s studio
film-wrapping /flm rpŋ/ noun the
wrapping of a book in a thin plastic sheet
filter /fltə/ noun a sheet of coloured
glass or plastic, which stops certain
frequencies of light and is used to make
colour separations
final corrections / fan(ə)l kə
rekʃ(ə)nz/ noun the last set of revisions
made to a piece of typeset text by the editor
before it is signed off
final demand / fan(ə)l dmɑnd/
noun the last reminder from a supplier,
after which he or she will sue for payment
final discharge / fan(ə)l dstʃɑd/
noun the last payment of what is left of a
debt
final draft / fan(ə)l drɑft/ noun a
corrected and edited copy sent for setting
final film / fan(ə)l flm/ noun film
ready for plate-making
finalise /fanəlaz/, finalize verb to
agree final details 쑗 We hope to finalise the
agreement tomorrow. 쑗 After six weeks of
negotiations the loan was finalised
yesterday.
final product / fan(ə)l prɒdkt/ noun
a manufactured product, made at the end of
a production process
final proof / fan(ə)l pruf/ noun US
the last proof before passing for press
finance /fanns/ noun money needed
to pay for a project 쐽 verb to provide the
money for a project
|

film processor

film rights

film script

filmset

filmsetting

|

film studio

film-wrapping

filter

final corrections

|

final demand

|

final discharge

|

final draft

final film

finalise

final product

final proof

finance

fine rule

finance department /fanns d
finance department

|

pɑtmənt/ noun the people in an organisation who manage the accounts
finances /fannsz/ plural noun
money or cash which is available 쑗 The
bad state of the company’s finances.
financial /fannʃəl/ adjective relating
to or involving money 왍 the financial
press business newspapers and magazines
financial adviser /fa nnʃəl əd
vazə/ noun a person or company which
gives advice on financial problems for a
fee
financial assistance /fa nnʃəl ə
sstəns/ noun help in the form of money
financial correspondent /fa nnʃəl
kɒrspɒndənt/ noun a journalist who
writes articles on money matters for a
newspaper
financial resources /fa nnʃəl r
zɔsz/ plural noun money that is available
for investment
financial year /fa nnʃəl jə/ noun a
period of twelve months which can start at
any point within the calendar year, used for
managing the budgets of an organisation
and assessing profit and loss 쑗 The university’s financial year runs from 31st July to
1st August in the next year.
financing /fannsŋ/ noun the act of
providing money 쑗 The financing of the
project was done by two international
banks.
find /fand/ verb 1. to get something
which was not there before 쑗 to find
backing for a project 2. to make a legal
decision in court 쑗 The tribunal found that
both parties were at fault.
fine /fan/ noun an amount of money that
has to be paid as a penalty 쐽 adjective 1.
referring to paper with a smooth surface 2.
referring to a screen with narrow spaces
between the lines 왘 compare coarse 쐽
adverb very thin or very small 쑗 We are
cutting our margins very fine.
fine etching / fan etʃŋ/ noun the
etching of dots on a halftone plate to make
them sharper
fine grain /fan "ren/ noun very small
grain on a photograph allowing delicate
lines and sharp edges
fine paper / fan pepə/ noun goodquality paper used for printing halftones or
for writing
fine rule /fan rul/ noun a very thin
printed line
finances

financial

|

financial adviser

|

|

financial assistance

|

|

financial correspondent

|

|

financial resources

|

financial year

|

financing

find

fine

fine etching

fine grain

fine paper

fine rule

|
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fines /fanz/ plural noun defects in paper,
where the fibres have become stuck
together in lumps
fine screen / fan skrin/ noun a screen
with very small dots, making good-quality
halftones
finial /fanəl/ noun a decorative curved
end to part of a letter which ends in a hook
such as a ‘c’
finish /fnʃ/ noun the final appearance
of something, especially the surface given
to paper by rolling, coating or embossing 쑗
paper with a smooth finish 쑗 The cover has
an attractive finish. 쐽 verb 1. to do or make
something completely 쑗 The order was
finished in time. 쑗 She finished the test
before all the other candidates. 2. to carry
out the last part of the book production
process 쑗 The book is finished in a dark red
binding.
finished /fnʃt/ adjective having been
completed
finished
document
/ fnʃt
dɒkjυmənt/ noun a document which is
typed, and is ready to be printed
finished goods / fnʃt "υdz/ plural
noun manufactured goods which are ready
to be sold
finished rough / fnʃt rf/ noun
artwork which is prepared for a presentation to show what the finished product will
look like
finishing /fnʃŋ/ noun 1. the process
of folding, gathering, stitching and binding
the pages of a book after they have been
printed 2. the final part of the handbinding
process, including lettering and tooling the
covers
finishing machine /fnʃŋ mə ʃin/
noun a machine which does any part of the
book finishing process, e.g. stitching,
binding
firewall /faəwɔl/ noun a piece of
computer software intended to prevent
unauthorised access to system software or
data
firm /f!m/ noun a business, company or
partnership 쑗 a manufacturing firm 쑗 an
important publishing firm 쑗 He is a partner
in a law firm. 쐽 adjective 1. not possible to
change 쑗 to make a firm offer for something 2. referring to goods such as books
which cannot be returned if unsold 3. not
dropping in price, and possibly going to
rise 쑗 Paper prices are firmer than last
year. 쐽 verb to remain at a price and seem
fines

fine screen

finial

finish

finished

finished document

finished goods

finished rough

finishing

finishing machine

|

firewall

firm

likely to go up 쑗 Paper has firmed at $25 a
tonne.
firm order / f!m ɔdə/ noun an order
for something such as paper or books
which is at an agreed price and on agreed
payment terms
firm price / f!m pras/ noun a price
which will not change
firm up / f!m p/ verb to agree the final
details of something 쑗 We expect to firm up
the deal at the London Book Fair.
first /f!st/ noun a person or thing which
is there at the beginning or earlier than
others 쑗 Our company was one of the first
to sell into the European market. 왍 first in
the field the first company to bring out a
product or to start a service
First
Amendment
/ f!st
ə
men(d)mənt/ noun the amendment to the
US Constitution which guarantees
freedom of speech, of the press, of religion,
etc.
first-class / f!st klɑs/ adjective 1. of
the highest or best quality 2. of the best
level of service, e.g. in mail or travel
first colour / f!st klə/ noun the first
of the colours to be printed in four-colour
printing
first edition / f!st dʃ(ə)n/ noun one
of the first number of copies printed from
the same type at the same time
first half-year / f!st hɑf jə/ noun the
first six months of a company’s accounting
year
first impression / f!st mpreʃ(ə)n/
noun the first printing of a book
first option / f!st opʃən/ noun an
option giving the buyer first refusal on the
rights for a book
first proofs / f!st prufs/ plural noun
the first proofs of a book from the printer,
usually galley proofs 쑗 The book is in first
proof stage. 쑗 The first proofs have just
come in from the printer.
first quarter / f!st kwɔtə/ noun a
period of three months from January to the
end of March
first revise / f!st rvaz/ noun a proof
with corrections made to the first proofs
first serial rights / f!st səriəl rats/
plural noun the right to publish sections of
a book in a magazine or newspaper before
the book itself is published
fiscal year / fskəl jə/ noun the
twelve-month period on which taxes are
firm order

firm price

firm up

first

First Amendment

|

first-class

first colour

first edition

|

first half-year

first impression

|

first option

first proofs

first quarter

first revise

|

first serial rights

fiscal year
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calculated, 6 April to 5 April of the
following year in the UK
fist /fst/ noun a printing sign like a black
hand, used to show a cross-reference
fit /ft/ noun the space between typeset
characters; the alignment of text and
images on the page
fix /fks/ verb 1. to arrange or agree something 쑗 We have to fix our promotion
budget for the spring titles. 쑗 Can we fix a
meeting for 3 pm? 쑗 The publication date
has still to be fixed. 2. to arrange something
permanently 3. to mend something 쑗 The
technicians are coming to fix the telephone
switchboard. 쑗 Can you fix the photocopier? 4. to treat a photograph with chemicals so that the image is kept permanently
on film
fixative /fksətv/ noun 1. a chemical
used to fix photographs 2. a spray varnish
put on drawings or paintings, so as to
preserve the colours or prevent damage
from dirt
fixed assets / fkst sets/ plural noun
property or machinery which a company
owns and uses, but which the company
does not buy or sell as part of its regular
trade, including the company’s investments in shares of other companies
fixed back /fkst bk/ noun a cover
that is glued to the back of the pages of a
book
fixed capital / fkst kpt(ə)l/ noun
capital in the form of buildings and
machinery
fixed costs / fkst kɒsts/ plural noun
business costs which do not rise with the
quantity of the product made
fixed expenses / fkst kspensz/
plural noun money which is spent regularly
such as rent, electricity and telephone bills
fixed position /fkst pəzʃ(ə)n/ noun a
position for an advertisement which is
always in the same place in a newspaper or
magazine
fixed rate / fkst ret/ noun a charge
which cannot be changed
fixed space / fkst spes/ noun the
space between characters or words which
is always the same and cannot be changed
when the line is justified
fixing bath /fksŋ bɑθ/ noun a bath in
which developed negatives are fixed
flag /fl"/ verb to use a computer code to
mark a record as part of a subset 쐽 noun 1.
fist

fit

fix

fixative

fixed assets

fixed back

fixed capital

fixed costs

fixed expenses

|

fixed position

|

fixed rate

fixed space

fixing bath

flag

flatbed transmitter

a mark which is attached to information in
a computer so that the information can be
found easily 2. a tag attached to a sheet of
paper to mark a special section of text or to
a web of paper to mark where there is a
fault or where a joint has been made 3. the
name of a newspaper or magazine, printed
in a special style to identify the paper
easily
flagship /fl"ʃp/, flagship title noun
the most important or profitable publication published by a group
flap /flp/ noun either of the two parts of
a dust jacket that fold inside a book’s cover
and are usually printed with information
about the book or author
flash /flʃ/ noun the addition of light in
exposing a halftone, so as to make the dots
on the picture stronger
flat /flt/ adjective 1. not folded or bent 2.
fixed or not changing 3. dull or with not
enough contrast 쑗 The colours in the plates
are flat. 쐽 noun a series of CRC pages
stuck down ready for filming; imposed
negatives positioned in holes on a sheet
ready for plate-making
flat back /flt bk/ noun the spine of a
book which is flat and not curved or
rounded
flatbed /fltbed/ noun a printing or
scanning machine that holds the paper or
image on a flat surface while printing or
processing 쑗 Scanners are either flatbed
models or platen type, paper-fed models.
flatbed cylinder press /fltbed
slndə pres/ noun same as cylinder
flagship

flap

flash

flat

flat back

flatbed

flatbed cylinder press

press

flatbed plotter / fltbed plɒtə/ noun a
flatbed plotter

movable pen that draws diagrams under
the control of a computer on a flat piece of
paper
flatbed press /fltbed pres/ noun a
mechanical printing machine where the
printing plate lies flat on the bed of the
machine, while the inking rollers and then
the impression cylinder with the paper are
rolled over it
flatbed scanner / fltbed sknə/
noun a scanner which scans a text or
drawing that is lying flat 쑗 Paper cannot be
rolled through flatbed scanners.
flatbed transmitter /fltbed trnz
mtə/ noun a device that keeps a document flat while it is being scanned before
being transmitted by facsimile means
flatbed press

flatbed scanner

flatbed transmitter

|
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flat out / flt aυt/ adverb working hard
flat out

or at full speed 쑗 The factory worked flat
out to complete the order on time.
flat plan /flt pln/ noun a plan of the
sheets of a book or magazine, showing how
colour sections, editorial matter and advertising pages are organised
flat-planning /flt plnŋ/ noun the
organising of flat plans
flat rate / flt ret/ noun a fixed charge
or payment which is the same for everyone
쑗 a flat-rate increase of 10% on all
printing costs 쑗 We pay a flat rate for typesetting of £10 per page. 쑗 The keyboarders
are paid a flat rate of £2 per thousand.
flat sheets /flt ʃits/ plural noun
printed sheets of paper which are kept flat,
and will be folded when it is necessary to
bind them
flat sheet stock /flt ʃit stɒk/ noun
a stock of printed sheets, stored flat
flat-stitching /flt sttʃŋ/ noun a
method of sewing sections of a book,
where the thread is passed through the side
of the section near the fold
flat straw /flt strɔ/ noun a type of
paper used for making cigarette papers
flat-wrapping /flt rpŋ/ noun the
act of wrapping a magazine flat in a plastic
envelope for sending through the post
fleuron /fl!rɒn/ noun a type of printed
ornament shaped like a little flower. 쒁
flat plan

flat-planning

flat rate

flat sheets

flat sheet stock

flat-stitching

flat straw

flat-wrapping

fleuron

flowers

binding
/fleksbk
bandŋ/ noun binding in which a special
fabric or paper lining reinforces the spine
flexibility / fleksblti/ noun the ability
to adapt to various situations or conditions
flexible /fleksb(ə)l/ adjective 1. not
hard or brittle, able to bend 2. able to be
altered or changed
flexible binding / fleksb(ə)l bandŋ/
noun binding in which the cover adheres
closely to the spine, which allows the spine
to bend inwards so that the book will open
flat
flexible sewing / fleksb(ə)l səυŋ/
noun the act of sewing sections round
cords or tapes, leaving a hollow in the
spine to allow the book to open easily
flexichrome /fleksikrəυm/ noun a
photograph which has been coloured by
hand
flexitime /fleksitam/ noun a system
where employees can start or stop work at
different hours of the morning or evening,
flexiback
flexiback binding

flexibility

|

flexible

flexible binding

flexible sewing

flexichrome

flexitime

provided that they work a certain number
of hours per day or week 쑗 The company
introduced flexitime working two years
ago.
flexography / fleksɒ"rəfi/, flexographic printing noun a type of relief
printing, using flexible rubber or plastic
plates on a web press, popular in particular
for printing packaging materials
flier /flaə/ noun a small advertising
leaflet designed to encourage customers to
ask for more information
flimsy /flmzi/ noun very thin paper for
making copies or layouts
flip chart /flp tʃɑt/ noun a way of
showing information to a group of people
by writing on large sheets of paper which
can then be turned over to show the next
sheet
floating accent / fləυtŋ ksənt/
noun an accent which is not fixed above
any particular character, and can be typed
above any character after backspacing
flong /flɒŋ/ noun a papier-mâché sheet
used for making moulds for casting stereo
plates
floor /flɔ/ noun the lowest level of bids at
an auction for rights in a book, established
by the first bidders and rejected by the
seller, but used as a basis for further bids
floor display /flɔ d sple/ noun a rack
for displaying books which stands on the
floor and not on a counter
floor space /flɔ spes/ noun the area of
floor in an shop, office or warehouse 쑗 We
have 3,500 square metres of floor space to
let.
flop /flɒp/ noun a failure 쑗 The new novel
was a flop. 쐽 verb 1. to fail to be a success
쑗 The launch of the paperback series
flopped badly. 2. to turn a film to give a
mirror image, not the same as reverse
flopped /flɒpt/ adjective same as wrongflexography

flier

flimsy

flip chart

floating accent

flong

floor

floor display

|

floor space

flop

flopped

reading

floppy /flɒpi/, floppy disk / flɒpi dsk/
noun a small disk for storing computer
floppy

information
floppies.

쑗

The data is on 3 1/2 inch

floriation / flɒrieʃ(ə)n/ noun tooled
floriation

|

decoration on leather binding, in the form
of little flowers
flourish /flrʃ/ noun a decorative
curling line, attached to a normal character
쑗 The foot of the upper case L ends in a
flourish. 쐽 verb to be prosperous or to do
flourish
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well in business 쑗 The company is flourishing. 쑗 Trade with Nigeria flourished.
flourishing /flrʃŋ/ adjective profitable 쑗 He runs a flourishing book
remainder business.
flow /fləυ/ noun movement 쑗 the flow of
paper into the web press 쑗 The flow of ink
over the rollers. 쐽 verb to move smoothly 쑗
Production is now flowing normally after
the strike.
flow box /fləυ bɒks/ noun same as
flourishing

flow

flow box

headbox

flowchart /fləυtʃɑt/, flow diagram
flowchart

/fləυ

daə"rm/ noun a diagram
showing the sequence of steps in a process
flowers /flaυəz/ plural noun little
standard ornaments, shaped like leaves or
flowers, used by designers to create
designs
fluff /flf/ noun fibre dust which collects
on the surface of paper, or inside line
printers
fluffing /flfŋ/ noun the formation of
loose fibres of fluff on the surface of paper,
especially found on soft paper
fluorescent /flυəres(ə)nt/ adjective
shining with a white glow, such as a
substance added to paper stock to make
very white paper
flush /flʃ/ adjective, adverb cut with the
edge level with the cover 쑗 books with a
flush edge 쑗 The books are cut flush. 쑗 The
covers are trimmed flush with the pages.
flush and hang / flʃ ən hŋ/ noun
US a setting where the first line of a paragraph is flush with the left margin and the
rest of the paragraph is indented
flush cover /flʃ kvə/, flush binding
noun a cover which has been trimmed so
that its edges do not stand out beyond the
trimmed pages
flush left / flʃ left/ verb US same as
flowers

fluff

fluffing

fluorescent

|

flush

flush and hang

flush cover

flush left

range left

flush paragraph /flʃ prə"rɑf/
noun a paragraph with no indentation or
flush paragraph

where the first line is not indented, with a
white line added between paragraphs to
divide them more clearly
flush right / flʃ rat/ verb US same as
flush right

range right

flying paster /flaŋ pestə/ noun a
flying paster

device on a rotary printing press, which
changes the reel of paper automatically
when it comes to an end. Also called automatic paster, automatic reel change,
autopaster

folding cylinders

flyleaf /flalif/ noun an endpaper in a
flyleaf

book

FM screening / ef em skrinŋ/ noun
FM screening

same as stochastic screening
FOB /efəυbi/, f.o.b. abbreviation free
on board
focal length /fəυk(ə)l leŋθ/ noun the
distance between the centre of an optical
lens and the focusing plane, when the lens
is focused at infinity
focus /fəυkəs/ verb to concentrate one’s
attention on something 쐽 noun an image or
beam that is clear and well defined 쑗 This
photograph is out of focus.
fog /fɒ"/ noun the effect on photographic
material that has been accidentally
exposed to light, causing a loss of picture
contrast
foil /fɔl/ noun 1. a very thin metal or
plastic sheet on a backing, which is peeled
off and used to block gold or silver letters
on a book cover 2. clear stable film used as
a carrying surface for film assembly 3.
metallic paper used for decorative packaging
foil paper /fɔl pepə/ noun the paper
backing to which metal foil is attached
fold /fəυld/ verb to bend something, e.g. a
piece of paper, so that one part covers
another
folded and collated / fəυldd ən kə
letd/, folded and gathered adjective
relating to sheets of a book which have
been folded and put in order. Abbr f.&c.,
FOB

|

focal length

focus

fog

foil

foil paper

fold

folded and collated

|

f.&g.

folded sheets / fəυldd ʃits/ plural
noun sheets of a book which have been
folded sheets

folded ready for gathering, sewing and
binding
folder /fəυldə/ noun 1. a cardboard envelope for carrying papers 쑗 Put all the documents in a folder for the chairman. 2. a
machine which folds printed sheets 3. the
part of a web press where the paper is
folded
folding /fəυldŋ/ noun the act of folding
sheets for gathering either in parallel folds,
where each fold is parallel to the next, or in
right-angle folds, where they are at right
angles to each other
folding blade /fəυldŋ bled/ noun a
strip of metal which pushes the sheet into
the folding device
folding cylinders /fəυldŋ slndəz/
plural noun cylinders between which the
sheet is guided on a knife-folding machine
folder

folding

folding blade

folding cylinders
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folding jaws /fəυldŋ dɔz/ plural

punctuation marks, numerals, ligatures and
common symbols, making about 150 sorts
in all. English fonts contain some accents
and special characters, but many accents
which are standard in, for example, German
or Spanish fonts are not included in English.
British fonts contain the pound and the
dollar signs, but American fonts are likely
not to have the pound sign.

folding jaws

noun the section of a folding machine

which holds the paper pushed into it by the
folding blade
folding machine / fəυldŋ məʃin/
noun a machine which automatically folds
sheets
folding plate /fəυldŋ plet/ noun 1. a
large illustration which is tipped into a
book, and which unfolds to make a doublesized plate 2. a plate on a buckle folding
machine against which the sheet to be
folded is pushed
folding stick /fəυldŋ stk/ noun a
bone strip used in hand folding
folding strength /fəυldŋ streŋθ/
noun the strength of paper to resist tearing
when folded several times
fold-out /fəυld aυt/ noun a sheet that is
put folded into a magazine or book and can
be unfolded to give a much wider page,
used especially for plans and maps
foliation / fəυlieʃ(ə)n/ noun the
numbering of consecutive pages in a book
or manuscript
folio /fəυliəυ/ noun 1. a book made with
paper of a large size 2. a large sheet of
paper folded twice across the middle to
make four pages of a book 3. a page
number 쐽 verb to put a number on a page
follow /fɒləυ/ verb 1. to come behind or
to come afterwards 쑗 The samples will
follow by surface mail. 쑗 We will pay
£10,000 down, with the balance to follow
in six months’ time. 2. to do what somebody or something says 쑗 Please follow
copy. 왍 to follow style to continue to set in
the same style as the rest of the book or as
other books in the same series
follow on / fɒləυ ɒn/ verb to set printed
text so that it continues directly from the
previous text
follow-up /fɒləυ p/ noun a book, film,
article or report that continues a story or
provides further information
font /fɒnt/ noun a set of characters in a
typeface of all the same style, i.e. the same
size, weight and orientation
folding machine

|

folding plate

folding stick

folding strength

font change /fɒnt tʃend/ noun a
function on a computer to change the style
of characters used on a display screen
font management system /fɒnt
mndmənt sstəm/ noun software
which controls the font changes on a
printer
foolscap /fulskp/ noun a large nonmetric size of paper longer than A4, about
34cm x 43cm
font change

font management system

foolscap

COMMENT: Foolscap takes it name from a

fold-out

foliation

|

folio

follow

follow on

follow-up

font

COMMENT: Each typeface will be available

in many different fonts (Univers, for
example, was designed in 21 different
fonts) and these will include the different
point sizes and weights, such as bold and
italic. In metal setting, the font would
contain different quantities of each
character, according to the frequency of
use of the characters. English fonts will
contain capitals, small capitals, lower case,

watermark of a clown’s hat used in early
papers. Foolscap folio is 13 1/2 x 8 1/2
inches; foolscap quarto is 8 1/2 x 6 3/4
inches and foolscap octavo is 6 3/4 x 4 1/4
inches.

foot /fυt/ noun the bottom part of a page
foot

He signed it at the foot of the page. 쐽 verb
to be printed at the bottom of a page
footer /fυtə/, footline /fυtlan/ noun a
repeated message at the bottom of every
page in a document
foot margin /fυt mɑdn/ noun same
as bottom margin
footnote /fυtnəυt/ noun a note, usually
in a smaller type size, at the bottom of a
page, which refers to the text above and is
for reference only 쐽 verb to put in footnotes
쑗

footer

foot margin

footnote

COMMENT: Footnotes are best printed at the

bottom of a page, as the name suggests, if
they are essential to the understanding of
the text. They can also be printed at the end
of a chapter or at the end of a book,
especially if they are simply further
references or supply bibliographic details.
In learned journals it is common for them to
be printed at the end of the chapter, which
makes the typesetting of the main text
much simpler. Reference numbers to
footnotes are printed in small superscript
numbers after the relevant word in the text,
and in books the numbers usually run from
the beginning of the text to the end of the
book, consecutively. In journals formed of
several different articles, each article has its
own footnote numbering series.

footprint /fυtprnt/ noun 1. the area
covered by a transmitting device such as a
satellite or antenna 2. the area that a
computer takes up on a desk
forbid /fəbd/ verb to give instructions
that something must not be done
footprint

forbid

|
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forbidden book /fə bdən bυk/ noun a
forbidden book

|

book that has been forbidden by a censor
fore and aft / fɔ ən ɑft/ noun a
method of printing two copies of a book at
the same time, with the pages joined head
to head. 쒁 coming-and-going, printed
fore and aft

head-to-head, printed head-to-tail, twoup
foredge /fɔred/, fore-edge /fɔr ed/
noun the front edge of trimmed pages in a
foredge

bound book, i.e. the opposite edge to the
spine
COMMENT:

Early bound books were
displayed with this edge facing out on the
shelf, hence the name; the title was written
or printed on this edge of the pages.

foredge margin /fɔred mɑdn/
foredge margin

noun the margin along the foredge of a
book. Compare gutter
foredge painting /fɔred pentŋ/
noun painting along the foredge of a bound
book, after the edge has been splayed out,
so that the painting is only seen when the
pages are splayed and not when the book is
closed normally
foreground /fɔ"raυnd/ noun the front
part of an illustration which seems nearest
to the viewer
foreground colour / fɔ"raυnd klə/
noun the colour of characters and text
displayed on a videotext screen
foreign /fɒrn/ adjective belonging to or
originating from a different country
foreign exchange / fɒrn kstʃend/
noun the act of exchanging the money of
one country for that of another
foreign exchange transfer / fɒrn
kstʃend trnsf!/ noun the sending
of money from one country to another
foreign language / fɒrn lŋ"wd/
noun a language which is spoken by people
of another country
foreign-language edition / fɒrn
ln"wd  dʃ(ə)n/ noun an edition of
an English-language text in translation
foreign language rights / fɒrn
lŋ"wd rats/ plural noun rights to
translate a book into foreign languages
foreign rights / fɒrn ratz/ plural
noun rights to sell an English-language
book in other countries as licensed
editions, translations or bilingual editions
foreign trade / fɒrn tred/ noun trade
with other countries. Also called external
foredge painting

foreground

foreground colour

foreign

foreign exchange

|

foreign exchange transfer

|

foreign language

foreign-language edition

|

foreign language rights

foreign rights

foreign trade

trade, overseas trade
foreword /fɔw!d/ noun a piece of text
foreword

at the beginning of a book as an introduc-

form letter

tion, often written by a person other than
the author
forfeit /fɔft/ noun the act of taking
something away as a punishment 쐽 verb to
have something taken away as a punishment 왍 to forfeit a patent to lose a patent
because payments have not been made
forfeit clause /fɔft klɔz/ noun a
clause in a contract which says that goods
or a deposit will be taken away if the
contract is not fulfilled
forge /fɔd/ verb to produce a false copy
of a signature or document with the intention to deceive 쑗 He tried to enter the
country with forged documents.
forger /fɔdə/ noun a person who
forges a document
forgery /fɔdəri/ noun 1. a false copy
made with the intention to deceive 2. the
act of making things intended to deceive
fork-lift truck / fɔk lft trk/ noun a
type of small tractor with two metal arms
in front, used for lifting and moving pallets
form /fɔm/ noun 1. a preprinted document with spaces where information can
be entered 2. another spelling of forme 쐽
verb to start or organise something 쑗 The
brothers have formed a new company.
format /fɔmt/ noun the size, shape
and arrangement of a document 쐽 verb to
arrange text on screen as it will appear in
printed form on paper
formation /fɔmeʃ(ə)n/ noun the way
in which fibres in paper appear when the
paper is held against the light
formatter /fɔmtə/ noun hardware or
software that arranges text or data
according to certain rules
formatting program /fɔmtŋ
prəυ"rm/ noun a program for automatically putting a computer text into a certain
page format
forme /fɔm/, form /fɔm/ noun a
complete set of metal type or blocks,
assembled in a chase ready for printing
forme rollers /fɔm rəυləz/ plural
noun rollers which apply ink to the forme
form feed /fɔm fid/ noun a command
to a printer to move to the next sheet of
paper
form handling equipment / fɔm
hndlŋ  kwpmənt/ noun peripherals
such as a decollator, which deal with
output from a printer
form letter /fɔm letə/ noun a standard
letter, e.g. a rejection letter, into which the
forfeit

forfeit clause

forge

forger

forgery

fork-lift truck

form

format

formation

|

formatter

formatting program

forme

forme rollers

form feed

form handling equipment

|

form letter
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personal details of each addressee are
inserted
form mode /fɔm məυd/ noun a display
method on a data entry terminal, in which
the form is displayed on the screen and the
operator enters relevant details
form of words / fɔm əv w!dz/ noun
words correctly laid out for a legal document
form overlay /fɔm əυvəle/ noun a
heading or other matter held in store and
printed out at the same time as the text
form stop / fɔm stɒp/ noun a sensor on
a printer which indicates when the paper
has run out
formula
publishing
/fɔmjυlə
pblʃŋ/ noun the publication of a series
of books according to a particular principle, e.g. in identical format, or written
according to a set of instructions provided
by the publisher
for position only /fə pə zʃ(ə)n əυnli/
adjective full form of FPO
forthcoming /fɔθkmŋ/ adjective to
be published shortly 쑗 forthcoming titles
for Autumn publication 쑗 In his forthcoming biography of the Prime Minister,
he writes about the collapse of the previous
government.
48mo abbreviation forty-eightmo
forty-eightmo / fɔtietməυ/ noun a
book printed with 48 pages from a sheet.
Abbr 48mo
forum /fɔrəm/ noun an Internet discussion group for people who share a special
interest in something
forward /fɔwəd/ adjective at or moving
towards the front of something or towards
the future 쐽 verb to send on a letter which
has arrived at an address from which the
intended recipient has moved 왍 to forward
something to someone to send something
to somebody 쐽 adverb 왍 carriage
forward, freight forward a deal where the
customer pays for transporting the goods
forward buying / fɔwəd baŋ/ noun
the buying of something such as paper for
delivery at a later date. Also called buying
form mode

form of words

form overlay

form stop

formula publishing

for position only

|

forthcoming

|

48mo

forty-eightmo

|

forum

forward

forward buying

forward

forward contract /fɔwəd kɒntrkt/
forward contract

noun an agreement to buy something such

as paper for delivery at a later date at an
agreed price
forwarding /fɔwədŋ/ noun 1. the
process of continuing the binding of a book
after it has been sewn, by rounding,
forwarding

backing, casing in, etc. 2. the arranging of
shipping and customs documents
forwarding
agent
/fɔwədŋ
edənt/ noun a person or company
which arranges shipping and customs
documents
forwarding instructions /fɔwədŋ
n strkʃənz/ plural noun instructions
showing how goods are to be shipped and
delivered
forward sales /fɔwəd selz/ plural
noun sales for delivery at a later date
forward stock /fɔwəd stɒk/ noun
stock held in a section of a warehouse
where it can be reached easily, as opposed
to the bulk stock which is held separately
until needed
foul bill of lading / faυl bl əv ledŋ/
noun a bill of lading which says that the
goods were in bad condition when received
by the shipper
foul copy / faυl kɒpi/ noun a badly
written manuscript or typescript with many
illegible changes
foul proof / faυl pruf/ noun a proof
with corrections instructed
founder /faυndə/ noun 1. a person who
casts type 2. a person who starts a company
founder’s shares /faυndəz ʃeəz/
plural noun special shares issued to the
people who start a company
founder’s type /faυndəz tap/ noun a
special type made by a typefounder, as
opposed to the type cast in a typecasting
machine
foundry /faυndri/ noun 1. a factory
which makes metal type 2. formerly, part
of a letterpress printing house where
matrices and stereos were made
foundry chase /faυndri tʃes/ noun a
chase which is used in making stereos
foundry proof /faυndri pruf/ noun a
proof taken directly from a chase of metal
type before a plate is made from it. 쒁 press
forwarding agent

forwarding instructions

|

forward sales

forward stock

foul bill of lading

foul copy

foul proof

founder

founder’s shares

founder’s type

foundry

foundry chase

foundry proof

proofs

foundry type /faυndri tap/ noun a
foundry type

special display type which has to be bought
from the foundry
fount /fɒnt/ noun another spelling of font
fountain /faυntn/ noun a container for
ink in a printing press
fountain solution /faυntn sə
luʃ(ə)n/ noun a solution used in lithographic printing to prevent ink sticking to
those parts of the plate which should not
print
fount

fountain

fountain solution

|

Publishing.fm Page 111 Thursday, April 6, 2006 1:33 PM

111
/fɔ bkt/ adjective
relating to sheets printed with four colours
on one side and one, two or four colours on
the other
four-colour / fɔ klə/ adjective
relating to printing using four colours to
give full-colour printing
four-colour blocks / fɔ klə blɒks/
plural noun blocks for printing in four
colours
four-colour map / fɔ klə mp/
noun a map printed in four colours
four-colour press / fɔ klə pres/
noun a printing press which prints four
colours in one pass
four-colour printing / fɔ klə
prntŋ/, four-colour process / fɔ klə
prəυses/ noun printing using the four
process colours to give a full range of
colours at the same time
four-colour reproduction / fɔ klə
riprədkʃ(ə)n/ noun the process of
reproducing a colour plate using fourcolour printing
fourdrinier /fɔdrnie/ noun a papermaking machine where the paper is made
by pulp draining through a continuous wire
mesh. 쒁 twin-wire fourdrinier

four-backed
four-backed

four-colour

four-colour blocks

four-colour map

four-colour press

four-colour printing

four-colour reproduction

|

fourdrinier

|

COMMENT: The machine was patented by

Henry Fourdrinier before 1810. In it, the
white pulp enters from a vat at one end, and
flows forward along the mesh becoming
paper as the water drains away. It is then
dried on heated cylinders. Fourdrinier
machines produce webs of paper and can
be
adjusted
to
produce
different
thicknesses, weights and finishes.

Fournier a typeface designed by Pierre
Fournier

Simon Fournier in the 17th century, characterised by its very elegant italics
COMMENT: Fournier was also the originator

of the point system, which was revised and
refined by Didot some years later

4o abbreviation quarto
four-part invoice / fɔ pɑt nvɔs/
4o

four-part invoice

plural noun an invoice with four sheets,

usually a top sheet and three copies

four P’s / fɔ piz/ plural noun a simple
four P’s

way of summarising the essentials of the
marketing mix, which are Product, Price,
Promotion and Place
fourth cover / fɔθ kvə/ noun the
back cover of a magazine
fourth estate / fɔθ stet/ noun newspapers and magazines, seen as the fourth
power in the land after the lords, the
bishops and the ordinary people
fourth cover

fourth estate

|

Frankfurt Book Fair

fourth quarter / fɔθ kwɔtə/ noun a
fourth quarter

period of three months from October to the
end of the year. Also called last quarter
four-up / fɔ p/ adverb 왍 to print fourup to print four copies of a page on the
same sheet of paper
four-way entry / fɔ we entri/ noun
used in reference to pallets to indicate that
the pallet may be picked up by a fork-lift
truck in any of the four directions
foxed /fɒkst/ adjective denoting books or
paper stained with yellowish-brown spots
from having been kept in damp conditions
foxing /fɒksŋ/, fox marks noun brown
stains on paper, caused by damp which
affects chemical impurities in the paper
FPO / ef pi əυ/ adjective used to
describe a placeholder image, used to mark
where the final image should appear in a
page layout. Full form for position only
fraction /frkʃən/ noun a number
shown as one figure above another
fraktur /frkt!/ noun Gothic characters
used in German typesetting
frame /frem/ noun 1. a rule or border
round an illustration 2. a movable, resizable box that holds text or an image 3. a
desk where a compositor works, with cases
for type 쐽 verb to put a rule or border round
an illustration
frame window /frem wndəυ/ noun
the controls including the minimise and
maximise buttons, scroll bar and window
title, and border that surround a window
area
franchise /frntʃaz/ noun a licence to
trade using a brand name and paying a
royalty for it 쑗 He has bought a printing
franchise. 쐽 verb to sell licences for people
to trade using a brand name and paying a
royalty 쑗 His bookstall was so successful
that he decided to franchise it.
franchisee / frntʃazi/ noun a
person who runs a franchise
franchiser /frntʃazə/ noun a person
who licenses a franchise
franchising /frntʃazŋ/ noun the act
of selling licences to trade as a franchise 쑗
He runs his chain of card shops as a franchising operation.
franco /frŋkəυ/ adverb free
frank /frŋk/ verb to stamp the date and
postage on a letter
Frankfurt Book Fair / frŋkf!t bυk
feə/ noun the most important of the international book fairs, held each year in
four-up

four-way entry

foxed

foxing

FPO

fraction

fraktur

frame

frame window

franchise

franchisee

|

franchiser

franchising

franco

frank

Frankfurt Book Fair
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October as a meeting place for book
publishers, printers, literary agents and
booksellers
franking machine /frŋkŋ mə ʃin/
noun a machine which prints a sign on
letters to show that the postage has been
paid
free /fri/ adjective 1. available for use 2.
not needing to be paid for
free competition / fri kɒmpə
tʃ(ə)n/ noun freedom to compete without
government interference
free copy / fri kɒpi/ noun a copy of a
book sent out as a gift
freedom /fridəm/ noun the state of
being free to say or do what you want
without restriction
freedom of speech / fridəm əv
spitʃ/, freedom of the press / fridəm
əv ðə pres/ noun the state of being free to
write, say or publish what you want
without fear of prosecution as long as you
do not break the law
free gift / fri "ft/ noun a present given
by a shop to a customer who buys a particular amount of goods
freehand /frihnd/ adjective, adverb
relating to artwork drawn by hand, without
the use of rulers, stencils, or other guides
freelance /frilɑns/ adverb working for
anyone who will pay for your skills rather
than employed by one company 쐽 adjective, noun an independent worker who
works for several different companies but
is not employed by any of them 쑗 We have
about twenty freelances working for us. 쑗
She is a freelance journalist. 쐽 verb 1. to do
work for several firms but not be employed
by any of them 쑗 She freelances for the
local newspapers. 2. to send work out to be
done by a freelancer 쑗 We freelance work
out to several specialists.
freelancer /frilɑnsə/ noun a freelance
worker
free of charge / fri əv tʃɑd/ adjective not needing to be paid for
free of duty / fri əv djuti/ adjective
same as duty-free
free of tax / fri əv tks/ adjective
same as tax-free
free on board / fri ɒn bɔd/ adjective
relating to a price which includes all the
seller’s costs until the goods are on the ship
for transportation. Abbr f.o.b.
free on rail / fri ɒn rel/ adjective
relating to a price including all the seller’s
franking machine

|

free

free competition

|

free copy

freedom

freedom of speech

free gift

freehand

freelance

freelancer

free of charge

free of duty

free of tax

free on board

free on rail

costs until the goods are delivered to the
railway for shipment
free paper / fri pepə/ noun a newspaper which is given away free, and which
relies for its income on its advertising.
Also called giveaway paper
free port /fri pɔt/, free trade zone
/ fri tred zəυn/ noun a port or area
where there are no customs duties
frees /friz/ plural noun free copies of a
book given away free to representatives,
agents and the author
free sheet /fri ʃit/ noun 1. a newspaper given away free to each house in a
district, its income coming solely from
advertising 2. US woodfree paper, i.e.
chemical or non-mechanical paper
free trade / fri tred/ noun a system
where goods can go from one country to
another without any restrictions
free translation / fri trnsleʃ(ə)n/
noun a rough translation which gives the
general meaning without translating the
text word for word
free trial / fri traəl/ noun the testing of
a machine with no payment involved 쑗 to
send a self-study course for two weeks’ free
trial
freeware /friweə/ noun software that is
in the public domain and can be used by
anyone without having to pay
freight /fret/ noun 1. the cost of transporting goods by air, sea or land 쑗 At an
auction, the buyer pays the freight. 2.
goods which are transported 왍 to take on
freight to load goods onto a ship, train or
truck 쐽 verb 왍 to freight goods to send
goods 쑗 We freight goods to all parts of the
USA.
freightage /fretd/ noun the cost of
transporting goods
freight costs /fret kɒsts/ plural noun
money paid to transport goods
freight depot /fret depəυ/ noun a
central point where goods are collected
before being shipped
freight forward / fret fɔwəd/ adjective relating to a deal where the customer
pays for transporting the goods
freight forwarder /fret fɔwədə/
noun a person or company which arranges
shipping and customs documents for
several shipments from different companies, putting them together to form one
large shipment
free paper

free port

frees

free sheet

free trade

free translation

|

free trial

freeware

freight

freightage

freight costs

freight depot

freight forward

freight forwarder
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freight rates /fret rets/ plural noun
freight rates

charges for transporting goods
French fold / frentʃ fəυld/ noun a
sheet of paper which is printed on one side
only and then folded twice, but not
trimmed on the top edge, used to make
greetings cards
French groove / frentʃ "ruv/,
French joint noun same as American
French fold

French groove

French sewing / frentʃ səυŋ/ noun
French sewing

the process of sewing signatures together
without tapes, each signature being
attached by sewing through the thread
attaching the previous one

frequently

keyboarded on a terminal directly
connected to the typesetting computer
front flap / frnt flp/, front jacket
flap / frnt dkt flp/ noun a flap on
a book jacket which is tucked into the front
cover of a book, usually with a blurb on it
frontispiece /frntspis/ noun a
picture at the beginning of a book opposite
the title page
front lay /frnt le/ noun in a printing
press or folding machine, the lay at the
front of a sheet of paper
frontlist /frntlst/ noun new books just
published or about to be published by a
publisher
front flap

frontispiece

front lay

groove

frequently asked questions

asked

frontlist

COMMENT: The frontlist contains all the new

questions

titles, and therefore is of particular interest
to editors, production staff and sales staff.
Promotion of the frontlist is heavy, and the
frontlist carries most of a publisher’s
investment. On the other hand, a backlist
which continues to sell is usually the most
profitable part of a publisher’s list.

/ frikwənt(ə)li ɑskd kwestʃənz/ plural
noun a list of the most common questions

on a particular subject, with answers,
provided on a website or in a leaflet. Abbr
FAQ

fret /fret/ noun a design used for borders
fret

and on covers, made of an interlaced
pattern
friar /fraə/ noun a printed area which is
pale because it has not received enough ink
friar

(NOTE: The opposite is monk.)
friction feed /frkʃ(ə)n fid/ noun a
friction feed

printer mechanism where the paper is
advanced by holding it between two rollers
friction glazing /frkʃ(ə)n "lezŋ/
noun the process of putting a high gloss on
paper by running the paper through rollers
turning at different speeds
frisket /frskt/ noun small metal
‘fingers’ which hold the sheet to the
tympan on a platen press
front /frnt/ noun 1. part of something
which faces away from the back 쑗 The
front of the book has a photograph of the
author’s house. 2. part of the metal type
which faces the front, with a notch in it, so
that the compositor can tell which way
round the piece of type is
front board / frnt bɔd/ noun the
board which forms the front of the book
case
front cover / frnt kvə/ noun the
cover on the front of a book or magazine,
with the title and usually an attractive, eyecatching design
front cover brass / frnt kvə
brɑs/ noun a brass with the words to be
used on a front cover
front-end system / frnt end sstəm/
noun a typesetting system where text is
friction glazing

frisket

front

front board

front cover

front cover brass

front-end system

full colour

front matter /frnt mtə/ noun same
front matter

as prelims

front of book / frnt əv bυk/ noun the
first pages of a magazine, before the editorial matter
FTP abbreviation file transfer protocol
fudge /fd/ noun a small section in a
newspaper reserved for very late items of
news 쐽 verb to touch up a photograph by
airbrushing or painting in
fugitive /fjudtv/ adjective relating
to colour that is likely to fade when
exposed to light or chemicals (NOTE: The
front of book

FTP

fudge

fugitive

opposite is light-fast.)

fulfil /fυlfl/ verb to complete something
fulfil

|

in a satisfactory way 쑗 The clause
regarding payments has not been fulfilled.
왍 to fulfil an order to supply the items
which have been ordered 쑗 We are so
understaffed that we cannot fulfil any more
orders before Christmas.
fulfilment /fυlflmənt/ noun the act of
carrying something out in a satisfactory
way
full binding /fυl bandŋ/ noun cased
binding, where the case is completely
covered with a piece of material such as
cloth or leather, as opposed to half binding.
Also called whole binding
full bound book / fυl baυnd bυk/
noun a book with a full binding
full colour / fυl klə/ noun colour work
printed in four colours 쑗 a full colour illustration 쑗 The illustrations are printed in
full colour.
fulfilment

|

full binding

full bound book

full colour
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leather binding / fυl leðə
bandŋ/ noun a binding on a hardcover
book where the whole book is covered with
leather
full measure / fυl meə/ adjective
using the full width of the type area
full out / fυl aυt/ adjective not indented,
with the type area aligned to the left margin
full page /fυl ped/ noun one whole
page
full price / fυl pras/ noun a price with
no discount
full-scale /fυl skel/ adjective complete
or very thorough 쑗 The MD ordered a fullscale review of credit terms.
full stop / fυl stɒp/ noun a punctuation
mark (.) which indicates the end of a
sentence
full-time /fυl tam/ adjective, adverb
working all the normal working time i.e.
about eight hours a day, five days a week 쑗
She is in full-time employment. 쑗 She
works full-time. 쑗 He is one of our full-time
staff.
full-timer / fυl tamə/ noun a person
who works full-time
fully formed characters / fυli fɔmd
krktəz/ plural noun characters
produced by a printer in a single action
function /fŋkʃən/ noun the purpose or
role of something 쐽 verb to work 쑗 The
full

full leather binding

full measure

full out

full page

full price

full-scale

full stop

full-time

full-timer

fully formed characters

function

advertising campaign is functioning
smoothly. 쑗 The new management structure does not seem to be functioning very
well.
functional illiterate /fŋkʃ(ə)nəl 
ltərət/ noun somebody whose reading
and writing abilities are inadequately
developed to meet everyday needs
functional literacy /fŋkʃ(ə)nəl
lt(ə)rəsi/ noun the level of skill in
reading and writing that a person needs to
cope with everyday adult life
function code /fŋkʃən kəυd/ noun a
code which makes a part of a computer
program work
function key /fŋkʃən ki/ noun a
computer key which is used to activate a
particular set of instructions
furnish /f!nʃ/ noun a final mixture of
the various substances from which paper is
manufactured, formed of wood pulp,
chemicals and water
furniture /f!ntʃə/ noun pieces of
wood wedged round the edge of the metal
type in a forme, to keep it tight and to make
a margin, or similar pieces of wood used to
make blank spaces in typeset text. 쒁 reglet
fuzzy /fzi/ adjective relating to an
image that is blurred 쑗 Using art paper will
eliminate fuzzy characters.
functional illiterate

|

functional literacy

function code

function key

furnish

furniture

fuzzy
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G
g abbreviation gram
galley /"li/ noun originally, a long
g

galley

metal tray holding text in metal type

COMMENT: Although originally used for

proofs from a tray of metal type, the word
‘galley’ is now used for any proof on a long
strip of paper.

galley press /"li pres/ noun a small
press for taking galley proofs
galley proofs /"li prufs/ plural noun
proofs in the form of long pieces of text,
not divided into pages, printed on long
pieces of paper
galley rack /"li rk/ noun a rack
where galleys are stored
gang printing /"ŋ prntŋ/ noun the
printing of several jobs together on the
same sheet, often used when printing
several small advertising jobs
gap /"p/ noun a space between two
things, ideas or periods of time
garbage /"ɑbd/ noun data or information that is no longer required because it
is out of date or incorrect
garbage in garbage out / "ɑbd n
"ɑbd aυt/ phrase an expression
meaning that the accuracy and quality of
information that is outputted depends on
the quality of the input. Abbr GIGO
galley press

galley proofs

galley rack

gang printing

gap

garbage

garbage in garbage out

COMMENT: GIGO is sometimes taken to

mean ‘garbage in gospel out’, meaning that
whatever wrong information is put into a
computer people will always believe the
output is true.

garner /"ɑnə/ verb to collect or accumulate something such as information or
facts
gatefold /"etfəυld/ noun a page in a
publication that is larger than the other
pages and is folded to fit
gateway /"etwe/ noun a software
translation device which allows users
working in one network to access another
garner

gatefold

gateway

‘In addition, the company is offering the
IP Drum Mobile Skype Cables, which
connect a Nokia or Sony Ericsson mobile
phone to a computer, creating a gateway
from Skype to the mobile network.
Incoming Skype calls are then forwarded
through the mobile phone connected to
the computer to the mobile phone the
user
is
carrying.’
[Internet
Business News]
gateway page /"etwe ped/ noun
the initial webpage that a visitor to a
website sees and that contains key words
and phrases that enable a search engine to
find it
gather /"ðə/ verb to compile something such as information or ideas from
various sources
gathering /"ðərŋ/ noun the act of
bringing printed sections together to be
bound
gathering machine /"ðərŋ mə
ʃin/, gatherer noun a machine that
gathers signatures for binding
gauge /"ed/ noun a device that measures thickness or width 쐽 verb to measure
the thickness or width of something
gauze /"ɔz/ noun thin woven material,
used to strengthen hinges in binding
gazetteer / "zətə/ noun an index of
geographical place names
gear /"ə/ noun a system of moving
wheels, which connect together to give
movement to a machine
gear marks /"ə mɑks/ plural noun
uneven printing caused by the rollers in a
printing press moving at different speeds
gelatine /delətn/, gelatin noun a
substance obtained from animal bones,
used to make glue and size for coating
paper
gateway page

gather

gathering

gathering machine

|

gauge

gauze

gazetteer

|

gear

gear marks

gelatine
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general audit / den(ə)rəl ɔdt/ noun
general audit

an examination of all the books and
accounts of a company
general books /den(ə)rəl bυks/
plural noun books which may interest the
adult public, usually not including children’s books, fiction or specialised books
general books editor /den(ə)rəl
bυks edtə/ noun an editor at a publishing
house who is in charge of a general list.
Also called trade editor
general expenses / den(ə)rəl k
spensz/ plural noun money spent on the
day-to-day costs of running a business
general index /den(ə)rəl ndeks/
noun an index which covers all items in a
book
general interest / den(ə)rəl ntrəst/
adjective of a publication, of interest to
everybody, not on a specialist topic
general list /den(ə)rəl lst/ noun
books published by a company for the
general adult public 쑗 The general list has
improved its sales this year, while the children’s list has fallen back.
general
manager
/ den(ə)rəl
mndə/ noun the manager in charge of
the administration of a company
general office /den(ə)rəl ɒfs/ noun
the main administrative office of a
company
generate /denəret/ verb to cause
something to start and develop
generation / denəreʃ(ə)n/ noun 1. a
stage of development in the design and
manufacture of machines 쑗 fifth generation
computers 2. the period of time in which
people can grow up and have children,
usually 25 to 30 years
generic coding /də nerk kəυdŋ/
noun the coding of a document to specify
things such as headings and use of bold,
roman and italic 쑗 ASPIC is a system of
generic coding.
generic tags /dənerk t"z/ plural
noun codes to identify the headings and
setting style for a manuscript
generic top-level domain /də nerk
tɒp lev(ə)l dəmen/ noun full form of
general books

general books editor

general expenses

|

general index

general interest

general list

general manager

general office

generate

generation

|

generic coding

|

generic tags

|

generic top-level domain

|

|

gTLD

genre publishing /ɒnrə pblʃŋ/
genre publishing

noun publishing of a fiction list, all of
which is the same type of novel, e.g.
science fiction, romantic fiction or westerns

gentleman’s

agreement

gentleman’s agreement

/dent(ə)lmənz
ə "rimənt/,
gentlemen’s agreement noun a verbal
|

agreement between two parties who
respect each other 쑗 They have a
gentleman’s agreement not to trade in each
other’s area.
geological map / diəlɒdk(ə)l
mp/ noun a map which shows the types
of rock and soil in an area
get-up /"et p/ noun US the general
format and style of a book
ghost /"əυst/ noun LITERAT same as
ghostwriter 쐽 verb to be the ghostwriter of
a work 쑗 His autobiography was ghosted
by John Smith.
ghosted autobiography / "əυstd
ɔtəυbaɒ"rəfi/ noun an autobiography
apparently written by a famous person, but
in fact written by a ghostwriter
ghosting /"əυstŋ/ noun 1. the effect
when a text is printed out of register, so that
a second text appears beside the first 2. a
faint image caused by a defect in the ink
ghostwriter /"əυst ratə/ noun somebody who writes something for or with
somebody else, the other person receiving
sole credit as the author
GIF /"f/ a trade name for a graphics file
format for a file containing a bitmapped
image. Full form Graphics Interchange
geological map

|

get-up

ghost

ghosted autobiography

|

ghosting

ghostwriter

|

GIF

Format
.gif suffix a file extension for a GIF file.
Full form Graphics Interchange Format
GIF file /"f fal/ noun a graphics file
.gif

GIF file

format for a file containing a bitmapped
image
gift /"ft/ noun something given as a
present
gift book /"ft bυk/ noun a book which
is given as a present, formerly often used
for special anthologies which were given
as presents
gift coupon /"ft kupɒn/, gift token
/"ft təυkən/, gift voucher /"ft
vaυtʃə/ noun a card or voucher, bought in
a shop, which is given as a present and
which must be exchanged in that store for
goods
gift-wrap /"ft rp/ verb to wrap a
present in attractive paper 쑗 Do you want
this book gift-wrapped?
gift-wrapping /"ft rpŋ/ noun 1. a
service in a store for wrapping presents for
customers 2. attractive paper for wrapping
presents
gift

gift book

gift coupon

gift-wrap

gift-wrapping
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/""əbat/
noun
1,000,000,000 bytes
GIGO /"a"əυ/ abbreviation garbage in
garbage out
gilding /"ldŋ/ noun the process of
putting gold leaf on a binding or on the top
edge or foredge of a book
gilt /"lt/ noun a shiny material, usually
gold, used as a thin covering to other material 쐽 adjective with gold leaf decoration 왍
gilt in the round a foredge which is gilded
after the book has been rounded 왍 gilt in
the square a foredge which is gilded
before the book has been rounded
gilt edge /"lt ed/ noun a gold edge to
a page of a book, so that when the book is
closed it looks like a gold block
gilt-edged /"lt edd/ adjective
denoting a book with a gilt edge to the
pages
GIP abbreviation glazed imitation parchment
giveaway paper /"vəwe pepə/
noun same as free paper
glair, glaire noun a glue made from egg
white and vinegar, used to stick gold foil to
a book cover when blocking
glassine /"lɑsin/ noun thin transparent paper made from beaten pulp, used
as wrapping paper or for the windows in
window envelopes
glaze /"lez/ noun a shiny coat given to
art paper
glazed /"lezd/ adjective shiny or glossy
glazed imitation parchment / "lezd
mteʃ(ə)n pɑtʃmənt/ noun shiny
whitish paper, used for wrapping. Abbr

gigabyte
gigabyte

GIGO

gilding

gilt

gilt edge

gilt-edged

GIP

giveaway paper

glair

glassine

community served by electronic media and
information technology
‘Given the open architecture of the world
wide web, anyone operating a website
has access to a worldwide audience – the
internet has fuelled globalisation and the
‘global village’ has become reality.’
[M2 presswire]

gloss /"lɒs/ noun a short definition,
gloss

explanation or translation of a word or
phrase that may be unfamiliar to the reader,
often located in a margin or collected in an
appendix or glossary
gloss art paper / "lɒs ɑt pepə/
noun shiny art paper
glossary /"lɒsəri/ noun 1. an alphabetical list of the specialist words used in a
document, with definitions 2. a list of
specialised terms with explanations or
translations 쑗 a glossary of chess terms 쑗
an English-Chinese business glossary
gloss over / "lɒs əυvə/ verb to intentionally leave out negative information, or
treat something superficially, in order to
make it appear more attractive or acceptable
gloss paper /"lɒs pepə/, glossy
coated paper noun paper with a shiny
finish
gloss art paper

glossary

gloss over

gloss paper

COMMENT: The glossiness of gloss paper is

measured in terms of the ratio of reflected
light from the paper surface to that from a
polished black tile.

glaze

glazed

glazed imitation parchment

GIP

glazed morocco / "lezd mərɒkəυ/
glazed morocco

|

noun polished goatskin leather, used as a
binding material
glazed vellum / "lezd veləm/ noun
shiny vellum, used for special documents
such as presentation scrolls
global /"ləυb(ə)l/ adjective covering
everything
glazed vellum

global

Global

Global Positioning System

Positioning

/ "ləυb(ə)l pəzʃ(ə)nŋ
full form of GPS
|

global

global search and replace

/ "ləυb(ə)l

search

System

sstəm/ noun

and

replace

s!tʃ ən rples/ noun a
search and replace function which is
applied to a whole computer file
global village / "ləυb(ə)l vld/ noun
the whole world considered as a single
global village

|

glueing machine

glossy /"lɒsi/ adjective smooth and
glossy

shiny 쐽 noun a photograph on glossy
paper, the best quality for reproduction
(informal) 왍 the glossies expensive magazines
glue /"lu/ noun material which sticks
items together 쑗 She put some glue on the
back of the poster to fix it to the wall. 쑗 The
glue on the envelope does not stick very
well. 쐽 verb to stick things together with
glue 쑗 He glued the label to the box. 쑗 The
cover is glued to the endpapers.
glue

COMMENT: In hand binding, organic glues

and pastes are used; these are flour paste
or gelatine glue made from animal bones. In
commercial binding, synthetic adhesives of
the PVA type are used. These are often
thermoplastic and set when cold; they
remain flexible when set, while organic
glues tend to set hard, and so may crack.

glueing machine /"luŋ mə ʃin/,
gluer noun a machine which puts the glue
glueing machine

|

onto book blocks before the cover is
attached
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glyph /"lf/ noun the symbol, or set of

gold tooling /"əυld tulŋ/ noun deco-

glyph

gold tooling

symbols, that forms a single character in a
font
glyphic /"lfk/ adjective based on
letters carved in stone
gm abbreviation gram
gm2, g/m2 abbreviation grams per square
metre
gnostic /nɒstk/ adjective relating to
knowledge, especially knowledge of spiritual truths
go /"əυ/ verb 1. to circulate as information around a place or among people 2. 왍 to
go to bed to start printing 쑗 Your story is
too late for the first edition – the paper
went to bed thirty minutes ago. 왍 to go to
press to start printing 쑗 The author cannot
make any more corrections – the book has
gone to press.
go-ahead /"əυ ə hed/ adjective energetic or keen to do well 쑗 He is a very goahead type. 쑗 She works for a go-ahead
book packaging company.
goatskin /"əυtskn/ noun leather from
the skin of a goat, called morocco when
used for binding
gofer /"əυfə/ noun US a person who
does all types of work in an office for low
wages
going /"əυŋ/ adjective active or busy
gold cushion /"əυld kυʃ(ə)n/ noun a
soft pad on which gold leaf is kept ready
for use
goldenrod /"əυldənrɒd/ noun orange
paper used to mount films for plate-making
golden section /"əυld(ə)n sekʃən/,
golden rectangle noun ideal elegant
proportions of a page, based on the ratio of
34:21

rations in gold leaf stamped by hand on a
binding
good colour / "υd klə/ adjective
relating to a printing job where the ink is
evenly spread
good for press / "υd fə pres/ adjective US ready for printing (NOTE: The UK

glyphic

gm

gm

gnostic

go

go-ahead

good colour

good for press

term is passed for press.)

goodwill /"υdwl/ noun the good repugoodwill

|

tation of a business 쑗 He paid £10,000 for
the goodwill of the shop and £4,000 for the
stock.
gopher /"əυfə/ noun a servicing device
within the Internet which allows access by
allowing links between systems
gothic /"ɒθk/ noun 1. an old typeface,
similar to black letter, used in the first
printed books. 쒁 Textura 2. US a block
letter in thick bold sans serif face
gopher

gothic

COMMENT: The word ‘gothic’ was used in

|

the 15th and 16th centuries by Italians (who
preferred roman and italic type) to refer to
the black letter faces used in Germany. By
calling it gothic, they implied that it was
barbaric. Gothic is still used to refer to the
black letter faces used in Northern Europe.

goatskin

gofer

going

gold cushion

goldenrod

golden section

COMMENT: These proportions were first

used in medieval manuscripts and were
considered the ideal proportions for page
design. In small formats they are also
considered the ideal proportions for a type
area. They were adopted by Penguin Books
for their small paperback formats.

gold foil / "əυld fɔl/ noun goldgold foil

coloured metal foil on a paper backing
gold leaf / "əυld lif/ noun a very thin
sheet of real gold, used to decorate tooling
on a binding
gold rubber /"əυld rbə/, gold rug
noun a pad of soft leather used to wipe the
cover of a book to remove bits of excess
gold leaf
gold leaf

gold rubber

Goudy /"aυdi/ noun an old typeface,
designed by the American typographer
Frederic Goudy in the 18th century
gouge /"aυd/ noun a tool used to
impress decorative lines on a book cover
Goudy

gouge

Government

Printing

Government Printing Office

Office

/ "v(ə)nmənt prntŋ ɒfs/ noun US

an American government department
which prints all government documents

(NOTE: The UK equivalent is Her Majesty’s
Stationery Office.)
GPMU noun a British trade union for the
GPMU

printing and paper industries formed by the
amalgamation of NGA and SOGAT. Full
form Graphical, Paper and Media Union
GPRS / di pi ɑr es/ noun a system
that provides immediate and continuous
access to the Internet from wireless devices
such as mobile phones. Full form General
GPRS

Packet Radio Service
GPS abbreviation the use of satellite techGPS

nology to identify the location of something such as a mobile phone anywhere
within the world, often to within a few
metres. Full form Global Positioning
System

gradation /"rədeʃ(ə)n/ noun a series
gradation

|

of slight changes in colour or tone
grade /"red/ verb to judge or measure
the quality of something
grade
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graded advertising rates / "redd
graded advertising rates

dvə tazŋ rets/ plural noun rates
which become cheaper as you take more
advertising space
graduate /"rduət/ noun a person
who has successfully completed a first
degree course at a university
graduate entry /"rduət entri/
noun the entry of graduates into employment with a company 쑗 the graduate entry
into the civil service
graduate trainee / "rduət treni/
noun a person who has graduated in one
subject and is receiving further training in
a specialist skill
|

graduate

graduate entry

graduate trainee

|

graduate
graduate training scheme

/ "rduət

training

scheme

trenŋ skim/ noun a
training scheme for graduates
grain /"ren/ noun 1. the direction in
which the fibres run in wood 쑗 Wood
engravings are cut across the grain. 2. the
size of dots which form a photograph 3. a
spotted effect on fast photographic films
due to the size of the light-sensitive silver
halide crystals 쐽 verb to texture the surface
of a lithographic plate to allow it to hold
the ink
grain

COMMENT: The grain on machine-made

paper is formed as the wire mesh holding
the pulp is shaken from side to side. The
fibres in the pulp fall into line lengthwise
with the web. In the case of handmade
paper, the wire is also shaken, but in
several directions, with the result that the
fibres do not lie in one direction and the
paper has no definite grain. In a reel of
paper, the grain always runs in the direction
of the web. Sheets can have the grain either
along or across the sheet, depending on
how the sheet is cut from the web. Books
are normally printed with the grain (i.e. the
grain runs down the page from top to
bottom). Printing on paper against the grain
(i.e. with the grain of the paper running from
the foredge to the gutter) may avoid
wrinkling of the pages in damp conditions,
but it has other considerable disadvantages
as it makes the book more difficult to keep
flat when open and makes the pages curve.
If paper is folded against the grain it will not
lie flat. When printing in full colour it is
desirable to print with the grain to avoid
problems of register.

grain direction /"ren da rekʃən/
noun same as machine direction
graining /"renŋ/ noun making a
grain direction

|

graining

grainy effect on a picture
grain short /"ren ʃɔt/ noun same as
grain short

short grain
grainy /"reni/ adjective relating to an
grainy

image that has a coarse grain 쑗 We will use

graphics accelerator

grainy photographs to achieve an old-fashioned effect.
gram /"rm/, gramme /"rm/ noun a
measure of weight, one thousandth of a
kilo (NOTE: Usually written g or gm with
gram

figures: 25g.)

grammage /"rmd/ noun the weight
grammage

of paper, calculated as grams per square
metre (NOTE: Usually shown as gsm, as in
80gsm paper.)
granularity / "rnjυlrti/ noun the
granularity

|

number of separate components in a
system such as a web page
graph /"rɑf/ noun a mathematical
diagram which visually shows the relationship between two or more sets of variables
graphic /"rfk/ adjective concerned
with drawing
graphical /"rfkl/ adjective referring
to something represented by graphics
graphically /"rfkli/ adverb using
pictures 쑗 The sales figures are graphically
represented as a pie chart.
graphic artist / "rfk ɑtst/,
graphic designer / "rfk dzanə/
noun an artist or designer who specialises
in commercial design, involving text and
illustrations
graphic colour printer / "rfk klə
prntə/ noun a printer that can output
colour graphics
graphic display / "rfk dsple/
noun a computer screen that is able to
present graphical information
graphic display resolution /"rfk
d sple rezəluʃ(ə)n/ noun the number
of pixels that a computer is able to display
on the screen
graphic novel / "rfk nɒv(ə)l/ noun
a fictional story for adults published in the
form of a comic strip
graphic object / "rfk ɒbdekt/
noun a small graphic image imported from
another drawing application and placed on
a page (NOTE: In most DTP, paint or
graph

graphic

graphical

graphically

graphic artist

|

graphic colour printer

graphic display

|

graphic display resolution

|

graphic novel

graphic object

drawing packages, the object can be
moved, sized and positioned independently from the other elements on the page.)
graphics /"rfks/ plural noun pictures
graphics

or lines which are drawn on paper or on a
screen to represent information 쑗 The
computer will output graphics such as bar
charts, pie charts and line drawings.
graphics accelerator /"rfks ək
seləretə/ noun a video display board
with its own graphics coprocessor and
graphics accelerator

|
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high-speed RAM that can carry out graphical drawing operations at high speed
graphics adapter /"rfks ə dptə/
noun an electronic device in a computer
that converts software commands into
electrical signals which display graphics
on a connected monitor
graphics art terminal / "rfks ɑt
t!mn(ə)l/ noun a typesetting terminal
that is used with a phototypesetter
graphics
character
/"rfks
krktə/ noun a preprogrammed shape
that can be displayed on a non-graphical
screen instead of a character, used extensively in videotext systems to display
simple pictures
graphics coprocessor /"rfks kəυ
prəυsesə/ noun same as graphics procgraphics adapter

|

graphics art terminal

graphics character

graphics coprocessor

|

essor

graphics file /"rfks fal/ noun a
binary file which contains data describing
an image 쑗 There are many standards for
graphics files including TIFF, IMG and
EPS.
graphics file format /"rfks fal
fɔmt/ noun a method by which data
describing an image is stored
graphics mode /"rfks məυd/ noun
a videotext terminal whose displayed characters are taken from a range of graphics
characters instead of text
graphics
pad /"rfks pd/,
graphics tablet /"rfks tblət/ noun a
flat device that allows a user to input
graphical information into a computer by
drawing on its surface
graphics printer /"rfks prntə/
noun a printer capable of printing
bitmapped images
graphics
processor
/"rfks
prəυsesə/ noun a secondary processor
used to speed up the display of graphics. It
calculates the position of pixels that form a
line or shape and display graphic lines or
shapes. Also called graphics coprocgraphics file

graphics file format

graphics mode

graphics pad

graphics printer

graphics processor

essor

terminal
/"rfks
t!mn(ə)l/, graphics VDU / "rfks vi
di ju/ noun a special VDU which can
display graphics
graph paper /"rɑf pepə/ noun paper
which is printed with measured squares so
that it can be used for drawing graphs
gratis /"rts/; /"rɑts/ adverb, adjective not costing anything 쑗 gratis copies 쑗
The author gets six copies gratis.
graphics
graphics terminal

graph paper

gratis

grave accent / "rɑv ksənt/ noun a
mark placed over a vowel (e.g. è) to show
how it should be pronounced
grave accent

COMMENT: Grave accents are used in

French (è, à, ù) to indicate a pronunciation
change or a spelling change. They are used
in other languages to show stress.

graver /"revə/ noun a tool used in
graver

engraving

gravure /"rəvjυə/ noun a method of
gravure

|

printing where the ink is in hollows etched
into a copper surface, with the top surface
being wiped clean so that when the paper is
pressed onto the plate the ink from the
hollows is transferred to it. 쒁 photogra-

vure

gray goods /"re "υdz/ plural noun US
gray goods

uncoloured cloth for binding
greasy ink /"risi ŋk/ noun ink used in
lithography
greasy ink

COMMENT: The image is drawn on the stone

or plate with greasy ink; the surface is then
wetted and printing ink is applied. The
printing ink is repelled by the water but held
by the greasy ink lines.

greek /"rik/ noun meaningless mixed
letters used to make typeset text used in
layouts
Greek alphabet /"rik lfəbet/ noun
the alphabet used in ancient and modern
Greek, which contains 24 characters
greeked text / "rikt tekst/ noun same
as dummy text
greeking /"rikŋ/ noun the act of using
meaningless jumbled letters or random text
as a placeholder for actual text in a page
layout
grey balance /"re bləns/ noun a
condition in a colour reproduction system
where the values of the primary colours are
balanced to give a visually neutral grey
grey board /"re bɔd/ noun a pale grey
cardboard used in binding
grey literature /"re lt(ə)rətʃə/ noun
articles and information published, especially on the Internet, without a commercial purpose or the mediation of a commercial publisher
grey scale /"re skel/ noun 1. shades
of grey that are used to measure the correct
exposure when filming 2. shades which are
produced from displaying what should be
colour information on a monochrome
monitor
grid /"rd/ noun a system of numbered
squares allowing points to be easily plotted
or located
greek

Greek alphabet

greeked text

greeking

grey balance

grey board

grey literature

grey scale

grid
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COMMENT: Grids are used by designers and

paste-up artists for laying out magazines
and books, where the page size, type area
and general layout remain the same for
each page. The designer will prepare a
master grid, showing the basic proportions
of the page, with its trim size, type area,
headlines, folio positions, margins, etc., and
this is used when pasting up each page.

grid gauge /"rd "ed/ noun a posigrid gauge

tioning tool for microfiche image display

grid structure /"rd strktʃə/ noun a
grid structure

structure based on a grid
grind /"rand/ verb to crush something
into tiny pieces 쑗 Wood from softwood
trees is ground up to make woodpulp.
grinder /"randə/ noun a machine for
crushing wood, as the first stage in papermaking
gripper edge /"rpə ed/ noun the
edge of a sheet of paper which is held by
the grippers and goes through the press
first
grippers /"rpəz/ plural noun little
metal fingers which hold the paper in place
and pull it through the printing press
groove /"ruv/ noun a low space between
the cover board and the spine, where the
covers hinge, and which, if it is large
enough, will allow the book to lie flat when
open
gross margin /"rəυs mɑdn/ noun a
percentage difference between the unit
manufacturing cost and the received price
gross profit / "rəυs prɒft/ noun the
difference between revenue and direct
costs
gross weight / "rəυs wet/ noun the
total weight of something including all
packaging
grot /"rəυtesk/, grotesque noun any
sans serif typeface
grind

grinder

gripper edge

grippers

groove

gross margin

gross profit

gross weight

grot

|

COMMENT: Sans faces are called ‘grot’ in

British English and ‘gothic’ in US English.
The first sans faces appeared in the first
part of the 19th century and were called
‘grotesque’ because they seemed so
strange.

groundwood pulp /"raυndwυd plp/
noun US woodpulp which has been ground
by a machine (NOTE: The UK term is
mechanical pulp.)
groupware /"rupweə/ noun software
groundwood pulp

groupware

designed to be shared collaboratively by a
number of users on a computer network
gsm noun a way of showing the weight of
paper used in printing. Full form grams
gsm

per square metre

gum

gTLD / di ti el di/ noun the portion of
gTLD

an Internet address that identifies it as
belonging to a specific generic domain
class, e.g. com, edu or gov. Full form

generic top-level domain
guard /"ɑd/ noun 1. something which
guard

protects, especially a card which protects
an illustration or a strip of linen pasted onto
the back fold of a signature 2. a strip of
paper sewn between sections of a book, to
which tipped-in illustrations can be glued,
also used to increase the bulk at the spine
so as to allow space for folded maps or
plates to be inserted
guarding /"ɑdŋ/ noun 1. the joining of
a single sheet to a book or magazine 2. the
act of pasting a strip of paper or gauze to
the fold of a signature to repair or
strengthen it
guide /"ad/ noun 1. a book of instructions 2. a person who shows people the
way
guide bars /"ad bɑz/ plural noun
special lines in a barcode which show the
start and finish of the code 쑗 The standard
guide bars are two thin lines that are a
little longer than the coding lines.
guidebook /"adbυk/ noun a book
containing information for tourists about a
country, place or institution
guideline /"adlan/ noun 1. general
instructions given to a compositor 2. an
unofficial suggestion from the management as to how something should be done
쑗 All editors should follow the guidelines
for dealing with agents which have been
laid down by the editorial director. 3. a line
on artwork, showing the edge of the
printing area
guild /"ld/ noun an association of people
with similar interests or skills who join
together to support each other
guillemets /"iəme/ plural noun small
angled quotation marks (« and »), used in
some languages to indicate speech, when
in English inverted commas would be
used. Also called chevrons, duck-foot
guarding

guide

guide bars

guidebook

guideline

guild

guillemets

quotes

guillotine /"lətin/ noun a device used
for cutting and trimming paper 쐽 verb to
cut paper with a guillotine
gum /"m/ noun a type of glue which is
made from plant resin 쑗 He stuck the label
to the box with gum. 쐽 verb to stick with
glue
guillotine

gum
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gum arabic / "m rəbk/ noun gum
gum arabic

made from resin from acacia trees, used as
an adhesive on stamps and labels
gummed label /"md leb(ə)l/ noun a
label with dry glue on it, which has to be
made wet to make it stick
gummed paper / "md pepə/ noun
paper with dry glue on it, which sticks if it
is moistened
gummed tape / "md tep/ noun
paper tape with glue on it, which sticks
when moistened
gumming up / "mŋ p/ noun the
process of covering a lithographic stone
with a thin layer of gum arabic, to enhance
the printed image
gusset /"sət/ noun folded paper which
forms the expanding edge of a pocket
gummed label

gummed paper

gummed tape

gumming up

gusset

Gutenberg /"υtənb!"/ noun Johannes
Gutenberg

Gutenberg (1399?–1468), a German
printer, and the inventor of printing as we
know it. Gutenberg was the man who saw
that separate pieces of metal type, one for
each letter, could be duplicated by being
cast from matrices, and that these separate
pieces of type could then be put together in
rows, clamped into chases, inked and
multiple impressions taken from them.
This method of typesetting did not materially change until the phototypesetting
machines of the 1960s.
gutter /"tə/ noun the inside margin
between two pages of type. Compare
gutter

foredge margin
gutter press /"tə pres/ noun a name
gutter press

for the tabloid newspapers which print
large amounts of gossip rather than factual
news. 쒁 yellow press
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hache /hʃ/ noun a symbol (#) to indihache

cate a space, or to indicate the word
‘number.’ 쒁 hash
hack /hk/ noun a writer who produces
poor-quality material only for money
hack work /hk w!k/ noun an uninspired work written to order
hack writer /hk ratə/ noun a writer
who will write anything to order
haggle /h"(ə)l/ verb to discuss prices
and terms and try to reduce them 쑗 to
haggle over the details of a contract 쑗 After
two days’ haggling the agreement was
signed.
hairline /heəlan/ noun a very thin line
or a thin stroke on a character, as opposed
to the main stem
hairline serif /heəlan serf/ noun a
serif which is simply a thin straight line
hair space /heə spes/ noun a very thin
space between characters, in letterpress
half a point or one twelfth of an em wide
halation /həleʃ(ə)n/ noun a halo effect
in the light parts of a photograph, caused
by light reflecting back from the emulsion
half /hɑf/ noun one of two parts into
which something is divided 쑗 The first half
of the book is the text, and the rest is taken
up with supplements. 쐽 adjective divided
into two parts
half binding /hɑf bandŋ/ noun a
type of bookbinding in which the back and
sometimes the corners of a book are bound
in one material and the sides in another
half bound book /hɑf baυnd bυk/
noun a book with a style of binding which
was common from the beginning of the
19th century, where binding leathers or
vellum were used on the spine and corners
and the rest of the boards were covered
with marbled paper or plain paper and
cloth
hack

hack work

hack writer

haggle

hairline

hairline serif

hair space

halation

|

half

half binding

half bound book

half leather binding / hɑf leðə
half leather binding

bandŋ/ noun a binding on a hardcover
book, where the spine and corners are
covered with leather and the rest is left in
ordinary cloth or paper
half line block /hɑf lan blɒk/ noun a
line block where the lines appear greyer,
made by using parallel cross-lines
half measure / hɑf meə/ noun a
process in which type is set at half its
normal width, usually to leave space for an
illustration
half page / hɑf ped/ noun half of a
full page 쑗 We need to save a half page
from the index. 쑗 The book has sixteen half
page line drawings.
half plate / hɑf plet/ noun 1. an illustration which takes half a page 2. a
common format for small photographs, 6 x
4 inches
half sheet work / hɑf ʃit w!k/
noun a printing process in which both sides
of a sheet are printed from the same forme,
giving two identical copies. 쒁 work and
half line block

half measure

half page

half plate

half sheet work

twist

half space / hɑf spes/ noun a paper
half space

movement in a printer by half the amount
of a normal character
half stuff / hɑf stf/ noun paper pulp
ready for the beater
half title /hɑf tat(ə)l/ noun the first
page of a book with only the title and not
the details of the publisher or author
halftone /hɑftəυn/, half-tone noun 1.
continuous shading of a printed area 2. a
shade of grey appearing to be halfway
between white and black 3. an illustration
made using the halftone process 쑗 a book
with 25 halftone illustrations 쑗 We need a
full page halftone facing the beginning of
the chapter.
half stuff

half title

halftone

COMMENT: Halftones are made by breaking

up a continuous tone pattern into a series of
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dots of varying sizes. When printed, the
dots appear to merge into a continuous
tone, though if you look at them closely the
dots are visible. The dots are created by
scanning or by photographing the original
through a screen, which is a mesh of crisscross lines or a series of dots.

halftone block /hɑftəυn blɒk/ noun
halftone block

an illustration on a copper block where the
image has been broken up by a screen so
that it is made up of a series of dots of
different sizes
halftone
process
/hɑftəυn
prəυses/, halftoning noun the process of
making halftones from photographs
halftone screen /hɑftəυn skrin/
noun a screen with cross-lines or a grid of
dots used for preparing a halftone illustration
half up / hɑf p/ adjective relating to an
illustration which is prepared at one and a
half times the size it will be printed in the
book
half-year / hɑf jiə/ noun six months of
an accounting period
half-yearly / hɑf jəli/ adjective 1.
happening every six months 쑗 a halfyearly magazine 2. relating to a period of
six months 쑗 a half-yearly royalty statement 쐽 adverb every six months 쑗 We pay
some royalties half-yearly.
halide /helad/ noun a silver compound
which is used to provide a light-sensitive
coating on photographic film and paper
halo /heləυ/ noun 1. a photographic
effect seen as a dark region with a very
bright line around it, caused by pointing
the camera into the light 2. thicker ink at
the edge of halftone dots, which makes the
dots darker
hand /hnd/ noun a printed sign indicating a reference or the beginning of a
paragraph
handbill /hndbl/ noun a sheet of
printed paper, printed on one side only,
handed out to members of the public as an
advertisement
handbinding /hndbandŋ/ noun
binding in which each book is bound separately by a trained operator
handbook /hndbυk/ noun a book of
advice and instructions
handbound /hndbaυnd/ adjective
bound separately by a trained operator 쑗
An illustrated edition of Shakespeare has
been handbound in white leather.
halftone process

halftone screen

half up

half-year

half-yearly

halide

halo

hand

handbill

handbinding

handbook

handbound

hand-coloured / hnd kləd/ adjechand-coloured

tive relating to an image such as a line

drawing that has been coloured by hand 쑗
an early 19th-century travel book with
hand-coloured illustrations
H & J / etʃ ənd de/, h & j abbreviation
hyphenation and justification
handle /hnd(ə)l/ verb to deal with or
accept responsibility for a situation or
people
hand lettering / hnd letərŋ/ noun
the drawing of letters by hand, used when
designing publicity material
handling
charges
/hndlŋ
tʃɑdz/ plural noun money to be paid
for packing and invoicing, for moving
goods from one place to another, or for
dealing with something in general 쑗 The
company adds on 5% handling charges for
processing orders on our behalf.
handling
stiffness
/hndlŋ
stfnəs/ noun the amount of stiffness in
paper such as newsprint which is handled a
lot
handmade /hndmed/ adjective made
by hand, not by machine
handmade paper / hndmed pepə/
noun paper which is made by hand, using a
hand mould to take stock from a vat and
then, after the water has been shaken out,
dried on felt pads
hand mould /hnd məυld/ noun a
wooden frame with a wire mesh bottom, in
which handmade paper is made
handout /hndaυt/ noun a printed
paper which supports a talk or lecture with
summaries or other information
hand press /hnd pres/ noun a
printing press which is operated by hand,
printing one sheet at a time 쑗 The book of
poems was printed on his own hand press.
hand roller /hnd rəυlə/ noun a roller
used to ink the type by hand on a hand
press
hand-set / hnd set/ verb to set metal
type by hand
hand-setting / hnd setŋ/ noun the
setting of a text in metal type by hand
hand-set type / hnd set tap/ noun a
type which has been set by hand
hand sewing / hnd səυŋ/ noun the
sewing of the sections of a book together
by hand
handwriting /hndratŋ/ noun a
system of putting words on paper using a
H & J

handle

hand lettering

handling charges

handling stiffness

handmade

handmade paper

hand mould

handout

hand press

hand roller

hand-set

hand-setting

hand-set type

hand sewing

handwriting
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pen or pencil 쑗 Everyone has their own
distinctive style of handwriting.
handwritten / hndrt(ə)n/ adjective
written with a pen or pencil rather than
printed by a machine
hanging figures /hŋŋ f"əz/ plural
noun figures which have ascenders and
descenders
hanging indent / hŋŋ ndent/ noun
a type of indentation where the first line is
full out and the rest of the paragraph is
indented. Also called reverse indent
hanging
paragraph
/ hŋŋ
prə"rɑf/ noun a paragraph with the
first line full width and the rest indented
hardback /hɑdbk/ noun a copy of a
book with a board cover. Compare paperhandwritten

|

hanging figures

hanging indent

hanging paragraph

hardback

back

hardback rights /hɑdbk rats/
hardback rights

plural noun the right to publish a hardback

edition of a book which was originally
published as a paperback
hard bargain / hɑd bɑ"n/ noun a
bargain with difficult terms
hardbound /hɑdbaυnd/ adjective
bound as a book in a stiff cover
hard cash / hɑd kʃ/ noun money in
notes and coins which is ready at hand
hard copy / hɑd kɒpi/ noun a printed
version of a document held on a computer
hardcover /hɑdkvə/ noun PUBL same
as hardback
hard currency / hɑd krənsi/ noun
the currency of a country which has a
strong economy and which can be changed
into other currencies easily 쑗 a hard
currency deal 쑗 Exports which can earn
hard currency for the Soviet Union. 쑗
These goods must be paid for in hard
currency.
hard disk /hɑd dsk/ noun a rigid
magnetic disk usually built into a
computer, which can store much more data
than a floppy disk
hard hyphen / hɑd haf(ə)n/ noun a
hyphen which is part of the normal spelling
of a word. Also called required hyphen
hard
mechanical
/ hɑd
m
knk(ə)l/ noun a physical paste-up of
text and illustrations on paper, ready to be
photographed. Compare soft mechanical
hard packing / hɑd pkŋ/ noun stiff
paper used to wrap round a printing
cylinder to give a sharp image when
printing on hard paper
hard bargain

hardbound

hard cash

hard copy

hardcover

hard currency

hard disk

hard hyphen

hard mechanical

|

hard packing

head buyer

hard pencil / hɑd pens(ə)l/ noun a
pencil with a hard lead making precise
grey lines
hard selling / hɑd selŋ/ noun the act
of selling by using great persuasive efforts
쑗 A lot of hard selling went into that deal.
hard-sized paper /hɑd sazd pepə/
noun paper containing a large quantity of
size
hardware /hɑdweə/ noun the
machinery of a computer, rather than the
programs written for it
hardwood /hɑdwυd/ noun wood from
a tree which loses its leaves in winter, as
opposed to conifers which give softwood
hardwood pulp /hɑdwυd plp/ noun
paper pulp from hardwood trees, which
gives a bulky opaque paper
Hart’s Rules /hɑts rulz/ plural noun a
book of instructions on spelling, hyphenation and punctuation, originally published
for the benefit of staff at Oxford University
Press, but used by most printers and
publishers (NOTE: The American equivalent
hard pencil

hard selling

hard-sized paper

hardware

hardwood

hardwood pulp

Hart’s Rules

is the Manual of Style published by the
University of Chicago Press. The full title is
‘Hart’s Rules for Compositors and Readers
at the University Press, Oxford’.)
Harvard system /hɑvəd sstəm/
noun a bibliographic reference system,
Harvard system

used in academic publishing, in which the
author and date are given in the text and the
full reference is supplied in a general list of
references
hash /hʃ/, hashmark /hʃmɑk/ noun
US a printed sign (#) which indicates one
of a series of numbers
hatching /htʃŋ/ noun a series of lines
drawn across an illustration to indicate
tones
head /hed/ noun the top or most important part or person 쐽 verb 1. to be the
manager or the most important person 쑗 to
head a department 쑗 He is heading a
buying mission to China. 2. to put a title to
a chapter or page, etc. 쑗 See the paragraph
headed ‘Final Comments’.
headband /hedbnd/ noun a decorative strip, often in two colours, along the
top of the back of the book, inside the spine
headbox /hedbɒks/ noun a vat of liquid
pulp from which the pulp passes onto the
wire mesh to be made into paper. Also
called flowbox
head buyer / hed baə/ noun the most
important buyer in a department store
hash

hatching

head

headband

headbox

head buyer
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heat transfer copier /hit trnsf!

headcap /hedkp/ noun a piece of
headcap

heat transfer copier

leather binding on the spine, which folds
over at the top and bottom and is tucked
into the spine
headed paper / hedd pepə/ noun
notepaper with the name of the company
and its address printed on it
header /hedə/ noun 1. (in a document) a
piece of text that appears at the very top of
each page, containing e.g. the chapter
name and the page number. 쒁 footer 2. the
beginning of an e-mail message with full
information about the recipient’s address,
sender’s name and address and any
delivery options
header block /hedə blɒk/ noun a block
of data at the beginning of a file, which
contains the file characteristics
heading /hedŋ/ noun a word, phrase,
title or name at the beginning of a page,
section or catalogue entry
headline /hedlan/ noun 1. the title at
the top of a page in a book or the title of an
article in a newspaper story 2. a spoken list
of items to be covered in a radio or TV
news bulletin
headliner /hedlanə/ noun a typesetting
machine which produces display setting
head margin /hed mɑdn/ noun the
margin between the text and the top of the
page
head of department / hed əv d
pɑtmənt/ noun a person who is responsible for a group of people working in the
same department
headpiece /hedpis/ noun a decorative
design at the beginning of a chapter.
Compare tailpiece
head up / hed p/ verb to be in charge of
a group 쑗 He has been appointed to head
up our European organisation.
headword /hedw!d/ noun the main
entry word in a dictionary
heater box /hitə bɒks/ noun a box in
which a die is placed to be heated before
tooling
heatsealed /hitsild/ adjective relating
to shrink-wrapping which is sealed by
heating
heat sealing /hit silŋ/ noun the act
of sealing plastic shrink-wrapping by
heating it
heat-set ink /hit set ŋk/ noun ink
which dries when it is heated, used e.g. in
a heat-set web offset machine
headed paper

header

header block

heading

kɒpiə/ noun a type of small copying
machine which takes the print dye from
printed paper and transfers it to another
surface such as paper or cloth
heavy /hevi/ adjective thick or bold 쑗 a
book printed in heavy type
heavy equipment / hevi kwpmənt/
noun large machines such as for making
cars or for printing
heavy rule /hevi rul/ noun a thick line
height /hat/ noun a measurement of how
tall or high something is
height to paper / hat tə pepə/ noun
the standard height of metal type, 0.918
inches or 23.3mm in the UK and USA
hell box /hel bɒks/ noun a box in which
broken pieces of type, or type that is in the
wrong case, can be put
hemp /hemp/ noun a plant used for
making rope and paper
heavy

heavy equipment

|

heavy rule

height

height to paper

hell box

hemp

COMMENT: Hemp waste or old ropes are

headline

used to make pulp: hemp paper is very thin,
but strong and opaque. India paper and
airmail paper can be made from hemp.

headliner

hempel quoin /hemp(ə)l kɔn/ noun a
quoin used to tighten a forme, by placing it
in a corner of the forme and tightening it
with a key

head margin

Hercules graphics adapter

head of department

|

headpiece

head up

headword

heater box

heatsealed

heat sealing

heat-set ink

hempel quoin

Hercules

graphics

adapter

/ h!kjuliz "rfks ədptə/ noun a
|

standard for high-resolution mono
graphics adapter developed by Hercules
Corporation that can display text or
graphics at a resolution of 720x348 pixels.
Abbr HGA

Her Majesty’s Stationery Office
Her Majesty’s Stationery Office

/ h! mdəstz steʃ(ə)n(ə)ri ɒfs/
noun the publications office of the British
government. Abbr HMSO
Hewlett Packard LaserJet / hewlət
pkɑd lezədet/, HP LaserJet / etʃ
pi lezədet/ noun a laser printer manuHewlett Packard LaserJet

factured by Hewlett Packard which uses its
PCL language to describe a page

Hewlett Packard Printer Control
Language / hewlət pkɑd prntə
Hewlett Packard Printer Control Language

kəntrəυl lŋ"wd/ noun a standard set
of commands developed by Hewlett
Packard to allow a software application to
control a laser printer’s functions. Abbr
|

HP-PCL
HGA abbreviation
HGA

adapter

Hercules graphics

hickey /hki/, hicky noun a dirty mark
on a printed sheet made by dust or ink on a
film or plate
hickey
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hide /had/ noun leather made from the

hollow

hinge /hnd/ noun a line along which a

hide

hinge

skin of animals older than a calf, used for
binding large-format books
hi-end /ha end/ noun a pre-press system
of larger capacity and range than a DTP
system, found in specialised trade houses
high-bulk antique / ha blk ntik/
noun US light, very thick paper, formerly
used for children’s books (NOTE: The UK

book cover bends, where the front or back
of the cover joins the spine, strengthened in
cased books by a strip of gauze
hinged style /hndd stal/ noun a
type of cut flush paperback binding where
the cover is creased in four places, head to
foot, and glue is applied to the spine and
about 3mm to first and last pages
hire /haə/ noun the act of paying money
to rent a car, boat or piece of equipment for
a time
hi-res / ha rez/ abbreviation high-resolution
histogram /hstə"rm/ noun a graph
on which the data is represented by vertical
or horizontal bars
historical figure /h stɒrk(ə)l f"ə/
noun a person who was current in the past
historical
novel
/hstɒrk(ə)l
nɒv(ə)l/ noun a type of fiction where the
action is accurately placed in some definite
time in the past
historic cost /h stɒrk kɒst/, historical cost /h stɒrk(ə)l kɒst/ noun the
actual cost of something which was made
some time ago
hit /ht/ noun 1. a successful match when
searching a database 2. a response to a
request sent from an Internet browser
HM Revenue and Customs / atʃ em
revənju ən kstəmz/ noun the UK
government department which deals with
taxes on imports and with VAT. Abbr

hi-end

high-bulk antique

|

term is featherweight antique.)
higher learning / haə l!nŋ/ noun
higher learning

education or study at university level
highest bidder / haəst bdə/ noun a
person who offers the most money at an
auction 쑗 The property was sold to the
highest bidder.
high gloss paper / ha "lɒs pepə/
noun paper with a very shiny finish
high-grade /ha "red/ adjective of
very good quality 쑗 a high-grade art paper
high-level language / ha lev(ə)l
lŋ"wd/ noun a computer programming language that is easy to use and uses
natural language
highlight /halat/ verb to colour or
mark text on a document or computer
screen to make it stand out from the rest
highlight bump /halat bmp/ noun
an act of increasing the sharpness of the
highlights in a halftone by exposing the
film to the original a second time, after
screening
highlights /halats/ plural noun 1. the
main white or light-coloured parts of an
illustration 2. characters or symbols treated
to make them stand out from the rest of the
text, often by using bold type
high quality / ha kwɒlti/ adjective
very best quality 쑗 The firm specialises in
high quality four-colour printing.
high-resolution / ha rezəluʃ(ə)n/
adjective relating to the ability to display or
detect a very large number of pixels per
unit area. Abbr hi-res
highest bidder

high gloss paper

high-grade

high-level language

highlight

highlight bump

highlights

high quality

high-resolution

|

COMMENT:

Currently,
high-resolution
graphics displays can show images at a
resolution of 1024 x 1024 pixels, highresolution printers can print at 600 or 800
dots per inch and a high-resolution scanner
can scan at a resolution of 800 or 1200 dots
per inch.

high spaces /ha spesz/, high
quads plural noun spaces in letterpress
high spaces

which are the shoulder height of the type

highspeed skip /haspid skp/ noun
highspeed skip

a rapid movement in a printer to miss the
perforations in continuous stationery

hinged style

hire

hi-res

histogram

historical figure

|

historical novel

|

historic cost

|

|

hit

HM Revenue and Customs

HMRC

HMSO
HMSO

abbreviation

Her

Majesty’s

Stationery Office

holding lines /həυldŋ f"əz/ plural
holding lines

noun lines on a page design, showing
where the artwork is to be placed
holdout /həυldaυt/ noun the degree of
resistance to ink absorption of a piece of
paper
holiday entitlement /hɒlde n
tat(ə)lmənt/ noun the number of days’
paid holiday which an employee has the
right to take 쑗 She has not used up all her
holiday entitlement.
Holland cloth /hɒlənd klɒθ/ noun a
stiff cloth used to strengthen hinges
hollander beater /hɒləndə bitə/
noun a machine for beating paper pulp
hollow /hɒləυ/ adjective empty or with
nothing inside 쐽 noun 1. a space between
the back and the sewn signatures 2. a paper
holdout

holiday entitlement

|

Holland cloth

hollander beater

hollow
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tube glued to the spine of a book and to the
covers, in order to strengthen the binding
hollow back binding /hɒləυ bk
bandŋ/ noun binding in which the back
is not glued to the spine of the book block,
but is rounded to leave a space between it
and the sewn signatures. Also called open
hollow back binding

back binding
hologram /hɒlə"rm/ noun a threehologram

dimensional photographic image created
by laser beams
holograph /hɒlə"rɑf/ noun a book or
document written in the author’s own
handwriting
home country / həυm kntri/ noun a
country where a company is based
homepage /həυmped/ noun 1. the
opening page of an Internet website 2.
somebody’s personal website on the
Internet, often containing personal data,
photographs or contact information
home-produced products / həυm
prə djust prɒdkts/ plural noun products manufactured in the country where a
company is based
home sales / həυm selz/ plural noun
sales in the country where a company is
based. Also called domestic sales
home trade / həυm tred/ noun trade
in the country where a company is based
honorarium / ɒnəreəriəm/ noun a
payment made for professional services
which are usually provided without charge
hook down /hυk daυn/ noun the end of
a line which runs over to the next line and
is attached to the line below with a bracket
hooked plates /hυkt plets/ plural
noun plates that have a narrow folded edge
which hooks round a printed section
hook up /hυk p/ noun the end of a line
which runs over to the next line and is
attached to the line above with a bracket
hopper /hɒpə/ noun the part of a
finishing machine onto which folded
sections are loaded so that they can be
bound
horizontal axis / hɒrzɒnt(ə)l kss/
noun reference lines used for horizontal
coordinates on a graph
horizontal dimension / hɒrzɒnt(ə)l
da menʃən/ noun the width of a page
from inside margin to outside margin
horizontal format / hɒrzɒnt(ə)l
fɔmt/ noun US a book format where
the spine and foredge are shorter than the
holograph

home country

homepage

home-produced products

|

home sales

home trade

honorarium

|

hook down

hooked plates

hook up

hopper

horizontal axis

horizontal dimension

|

|

horizontal format

top and bottom edges (NOTE: The UK term
is landscape format.)

horizontal

wraparound

horizontal wraparound

/ hɒrzɒnt(ə)l rpə raυnd/ noun move|

ment of a cursor on a computer display
from the end of one line to the beginning of
the next
host /həυst/ noun the main computer in a
system which allows access to online databases 쐽 verb to provide storage space on a
server computer where a user can store
files or data, often used to store the files
required for a website
hosting /həυstŋ/ noun the business of
putting websites onto the Internet so that
people can visit them
hosting option / həυstŋ ɒpʃən/ noun
any of the different kinds of hosting that a
business may use when putting a website
on the Internet and that are usually
provided by specialist hosting companies
host service /həυst s!vs/ noun a
company that provides connections to the
Internet and storage space on its computers
which can store the files for a user’s
website
hot-ground pulp /hɒt "raυnd plp/
noun paper pulp which has been ground
with very little water, allowing the pulp to
become hotter
hotline /hɒtlan/ noun a direct telephone
line giving direct access, used e.g. for
quick ordering, for complaints or between
heads of governments
hot link / hɒt lŋk/ noun a command
within a hypertext program that links a
hotspot or hotword on one page with a
second destination page which is displayed
if the user selects the hotspot
hot melt adhesive /hɒt melt əd
hisv/ noun binding glue which is heated
before being used
hot metal composition / hɒt met(ə)l
kɒmpəzʃ(ə)n/, hot metal, hot type
noun a form of typesetting where characters or whole words or lines of type are set
using molten metal, from instructions
given to the setting machine on perforated
tape produced by the compositor’s
keyboard 쑗 The book was set in hot metal.
쑗 We used hot metal setting for his last
book.
host

hosting

hosting option

host service

hot-ground pulp

hotline

hot link

hot melt adhesive

|

hot metal composition

|

COMMENT: Hot metal setting was used both

for books and for newspapers for over 100
years. The ‘Guardian’ newspaper was still
being set in hot metal in 1987. This type of
setting is still occasionally used by jobbing
printers.
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hot press /hɒt pres/ noun a press used
hot press

.html

house magazine /haυs m"ə zin/
noun same as house journal
house organ /haυs ɔ"ən/ noun a
house magazine

|

to block letters on a cover
hot-pressed paper /hɒt prest pepə/
noun paper which is pressed between
heated metal plates to make it smooth
hot-pressing / hɒt presŋ/ noun the
blocking of letters on a cover with a hot
stamp
hotspot /hɒtspɒt/ noun a special area
on an image or display that does something
when the cursor is moved onto it 쑗 The
image of the trumpet is a hotspot and will
play a sound when you move the pointer
over it.
hotword /hɒtw!d/ noun a word within
displayed text that does something when
the cursor is moved onto it or it is selected
hot zone /hɒt zəυn/ noun a text area to
the left of the right margin in a word-processed document, where if a word does not
fit completely into the line, a hyphen is
automatically inserted
house /haυz/ noun a company, especially
a publishing company 쑗 a French
publishing house 쑗 She works for a trade
publishing house. 쑗 We employ six inhouse keyboarders.
house ad /haυs d/ noun an advertisement in a magazine, advertising something
offered for sale by the magazine itself,
used to fill advertising space that has not
been sold
house copy /haυs kɒpi/ noun a copy
of a magazine or book used in the
publisher’s offices
house
corrections /haυs kə
rekʃ(ə)nz/ plural noun corrections noted
by the proofreaders employed by the
printer or publisher
house editor /haυs edtə/ noun an
editor employed by a publishing company
house journal /haυs d!n(ə)l/ noun
an internal magazine giving information
and news to the employees of a company or
organisation. Also called house magahot-pressed paper

hot-pressing

hotspot

hotword

house organ

magazine published by a business or other
organisation for its employees or
customers, containing information about
the company, its products and its
employees
house reader /haυs ridə/ noun a
proofreader employed by a printer or
publishing house
house style / haυs stal/ noun a style
of writing and presentation that is specific
to a particular group, company or organisation
house reader

house style

COMMENT: The aim of a house style is to

give consistency to all the products of a
publishing house, thus making them more
recognisable to the reading public. In the
case of magazines, contributors will be sent
a style sheet which shows how they should
lay out their contributions. A house style will
cover many aspects of layout, such as
headlines, position of folios, typefaces and
sizes; it will also cover details of spelling
and punctuation: the form for writing dates
(1st January 1999 or January 1st, 1999 or
1st Jan. 1999 or 01.01.99, etc.); the use of
full stops after abbreviations (Mr or Mr.,
P.O.Box or PO Box, etc.). Most publishing
companies have their own style sheets
which are given to editors and form part of
the training programme for new editorial
and production staff. Many printers as well
as publishers have their own house style
and many follow the style of one of the
University
Presses
(Oxford
and
Cambridge).

hot zone

house

house ad

house copy

house corrections

|

house editor

house journal

zine

‘…the new premises are said to be ‘a
sixth of the cost’ and have better facilities
for training and meetings… the
organisation will offer a full package of
membership benefits as before –
including Aslib journals from Emerald, a
range of training courses, and the
monthly Managing Information house
journal.’ [Information World Review]

house-to-house / haυs tə haυs/
adjective going from one house to the next,
house-to-house

asking people to buy something 쑗 houseto-house encyclopedia selling
how-to book / haυ tu bυk/ noun US
same as do-it-yourself handbook
HP/PCL abbreviation Hewlett Packard
Printer Control Language
HTML / etʃ ti em el/ noun a series of
special codes which define the typeface
and style that should be used when
displaying the text and also allow hypertext
links to other parts of the document or to
other documents. Full form HyperText
Markup Language. 쒁 SGML, XML
.html suffix a file extension for an HTML
file. Full form HyperText Markup
how-to book

HP/PCL

HTML

.html

Language
COMMENT: Normally used to define screens

used in the World Wide Web on the
Internet, similar to SGML; for example, the
‘<p>’ code means new paragraph, the ‘<b>’
code means display in bold. A document
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coded in HTML can be displayed on any
viewer software that understands HTML.

HTTP / etʃ ti ti pi/ noun a series of
HTTP

commands used by a browser to ask an
Internet web server for information about a
webpage. Full form hypertext transfer

protocol

humidity /hjumdti/ noun the amount
of moisture in a substance such as paper
Hunter Lab values /hntə lb
vljuz/ plural noun US colour measurement scales used to measure colour values
hurt /h!t/ verb to harm or damage something 쑗 The bad publicity did not hurt our
sales. 쑗 The company has been hurt by the
cuts in educational expenditure. 쑗 It won’t
hurt to let the author make a few changes.
hurt books /h!t bυks/ plural noun US
damaged or soiled books, which are then
sold cheaply
hybrid library /habrd labrəri/ noun
a place in which information can be
accessed both in hard copy and electronic
formats
hybrid typeface / habrd tapfes/
noun a computer-generated typeface
which combines elements of several faces
hydrapulper /hadrəplpə/ noun a
tank in which dry pulp and other ingredients are added to water when making paper
hydration /hadreʃ(ə)n/ noun a condition of paper pulp where water does not
drain away from it through the mesh
hygrometer /ha"rɒmtə/ noun an
instrument which measures relative
humidity
hype /hap/ noun excessive claims made
in advertising 쑗 all the hype surrounding
the launch of the new novel 쐽 verb to make
excessive claims in advertising
hyperlink /hapəlŋk/ noun a word,
symbol, image or other element in a hypertext document that links to another element
in the same document or in another hypertext document
hypermedia /hapəmidiə/ noun a
hypertext system that supports the linking
of graphics, audio and video elements, and
text
hypertext /hapətekst/ noun 1. a multimedia system of organising information in

which certain words in a document link to
other documents and display the text when
the word is selected 2. a way of linking one
word or image on an Internet page to
another page in which clicking on certain
words or images moves the user directly to
the relevant new page

humidity

|

Hunter Lab values

hurt

hurt books

hybrid library

hybrid typeface

hydrapulper

hydration

|

hygrometer

|

hype

hyperlink

hypermedia

hypertext

HyperText

Markup

Language

hypertext

transfer

protocol

HyperText Markup Language

/hapətekst mɑkp lŋ"wd/ noun
full form of HTML
hypertext transfer protocol

/ hapətekst trnsf! prəυtəkɒl/ noun
full form of HTTP
hyphen /haf(ə)n/ noun a punctuation
hyphen

mark (-) used to join two words together, as
in ‘two-sided’
hyphenate /hafənet/ verb to put a
hyphen between two characters, or to separate a long word at the end of a line by
inserting a hyphen 쑗 ‘Coordinate’ should
be hyphenated. 쑗 Can you hyphenate
‘bookshop’ as ‘book-shop’?
hyphenated /hafənetd/ adjective
formed of two words joined by a hyphen
hyphenation / hafəneʃ(ə)n/ noun a
way of dividing a long word at the end of a
line by inserting a hyphen
hyphenate

hyphenated

hyphenation

|

hyphenation and justification
program / hafəneʃ(ə)n ən dstf
hyphenation and justification program

|

keʃ(ə)n prəυ"rm/ noun a computer
program which allows the typesetting
machine to justify lines automatically and
to hyphenate correctly words that have to
be split at the end of a line. Abbr H&J
program

hyphenation exception dictionary
hyphenation exception dictionary

/ hafəneʃ(ə)n ksepʃən dkʃən(ə)ri/
noun a list of words held in a computer
|

memory, which either cannot be divided or
are divided in an unusual way
hyphenation routine / hafəneʃ(ə)n
ru tin/ noun a computer program which
automatically divides words at the ends of
lines and inserts a hyphen
hyphenless justification / hafənləs
dstfkeʃ(ə)n/ noun justification
carried out without splitting words
hypo /hapəυ/ noun photographic fixing
solution, used to fix the image after the
film has been developed
hyphenation routine

|

|

hyphenless justification

|

hypo
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IAP abbreviation
IAP

ONLINE

Internet access

provider

IBC abbreviation inside back cover
ibid /bd/, ibidem abbreviation meaning
IBC

ibid

‘in the same place’ (NOTE: Used especially

in bibliographical references, where if
several references are to the same book,
the full title is not repeated, but is replaced
by ibid: ibid, page 324.)
icon /akɒn/ noun a picture or symbol
icon

that is universally recognised to be representative of something
iconography / akənɒ"rəfi/ noun the
set of symbols or images used in a particular field of activity such as music or
cinema and recognised by people as having
a particular meaning
ICR abbreviation intelligent character
recognition
-ics /ks/ suffix forming nouns referring to
a science, art or branch of knowledge
id. abbreviation idem
ideal /adəl/ adjective perfect or very
good for something 쑗 This is the ideal size
for a pocket dictionary.
ideal format /a dəl fɔmt/ noun a
standard large format for photographic
negatives, used mainly in professional
equipment
idem /dem/ noun a Latin word meaning
‘the same’, used to refer to a reference
which has just been used. Abbr id.
idiot copy /diət kɒpi/ noun a
keyboarded text without any formatting
commands
idiot tape /diət tep/ noun a computer
tape with plain text, without typesetting
codes, which cannot be typeset until
formatting data, such as hyphenation, justification, line width, and page size, has been
added by a computer
iconography

|

ICR

-ics

id.

ideal

|

ideal format

|

idem

idiot copy

idiot tape

idle machinery / ad(ə)l məʃinəri/
noun machines not being used
idler, idling roller noun a roller on a web
idle machinery

|

idler

press which turns freely

idle time /ad(ə)l tam/ noun the time
idle time

when a machine is not being used

ignorant /"nərənt/ adjective 1. lacking
ignorant

knowledge or education in general or in a
specific subject 2. caused by a lack of
knowledge, understanding or experience
IGT method / a di ti meθəd/ noun
a method of testing paper absorbency in
which the paper is printed with a solution
of Sudan Red in dibutylphthalate
IGT printability tester / a di ti
prntəblti testə/ noun a device for
printing strips of paper under controlled
conditions, used to measure oil absorbency
and pick resistance
ILL abbreviation inter-library loan
illegibility /l ledblti/ noun the fact
of being illegible
illegible /ledb(ə)l/ adjective so badly
written that it cannot be read
illicit /lst/ adjective not legal or not
permitted 쑗 the illicit sale of pornographic
magazines
illiteracy /lt(ə)rəsi/ noun the inability
to read or write
illiterate /lt(ə)rət/ adjective 1. unable
to read or write 2. unable to understand or
operate a piece of technology 쑗 He is
computer-illiterate.
illuminate /lumnet/ verb 1. to illustrate a medieval manuscript 2. to shine
light on something 3. to make things clear
by explaining them
illumination / lumneʃ(ə)n/ noun
the painting of initial letters in manuscripts
with gold, silver and colours
illustrate /ləstret/ verb 1. to draw
pictures or diagrams to put into written text
IGT method

IGT printability tester

|

ILL

illegibility

|

|

illegible

|

illicit

|

illiteracy

|

illiterate

|

illuminate

|

illumination

|

illustrate

|
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2. to make a point clear by using examples

or stories

illustrated
illustrated

impact

/ləstretd/

adjective

relating to a text that includes pictures and
diagrams 쑗 The book is illustrated with
twenty-five full-colour plates.
illustration / ləstreʃ(ə)n/ noun a
picture, chart or diagram which helps to
explain the words of a book or talk
illustration board / ləstreʃ(ə)n
bɔd/ noun thick card used for artwork
illustrator /ləstretə/ noun a person
who does the drawings or pictures for a
book
image /md/ noun 1. a picture or
reflection of somebody or something 2. in
computing, an exact replica of an area of
memory
image
degradation
/md
de"rədeʃ(ə)n/ noun a loss of picture
contrast and quality due to signal distortion
or bad copying of a video signal
image master /md mɑstə/ noun
the master type from which characters used
in phototypesetting are formed
image scanner /md sknə/ noun
an electronic device that converts pictures
or drawings into machine-readable form
image setter /md setə/ noun a
typesetting device that can process a PostScript page and produce a high-resolution
output
imagesetting /mdsetŋ/ noun a
method of typesetting that creates characters directly from a computer file
imaging /mdŋ/ noun a technique for
creating pictures on a computer screen
imitate /mtet/ verb to do what somebody else does 쑗 They imitate all our sales
gimmicks.
imitation / mteʃ(ə)n/ noun something that copies something else
imitation art paper / mteʃ(ə)n ɑt
pepə/ noun smooth calendered paper
which looks like art paper, but is not coated
illustration

|

illustration board

|

illustrator

image

image degradation

image master

image scanner

image setter

imagesetting

imaging

imitate

imitation

|

imitation art paper

(NOTE: The US term is English finish.)
imitation cloth / mteʃ(ə)n klɒθ/
noun cover material which looks like cloth
imitation cloth

imitation
imitation leather binding

/ mteʃ(ə)n

leather

binding

leðə bandŋ/ noun
binding in a plastic material which looks
like leather
imitation parchment / mteʃ(ə)n
pɑtʃmənt/ noun tough paper which is
slightly transparent through having been
beaten for some time
imitation parchment

imp. abbreviation PUBL imprimatur
impact /mpkt/ noun a strong effect or
imp.

influence on something, such as of a
product on its intended audience
impact paper /mpkt pepə/ noun
paper used to provide multiple copies on
impact
impart /mpɑt/ verb to communicate
information or knowledge
imperfect /mp!fkt/ adjective not
perfect 쑗 a sale of imperfect copies 쑗 to
check a batch for imperfect products
imperfection / mpəfekʃən/ noun an
item which is not perfect, such as a book
that has been badly printed or bound 쑗 to
check a batch for imperfections 쑗 We have
asked for a refund because of imperfections.
imperial /mpəriəl/ noun a traditional
British large paper size, measuring 30 x 22
inches
import noun /mpɔt/ the importance of
something because of the way it is likely to
affect outcomes 쑗 They discussed matters
of great import. 쐽 verb /mpɔt/ 1. to buy
goods or services in one country and bring
them to one’s own for sale 쑗 We use paper
imported from Scandinavia. 2. to bring
something in from outside a system 쑗 You
can import images from the CAD package
into the DTP program. 3. to convert a file
stored in one format to the default format
used by a program 쑗 Select import if you
want to open a TIFF graphics file.
importation / mpɔteʃ(ə)n/ noun the
act of importing something 쑗 The importation of pornographic literature is
forbidden.
import duty /mpɔt djuti/ noun a tax
on goods imported into a country
importer /mpɔtə/ noun a person or
company which imports goods 쑗 a paper
importer 쑗 The company is a big importer
of English paperbacks.
import levy /mpɔt levi/ noun a tax
on imports, especially in the EU a tax on
imports of farm produce from outside the
EU
import licence /mpɔt las(ə)ns/,
import permit /mpɔt p!mt/ noun
documents which allow goods to be
imported
import quota /mpɔt kwəυtə/ noun a
fixed quantity of a particular type of goods
which the government allows to be
impact paper

impart

|

imperfect

|

imperfection

|

imperial

|

import

|

importation

|

import duty

importer

|

import levy

import licence

import quota
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imported 쑗 The government has imposed
an import quota on cars.
imports /mpɔts/ plural noun books or
other goods brought into a country from
abroad for sale 쑗 Imports from Poland have
risen to $1m a year.
import
surcharge
/mpɔt
s!tʃɑd/ noun extra duty charged on
imported goods, to try to prevent them
from being imported and to encourage
local manufacture
impose /mpəυz/ verb 1. to put a tax or
a duty on goods 쑗 to impose a tax on
imported paper 쑗 They tried to impose a
ban on the sale of anti-government literature. 쑗 The government imposed a special
duty on newspapers. 2. to arrange film or
type so that when the sheet is printed it will
fold correctly into the right page order
imposed page proofs /m pəυzd
ped prufs/ plural noun the last stage in
page proofs, where the text is arranged in
pages, in the correct position for making
films and plates
imposing stone /mpəυzŋ stəυn/
noun a heavy table on which metal type
and blocks were formerly placed to be
locked into the chase
imposition / mpəzʃ(ə)n/ noun 1. the
act of arranging the pages of film or type so
that when a sheet is printed, it will fold
correctly into the right page order 2. the act
of putting together the metal type and
blocks on the imposing stone, to be locked
into a chase before printing 3. the act of
putting a tax on goods or services
imposition scheme / mpəzʃ(ə)n
skim/ noun a plan showing how the
pages of a book are imposed on the sheet
impression /mpreʃ(ə)n/ noun the
number of copies of a book or document
printed on the same print run 쑗 The book is
in its third impression.
impression cylinder /mpreʃ(ə)n
slndə/ noun a cylinder which prints the
image onto the paper
imprimatur / mprmetə/ noun 1.
authority to do, say or print something 2.
an authorisation allowing a book or other
work to be published, now usually
confined to works sanctioned by the
Roman Catholic Church
imprint /mprnt/ noun 1. the
publisher’s or printer’s name which
appears on the title page of a book or document or in the bibliographical details 2. a
brand name under which a book is
imports

import surcharge

impose

|

imposed page proofs

|

imposing stone

|

imposition

|

imposition scheme

|

impression

|

impression cylinder

|

imprimatur

|

imprint

independent

published within a larger publishing
company, which usually represents a
specialised subject area 3. a mark made by
firmly pressing something onto a surface
COMMENT:

Catalogues, advertisements
and fliers do not need to have an imprint,
but almost all other printed matter (books,
newspapers, and even political leaflets)
must carry two imprints: that of the
publisher and of the printer. In a book, the
imprints will normally appear on the reverse
of the title page as part of the bibliographic
information; in some countries it is usual to
have the printer’s imprint at the end of the
book. In a magazine, imprints may be listed
along with other details of the editors and
other staff members.

incidental expenses / nsdent(ə)l k
incidental expenses

|

spensz/ plural noun small amounts of
money spent at various times, in addition
to larger amounts
incised /nsazd/ adjective based on
letters carved in stone
inclusive charge /n klusv tʃɑd/
noun a charge which includes all items
inclusive type area /n klusv tap
eəriə/ noun a type area which includes the
headers and footers
increment /ŋkrmənt/ noun the
amount by which something is increased
incremental plotter / ŋkrment(ə)l
plɒtə/ noun a plotter which receives positional data as increments to its current
position rather than separate coordinates
incunable
/nkjunəb(ə)l/
noun
PRINTING same as incunabulum
incunabulum / nkjunbjυləm/ noun
a book printed from movable type before
1501 (NOTE: The plural is incunabula.)
indelible ink /n delb(ə)l ŋk/ noun
ink which cannot be removed
indelible
pencil
/n delb(ə)l
pens(ə)l/ noun a pencil which makes
marks that cannot be erased
indent verb /ndent/ to leave a space at
the beginning of a passage of writing
incised

|

inclusive charge

|

inclusive type area

|

increment

incremental plotter

incunable

|

incunabulum

|

indelible ink

|

indelible pencil

|

indent

|

(NOTE: The opposite is outdent.) 쐽 noun
/ndent/ 1. a blank space at the beginning

of a line of typesetting, which starts a little
way in from the left-hand margin 쑗 Each
paragraph begins with a 2 em indent. 2. an
order placed by an importer for goods from
overseas on credit 쑗 He put in an indent for
a new stock of children’s books.
indentation / ndenteʃ(ə)n/, indention noun the act of making an indent at the
beginning of a line
independent / ndpendənt/ adjective
not connected to, influenced by or needing
indentation

|

independent

|
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other people or machines to be able to exist
or work 왍 the independents shops or
companies which are owned by private
individuals and are not part of large groups
independent publisher

independent

publisher

/ ndpendənt pblʃə/, independent
printer noun a publishing or printing

company which is not controlled by
another company
Independent Publishers Guild

Independent

Publishers

Guild

/ ndpendənt pblʃəz "ld/ noun a

British organisation representing the interests of the many publishers who are its
members. Abbr IPG
independent reviewer / ndpendənt
pblʃə/ noun a reviewer who is not affiliated with any another company or publication
index /ndeks/ noun 1. an alphabetical
list of items contained in a book, document
or computer memory 2. a system by which
the changes in the value of something can
be compared or measured 쑗 International
financial indexes compare the value of
shares. 3. a finding guide to information on
a specific topic 쐽 verb to compile an alphabetical list of contents
index board /ndeks bɔd/ noun board
used for printing index cards
index card /ndeks kɑd/ noun a small
card containing information and usually
arranged alphabetically in a card index box
indexer /ndeksə/ noun a person who
compiles indexes for books
indexing /ndeksŋ/ noun the use of
alphabetical methods to organise information
independent reviewer

index

index board

index card

indexer

indexing

COMMENT: An index is usually set in smaller

type than the text and in two or more
columns to the page. Normally an index will
begin on a right-hand page, and will be
folioed consecutively from the text pages.
Bold and italic can be used to highlight
important or less important items in an
index (as, for example, the page references
to illustrations). It is always useful to have a
note at the beginning of an index to explain
how it has been compiled and the meaning
of the various typefaces or symbols used.
Indexing was formerly done manually, with
the indexer going through the text and
making filing cards for the items; there are
now computer indexing programs, in which
the words in the text are flagged and the
computer then automatically lists them in
alphabetical order, together with the
numbers of the pages on which the words
fall.

language
/ndeksŋ
lŋ"wd/ noun language used in
building library or book indexes
index letter /ndeks letə/, index
number /nmbə/ noun a letter or number
which identifies an item in an index
indexing
indexing language

index letter

Index

Index Librorum Prohibitorum

Librorum

Prohibitorum

/ ndeks li brɔrəm prəυhbtɔrəm/
noun a list of books banned by the Catholic
Church. Also called The Index
Index Translationum / ndeks trns
lɑtiəυnem/ noun a list of all translations
|

|

Index Translationum

|

|

published in the world, published each
year by UNESCO
India ink /ndiə ŋk/, Indian ink
/ndiən ŋk/ noun very black indelible
ink, made from lampblack and glue
india paper /ndiə pepə/ noun
extremely thin good-quality opaque paper,
about 30gsm, which is nevertheless quite
strong, used for printing books with a large
number of pages such as bibles which
would be very thick if ordinary paper were
used
indicia /ndsiə/ noun US the mailing
permit printed on a prepaid envelope or
card
indirect / ndarekt/ adjective not done
by the shortest or most obvious method
indirect expenses / ndarekt k
spensz/, indirect costs / ndarekt
kɒsts/ plural noun costs which are not
directly attached to the making of a
product, such as cleaning, rent and administration
indirect labour costs / ndarekt
lebə kɒsts/ plural noun the costs of
paying employees who are not directly
involved in making a product, such as
secretaries and cleaners
indirect printing / ndarekt prntŋ/
noun printing where the printing plate does
not touch the paper, as in offset printing
indirect
process
/ ndarekt
prəυses/ noun the process of reproducing
an image as in a plain-paper copier, where
an image of the original is transferred to
the copy paper without the original
touching the paper
indirect
screening
/ ndarekt
skrinŋ/ noun a colour origination
method resulting in continuous tone separations
individual / ndvduəl/ adjective
relating to one single person or thing rather
than to a group 쐽 noun one single person 쑗
India ink

india paper

indicia

|

indirect

|

indirect expenses

|

indirect labour costs

indirect printing

indirect process

indirect screening

individual

|

Publishing.fm Page 135 Thursday, April 6, 2006 1:33 PM

135
a savings plan made to suit the requirements of the private individual
industrial
training
/n dstriəl
trenŋ/ noun the training of new
employees to work in an industry
industry /ndəstri/ noun a group of
companies making the same type of
product 쑗 the publishing industry 쑗 the
printing industry 쑗 the newspaper industry
inertia selling /n!ʃə selŋ/ noun a
method of selling items by sending them to
people who have not ordered them and
assuming that if they are not returned, the
person who has received them is willing to
buy them
infect /nfekt/ verb to copy to a
computer system a computer virus that is
capable of damaging the system’s
programs or data
inferior /nfəriə/ adjective 1. not as
good as others 쑗 inferior products 쑗 products of inferior quality 2. referring to
figures or letters which are set in smaller
size and printed below the baseline height
industrial training

|

industry

inertia selling

|

infect

|

inferior

|

(NOTE: Used in printing chemical formulae,
such as: CO2. Inferior letters are also
sometimes used, as in NOx (nitrous
oxides). The opposite is superior.)
infomediary /nfəυ midiəri/ noun a
infomediary

|

business or website that collects information about customers for use by other
companies
inform /nfɔm/ verb to tell somebody
something officially 쑗 We are pleased to
inform you that your book has been
accepted for publication.
information / nfəmeʃ(ə)n/ noun
knowledge given to somebody in a form
they can understand
information
age / nfəmeʃ(ə)n
ed/ noun a period characterised by
widespread electronic access to information through the use of computer technology
information
appliance
/ nfə
meʃ(ə)n ə plaəns/ noun a small portable
digital
information-processing
machine compatible with an electronic
network
information architecture / nfə
meʃ(ə)n ɑktektʃə/ noun the design of
something such as a website or database so
that the information is presented in the
most efficient and accessible manner. Abbr
inform

|

information

|

information age

|

information appliance

|

|

information architecture

|

IA

initial

information bureau / nfəmeʃ(ə)n
information bureau

|

bjυərəυ/ noun an office that gives information

information

processing

information processing

/ nfəmeʃ(ə)n

prəυsesŋ/ noun the
organisation, manipulation, analysis and
distribution of data, nowadays typically
carried out by computers
information retrieval / nfəmeʃ(ə)n
r triv(ə)l/ noun the process of locating
quantities of data stored in a database and
producing useful information from the data
information retrieval

|

|

information

superhighway

information superhighway

/ nfəmeʃ(ə)n supəhawe/ noun the
|

worldwide computer network that includes
the Internet, private networks and proprietary online services. It permits the rapid
sending of many different forms of data,
including voice, video and text.

information

technology

information technology

/ nfəmeʃ(ə)n teknɒlədi/ noun the use
|

of technologies from computing, electronics and telecommunications to process
and distribute information in digital and
other forms. Abbr IT
infrared / nfrəred/ noun a form of
invisible light, below the visible red level
on the light scale. Abbr IR
infrared photography / nfrəred fə
tɒ"rəfi/ noun the taking of photographs
using an infrared camera, which shows up
heat sources
infringe /nfrnd/ verb to break a law
or a right 왍 to infringe a copyright to copy
a copyright text illegally
infringement of copyright /n
frndmənt əv kɒprat/ noun same as
infrared

|

infrared photography

|

infringe

|

infringement of copyright

|

copyright infringement
ingrain paper /n"ren pepə/,
ingrained paper noun paper with a rough
ingrain paper

finish

in-house / n haυs/ adjective relating to
in-house

staff who are employed to work directly for
a company 쑗 the in-house staff 쐽 adverb
done internally by a company 쑗 We do all
our data processing in-house. 쑗 The colour
artwork cannot be done in-house and has
to be sent outside.
in-house training / n haυs trenŋ/
noun training given to staff at their place of
work
initial /nʃ(ə)l/ adjective happening at
the start of a process 쐽 verb to sign something using only the first letters of one’s
names 쐽 noun the first letter of a word or
in-house training

initial

|
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line 쑗 Each paragraph should start with a
20 point initial.
initial capital / nʃ(ə)l kpt(ə)l/
noun the capital which is used to start a
business 쑗 He started the business with an
initial expenditure or initial investment of
£500.
initial caps /nʃ(ə)l kps/ plural noun
an instruction to make the first letter of
each word a capital
initial print run / nʃ(ə)l prnt rn/
noun the first print run of a new book 쑗
When the subscription orders began to
come in, the initial print run was increased
from 10,000 copies to 25,000.
initials /nʃ(ə)lz/ plural noun the first
letters of a person’s names
initial sales / nʃ(ə)l selz/ plural noun
the first sales of a new product
Initial Teaching Alphabet / nʃ(ə)l
titʃŋ lfəbet/ noun an alphabet of 44
symbols, each representing a single sound
in English, used to teach children to read
initiate /nʃiet/ verb to start something
쑗 to initiate discussions
initiating editor /nʃietŋ edtə/
noun an editor at a magazine or book
publishing house whose job is to start new
projects, then pass them on to in-house
copy editors for completion
initiative /nʃətv/ noun a decision to
start something
injunction /ndŋkʃ(ə)n/ noun a court
order telling somebody not to do something 쑗 He got an injunction preventing the
company from publishing her memoirs. 쑗
The company applied for an injunction to
stop their rival from marketing a similar
product.
ink /ŋk/ noun a coloured liquid for
writing or printing 쐽 verb to apply ink to
something
ink block /ŋk blɒk/ noun a block of
hard black ink, used in Chinese and Japanese calligraphy
inker /ŋkə/ noun a system of rollers and
baths which put ink onto the printing
surface
ink misting /ŋk mstŋ/ noun a fault
which can develop in very fast printing
presses, where the ink becomes a fine mist
and so prints a faint image
ink rollers /ŋk rəυləz/ plural noun
rollers for distributing ink on a printing
press
initial capital

|

initial caps

|

initial print run

|

initials

|

initial sales

|

Initial Teaching Alphabet

|

initiate

|

initiating editor

|

initiative

|

injunction

|

ink

ink block

inker

ink misting

ink rollers

ink rub /ŋk rb/ noun dirty marks on
printed paper, caused when it rubs against
the ink on other pages during binding
ink set-off /ŋk set ɒf/ noun a defect in
printing where the wet ink from one
printed sheet marks another sheet
ink slab /ŋk slb/, ink table noun a flat
surface across which an ink roller is rolled
to make sure the ink is evenly distributed
ink tack /ŋk tk/ noun the degree to
which the ink used in a printer sticks to the
paper without causing problems by
slowing the paper down during the printing
process
inland freight charges / nlənd fret
tʃɑdz/ plural noun charges for carrying
goods from one part of the country to
another
inland postage / nlənd pəυstd/
noun postage for a letter to another part of
the country
inline /nlan/ noun a typeface where
each character is formed of a black outline
with the centre of the stroke left white
inner forme / nə fɔm/ noun a forme
which carries the inside pages of a section,
the outer forme carrying the outside pages,
and prints on the other side of the paper
inner margin / nə mɑdn/ noun the
margin on the side of a page nearest the
binding
innovate /nəυvet/ verb to bring in new
ideas or new methods
innovation / nəveʃ(ə)n/ noun a new
product or method of doing something
innovative
/nəvetv/
adjective
making or suggesting interesting changes
or new ideas
innovator /nəvetə/ noun a person
who brings in new ideas and methods
in print / n prnt/ adjective 1. still being
printed and still available in the bookshops
or from the publisher 쑗 a list of current
books in print 쑗 The book was first
published in 1902 and is still in print.
ink rub

ink set-off

ink slab

ink tack

inland freight charges

inland postage

inline

inner forme

inner margin

innovate

innovation

|

innovative

innovator

in print

(NOTE: The opposite is out of print or O/P.)
왍 250,000 copies in print 250,000 copies

of the book have been printed, though
possibly in several editions and over
several years 2. appearing in a book or
journal
input /npυt/ noun information put into a
computer memory 쐽 verb to enter data into
a computer 왍 to input information to put
data into a computer
input
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input device /npυt d vas/ noun a
input device

|

device such as a keyboard or barcode
reader, which converts information into a
form that a computer can understand and
transfers the information to the processor.
Compare output device
input tax /npυt tks/ noun VAT paid
on goods or services which a company
buys
in quires /n kwaəz/ plural noun same
as in sheets
inscribe /nskrab/ verb to write something, especially to write a note inside a
book when giving it to somebody 쑗 The
book is inscribed ‘With best wishes to
John, from the author’.
inscription /nskrpʃən/ noun words
written on a monument, book or other
object as a commemoration, dedication or
greeting
insert /ns!t/ noun additional information printed on a separate sheet of paper
and put inside a magazine or document 쐽
verb 1. to put something in 쑗 to insert a
clause into a contract 쑗 to insert a
publicity piece into a magazine mailing 쑗
to insert a section into a signature 쑗 The
author wanted to insert two paragraphs on
page one. 2. to add new text inside a word
or sentence
inserted book /ns!td bυk/ noun a
book with inserts added in the middle of
signatures
insertion /ns!ʃ(ə)n/ noun 1. material
inserted into a text 쑗 The author’s insertions will cost a lot of money. 쑗 The editors
have made so many insertions that it will
be simpler to reset the book. 2. an advertisement put into a magazine or newspaper
쑗 Some papers give three insertions for the
price of two.
insert mode /ns!t məυd/ noun an
interactive computer mode used for editing
and correcting documents
input tax

in quires

inscribe

|

inscription

|

insert

inserted book

insertion

|

insert mode

COMMENT: This is a standard feature on

most word-processing packages where the
cursor is placed at the required point in the
document and any characters typed will be
added, with the existing text moving on as
necessary; when the insert mode is off, new
text will erase the existing text.

inset /nset/ noun 1. a section of printed
inset

pages inserted in the middle of a signature
before it is sewn 2. a small picture in a box
inside a larger picture giving detail 쐽 verb
1. to sew or glue a page or section in the
middle of a signature 2. to place a small
drawing in a box in a larger drawing 쑗

instalment

There is a town-plan inset into the corner
of the map.
insetted book /nsetd bυk/ noun a
book with insets added in the middle of
signatures
insetted imposition / nsetd mpə
zʃ(ə)n/ noun an imposition in which
sections are imposed to inset one inside
another
insetter /nsetə/ noun a device which
automatically inserts one signature inside
another
in sheets /n ʃits/ plural noun flat
unbound printed sheets. Also called in
insetted book

insetted imposition

|

insetter

in sheets

quires

inside back cover / nsad bk
inside back cover

kvə/, inside front cover / nsad frnt
kvə/ noun 1. the inside of the back cover
of a book, used for author information or
for supplementary matter 쑗 We will start
the blurb on the back and continue on the
inside back cover. 2. advertising pages on
the inside of the cover of a magazine. Abbr
IBC

inside cover /n sad kvə/ noun the
inside of the cover
inside edge /n sad ed/, inside
margin noun the edge of a piece of text or
a margin which is near the binding
inside worker /nsad w!kə/ noun an
employee who works in an office or
factory, not in the open air
inspect /nspekt/ verb to examine
something in detail 쑗 to inspect an installation 쑗 to inspect the accounts 왍 to
inspect printed sheets for defects to look
at sheets in detail to see if they have any
defects
inspection copy /nspekʃən kɒpi/
noun a copy of a publication sent or given
with time allowed for a decision to
purchase or return it
inspector /nspektə/ noun an official
who inspects something
inspector of factories /n spektər əv
fkt(ə)riz/ noun a government official
who inspects factories to see if they are
safely run. Also called factory inspector
install /nstɔl/ verb to set up equipment
so that it is ready for use
installation / nstəleʃ(ə)n/ noun the
act of putting new machines into an office
or a factory 쑗 to supervise the installation
of new equipment
instalment /nstɔlmənt/ noun 1. a
small amount paid at regular intervals as
inside cover

|

inside edge

|

inside worker

inspect

|

inspection copy

|

inspector

|

inspector of factories

|

install

|

installation

|

instalment

|
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part of a larger total 쑗 They paid for the
encyclopedia in six monthly instalments. 2.
a part-section of a book or magazine
published at regular intervals 쑗 The novel
has been serialised in ten instalments.
instant /nstənt/ adjective immediately
available
instant
publishing
/ nstənt
pblʃŋ/ noun the publishing of topical
books immediately after the event, such as
on the World Cup or a royal wedding
institutional
/ nsttjuʃ(ə)n(ə)l/
adjective relating to an official organisation
instant

instant publishing

institutional

|

institutional

purchase

institutional purchase

/ nsttjuʃ(ə)n(ə)l p!tʃəs/ noun the

buying of books by schools, local authorities or libraries
instruct /nstrkt/ verb to teach somebody how to do something
instruction /nstrkʃən/ noun clear
and detailed information about how to do
something, published in a manual or typed
into a computer to cause the machine to
work
insufficient feed / nsəfʃ(ə)nt fid/
noun a situation where the paper is not fed
into the press quickly enough, increasing
the tension on the paper actually in the
press and so increasing the likelihood of a
web break
insurance cover /nʃυərəns kvə/
noun protection guaranteed by an insurance policy 쑗 Do you have insurance cover
against libel?
intaglio process /ntɑliəυ prəυses/
noun any printing process where the ink is
in recesses cut into the plate, the flat
surface of the plate being wiped clean
before printing
integrate /nt"ret/ verb to link things
together to form a united whole
integrated book /nt"retd bυk/
noun a book with text and illustrations on
the same page
instruct

|

instruction

|

insufficient feed

insurance cover

|

intaglio process

|

integrate

integrated book

integrated

digital

integrated digital network

network

/ nt"retd ddt(ə)l netw!k/ noun a

communications network that uses digital
signals to transmit data

integrated
integrated production system

production

system

/ nt"retd prə dkʃən sstəm/ noun a
|

printing system where all the processes are
linked automatically

integrated
integrated publishing house

publishing

/ nt"retd pblʃŋ

house

haυs/ noun a

publishing house which publishes in hardback and has its own paperback list

Integrated
Services
Network
/ nt"retd

Digital

Integrated Services Digital Network

s!vsz
ddt(ə)l netw!k/ noun a service
which provides high-quality telecommunications such as facsimile transmission and
video conferencing. Abbr ISDN
intellectual / ntlektʃuəl/ adjective
having a highly developed ability to think,
reason and understand, especially in
combination with wide knowledge
intellectual property / ntlektʃυəl
prɒpəti/ noun original writing, ideas,
inventions, works of art or music which are
the property of the creator, and protected
by copyright law
intelligent /nteldənt/ adjective 1.
having a built-in electronic processing and
data storage ability 2. programmed to be
able to adjust to changes in the environment and make deductions from information being processed
intellectual

|

intellectual property

intelligent

|

intelligent character recognition
intelligent character recognition

/n teldənt krktə rekə"nʃ(ə)n/
noun an advanced form of OCR which can
|

recognise a number of different typefaces.
Abbr ICR
intelligent
spacer /n teldənt
spesə/ noun a facility on a wordprocessing system used to prevent words
from being hyphenated or separated at the
wrong point
interactive / ntərktv/ adjective 1.
working together for the exchange of information 2. relating to a computer program
that responds to user activity, so that it can
be changed while running 쑗 The computer
game was interactive, so the players could
get answers to their questions.
interactive processing / ntərktv
prəυsesŋ/ noun a computer mode that
allows the user to enter commands,
programs or data and receive immediate
responses
interactive system / ntərktv
sstəm/ noun a computer system where
the operator and the computer can communicate with each other
interactive
video
/ ntərktv
vdiəυ/ noun a system using a computer
linked to a video disk player which allows
the user to answer questions in order to
move on to the next picture
intercalate / ntəklet/ verb to insert
things in between a series of items 쑗 Blank
pages are intercalated between each page
intelligent spacer

|

interactive

|

interactive processing

interactive system

interactive video

intercalate

|
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of the book, so that the user can write
notes.

intercharacter

spacing

intercharacter spacing

/ ntəkrəktə spesŋ/ noun a word-

processor feature that provides variable
spacing between characters to create a
justified line. 쒁 interword spacing
interest-free credit / ntrəst fri
kredt/ noun an arrangement to borrow
money without paying interest on the loan
interface /ntəfes/ noun the point at
which two systems contact each other 쐽
verb to connect and act with something 쑗
The office micros interface with the mainframe computer at head office.
interfere / ntəfə/ verb to cause difficulty with other people’s affairs
interference / ntəfərəns/ noun
unwanted signals causing difficulty in
reception on a computer or broadcasting
system
interlay /ntəle/ noun paper or card
placed under a letterpress printing plate to
lift it to type height or to increase pressure
on the dark image areas
interleaf /ntəlif/ noun an extra sheet or
page, usually a blank one, inserted into a
book
interleave / ntəliv/ verb to add extra
sheets or pages, usually blank ones,
between the pages of a book, e.g. to allow
for notes or to protect illustrations
interleaving / ntəlivŋ/ noun the
addition of blank paper between printed
sheets to prevent set-off
interlinear
/ ntəlniə/
adjective
between lines
interlinear
spacing
/ ntəlniə
spesŋ/, interline spacing noun the
insertion of spaces between lines of text to
make it more legible
interlinear translation / ntəlniə
trnsleʃ(ə)n/ noun a translation printed
in small characters between the lines of a
text
intermediates / ntəmidiəts/ plural
noun films used in intermediate stages of
reproduction before producing the final
films
internal audit /n t!n(ə)l ɔdt/ noun
an audit carried out by a department within
the company
internal audit department /n
t!n(ə)l ɔdt d pɑtmənt/, internal
auditor /n t!n(ə)l ɔdtə/ noun a
department or member of staff in a
interest-free credit

interface

interfere

|

interference

|

interlay

interleaf

interleave

|

interleaving

|

interlinear

|

interlinear spacing

interlinear translation

|

intermediates

|

internal audit

|

internal audit department

|

|

|

Internet protocol

company who audits the accounts of that
company
internal editorial department /n
t!n(ə)l edtɔriəl d pɑtmənt/ noun
an editorial department which works in a
company
internally /nt!n(ə)li/ adverb inside a
company 쑗 The job was advertised internally.
internal sizing /n t!n(ə)l sazŋ/
noun the adding of size to the pulp before
paper is made
international / ntənʃ(ə)nəl/ adjective relating to different countries
internal editorial department

|

|

|

internally

|

internal sizing

|

international

|

international
international dialling code

dialling

code

/ ntənʃ(ə)nəl daəlŋ kəυd/ noun a

numerical code which allocates specific
numbers to each country to make it
possible to dial directly without using an
operator
international lawyer / ntənʃ(ə)nəl
lɔjə/ noun a person who specialises in
international law
international lawyer

International
Standard
Book
Number / ntənʃ(ə)nəl stndəd
International Standard Book Number

bυk nmbə/ noun a system of identifying publications by specific numbers
relating to publishers and titles. Abbr ISBN

International Standard Music
Number / ntənʃ(ə)nəl stndəd
International Standard Music Number

mjuzk nmbə/ noun a system for identifying editions of published music. Abbr

ISMN

International
Standard
Serial
Number / ntənʃ(ə)nəl stndəd
International Standard Serial Number

səriəl nmbə/ noun a system for identifying publications of journals and their
publishers. Abbr ISSN

International Standards Organisa/ ntənʃ(ə)nəl
stndəz
tion
international

ɔ"ənazeʃ(ə)n/ noun an organisation
that controls the standards of production
for goods and services worldwide. Abbr

ISO

international trade / ntənʃ(ə)nəl
international trade

tred/ noun trade between different countries
internegative / ntəne"ətv/ noun a
colour negative
Internet /ntənet/ noun a system of
computer communication which allows
international access to databases and electronic mail systems
Internet
protocol
/ntənet
prəυtəkɒl/ noun a TCP/IP standard that
internegative

|

Internet

Internet protocol
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defines how data is transferred across a
network. Abbr IP
Internet protocol address / ntənet
prəυtəkɒl ədres/ noun a unique, 32-bit
number which identifies each computer
connected to a TCP/IP network. Abbr IP
Internet protocol address

|

address

introduction / ntrədkʃ(ə)n/ noun 1.
introduction

|

the first part of written text or spoken information which tells what the rest of the
document or talk is about 2. a book that
provides elementary information on a
specific subject 쑗 ‘An Introduction to
Library Management’
introductory offer / ntrədkt(ə)ri
ɒfə/ noun a special price offered on a new
product to attract customers
introductory paragraphs / ntrə
dkt(ə)ri prə"rɑfs/ plural noun paragraphs which introduce a subject or paragraphs at the beginning of a text
inventory /nvənt(ə)ri/ noun a written
list of the assets owned by an organisation
쑗 The manager asked for an inventory of
the library holdings. 쐽 verb to make a list
of stock or contents
inventory control /nvənt(ə)ri kən
trəυl/ noun a system of checking that
there is not too much stock in a warehouse,
but just enough to meet requirements
inversion /nv!ʃ(ə)n/ noun the act of
changing something into its opposite
invert /nv!t/ verb to turn something
upside down
inverted commas /n v!td kɒməz/
noun punctuation marks (‘ ’) indicating
speech or quotations
investigate /nvest"et/ verb to
examine something which may be wrong
investigative
journalism
/n
vest"ətv d!nəlz(ə)m/ noun a type
of journalism where reporters try to find
out and publish the truth about corruption
or government mismanagement, etc.
invisible /nvzb(ə)l/ adjective relating
to a guide or object that is visible on a DTP
page or graphics layout during the design
phase, but is not printed
invoice /nvɔs/ noun an official document listing the goods or services supplied
and stating the amount of money owed 쐽
verb to send an invoice to somebody 쑗 The
company were invoiced on November 10th.
invoice price /nvɔs pras/ noun the
price of something as given on an invoice,
including discount and VAT
invoicing /nvɔsŋ/ noun the sending
of invoices 쑗 Our invoicing is done by the
computer.
invoicing department /nvɔsŋ d
pɑtmənt/ noun a department in a
company which deals with preparing and
sending invoices
introductory offer

Internet service provider / ntənet
Internet service provider

s!vs prə vadə/ noun a business that
provides access to the Internet, usually for
a monthly fee. Some large providers offer
users a wide range of news, information
and entertainment services. Abbr ISP
interpolation /n t!pəleʃ(ə)n/ noun a
calculation of intermediate values between
two points
|

interpolation

|

|

COMMENT: Interpolation is often used in

image
manipulation
software when
resolution or size increases are required. It
is the process by which pixel data is
‘invented’ to fill in the gaps between known
points.

interpret /nt!prt/ verb 1. to change
what is spoken in one language to another
쑗 My assistant speaks Italian, so he will
interpret for us. 2. to decide on the
meaning of a communication
interpreter /nt!prtə/ noun 1. a
person who is used to translate somebody’s
speech into another language 2. software
used to translate from one computer
system to another
interrogation mark /n terə"eʃ(ə)n
mɑk/ noun same as question mark
interstitial / ntəstʃ(ə)l/ noun a page
of advertising which is inserted into a
website
Intertype /ntətap/ a trade name for a
hot metal typesetting machine which casts
slugs of type
interword
spacing
/ ntəw!d
spesŋ/ noun variable spaces between
words used to justify line endings
intranet /ntrənet/ noun a private
network of computers within a company
which provide similar functions to the
Internet
in tray /n tre/ noun a basket on a desk
for letters or memos which have been
received and are waiting to be dealt with
intro /ntrəυ/ noun the first section of a
text. Full form introduction
introduce / ntrədjus/ verb to make
somebody get to know a new person or
thing
interpret

|

interpreter

|

interrogation mark

|

interstitial

|

Intertype

interword spacing

intranet

in tray

intro

introduce

|

|

introductory paragraphs

|

inventory

inventory control

|

inversion

|

invert

|

inverted commas

|

investigate

|

investigative journalism

|

invisible

|

invoice

invoice price

invoicing

invoicing department

|
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ion deposition /aən depəzʃ(ə)n/
noun a reproduction process, where toner
ion deposition

adheres to an electrically charged area of
paper
IP abbreviation Internet protocol
IPA noun characters adopted as an international system for representing the sounds
used in speaking words. Full form internaIP

ISO abbreviation International Standards
Organisation

ISO paper sizes / a es əυ pepə
ISO paper sizes

sazz/ plural noun international metric
paper sizes
COMMENT: The ISO sizes are based on a

IPA

ratio of height to width of 1 to 1.414. The
largest size is A0 (841 x 1189mm), and all
other sizes are derived from this, with in
each case the longer side being half the
size of that of the previous size. ISO A
papers are used for printing, B papers are
for posters, and the C papers for envelopes.

tional phonetic alphabet
IP address / a pi ə dres/ abbreviation
IP address

|

Internet protocol address
IPG abbreviation Independent Publishers
Guild
IR abbreviation infrared
irregular /re"jυlə/ adjective 1. not
regular or not straight 쑗 The spacing on
page 25 is very irregular. 2. not correct or
not done in the correct way 쑗 irregular
documentation 쑗 This procedure is highly
irregular.
irregularity / re"jυlrti/ noun something which is not done in the correct way
and which is possibly illegal 쑗 The auditors discovered serious irregularities in the
company accounts. 쑗 We are not aware of
any irregularities in the way the contract
was drawn up.
ISBN abbreviation International Standard
Book Number
IPG

IR

irregular

|

isotype /asəυtap/ noun a symbol in
the form of a little picture, developed by
the Isotype Institute in Vienna
ISP abbreviation ONLINE Internet service
provider
ISSN abbreviation International Standard
Serial Number
isotype

ISP

ISSN

COMMENT: An international system used on

periodicals, magazines, learned journals,
etc. The ISSN is formed of eight digits,
which refer to the country in which the
magazine is published and the title of the
publication.

irregularity

|

|

ISBN

COMMENT: An international system for

books, in which each book is given its own
particular number. Currently the ISBN is
made up of ten digits; the first digit refers to
the language (0 and 1 are the digits for
English); the next group of digits (three, four
or even six) refer to the publisher; the third
group refer to the book; and the final digit is
a check digit. From 2007, ISBNs will be
made up of 13 digits, with the ISBN-10
number preceded by a 3-digit product code.
ISBNs are used for cataloguing and
ordering, and can be used for automatic
stock movements if they are printed on the
back of the book in the form of a barcode
which can be read with a light pen.

ISBN-10 / a es bi en ten/ noun the
ISBN-10

original format for ISBNs, consisting of 10
numbers representing the group of origin,
the publisher, the title and a final check
digit
ISBN-13 / a es bi en θ!tin/ noun the
new format for ISBNs, adding a further 3
digits which represent the product code
and allow a greater number of ISBNs to be
generated in future
ISDN abbreviation Integrated Services
Digital Network
ISMN abbreviation International Standard
Music Number
ISBN-13

|

ISDN

ISMN

italicise

ISO

issue /ʃu/ noun a particular edition of a
issue

journal or magazine 쐽 verb to give out or
lend something 쑗 The library books were
issued to the students.
IT abbreviation COMPUT information technology
ital. abbreviation PUBL 1. italic 2. italics
italic /tlk/ adjective, noun a style of
typeface which slopes to the right and is
thinner than roman, used for display, to
emphasise a piece of text, or to show a
difference from roman 쑗 The headings can
be printed in 9 point italic. 쑗 Italics are
often used to emphasise a single word in a
text.
IT

ital.

italic

|

COMMENT: As its name suggests, italic type

was developed in Italy in the late 15th
century, and was based on chancery script.
It was originally used for complete texts,
and only became used as a secondary face
in the 18th century. True italic characters
are designed to slope and match the roman
characters for the same letters; they differ
from them in design, however, notably the
letters ‘a’ and ‘g’. Computer-generated
italics are not true italics, but are roman
characters which are made to slope
sideways. They are known as sloped
roman. When marking a MS or proof, italic
is instructed by underlining the word or
character with a single line.

italicisation / tlsazeʃ(ə)n/, italiciitalicisation

|

|

zation noun the act of putting text into

italics

italicise /tlsaz/, italicize verb to put
italicise

|

text into italics

쑗

The headings should be

Publishing.fm Page 142 Thursday, April 6, 2006 1:33 PM

itinerary

142

italicised. 쑗 Can we try italicising the footnotes to see if they are clearer?
itinerary /atnərəri/ noun a list of
places to be visited on one journey 쑗 a
rep’s itinerary
itinerary

|

ivory board /avəri bɔd/ noun fine
white board made by laminating two layers
of fine paper together
ivory paper /avəri pepə/ noun thick
creamy white writing paper
ivory board

ivory paper
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J
jacket /dkt/ noun a paper or plastic
cover for a book 쐽 verb to put a jacket on a
book 쑗 The book is available in paperback,
or in boards jacketed. 쑗 Jacketing costs an
extra 5p per copy. 쑗 The books have been
printed and bound, and are now in the
jacketing department or are now being
jacketed.
jacket design /dkt d zan/ noun
the design of a book jacket
jacket designer /dkt d zanə/
noun a person who designs book jackets
jam /dm/ verb 1. to stop working
because something is blocked or stuck 쑗
The printer’s jammed. 2. to interfere with a
radio or electronic signal so that it cannot
be received clearly
Japanese paper / dpəniz pepə/
noun thin white handmade paper, made
from the bark of the mulberry tree, used for
prints, drawings, etc.
Japanese
vellum
/ dpəniz
veləm/ noun thick Japanese paper
jaws /d+ɔz/ plural noun a set of teeth
which hold something in a machine
JDF abbreviation job definition format
jerks /d!ks/ plural noun a sudden
pulling of the paper as it passes through a
web-fed printing machine
jiffy bag /dfi b"/ noun a padded
envelope used to protect goods which are
sent through the post
job /dɒb/ noun 1. any task which needs
to be done 2. work that is done to earn
money
job bag /dɒb b"/ noun a bag used by
a printer to contain all the documents and
samples relating to a particular job
jobber /dɒbə/ noun US a book wholesaler
jobbing /dɒbŋ/ noun the activity of
doing small pieces of printing work
jacket

jacket design

|

jacket designer

|

jam

Japanese paper

|

Japanese vellum

|

jaws

JDF

jerks

jiffy bag

job

job bag

jobber

jobbing

jobbing font /dɒbŋ fɒnt/ noun a
jobbing font

display font used for advertisements and
posters
jobbing machines /dɒbŋ mə ʃinz/
plural noun small printing machines,
usually platens, used by jobbing printers
jobbing printer /dɒbŋ prntə/ noun
a person who undertakes small printing
jobs
jobbing work /dɒbŋ w!k/ noun
small printing jobs such as posters, letterheads and business cards
job case /dɒb kes/ noun a case
holding both capital and lower case letters
of a particular font
job classification /dɒb klsf
keʃ(ə)n/ noun the description of jobs by
listing them under various classes
job cuts /dɒb kts/ plural noun reductions in the number of jobs
job definition format / dɒb def
nʃ(ə)n fɔmt/ noun a standardised set
of guidelines for describing a print job
which links together all the parts of the
production, printing and finishing process.
Abbr JDF
job description /dɒb d skrpʃən/
noun an official statement of what a job
involves
job evaluation /dɒb vlju eʃ(ə)n/
noun the examination of different jobs
within a company to see what skills and
qualifications are needed to carry them out
job lot / dɒb lɒt/ noun a group of
miscellaneous items such as remaindered
books or used printing equipment, which
are sold together, and where the buyer must
buy the whole lot 쑗 He sold the contents of
the paper warehouse as a job lot.
job number /dɒb nmbə/ noun an
identification number given to a specific
printing project
jobbing machines

|

jobbing printer

jobbing work

job case

job classification

|

job cuts

job definition format

|

job description

|

job evaluation

|

job lot

job number
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job satisfaction /dɒb sts fkʃən/
job satisfaction

|

noun an employee’s feeling of being happy

in his or her place of work and pleased with
the work being done
job security /dɒb s kjυərti/ noun
the feeling that an employee has of being
able to stay in a job as long as he or she
wants
job
specification
/dɒb
spesfkeʃ(ə)n/ noun detailed objectives
for a job
job title /dɒb tat(ə)l/ noun the name
given to a person in a particular job
job type /dɒb tap/ noun a set of
printing specifications which is frequently
used, often for print on demand operations,
describing the paper weight and type,
covering material used and pagination
jockey roller /dɒki rəυlə/ noun the
first roller on a web-fed machine, which
compensates for the uneven tension of the
reel of paper. Also called dancing roller
jogger /dɒ"ə/ noun a device which
knocks up sheets of paper to align them
joint /dɔnt/ noun either of the creases
between the spine and the front and back
covers of a book, especially a hardback
joint authorship / dɔnt ɔθəʃp/
noun a situation in which several authors
have written a book together and share the
rights in it
joint imprint / dɔnt mprnt/ noun
the imprints of two publishers which
appear on a book that has been published
by the two companies jointly
job security

|

job specification

job title

job type

printing
/d!n(ə)lz
prntŋ/ noun printing of specialised
learned journals 쑗 a printer who specialises in journal printing
journey /d!ni/ noun a long trip, especially a trip made by a salesperson 쑗 She
planned her journey to visit all her
accounts in two days.
journeyman /d!nimən/ noun a qualified print employee who has completed
his or her apprenticeship
journey order /d!ni ɔdə/ noun an
order given by the shopkeeper to a salesperson when he or she calls
JPEG /depe"/ noun a data file for
pictures and photographs on the Internet.
Full form Joint Photographic Experts
journals
journals printing

journey

journeyman

journey order

JPEG

Group
COMMENT: JPEG can either work through

jockey roller

hardware or software routines and works as
follows: the image is divided into a matrix of
tiny pixels, every other pixel is ignored and
the grid is divided into blocks of 8 x 8 pixels,
the algorithm then calculates the average of
the blocks and so can delete one block –
the decompression is the reverse of this
process.

jogger

joint

joint authorship

joint imprint

Joint Photographic Experts Group

Joint
Group

Photographic

Experts

/ dɔnt
fəυtə "rfks
eksp!ts "rup/ noun full form of JPEG
joint venture / dɔnt ventʃə/ noun a
|

joint venture

very large business project where two or
more companies, often from different
countries, join together to share development costs and eventual profits
jordan refiner /dɔdən r fanə/ noun
a papermaking machine, where the pulp is
torn and shredded
journal /d!n(ə)l/ noun a specialist
magazine 쑗 He is the manager of our journals division.
journalism /d!n(ə)lz(ə)m/ noun
work on newspapers or magazines, especially as an editor or reporter
journalist /d!n(ə)lst/ noun a person
who writes for a newspaper or magazine
jordan refiner

|

journal

journalism

journalist

JPEG++ / depe" pls pls/ noun an
JPEG++

extension to JPEG that allows parts of an
image to be compressed in different ways
.jpeg /depe"/, .jpg suffix a file extension for a JPEG file. Full form Joint
.jpeg

Photographic Experts Group
judicature
paper /dudkətʃə
pepə/ noun thick heavy paper on which
judicature paper

legal documents are engrossed
jump /dmp/ verb to miss a page or a
line or space when printing 쑗 The printer
jumped two lines. 쑗 The paging system has
jumped two folio numbers.
junk /dŋk/ noun information or hardware that is old and useless
junk mail /dŋk mel/ noun unwanted
publicity and advertisements sent through
the post
justification / dstfkeʃ(ə)n/ noun
the process of adjusting the spacing in
printed text so that the text starts and ends
exactly at the margins
justify /dstfa/ verb 1. to change the
spacing between words or characters so
that each line of the text ends exactly at the
right-hand margin 2. to give a good reason
for something 쑗 Can you justify the
expenditure on children’s books?
justify inhibit /dstfa n hbt/ verb
to prevent a word processor justifying a
document
jump

junk

junk mail

justification

|

justify

justify inhibit

|
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juvenile /duvənal/ noun, adjective
juvenile

referring to children

juvenile editor /duvənal edtə/
juvenile editor

noun an editor who specialises in books or

magazines for children

juvenilia

juvenile fiction /duvənal fkʃən/
noun stories for older children
juvenilia / djυvənliə/ plural noun
juvenile fiction

juvenilia

|

works written by an author as a child
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K abbreviation thousand 왍 £1k £1000
K & N method / ke ənd en meθəd/
K

K & N method

noun a test for measuring the oil absorbency of paper
COMMENT: In the test (usually on smooth

surfaced papers) K & N ink is applied to the
paper with a spatula. Surplus ink is
removed with an absorbent cloth after two
minutes, and the colour density of the stain
left on the paper is the measure of its
absorbency. The darkness of the stain is
measured with a spectrophotometer.

kaolin /keəln/ noun china clay, or
white clay used for loading or coating
paper
kappa number /kpə nmbə/ noun a
number which expresses the ability of
paper to be bleached
Kb /ke bt/, Kbit abbreviation kilobit
KB, Kbyte abbreviation kilobyte
keep down / kip daυn/ verb to avoid
using capitals if at all possible
keep standing / kip stndŋ/ verb an
instruction to a typesetter to keep type
ready for reprinting
keep up / kip p/ verb to use capital
letters throughout
kerfs /k!fs/ plural noun shallow grooves
in the back of a book section to house the
threads used in sewing (NOTE: Also spelled
kaolin

kappa number

Kb

KB

keep down

keep standing

keep up

kerfs

cerfs.)
kern /k!n/ noun part of a piece of type
which overlaps the next character 쐽 verb to
kern

make two characters overlap
kerning /k!nŋ/ noun a slight overlapping of printed character areas to prevent
large spaces between them, giving a neater
appearance
kerning pair /k!nŋ peə/ noun a pair
of letters which are commonly kerned
when they appear together to make them
look more balanced, such as ‘k’ and ‘o’
kerning

kerning pair

kettlestitch /ket(ə)lsttʃ/ noun a stitch
at the top and bottom of each signature,
which joins the signatures together. Also
called catch stitch
key /ki/ noun 1. a button on a computer
keyboard which is pressed to operate the
machine 2. something that is important 3.
the screw that controls the amount of ink
flowing from the fountain in a printing
press 4. an alternative term for the colour
black 쐽 verb 1. to type information using a
computer or typesetting machine 쑗 The
entire text was keyed in Times italic. 쑗
Because of all the author’s changes, we
decided it would be quicker to key the
whole text again. 쒁 rekey 2. to use letters or
numbers in the spaces on a layout to refer
to the loose pieces of copy, illustrations etc
that should be there
keyboard /kibɔd/ noun a set of keys
arranged in order and used to enter information into a computer or typewriter 쐽
verb to press the keys on a keyboard to type
something 쑗 He is keyboarding our
address list. 쑗 The index has not been
keyboarded yet.
keyboarder /kibɔdə/ noun a person
who types information into a computer
keyboarding /kibɔdŋ/, keying
/kiŋ/ noun the act of entering data on a
keyboard
keyboard layout /kibɔd leaυt/
noun the way in which various function
and character keys are arranged
keyboard
operator
/kibɔd
ɒpəretə/ noun a person who works with
a keyboard
key-drawing /ki drɔŋ/ noun an
outline drawing made for use as a guide
when separating colour film
key in / ki n/ verb to enter text or
commands on a computer by means of a
keyboard
kettlestitch

key

keyboard

keyboarder

keyboarding

keyboard layout

keyboard operator

key-drawing

key in
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keyline /kilan/ noun a rough sketch
showing where finished artwork is to be
placed
keypad /kipd/ noun 1. a set of numerical keys often used for security devices to
open doors by means of a known code 2.
numerical keys set separately on the righthand side of a computer keyboard
key plate /ki plet/ noun an initial
printing plate used when printing colour
images
keystroke /kistrəυk/ noun an act of
pressing a key on a keyboard
keystroke count /kistrəυk kaυnt/
noun a tally of each keystroke made, often
used to calculate keyboarding costs
keystroke verification / kistrəυk
verfkeʃ(ə)n/ noun a check made on
each key pressed to make sure it is valid for
a particular application
keyword /kiw!d/ noun 1. the most
important word in a title or sentence 2. a
word used by a search engine to help it
locate a particular type of website
keyword and context / kiw!d ən
kɒntekst/ noun full form of KWAC
keyword in context / kiw!d n
kɒntekst/ noun full form of KWIC
keyword out of context / kiw!d aυt
əv kɒntekst/ noun full form of KWOC
kg abbreviation kilogram 왍 1kg 1000
grams
kick copy /kk kɒpi/ noun a copy of a
newspaper or folded printed sheets, which
is put out of line to show that a particular
number of copies have been printed
kill /kl/ noun to delete a whole story or
article from a newspaper or magazine after
it has been worked on 쑗 The editor told the
production sub to kill the story about the
minister. Compare spike
kilo /kiləυ/, kilogram /klə"rm/ noun
a measure of weight equalling one thousand grams (NOTE: Written kg after figures:
keyline

keypad

key plate

keystroke

keystroke count

keystroke verification

|

keyword

keyword and context

keyword in context

keyword out of context

kg

kick copy

kill

kilo

25kg.)

kilobit /kləbt/ noun a measure of 1,024
bits of data. Abbr Kb, Kbit
kilobyte /kləυbat/ noun a unit of
measurement for high capacity storage
devices meaning 1,024 bytes of data. Abbr
kilobit

kilobyte

KB, Kbyte
kiosk /kiɒsk/ noun a small, often
kiosk

wooden building, used for selling things
kiss /ks/ noun a very light printing of an
image
kiss

KWIC

kiss die cutting /ks da ktŋ/ noun
kiss die cutting

die cutting that goes through the top layer,
but not the peelable backing, of a piece of
self-adhesive paper
knib /nb/ noun the part of a setting rule
which the compositor holds to pull it out of
the composing stick
knife cheeks /naf tʃiks/ plural noun
grippers which hold the paper which is
being cut
knife fold /naf fəυld/ noun a way of
folding paper at an angle to the web, by
pushing a metal blade against the paper
between two cylinders
knife folder /naf fəυldə/ noun a
device for folding paper at an angle to the
web, by pushing a metal blade against the
paper between two cylinders
knocking copy /nɒkŋ kɒpi/ noun
advertising material which criticises
competing products
knockout /nɒkaυt/ noun a section of a
coloured area which is not printed because
something else will be printed on top
knock up / nɒk p/ verb to tap a pile of
sheets of paper lightly on each side to
straighten them
knotter /nɒtə/ noun a device for
removing hard knots in the wood which is
to be pulped to make paper
knowledgeable /nɒldəb(ə)l/ adjective possessing or showing a great deal of
knowledge, awareness or intelligence
knowledge
transfer
/nɒld
trnsf!/ noun the communication of
specialised knowledge developed in part of
an organisation to a wider group such as
another part of the organisation or business
customers
kraft liner /krɑft lanə/ noun strong
paper made largely of sulphate, used to line
corrugated containers
kraft paper /krɑft pepə/ noun strong
brown paper, used for wrapping parcels
Kurzweil /kυrtsvel/ a trademark for an
OCR reader which can recognise typefaces
and reads printed text into a computer,
converting the printed signs to code
KWAC /kwk/ noun a library indexing
system using keywords from the title and
text as the index entries. Full form
knib

knife cheeks

knife fold

knife folder

knocking copy

knockout

knock up

knotter

knowledgeable

knowledge transfer

kraft liner

kraft paper

Kurzweil

KWAC

keyword and context
KWIC /kwk/ noun a library indexing
KWIC

system which uses the title or text to illustrate the meaning of the index entry. Full
form keyword in context
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KWOC /kwɒk/ noun a library indexing
KWOC

system using any relevant keywords not
necessarily used in the text. Full form

keyword out of context

KWOT /kwɒt/ noun an indexing system
using words not in the title. Full form
KWOT

keyword out of title
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L /el/ noun a letter which causes problems
L

in sans faces, where the lower case ‘l’ and
the capital ‘I’ may look the same (NOTE:

This confusion is one of the reasons why
sans faces are less often used in the USA,
because the abbreviation ‘Ill.’ for Illinois
becomes impossible to read.)
LA abbreviation Library Association
label /leb(ə)l/ noun 1. a piece of paper
LA

label

or card attached to something giving information about it such as its price or address
2. a word or symbol used in computing to
identify a piece of data 쐽 verb to attach a
label to something with information on it
such as its price or address
labelling /leb(ə)lŋ/ noun the act of
putting a label on something
label paper /leb(ə)l pepə/ noun
paper which is gummed on one side, used
for printing labels
labour costs /lebə kɒsts/ plural noun
the cost of hourly-paid employees
employed to make a product
labour laws /lebə lɔz/, labour legislation / lebə ledsleʃ(ə)n/ plural noun
laws concerning the employment of
workers
lace /les/ verb to thread a cord through
holes
laced-on boards /lest ɒn plets/
plural noun a cased book where the book
block is laced onto the boards
lacing in / lesŋ n/, lacing on noun the
process of attaching the boards to a sewn
book block by threading the cords through
holes in the boards
lacquer /lkə/ noun varnish applied to
paper to give it a gloss 쐽 verb to apply a
varnish to paper
lad mag /ld m"/ noun a magazine
aimed at young men who are chiefly interested in sport, alcohol and sex
labelling

label paper

labour costs

labour laws

|

lace

laced-on boards

lacing in

lacquer

lad mag

laid finish /led fnʃ/ noun a type of
good quality paper which is manufactured
to look like handmade laid paper
laid lines /led lanz/ plural noun faint
lines on laid finish paper which are
designed to imitate the lines left by the
wire mesh used when laid paper is handmade
laid paper /led pepə/ noun handmade
paper which is made in a mould with thin
wires across it and thicker wires along it.
Compare wove
laminate /lmnet/ verb to cover a
document with a thin film of glossy plastic
for protection
lamination / lmneʃ(ə)n/ noun 1.
processing of laminating 2. the plastic film
used to laminate
laminator /lmnetə/ noun a machine
which laminates
lampblack /lmpblk/ noun a black
pigment from burnt oil, used in the preparation of black ink
LAN /ln/ abbreviation Local Area
Network
landing page /lndŋ ped/ noun the
page on a website where the user arrives, in
particular the page you arrive on when
directed by a hyperlink
landscape
format
/lnskep
fɔmt/ noun A4-size paper used sideways so that the longest side is at the top
laid finish

laid lines

laid paper

laminate

lamination

|

laminator

lampblack

LAN

landing page

landscape format

(NOTE: The US term is horizontal.)
COMMENT: Landscape format is not a

normal book format, in that a portrait format
book is easier to hold in the hand.
Landscape formats are used for art books
where many illustrations may be horizontal.
Landscape books, especially large art
books, are heavy and tend to pull apart at
the spine, thus distorting the pages. They
also have the disadvantage of not being
easy to put on bookshelves, and are
especially awkward for bookshop shelves,
where the need to show the spine and title
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makes the book stick out from the shelf
much further than others.

landscape photograph /lndskep
landscape photograph

fəυtə"rɑf/ noun a photograph printed
across the page, its width being greater
than its height
language /lŋ"wd/ noun a system of
sounds, signs or symbols used for communication
lap register /lp redstə/ noun a
printed register in which adjacent printed
areas overlap slightly to ensure that there
are no white gaps. Compare butt register
lapse /lps/ noun the fact of something
stopping being valid 쑗 The lapse of copyright means that the book can be reprinted
anywhere. 쐽 verb to stop being valid or
active 쑗 The copyright has lapsed.
large /lɑd/ adjective very big or important 쑗 The headings are in large capitals. 쑗
The point size for the text should be at least
two points larger than the footnotes. 쑗 He
is our largest customer.
large crown octavo / lɑd kraυn ɒk
tɑvəυ/ noun a book format (198 x
129mm). Abbr 8vo
large crown quarto / lɑd kraυn
kwɔtəυ/ noun a book format (258 x
201mm). Abbr 4o
large print book / lɑd prnt bυk/,
large type book / lɑd tap bυk/ noun a
book printed in a very large print size
intended for people who have difficulty in
seeing, usually found in public libraries
and not available in bookshops
laser /lezə/ noun a device that produces
coherent light of a single wavelength in a
narrow beam, by exciting a material so that
it emits photons of light. Full form light
language

lap register

lapse

large

large crown octavo

|

large crown quarto

large print book

laser

amplification by stimulated emission of
radiation
laser beam recording /lezə bim r
kɔdŋ/ noun the production of characters
laser beam recording

|

on a light-sensitive film by a laser beam
controlled directly from a computer
laser disk /lezə dsk/ noun a plastic
disk containing information in the form of
small etched dots that can be read by a
laser, used to record images or sound in
digital form
last /lɑst/ adjective, adverb 1. coming at
the end of a series 쑗 We passed the last
proofs for press yesterday. 쑗 This is our last
board meeting before we move to our new
offices. 쑗 We finished the last items in the
order just two days before the delivery
date. 2. most recent or most recently 쑗
laser disk

last

Where is the last batch of orders? 쑗 The
last ten orders were only for single copies.
쐽 verb to continue to be used or available
for a period of time 쑗 We have enough
stock to last us for three months.
last colour / lɑst klə/ noun the last of
a series of colours printed in four-colour
printing
last in first out / lɑst n f!st aυt/
noun 1. a redundancy policy in which the
people who have been most recently
appointed are the first to be made redundant 2. an accounting method where stock
is valued at the price of the latest purchases
last quarter / lɑst kwɔtə/ noun same
as fourth quarter
late /let/ adjective 1. after the time stated
or agreed 쑗 There is a penalty for late
delivery. 2. at the end of a period of time 쐽
adverb after the time stated or agreed 쑗 The
publisher was late in getting the corrected
proofs back to the typesetter. 쑗 The shipment was landed late.
lateral reversal / lt(ə)rəl rv!s(ə)l/
noun the reversal of an image to give an
exact mirror image of the plate
latest /letst/ adjective most recent 쑗
Here are the latest sales figures.
latest edition / letst dʃ(ə)n/ noun
the most recent printing of a newspaper
latex /leteks/ noun a rubber solution
added to some papers to make them more
durable
Latin alphabet /ltn lfəbet/ noun
1. the alphabet used in Roman times, with
21 letters and no ‘j’, ‘u’, ‘w’, ‘y’ or ‘z’ 2. a
modern western alphabet, used in most
European languages, except Greek and the
Cyrillic languages such as Russian and
Bulgarian
launch /lɔntʃ/ verb to start a new
activity or make a new product available to
the public 쐽 noun the act of putting a new
product on the market 쑗 The launch of the
new fiction series has been put back three
months. 쑗 The company is geared up for
the launch of the new series of school textbooks. 쑗 The management has decided on
a September launch date.
launch date /lɔntʃ det/ noun the date
when a new product is officially shown to
the public for the first time
launching /lɔntʃŋ/ noun the act of
putting a new product on the market
launching cost /lɔntʃŋ kɒst/ noun
the cost of publicity for a new product
last colour

last in first out

last quarter

late

lateral reversal

|

latest

latest edition

|

latex

Latin alphabet

launch

launch date

launching

launching cost
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launch party /lɔntʃ pɑti/ noun a
party held to advertise the launching of a
new product
law /lɔ/ noun a system of rules and regulations used by a government or society to
control business agreements, social relationships and crime
law books /lɔ bυks/ plural noun books
referring to the law, e.g. statutes, official
publications and commentaries
law of supply and demand / lɔr əv
sə pla ən dmɑnd/ noun the general
rule that the amount of a product which is
available is related to the needs of potential
customers
laws /lɔz/ plural noun the rules by which
a country is governed and the activities of
people and organisations controlled
lawyer /lɔjə/ noun a person who has
studied law and can act for people on legal
business
lay /le/ noun 1. the way in which something is set out 2. one of two metal guides
for paper in the printing press or folding
machine
lay boy /le bɔ/ noun a device which
collects the cut sheets after they have been
printed and stacks them
lay edge /le ed/ noun the edge of a
sheet of paper which touches one of the
lays on the printing press
layer /leə/ noun 1. a thin film of a
substance 쑗 In lamination, the card is
covered with a thin layer of plastic and
then heated. 2. an employee who feeds the
sheets through a press
lay gauge /le "ed/ noun a mechanism on the printing press which aligns
with the lay edges of the paper, thus
making sure that each sheet is printed in
exactly the same place
laying press /leŋ pres/ noun a small
press used to hold handbound books while
they are being glued. Also called lying
launch party

law

law books

law of supply and demand

|

|

laws

lawyer

lay

lay boy

lay edge

layer

lay gauge

laying press

press

lay marks /le mɑks/ plural noun
lay marks

marks on the sheet showing which are the
lay edges
lay of the case / le əv ðə kes/ noun
the way in which the different characters
are placed in compartments in a case
lay out / le aυt/ verb to design the way
in which a page will be printed 쑗 The
designer has laid out the text around the
artist’s colour drawings.
lay of the case

lay out

leading

layout /leaυt/ noun the design of a page
of printed matter including position on the
page of illustrations, text and type sizes
layout paper /leaυt pepə/ noun
same as detail paper
layout sheet /leaυt ʃit/ noun a
preprinted sheet with grids showing the
basic design of a page, used by designers to
prepare final layouts
layout table /leaυt teb(ə)l/ noun a
light table used for laying out pages
layout terminal /leaυt t!mn(ə)l/
noun a keyboard and computer monitor on
which page layouts can be prepared
LBF abbreviation London Book Fair
lc abbreviation lower case
LC abbreviation LIBRARIES Library of
Congress
L/C abbreviation letter of credit
LCD abbreviation liquid crystal display
lead1 /lid/ noun 1. the main story in a
newspaper or news programme on television 2. the end of a web which is fed into
the printing press 쐽 verb to use as the first
story 쑗 The paper led with the story about
the refugees.
lead2 /lid/ noun /led/ 1. a heavy soft
metal used as the main part of the alloy in
cast metal type 2. a thin piece of metal used
to separate lines of type 3. a black material
used in pencils 쑗 a soft lead pencil 쐽 verb
to make spaces between lines of typesetting, either with strips of metal or on the
computer 쑗 The notes have not been
leaded. (NOTE: The opposite is unleaded.)
leader /lidə/ noun 1. a person who
manages or directs others 쑗 the leader of
the print workers’ union 쑗 She is the leader
of the trade mission to Nigeria. 2. the
product which sells best 3. a piece of blank
tape at the beginning of a reel, which is fed
into a machine 4. same as leading article
leaders, leader lines plural noun a series
of short dashes or dots which run across a
page, as between chapter titles and page
numbers in a contents list
leading1 /ledŋ/ noun space inserted
between lines of typeset text, either as
metal strips, or via the computer program 쑗
If we increase the leading from 1 to 2 point,
the book will make twelve extra pages.
layout

layout paper

layout sheet

layout table

layout terminal

LBF

lc

LC

L/C

LCD

lead

lead

leader

leaders

leading

COMMENT: The spaces between lines of

text are called ‘leading’ because originally
the lines were separated by thin strips of
lead; the term is still used, even for
computer setting, although here ‘interlinear
spacing’ is more correct.
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/lidŋ/ adjective 1. most
important 쑗 They are the leading company
in the reference field. 2. going into a
machine first
leading article / lidŋ ɑtk(ə)l/ noun
the main article in a newspaper, written by
the editor, expressing the newspaper’s official point of view. Also called leader
leading edge /lidŋ ed/ noun the
edge of a sheet of paper which is held by
the grippers and goes through the press
first
leading out / ledŋ aυt/ noun the act of
spacing out the lines of typeset text
lead time /lid tam/ noun the time
between deciding to place an order and
receiving the product 쑗 The lead time on
this item is more than six weeks.
leaf /lif/ noun a page of a book printed on
both sides (NOTE: The plural is leaves.) 쐽
verb 왍 to leaf through to turn the pages of
a document quickly without reading them
carefully
leaflet /liflət/ noun a small folded piece
of paper with printed information, often
given away free as a form of advertising
leakage /likd/ noun the unofficial
release of confidential information, usually
to the media
leakproof /likpruf/ adjective not
allowing breaches in secrecy or confidentiality
leaky /liki/ adjective allowing breaches
in secrecy or confidentiality
lean matter /lin mtə/ noun copy to
be set which poses problems, such as copy
with mathematical symbols or which is
closely typed (NOTE: The opposite is fat

leading
leading

2

leading article

leading edge

leading out

lead time

leaf

leaflet

leakage

leakproof

leaky

lean matter

matter.)

learned journal / l!nd d!n(ə)l/
learned journal

leather cloth

leatherette

|

leave

leave edge

leave out

lectern

ledger

ledger paper

left-hand

left-hand page

left justification

|

left justify

noun a specialised magazine on an

academic subject

learning disability /l!nŋ dsə blti/

leg

learning disability

|

noun a condition that either prevents or
significantly hinders somebody from
learning basic skills or information at the
same rate as most people of the same age
learning-disabled
/l!nŋ
d
seb(ə)ld/ adjective prevented or hindered
by a learning disability from learning basic
skills or information at the same rate as
most people of the same age
leather /leðə/ noun material made from
the skins of animals, used for binding
expensive books
learning-disabled

|

leather

book /leðəbaυnd
bυk/ noun a book that has been bound in
leather
leather cloth /leðə klɒθ/ noun closely
woven cloth, covered with a cellulose and
oil mixture, which makes it look like
leather
leatherette / leðəret/ noun paper that
has been embossed to look like leather
leave /liv/ verb to let something stay as it
is 쑗 Leave the last page blank. 쑗 Leave
three lines blank between the entries. 쑗 The
chapters should be left in their present
order.
leave edge /liv ed/ noun the last edge
of the sheet of paper as it goes into the
press
leave out / liv aυt/ verb to exclude or
omit something 쑗 She left out the ISBN on
the mailing piece. 쑗 The contract leaves
out any mention of a paperback edition.
lectern /lekt!n/ noun a stand with a
sloping top on which a book or notes can
rest in front of a standing speaker
ledger /ledə/ noun a book in which
accounts are written
ledger paper /ledə pepə/ noun fine
thick paper, tub-sized and coloured pale
blue, grey or green, used for account books
left-hand / left hnd/ adjective
belonging to the left side 쑗 The debits are
in the left-hand column in the accounts.
left-hand page / left hnd ped/
noun the page on the left of a double page
spread, always with an even folio 쑗 Begin
each chapter on a left-hand page.
left justification / left dstf
keʃ(ə)n/ noun the process of aligning the
left-hand margin on a piece of text so that
the edge is even
left justify / left dstfa/ verb to use
computer commands to ensure that the
left-hand margins of text are straight
leg /le"/ noun a column that is shorter than
other columns
legal /li"(ə)l/ adjective 1. relating to the
law 쑗 a legal discussion 2. according to the
law 쑗 The contract was legal and binding.
legal adviser / li"(ə)l ədvazə/ noun a
person who advises clients about the law
legal claim /li"(ə)l klem/ noun a
statement that somebody owns something
legally
legal costs /li"(ə)l kɒsts/, legal
charges /li"(ə)l tʃɑdz/ plural noun
money spent on fees to lawyers
leatherbound
leatherbound book

legal

legal adviser

|

legal claim

legal costs
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department /li"(ə)l d
pɑtmənt/, legal section /li"(ə)l
sekʃ(ə)n/ noun the section of a company
dealing with legal matters
legal deposit /li"(ə)l d pɒzt/ noun a
system that entitles some libraries to
receive by law one copy of every book or
publication published in that country
legal expenses /li"(ə)l k spensz/
plural noun same as legal costs
legend /ledənd/ noun 1. a caption
under a picture or diagram 2. an explanation of the symbols on a map or diagram 3.
a story based on cultural traditions handed
down
legibility / ledblti/ noun the fact of
being easily readable 쑗 The keyboarders
complained about the legibility of the
manuscript.
legal
legal department

|

legal deposit

|

legal expenses

|

legend

legibility

|

COMMENT:

Legibility is one of the
requirements of text matter. Text is more
easily read in roman serif typefaces than in
italic or in sans faces, and should have line
spacing of about 2 points between the lines
(i.e. there should be more spacing between
the lines than between words). Sans faces
and italic are less legible, and closely
spaced lines, or lines which are irregularly
spaced, are more difficult to read than lines
of closely spaced words with extra spacing
between the lines.

legible
legible

/ledb(ə)l/

adjective

clear

enough to be read easily

legislation / ledsleʃ(ə)n/ noun laws
lemma /lemə/ noun a heading that indilegislation

|

lemma

cates the topic of a work or passage (NOTE:

The plural is lemmata.)
lend /lend/ verb to allow somebody to use
lend

something for a period 쑗 The library lends
several thousand books each week. 쑗 The
bank lent him £50,000 to start his business.
lending library /lendŋ labrəri/ noun
a library which allows users to borrow
items as opposed to a purely reference
library
length /leŋθ/ noun a measurement of how
long something is
lengthwise /leŋθwaz/ adverb along
the length 쑗 The picture measures 29cm
lengthwise.
letter /letə/ noun 1. a piece of writing
sent from one person to another usually
through the post 2. a symbol used in
writing which more or less represents one
sound of a language
letter fit /letə ft/ noun the space
between typeset characters
lending library

length

lengthwise

letter

letter fit

levy

letterform /letəfɔm/ noun the shape of
letterform

a letter

letterhead /letəhed/ noun 1. the name
letterhead

and address of a company or organisation
printed at the top of their official notepaper
2. a sheet of paper with the name and
address of a company printed at the top
letter height /letə hat/ noun same as
letter height

character height
lettering /letərŋ/ noun 1. the art of
lettering

drawing letters by hand in a beautiful way
2. the printing of letters
letter of credit / letə əv kredt/ noun a
letter from a bank allowing somebody
credit and promising to repay at a later
date. Abbr L/C
letter of reference / letər əv
ref(ə)rəns/ noun a letter in which an
employer recommends somebody for a
new job
letterpress machine /letəpres mə
ʃin/ noun a machine which does letterpress printing
letterpress
printing
/letəpres
prntŋ/ noun the relief printing process,
where metal type or blocks are covered
with ink and the paper is pressed onto the
block to make an image
letterset /letəset/ noun the process of
printing where ink is transferred from the
plate to a blanket cylinder and then printed
from the blanket onto paper
letter space /letə spes/ noun the space
between two typeset letters, especially a
standard space
letter spacing /letə spesŋ/ noun
extra spacing placed between letters for
emphasis or to give a better visual effect
letters patent / letəz petənt/ plural
noun an official document which gives
somebody the exclusive right to make and
sell something they have invented
let the buyer beware / let ðə baə b
weə/ phrase 쏡 caveat emptor
level /lev(ə)l/ adjective flat or not higher
than the rest
level of returns / lev(ə)l əv rt!nz/
noun same as returns level
level small caps / lev(ə)l smɔl kps/
plural noun same as even small caps
levy /levi/ noun money which is
demanded and collected by the government 쐽 verb to demand and collect
payment of a tax or an extra payment 쑗 to
levy a duty on the import of luxury items 쑗
letter of credit

letter of reference

letterpress machine

|

letterpress printing

letterset

letter space

letter spacing

letters patent

let the buyer beware

|

level

level of returns

|

level small caps

levy
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The government has decided to levy a tax
on imported cars.

lexicographical

order

lexicographical order

/ lekskə"rfk(ə)l ɔdə/ noun an order

of items where the words are listed in the
order of the letters of the alphabet, as in a
dictionary
lexicon /lekskɒn/ noun 1. an alphabetical list of words specifically related to a
language or a particular subject 2. a
dictionary, especially one of an ancient
language such as Latin or Hebrew
libel /lab(ə)l/ noun an untrue written
statement which damages somebody’s
reputation
libellous /labələs/ adjective relating to
writing which is untrue and damages
somebody’s reputation
lexicon

libel

libellous

COMMENT: Libel only refers to writing and

print; it can be also used in connection with
photographs and drawings, especially
cartoons. Slander is the equivalent in
spoken statements, including statements
on radio and TV.

a local authority, allowing books to be
bought at a discount for public libraries
Library of Congress / labrəri əv
kɒŋ"res/ noun the national library of the
United States, located in Washington DC
and founded by an Act of Congress in
1800. It contains more than 28 million
books and pamphlets as well as presidential papers, music, photographs and recordings. Abbr LR
Library of Congress

Library

Library of Congress Catalog

of

Congress

Catalog

/ labrəri əv kɒŋ"res ktəlɒ"/ noun a

catalogue of the holdings of the Library of
Congress in the USA, also available
online. Abbr LOCIS

Library of Congress
number / labrəri əv

Catalog

Library of Congress Catalog number

kɒŋ"res
ktəlɒ" nmbə/ noun the number of the
reference in the Library of Congress
Catalog, printed inside a book published in
the USA. Abbr LOC

Library of Congress Classification
system / labrəri əv kɒŋ"res klsf
Library of Congress Classification system

|

librarian /labreəriən/ noun 1. a person
librarian

|

who is in charge of a library 2. a person
who has usually been trained in librarianship and who works in a library
librarianship /labreəriənʃp/ noun
the study of organising and retrieving
information so that it is accessible to other
people
library /labrəri/ noun a collection of
books, documents, newspapers and audiovisual materials kept and organised for
people to read or borrow
librarianship

|

library

keʃ(ə)n sstəm/ noun an American
system of organising documents for information retrieval. Abbr LC
library purchase /labrəri p!tʃs/
noun the purchase of books by a library
from a library supplier
library science /labrəri saəns/ noun
the study of librarianship
library supplier /labrəri sə plaə/
noun a company that supplies stationery,
books, equipment and furniture needed for
use in libraries
library supply /labrəri sə pla/ noun a
supply of books to libraries at a discount
licence /las(ə)ns/ noun 1. an official
document giving permission to use or do
something 2. permission given by one
manufacturer to another manufacturer to
make copies of its products against
payment of a fee 쑗 The software is manufactured in this country under licence.
license /las(ə)ns/ verb to give official
permission for something to happen
licensee / las(ə)nsi/ noun a person
who has a licence, especially a licence to
manufacture something
licensing
/las(ə)nsŋ/
adjective
relating to licences 쑗 a licensing agreement
lift /lft/ verb 1. to copy something directly
without any acknowledgement 쑗 The book
contains whole chapters lifted from a book
on the same subject published in the USA.
2. to remove or end something 쑗 to lift
library purchase

library science

library supplier

|

library supply

|

library and information science
library and information science

/ labrəri ənd nfə meʃ(ə)n saəns/
noun a course of study that covers all
|

aspects of information and library management, e.g. resources, user services, organisation, evaluation, systems used, policy
and representation. Abbr LIS
Library Association /labrəri ə
səυsieʃ(ə)n/ noun a UK professional
body working to support librarians and
information workers. Abbr LA
library binding /labrəri bandŋ/
noun a strong, durable binding for books
which will withstand heavy use
library edition /labrəri  dʃ(ə)n/
noun a set of books, published in a series,
either by a single author or on the same
subject and with the same size and format
library licence /labrəri las(ə)ns/
noun a licence granted to a bookshop or to
Library Association

|

library binding

library edition

|

library licence

licence

license

licensee

|

licensing

lift
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trade barriers 쑗 The government has lifted
the ban on imports from Japan.
ligature /l"ətʃə/ noun 1. two characters
joined together on one stem to form a
combined character 2. a short line
connecting two characters
ligature

COMMENT: The most common ligatures are

between ff, fl and fi, though they also occur
between vowels as in oe. Ligatures are less
commonly used now, because it is difficult
to keyboard them on personal computers,
which are frequently used by authors to
supply text to a publisher.

light /lat/ adjective 1. not heavy or not
light

thick 쑗 The book should be printed on light
paper. 2. not dark
light box /lat bɒks/ noun a viewer with
a light inside and a matt transparent
window, in which transparencies or films
can be placed so that it is easy to see them
lighten /lat(ə)n/ verb to make something less dark or less dense
light face /lat fes/ noun a typeface
with thin lines, which appears light on the
page
light-fast /lat fɑst/ adjective relating
to colours that do not fade when exposed to
light (NOTE: The opposite is fugitive.)
light-pen /latpen/ noun a stylus with a
light sensor used to scan barcodes
light-sensitive / lat senstv/ adjective reacting to light in a particular way 쑗
The photograph is printed on light-sensitive paper.
light table /lat teb(ə)l/ noun a table
with a matt glass surface and a light underneath, on which film can be placed so that
it is easy to see
lightweight /latwet/ adjective 1. not
heavy 쑗 thin, lightweight paper 2. not
thought to be of a high academic standard
lightweight paper /latwet pepə/
noun paper weighing less than 60gsm
like-sidedness / lak saddnəs/ noun
the quality of paper having the same finish
on either side, so that it prints consistently.
Compare two-sidedness
limit /lmt/ noun a maximum predefined range used to restrict an action or
thing 쐽 verb to prevent something from
becoming bigger
limitation / lmteʃ(ə)n/ noun the act
of allowing only a particular quantity of
something
limitation of liability / lmteʃ(ə)n əv
laəblti/ noun the act of making somelight box

lighten

light face

light-fast

light-pen

light-sensitive

light table

lightweight

lightweight paper

like-sidedness

limit

limitation

|

limitation of liability

|

line chart

body liable for only a part of the damage or
loss
limited edition / lmtd dʃ(ə)n/
noun a work of art such as a book or
painting which is only produced in very
small numbers
limited liability company / lmtd
laə blti kmp(ə)ni/ noun a company
where a shareholder is responsible for the
company’s debts only to the face value of
their shares
limited market / lmtd mɑkt/ noun
a market which can take only a particular
quantity of goods
limp /lmp/ adjective relating to a book
cover that is not stiffened by boards but is
made of more durable material than a
paperback
limp binding /lmp bandŋ/ noun a
binding style using flexible material
usually cheaper than hard boards
limp-bound edition /lmp baυnd 
dʃ(ə)n/, limp edition /lmp  dʃ(ə)n/
noun an edition of a book with a soft cover
line /lan/ noun 1. a row of words or
figures in a text 2. a type of product that a
company makes or sells 쑗 We do not stock
that line. 쑗 Computers are not one of our
best-selling lines. 쑗 They produce an interesting line in garden books. 3. a long piece
of wire used to connect communications 쑗
a telephone line
lineage /lnid/ noun 1. a measurement
of how many lines a text will make 2. a
system for charging for advertisements by
the number of column lines used
line and tone block / lan ən təυn
blɒk/, line/tone block noun a block
which combines both line artwork and
halftones (NOTE: The US term is combinalimited edition

|

limited liability company

|

limited market

limp

limp binding

limp-bound edition

|

|

line

lineage

line and tone block

tion plate.)

line artwork /lan ɑtw!k/ noun black
line artwork

and white graphics, with no tones. Also
called line copy
line block /lan blɒk/ noun a block
made from a line drawing for printing,
usually made of zinc. Also called line
line block

engraving

line casting machine /lan kɑstŋ
line casting machine

mə ʃin/, line caster noun a machine such
as Linotype, which casts whole lines of
type at a time
line chart /lan tʃɑt/, line graph noun
a chart or graph using lines to indicate
values
|

line chart
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line colour /lan klə/ noun a coloured
line colour

illustration made by printing line drawings
in different colours
line conversion /lan kən v!ʃ(ə)n/
noun the process by which continuous
tones are converted into lines
line copy /lan kɒpi/ noun same as line
line conversion

|

line copy

artwork

line cut /lan kt/ noun US an illustraline cut

tion on a metal block, using lines to show
the picture
lined /land/ adjective 1. with lines 쑗 He
prefers lined paper for writing notes. 2.
with a lining 쑗 The de luxe edition is in a
slipcase lined with silk.
lined paper /land pepə/ noun paper
with thin lines printed on it
line drawings /lan drɔŋz/ plural
noun illustrations for a book which are
drawn with a pen, or have tints, but which
do not need to be reproduced as halftones.
Also called line illustrations
line editor /lan edtə/ noun a piece of
software that allows the operator to modify
one line of text from a file at a time
line ending /lan endŋ/ noun a character which shows that a line has ended
line endings /lan endŋz/ plural noun
the last words on each line of text, which
may need to be hyphenated, with the
second part of the word carried over to the
next line
line engraving /lan n "revŋ/ noun
same as line block
line folding /lan fəυldŋ/ noun the
moving of a section of a long line of text
onto the next row
line gauge /lan "ed/ noun an instrument for measuring type, with picas,
points, etc., marked on a type of ruler
line illustrations /lan lə streʃ(ə)nz/
plural noun same as line drawings
line increment /lan ŋkrmənt/ noun
the minimum distance between two lines
of type, which can be as small as one eighteenth of a point
line length /lan leŋθ/ noun the number
of characters that can fit into a set line of
type
line
management
/lan
mndmənt/ noun a system of management using a hierarchical structure of jobs,
so that everyone is responsible to the
person immediately above them
line measure /lan meə/ noun the
length of a line of typeset characters
lined

lined paper

line drawings

line editor

line ending

line endings

line engraving

|

line folding

line gauge

line illustrations

|

line increment

line length

line management

line measure

linen /lnn/ noun cloth made from the
flax plant
linen finish /lnn fnʃ/ noun paper or
board grained to look like linen
linen paper /lnn pepə/ noun strong
paper used for banknotes
linen tester /lnn testə/ noun a
magnifying glass used by printers
line of business / lan əv bzns/, line
of work noun a type of business or work
line of product / lan əv prɒdkt/
noun same as product line
liner /lanə/ noun paper used to cover
boards or other papers
line space /lan spes/ noun a white
space equivalent to one line of typesetting
line width /lan wdθ/ noun the number
of characters across the type area of a line
lining /lanŋ/ noun 1. the act of making
a line of characters straight 2. paper used to
glue inside a board cover, to strengthen it
and prevent warping 3. mull or kraft paper
glued inside the spine of a book to
strengthen it 4. the act of pasting paper
inside the spine of a cased book to
strengthen it
lining figures /lanŋ f"əz/, lining
numerals plural noun a form of Arabic
numerals which are aligned like capitals,
as opposed to old face figures or non-lining
figures which have ascenders and
descenders. Also called modern figures
lining papers /lanŋ pepəz/ plural
noun pages of thicker paper at the front and
back of a book, glued to the first and last
text pages and then glued to the cover
linocut /lanəυkt/ noun 1. a design
made by cutting the surface of linoleum
with a knife 2. a print made from a linocut
linen

linen finish

linen paper

linen tester

line of business

line of product

liner

line space

line width

lining

lining figures

lining papers

linocut

COMMENT: Linocuts are broad and rather

rough; they cannot give delicate lines, but
can make striking designs.

Linotron /lanəυtrɒn/ a trademark for a
phototypesetting machine developed by
Linotype
Linotype /lanəυtap/ a trade name for
a metal composing machine, which sets
type in a metal strip as long as a line, as
opposed to single characters
Linotron

Linotype

COMMENT: Linotype is easy to use and can

be operated by a single keyboard operator;
the main disadvantage as opposed to
Monotype, is that, since each line is a single
piece of metal (or ‘slug’), even a small
correction will involve resetting a whole line,
and is therefore more expensive
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linotypist /lanəυtapst/ noun a
person who keyboards on a Linotype
machine
Linson /lns(ə)n/ a trademark for a
strong binding paper which is patterned to
resemble cloth
lint /lnt/ noun fibres which are detached
from the surface of paper as it is being
printed
LINUX /lnəks/ a trademark for a
computer operating system that is a free
implementation of the UNIX operating
system
liquid crystal display / lkwd
krst(ə)l dsple/ noun liquid crystal that
turns black when a voltage is applied, used
in many small digital displays. Abbr LCD
liquid laminate /lkwd lmnət/
noun a liquid plastic coating, painted onto
a cover to give it a glossy protective finish
list /lst/ noun /melŋ lst/ 1. a series of
items written down usually one under the
other 2. a catalogue 쑗 There is a price list
for cars of different ages and models. 쐽
verb 1. to write a series of items one after
the other 쑗 to list products by category 쑗 to
list representatives by area 쑗 The catalogue lists twenty-three publications which
have been delayed. 2. to print or display
certain items of information 왍 to list a
program to display a program line by line
in correct order
list-building /lst bldŋ/ noun the
creation of a specialised series of titles
listing paper /lstŋ pepə/ noun
paper made as a long sheet, used in
computer printers
listings /lstŋz/ plural noun information items such as what films are showing
at which cinemas, etc., listed in a newspaper
list of abbreviations / list əv ə brivi
eʃ(ə)nz/ noun a note in a reference book
which lists the abbreviations used and what
they stand for, usually printed at the beginning of the text, after the prelims or, in
some reference works such as dictionaries,
on the endpapers
list of contents / lst əv kɒntents/
noun same as contents list
list price /lst pras/ noun the price of a
commodity according to a printed list
literacy /lt(ə)rəsi/ noun the ability to
read and write
‘In a withering dossier, chief inspector
Graham Donaldson concluded pupils
linotypist

Linson

lint

LINUX

liquid crystal display

|

liquid laminate

list

list-building

listing paper

listings

list of abbreviations

|

list of contents

list price

literacy

|

lithographic

were being failed by poor teachers and
weak leadership and that a fifth were
leaving school without basic literacy and
numeracy skills.’ [Sunday Express]
literal /lt(ə)rəl/ noun a mistake made
when keyboarding so that characters are
transposed
literary /lt(ə)rəri/ adjective relating to
literature
literary agency /lt(ə)rəri edənsi/
noun an office which represents authors in
their negotiations with publishers, and
finds publishers for new works by authors,
for a commission
literary agent /lt(ə)rəri edənt/
noun somebody whose job is to negotiate
business contracts on behalf of an author
literary executor / lt(ə)rəri "
zekjυtə/ noun a person appointed by an
author in his will, to look after their unpublished works and papers after they die
literary forensics / lt(ə)rəri fə
renzks/ noun the scientific examination
of documents of disputed authenticity
Literary Marketplace / lt(ə)rəri
mɑktples/ noun an American publication listing people such as publishers,
agents and translators (NOTE: The British
literal

literary

literary agency

literary agent

literary executor

|

literary forensics

|

Literary Marketplace

equivalent is the Writers’ and Artists’
Yearbook.)
literary property / lt(ə)rəri prɒpəti/
noun the ownership of a copyright
literary scout /lt(ə)rəri skaυt/ noun a
literary property

literary scout

person who looks for suitable books for a
publisher to publish in another country
literate /lt(ə)rət/ adjective able to read
and write
literature /lt(ə)rətʃə/ noun 1. written
works such as novels, plays and poetry,
especially those considered to have artistic
quality 2. printed information on a specific
subject
literature survey /lt(ə)rətʃə s!ve/
noun a bibliography listing material on a
given subject or sometimes in a given location
lith film /lθ flm/ noun high quality and
contrast photographic film used in lithographic printing
lithograph /lθə"rɑf/ noun a work of
art printed from a stone or plate by lithography
lithographic / lθəυ"rfk/ adjective
referring to lithography
literate

literature

literature survey

lith film

lithograph

lithographic

|
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paper / lθəυ"rfk
pepə/ noun fine paper for printing lithographs
lithography /lθɒ"rəfi/, litho /laθəυ/
noun a method of printing in which the ink
sticks to greasy areas of treated metal,
stone or film and is then transferred to
paper
lithographic
lithographic paper

|

lithography

|

COMMENT: Lithography was invented in

1798 by a German artist, Alois Senefelder.
It was originally the art of drawing a design
on stone in greasy ink, then printing from it.
The surface now used is a metal plate, but
the principle is the same: this is that a
greasy surface attracts ink, while a wet
surface repels ink. The design is drawn on
the surface with greasy ink, the surface is
then rolled with a damp roller to wet it, and
then the inking roller passes over it, leaving
ink on the parts which are greasy and not
leaving ink on those parts which are wet.

litho plate /laθəυ plet/ noun the
litho plate

printing surface in lithography
litho prep /laθəυ prep/ noun US the
make-up of film or repro
live area /lav eəriə/ noun the area of
an image or page which will print
living standards /lvŋ stndədz/
plural noun same as standard of living
‘Livres Hebdo’ / livrə ebdəυ/ noun a
French weekly magazine dealing with
books and publishing matters
load /ləυd/ noun goods which are transported
loading /ləυdŋ/ noun 1. a substance
such as clay or gypsum, added to paper
furnish during beating before the papermaking process to make the paper more
opaque and more solid. 쒁 filler 2. the action
of adding gypsum or clay to paper stock
loan /ləυn/ noun something that is lent
and must be returned
LOC abbreviation Library of Congress
Catalog number
local /ləυk(ə)l/ adjective belonging or
relating to the specific area where you live
or work
Local Area Network / ləυk(ə)l eəriə
netw!k/ noun a system linking
computers, terminals and printers, within a
restricted geographical area, which share
the same stored information in the network
memory. Abbr LAN
local author / ləυk(ə)l ɔθə/ noun an
author who lives in the area served by a
bookshop or local radio station, and who is
given special promotion
litho prep

live area

living standards

‘Livres Hebdo’

load

loading

loan

LOC

local

Local Area Network

local author

interest
title / ləυk(ə)l
nt(ə)rəst tat(ə)l/ noun a book which is
interesting to people living in a certain
area, but less so to anyone else
locally /ləυk(ə)li/ adverb in the area near
where an office or factory is based 쑗 We
recruit all our staff locally.
local paper / ləυk(ə)l pepə/ noun a
newspaper which sells in a particular area,
and carries news about that area
loc. cit. abbreviation ‘in the place
quoted’, used in a footnote to refer to
another note (NOTE: From for the Latin
local

local interest title

locally

local paper

loc. cit.

phrase ‘loco citato’.)

lock /lɒk/ verb to fasten something to
lock

prevent access 쐽 noun 1. a device for
closing a door or box so that it can be
opened only with a key 2. a device to
prevent a forme from moving
lock up / lɒk p/ verb 왍 to lock up type
to screw the quoins tight in a chase so that
the metal type cannot fall out
loft-dried paper /lɒft drad pepə/
noun paper which has been dried slowly in
a special drying room
logical palette / lɒdk(ə)l plət/
noun a graphics object that includes the
colour palette information it requires
logo /ləυ"əυ/ noun a special design
which identifies the products and publicity
material of a company or organisation
logotype /lɒ"əυtap/ noun a single
piece of metal type which prints a whole
word, a trademark, or the distinctive name
of a newspaper, etc.
long /lɒŋ/ adjective having many words or
pages
long-bodied type / lɒŋ bɒdid tap/
noun characters cast on a larger body such
as 8 point on 9, which means that leading
is not needed
long column / lɒŋ kɒləm/, long page
/ lɒŋ ped/ noun a column which is
longer than the others and has to be cut, or
which is allowed to be longer than others to
avoid an awkward widow
long credit / lɒŋ kredt/ noun terms
allowing the borrower a long time to pay
long dash / lɒŋ dʃ/ noun same as em
lock up

loft-dried paper

logical palette

logo

logotype

long

long-bodied type

long column

long credit

long dash

dash

long descenders /lɒŋ d sendəz/
long descenders

|

plural noun alternative characters in partic-

ular typefaces that have longer descenders
than the normal characters in the same face
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long discount / lɒŋ dskaυnt/ noun a
long discount

trade discount or discount from a manufacturer to a retailer
long grain /lɒŋ "ren/ noun paper
where the grain runs parallel to the longer
side of the sheet
longhand /lɒŋhnd/ noun handwriting
where the words are written out in full and
not in shorthand 쑗 Applications should be
written in longhand and sent to the human
resources officer.
long inks /lɔŋ ŋks/ plural noun viscous
inks, that is, inks which flow relatively
easily (NOTE: The opposite is short inks.)
long page / lɒŋ ped/ noun a page
which is longer than the others and has to
be cut, or which is allowed to be longer
than others to avoid an awkward widow
long run /lɒŋ rn/ noun a print run
which is longer than normal
long s / lɒŋ es/ noun a letter ‘s’ in the
form of an ‘f’, used in books printed before
the end of the 18th century
long-term / lɒŋ t!m/ adjective
concerning a long period of time 쑗 The
long-term plans include the development
of a music library.
long ton / lɒŋ tn/ noun a measure of
weight equalling 1016 kilos
look and feel / lυk ən fil/ noun the
appeal of the design, layout, and ease of
use of a website to potential customers and
the way the site fits the image the company
is trying to put across
looker out / lυkə aυt/ noun a person
who looks out books in a warehouse
look out / lυk aυt/ verb to find books in
a warehouse, according to the picking list
lookthrough /lυk θru/ noun how paper
looks when it is held up to the light to
examine it for finish or opacity
look up / lυk p/ verb to search for
information, e.g. by consulting a reference
book
look-up table /lυk p teb(ə)l/ noun a
collection of stored results that can be
accessed very rapidly by a program
without the need to calculate each result
whenever needed. Abbr LUT
long grain

longhand

long inks

long page

long run

long s

long-term

long ton

look and feel

looker out

look out

lookthrough

look up

look-up table

COMMENT: For computer graphics a look-up

table may be a table of pixel intensity or
colour information which increases the
range of values that can be displayed.
Since the values are stored in a look-up
table they do not have to be computed each
time they are called up, and execution time
is reduced.

low-resolution graphics

loop /lup/ noun a series of actions that
are performed repeatedly until the procedure has been completed
loose insert / lus ns!t/ noun an
insert which is not bound into the magazine
loose-leaf book / lus lif bυk/ noun a
book with loose pages which can be taken
out and fixed back again on metal rings in
a special binder
lorem ipsum / lɔrəm psəm/ noun a
Latin-based dummy text used by printers
to display page layouts or font typefaces,
without being distracted by legible English
text
loss-leader /lɒs lidə/ noun an article
which is sold very cheaply to attract
customers
lossless compression / lɒsləs kəm
preʃ(ə)n/ noun an image compression
technique that can reduce the number of
bits used for each pixel in an image without
losing any information or sharpness
lossy compression / lɒsi kəm
preʃ(ə)n/ noun an image compression
technique that can reduce the number of
bits used for each pixel in an image, but in
doing so loses information
low /ləυ/ adjective relating to type or
blocks which are not as high as the forme
and have to be raised by interlaying
lower case / ləυə kes/ adjective
relating to small letters such as a, b, c, as
opposed to upper case A, B, C. Abbr lc
low-level / ləυ lev(ə)l/ adjective not
very important 쑗 A low-level delegation
visited the ministry. 쑗 A low-level meeting
decided to put off making a decision.
low-level computer language / ləυ
lev(ə)l kəmpjutə lŋ"wd/ noun a
programming language similar to machine
code
low opacity paper /l əυ əυpsti
pepə/ noun transparent paper
low-res abbreviation low-resolution
low resolution / ləυ rezəluʃ(ə)n/
adjective relating to the ability to display
preset shapes on the screen rather than
individual pixels. Abbr low-res
low-resolution graphics / ləυ rezə
luʃ(ə)n "rfks/, low-res graphics
/ ləυ rez "rfks/ plural noun ability to
display character-sized graphic blocks or
preset shapes on a screen rather than using
individual pixels. Compare high-resoluloop

loose insert

loose-leaf book

lorem ipsum

loss-leader

lossless compression

|

lossy compression

|

low

lower case

low-level

low-level computer language

|

low opacity paper

|

|

low-res

low resolution

|

low-resolution graphics

|

tion
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Ludlow /ldləυ/ a trademark for a type
Ludlow

of composing machine which sets slugs of
display type in large point sizes, used for
headings
lump sum / lmp sm/ noun money
paid in one single amount, not in several
small sums 쑗 He received a lump sum for
the copyright, as opposed to an advance
and a royalty.
LUT abbreviation look-up table
lump sum

LUT

luxury /lkʃəri/ noun an expensive thing
which is not necessary but which is good to
have
luxury edition /lkʃəri  dʃ(ə)n/ noun
an edition printed on fine paper with a
superior binding
lying press /laŋ pres/ noun a small
press used to hold handbound books while
they are being glued. Also called laying
luxury

luxury edition

|

lying press

press
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M
M prefix 1. one million. Full form mega 2.
M

machine minder /məʃin mandə/
noun a person in charge of a printing
machine minder

|

symbol for 1,048,576, used only in
computer and electronic related applications. Full form mega 3. one thousand
machine binding /məʃin bandŋ/
noun binding by an automatic binding
machine
machine-coated paper /məʃin
kəυtd pepə/ noun paper which is
coated while being made in the papermaking machine, and is therefore cheaper
than paper coated off the machine
machine code /məʃin kəυd/ noun
instructions and information shown as a
series of binary figures which can be read
by a computer. Also called machine
machine binding

|

machine-coated paper

|

machine code

|

machine

machine proof /məʃin pruf/ noun a
proof of sheets of a book, taken from the
printing press
machine-readable code /mə ʃin
ridəb(ə)l kəυd/ noun a set of signs or
letters which a computer can read
machine revise /məʃin r vaz/ noun
a final proof taken from the printing press
before printing starts
machine room /məʃin rum/ noun the
section of a printing works where the
printing takes place
machinery guards /məʃinəri "ɑdz/
plural noun pieces of metal which prevent
employees from getting hurt by the moving
parts of a machine
machine translation /mə ʃin trns
leʃ(ə)n/ noun translation from one
language into another carried out automatically by a computer
machine wire /məʃin waə/ noun a
wire or plastic cloth in a fourdrinier papermaking machine, on which the paper is
formed
machining /məʃinŋ/ noun printing on
paper using a printing press
machinist /məʃinst/ noun a person
whose job is to work a machine
mackle /mk(ə)l/, mackled proof noun
a blurred proof, which has been badly
printed
macro /mkrəυ/ noun a block of instructions which is activated by a single
keystroke on a computer
macron /mkrɒn/ noun a little line (¯)
printed above a vowel to show that it is
pronounced long
made endpapers / meid endpepəz/,
made ends plural noun specially thick
machine proof

|

machine-readable code

|

machine revise

|

|

machine room

|

machinery guards

|

language

composition /məʃin
kɒmpəzʃ(ə)n/ noun typesetting by the
hot metal method, where the compositor
keyboards and the machine sets the type in
hot metal
machine direction /məʃin da
rekʃən/ noun the way in which the grain
of the paper lies in the same direction as
the movement of the web along a papermaking machine. Also called grain direcmachine
machine composition

|

machine direction

|

|

tion

machine translation

|

machine wire

|

machining

machine-finished paper /məʃin
machine-finished paper

|

fnʃt pepə/ noun paper that has been
finished by passing through calenders on
the papermaking machine. Abbr MF paper
machine-glazed paper /məʃin
"lezd pepə/ noun paper that has been
dried on a heated cylinder, giving a glossy
finish to one side. Abbr MG paper
machine
language
/məʃin
lŋ"wd/ noun same as machine code
machine-made
paper /məʃin
med/, machine-produced paper noun
paper which has been manufactured by a
machine, not handmade 쑗 The grain in
machine-made paper runs along the web.
machine-glazed paper

|

machine language

|

machine-made paper

|

|

machinist

|

mackle

macro

macron

made endpapers

|
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endpapers which are made by glueing
several sheets together
magazine / m"əzin/ noun 1. a
regular weekly, monthly or quarterly publication containing articles, stories, photographs and advertisements 2. a radio or
television programme made up of several
different items 3. a container on a Linotype
machine which contains the matrices from
which the slugs are cast 4. a container for
slides to be used in an automatic projector
magazine insert / m"əzin ns!t/
noun an advertising sheet put into a magazine when it is mailed or sold
magazine
mailing
/m"ə zin
melŋ/ noun the sending of copies of a
magazine by post to subscribers
magazine publisher / m"əzin
pblʃə/ noun a publishing house which
publishes magazines
magazine reel stand / m"əzin ril
stnd/ noun a device which is near a
web-fed press, with spare reels of paper
magazine supplement / m"əzin
splmənt/ noun a supplement to a newspaper, in the form of a magazine format
section, usually in colour, given free with
the weekend edition of a newspaper
magenta /mədentə/ noun one of the
process colours, a shade of red
magnetic
/m"netk/
adjective
relating to something that uses electrical
magnetism to record and store information
to be read by a computer
magnetic character reading /m"
netk krktə ridŋ/, magnetic ink
character recognition /m" netk ŋk
krktə rekə"nʃ(ə)n/ noun a system
that recognises characters by sensing
magnetic ink, used on cheques. Abbr MCR,
magazine

|

magazine insert

|

magazine mailing

|

magazine publisher

|

magazine reel stand

|

magazine supplement

|

magenta

|

magnetic

|

magnetic character reading

|

|

|

MICR

magnetic head /m" netk hed/
magnetic head

|

noun an electromagnetic device that reads,

writes or erases data on a magnetic
medium
magnetic ink /m" netk ŋk/ noun a
special ink with magnetic particles in it,
used for printing cheques
magnetic tape /m" netk tep/ noun
tape coated with a magnetic material so
that electrical signals can be recorded on to
it for speech, film or computer information
magnification
/ m"nfkeʃ(ə)n/
noun the amount by which something has
been made to appear larger, or the process
magnetic ink

|

magnetic tape

|

magnification

|

of magnifying a picture 쑗 The lens gives a
magnification of 10.
magnify /m"nfa/ verb to make
something appear bigger or more important than it really is
mail /mel/ noun letters and parcels delivered by the Post Office
mail box /mel bɒks/ noun 1. one of
several boxes where incoming mail is put
in a large building 2. a box for putting
letters or small packages which you want
to post 3. an electronic storage space with
an address in which a user’s incoming
messages are stored
mailing /melŋ/ noun the act of sending
something in the post
mailing house /melŋ haυs/ noun a
company who undertakes distribution of
large amounts of printed matter
mailing list /melŋ lst/ noun 1. a list
of names and addresses kept by an organisation so that it can send people information or regular publications 2. an electronic
list of e-mail addressees or subscribers
who usually have an interest in the same
topic
mailing piece /melŋ pis/ noun a
leaflet suitable for sending by direct mail
mailing shot /melŋ ʃɒt/ noun leaflets
sent by mail to possible customers
mail merge /mel m!d/ noun a wordprocessing program which allows a
standard letter to be sent out to a series of
different names and addresses
mail order / mel ɔdə/ noun a system
of buying and selling from a catalogue,
placing orders and sending goods by mail
mail-order business /mel ɔdə
bzns/, mail-order firm, mail-order
house noun a company that sells products
by mail
mail-order catalogue /mel ɔdə
kt(ə)lɒ"/ noun a catalogue from which
a customer orders items to be sent by mail
mail-order selling /mel ɔdə selŋ/
noun selling by taking orders and
supplying a product by post
mail room /mel rum/ noun a room in
an office where incoming letters are sorted
and sent to each department, and where
outgoing mail is collected for sending
mail shot /mel ʃɒt/ noun a large
number of information or publicity leaflets
sent out to a selected group of prospective
customers
magnify

mail

mail box

mailing

mailing house

mailing list

mailing piece

mailing shot

mail merge

mail order

mail-order business

mail-order catalogue

mail-order selling

mail room

mail shot
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main entry / men entri/ noun the
fullest entry in a catalogue, often with a
tracing of related references
mainframe /menfrem/, mainframe
computer / menfrem kəmpjutə/
noun a large-scale high-power computer
system that can handle high-capacity
memory and backing storage devices as
well as servicing a number of operators
simultaneously
main index / men ndeks/ noun a
general index which guides users to more
specific entries
main selection / men slekʃən/ noun
a book which is the first choice offered to
the club members and is heavily promoted
maintenance /mentənəns/ noun the
process of keeping something in good
condition by giving it regular care and
attention
maintenance contract /mentənəns
kɒntrkt/ noun an arrangement with a
repair company to make regular checks
and repairs at special prices
majuscule /mdəskjul/ noun a
capital letter or upper case letter (NOTE:
main entry

mainframe

|

main index

main selection

|

maintenance

maintenance contract

majuscule

The opposite is minuscule or lower case
letter.)
make even / mek iv(ə)n/ verb to
make even

arrange type so that it runs the full width of
the line, or to arrange that the last line of a
section being set is a full line
make good / mek "υd/ verb to repair
or to compensate for something 쑗 to make
good a loss 쑗 The company will make good
the damage.
makegood /mek"υd/ noun an advertisement which is run a second time
because there was a mistake in the first run
make ready / mek redi/ verb to get a
printing machine ready for printing, e.g. by
placing the plates in it and testing the paper
and the impression
make-ready time / mek redi tam/
noun the time taken by a printer to prepare
the machines and plates for printing
maker-up / mekə p/ noun a person
who puts text into pages
make up / mek p/ verb 1. to compensate for something 2. to split text into pages
with headlines, page numbers, etc., and
arrange typeset material into the correct
page formats before printing
making /mekŋ/ noun production of an
item 쑗 Ten tonnes of paper were used in the
making of the order.
make good

makegood

make ready

make-ready time

maker-up

make up

making

mandatory meeting

making up / mekŋ p/ noun the act of
making up

bringing the printed sections of a book
together before sewing
malware /mlweə/ noun software such
as viruses designed to cause damage or
disruption to a computer system
MAN /mn/ abbreviation metropolitan
area network
management /mndmənt/ noun the
process of controlling an organisation,
company or group
malware

MAN

management

management

accountant

management accountant

/mndmənt ə kaυntənt/

noun an
accountant who prepares financial information for managers so that they can take
decisions
|

management

accounts

management accounts

/mndmənt ə kaυnts/ plural noun
|

financial information such as sales,
expenditure, credit and profitability,
prepared so as to assist a manager in taking
decisions

Management
Management By Objectives

By

Objectives

/ mndmənt ba əbjektvz/ noun a
|

system of managing a company by stating
the aims of the organisation as the basis of
policy. Abbr MBO

management

consultant

management consultant

/mndmənt

kən sltənt/ noun a
person who gives advice on how to manage
a business
management course /mndmənt
kɔs/ noun a training course for managers
management team /mndmənt
tim/ noun a group of managers working
together
management trainee / mndmənt
treni/ noun a young member of staff
being trained to be a manager
|

management course

management team

management trainee

|

management

training

management training

/ mndmənt trenŋ/ noun the training

of managers by making them study the
principles and practices of management
manager /mndə/ noun a person who
is responsible for running a company,
organisation or group
managerial / mnədəriəl/ adjective
relating to the work of a manager
managing director / mnədŋ da
rektə/ noun a director who is in charge of
a whole company
mandatory /mndət(ə)ri/ adjective
compulsory 쑗 It is mandatory to pay taxes.
mandatory meeting / mndət(ə)ri
mitŋ/ noun a meeting which all
members have to attend
manager

managerial

|

managing director

|

mandatory

mandatory meeting
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manga /mŋ"ə/ noun a Japanese style
manga

of comic-book fantasy drawing, characterised by over-large eyes and a layout in
which the panels run right to left
man-hour /mn aυə/ noun the amount
of work done by one person in one hour 쑗
One million man-hours were lost through
industrial action.
manifold paper /mnfəυld pepə/,
manifold bank noun a very thin light
paper or airmail paper
manilla /mənlə/, manila noun fibre
from the leaves of a plant grown in the
Philippines, used to make strong thick
brown paper which is very difficult to tear
쑗 a manilla envelope
manilla card /mənlə kɑd/ noun board
used in stationery
manipulate /mənpjυlet/ verb to
control people, data or situations to
produce a specific result
manipulation
/mə npjυ leʃ(ə)n/
noun the act of moving, editing or
changing text or data 쑗 The high-speed
database management program allows the
manipulation of very large amounts of
data.
manned /mnd/ adjective with somebody working on it 쑗 The switchboard is
manned twenty-four hours a day. 쑗 The
stand was manned by our sales staff.
manning levels /mnŋ lev(ə)lz/
plural noun the number of people required
in each department of a company to do the
work efficiently
manual /mnjuəl/ noun a document or
book containing instructions about the
operation of a system or machine 쐽 adjective done by hand rather than by machine
manual data processing / mnjuəl
detə prəυsesŋ/ noun the sorting and
processing of information without the help
of a computer
manual entry / mnjuəl entri/,
manual input / mnjuəl npυt/ noun the
act of entering data into a computer by an
operator via a keyboard
manually /mnjuəli/ adverb done by
hand, not by a machine 쑗 Invoices have had
to be made manually because the computer
has broken down. 쑗 The paper has to be fed
into the printer manually.
Manual of Style / mnjυəl əv stal/ a
trade name for a book of instructions on
spelling, hyphenation and punctuation,
published by the University of Chicago
man-hour

manifold paper

manilla

|

manilla card

|

manipulate

|

manipulation

|

manned

manning levels

manual

manual data processing

manual entry

manually

Manual of Style

|

Press, and widely used by American
editors, printers and publishers (NOTE: The
British equivalent is Hart’s Rules
published by Oxford University Press.)
manufacture / mnjυfktʃə/ verb to
make something in a factory 쐽 noun the
manufacture

|

making of a product for sale, using
machines
manufacturer
/ mnjυfktʃərə/
noun a company which makes a product
manufacturer

|

manufacturer’s
recommended
price / mnjυfktʃərəz rekəmendd
manufacturer’s recommended price

pras/ noun the price at which the manufacturer suggests a product should be sold
on the retail market, though often reduced
by the retailer
manufacturing / mnjυfktʃərŋ/
noun the production of machine-made
products for sale
manufacturing capacity / mnjυ
fktʃərŋ kə psti/ noun the amount of
a product which a factory is capable of
making
manufacturing clause / mnjυ
fktʃərŋ klɔz/ noun US a clause in the
American Copyright Act 1978, restricting
the import into the USA of books written
by Americans and published outside the
USA, abandoned in 1982
manufacturing
costs / mnjυ
fktʃərŋ kɒsts/ plural noun the costs of
making a product
manufacturing industries / mnjυ
fktʃərŋ ndəstriz/ plural noun industries which take raw materials and make
them into finished products
manuscript /mnjυskrpt/ noun a
typed or handwritten text of something
before it is printed 쑗 The advance on royalties will be paid on acceptance of the
completed manuscript for publication.
Abbr MS
map /mp/ noun a diagrammatic representation of an area of land
manufacturing

|

manufacturing capacity

|

|

manufacturing clause

|

manufacturing costs

|

manufacturing industries

|

manuscript

map

COMMENT:

Maps are now mainly
computerised and are output on plotters.
This allows the information on a map to be
stored as a database, which can be used to
produce maps on different scales, with
different colour designs, etc.

map papers /mp pepəz/ plural noun
map papers

papers used for map work, with high
opacity and good folding capacity
mapping pen /mpŋ pen/ noun a pen
with a fine round point, used for drawing
maps
mapping pen
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marble /mɑb(ə)l/ verb to colour paper
with a swirling pattern of colours, similar
to patterns on marble
marbled endpapers /mɑb(ə)ld
endpepəz/ plural noun endpapers made
with marbled paper
marbling /mɑb(ə)lŋ/ noun coloured
patterns used on endpapers
marble

marbled endpapers

marbling

COMMENT: Marbling involves making an

irregular pattern of lines of colour, as
opposed to stippling, which is an irregular
pattern of dots or spots of colour. In
marbling, the paper is placed in a vat in
which a gum solution made from Irish moss
is covered with liquid colours, which are
moved into swirling patterns.

marching display /mɑtʃŋ d sple/
marching display

|

noun a display device containing a buffer
which allows the last few characters
entered to be displayed
margin /mɑdn/ noun a blank space
around a section of printed text between
the printed text and the edge of the paper
margin

COMMENT: Margins should be wide enough

to allow the book to be trimmed not only
when it is bound for the first time, but if it
needs to be rebound in a library binding.
The four margins are not usually the same
width: the back margin is the narrowest and
the foot margin the widest. The ratios
between the four margins vary from book to
book and from printer to printer, but
common ratios are: (back : top : foredge :
foot) 2 : 3 : 4 : 6 or 1.5 : 2 : 3 : 4. Note that
the opposite is the case with magazines,
where the top of the page is more important
and has a wider margin than the foot.

marginal /mɑdn(ə)l/ adjective in a
marginal

margin

marginal cost / mɑdn(ə)l kɒst/
noun the cost of making a single extra unit
marginal cost

above the number already planned
marginalia / mɑdneliə/ plural noun
marginal notes
marginal notes /mɑdn(ə)l nəυts/
plural noun notes in small type printed in
the outer margin of a page
marginal
pricing / mɑdn(ə)l
prasŋ/ noun the act of making the
selling price the same as the marginal cost
marginal revenue / mɑdn(ə)l
revenju/ noun income from selling a
single extra unit above the number already
sold
margination / mɑdneʃ(ə)n/ noun
the act of giving margins to a printed page
margin guide /mɑdn "ad/ noun in
desktop publishing programs, a nonprinting line or box that shows on-screen
where the page margins are
marginalia

|

marginal notes

marginal pricing

marginal revenue

margination

|

margin guide

marketing agreement

margin of error / mɑdn əv erə/
noun the number of mistakes that are
margin of error

considered to be acceptable in a document
or calculation
margin of safety / mɑdn əv sefti/
noun sales which are above the breakeven
point
mark /mɑk/ noun 1. a sign or symbol
written on a page 2. the score or grade
achieved for an assignment or examination
쐽 verb to assess work and award it a grade
or score
mark down / mɑk daυn/ verb to make
something such as a grade or price lower
mark-down /mɑk daυn/ noun 1. a
reduction of the price of something to less
than its usual price 2. a percentage amount
by which a price has been lowered 쑗 We
have used a 30% mark-down to fix the sale
price.
marked proof / mɑkt pruf/ noun a
proof which has been read by the printer’s
reader, with their corrections marked in
green ink, sent to the publisher for reading
and for instructions for corrections
marker /mɑkə/ noun an object that is
used to show the position of something
marker pen /mɑkə pen/ noun a
coloured pen used to indicate or highlight
sections of text
market /mɑkt/ noun 1. the number of
people wishing to buy a product or the area
of the world where it is sold 2. 왍 to find a
market niche to find a section of the
market which is not catered for, and sell
into it 왍 to come on to the market to
become available for sale 쑗 This shop has
just come on to the market. 쐽 verb to
organise the sale of a product by deciding
the price, the areas where it will be sold
and how it will be advertised
marketable /mɑktəb(ə)l/ adjective
easy to sell
market analysis / mɑkt ənləss/
noun same as market research
market
capitalisation / mɑkt
kptəlazeʃ(ə)n/ noun the value of a
company calculated by multiplying the
price of its shares on the stock exchange by
the number of shares issued 쑗 a company
with a £1m capitalisation
marketing /mɑktŋ/ noun techniques
used in selling a product, such as packaging and advertising
marketing agreement /mɑktŋ ə
"rimənt/ noun a contract by which one
margin of safety

mark

mark down

mark-down

marked proof

marker

marker pen

market

marketable

market analysis

|

market capitalisation

|

marketing

marketing agreement

|
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company will market another company’s
products
marketing department /mɑktŋ d
pɑtmənt/ noun a department in a
company which specialises in using
marketing techniques to sell a product
marketing
manager /mɑktŋ
mndə/ noun a person in charge of a
marketing department
marketing plan /mɑktŋ pln/ noun
a strategy for selling a product or service
by planning the advertising and distribution within a selected market
market leader / mɑkt lidə/ noun the
product which sells most in a market, or a
company which has the largest share of a
market
market opening /mɑkt əυp(ə)nŋ/
noun the possibility of starting to do business in a new market
market opportunities / mɑkt ɒpə
tjuntiz/ plural noun the possibility of
finding new sales in a market
market penetration / mɑkt pen
treʃ(ə)n/ noun an expression of how
much of the chosen market is reached by a
product 쑗 They estimated a 50% market
penetration for the information service.
marketplace /mɑktples/ noun 1. the
potential number of people who will buy a
product or use a service 2. a place where
goods or services can be sold or offered
market research / mɑkt rs!tʃ/
noun the process of examining the possible
sales of a product and the possible
customers for it before it is put on the
market. Also called market analysis
market test / mɑkt test/ noun an
examination to see if a sample of a product
will sell in a market
market trend / mɑkt trend/ noun a
gradual change taking place in a market
market value / mɑkt vlju/ noun
the value of a product or of a company if
sold today
mark up / mɑk p/ verb to prepare
copy for printing by indicating such things
as font size, typeface and layout
mark-up /mɑk p/ noun 1. the act of
communicating typographical details to
the printer by writing them on the manuscript 2. an increase in price 쑗 We put into
effect a 10% mark-up of all prices in June.
3. the amount added to the cost price to
give the selling price 쑗 We work to a 350%
mark-up.
marketing department

|

marketing manager

marketing plan

market leader

market opening

market opportunities

|

market penetration

|

marketplace

market research

|

market test

market trend

market value

mark up

mark-up

mask /mɑsk/ noun a black overlay put
mask

over part of a film or illustration, so that it
does not reproduce 쐽 verb to cover those
parts of a photograph which are not to be
reproduced
masking paper /mɑskŋ pepə/
noun paper used to mount films for platemaking
masking tape /mɑskŋ tep/ noun an
adhesive tape used to cover parts of a film
mass /ms/ noun 1. a large group of
people 2. a large number 쑗 They received
masses of orders after the TV commercials.
mass market / ms mɑkt/ noun a
very large market, covering a large proportion of a population
mass marketing / ms mɑktŋ/
noun marketing which aims at reaching
large numbers of people
mass market paperback / ms
mɑkt pepəbk/ noun a paperback
book aimed at the mass market
mass storage / ms stɔrd/ noun
the storage and retrieval of large amounts
of data
‘“It’s not unusual for universities or
government bodies to have rooms that
are floor to ceiling with magnetic tapes”,
says Kevin Murrell, a curator at
Bletchley Park Computer Museum. “Ten
or fifteen years ago this was the most
common mass-storage medium, but
today it’s increasingly difficult to read
them”.’ [New Scientist]
mass storage device / ms stɔrd
d vas/ noun a computer backing store
device such as a disk drive which is able to
store large amounts of data
master /mɑstə/ noun 1. the original
document from which copies are made 2.
the most important person or device within
a system
master file /mɑstə fal/ noun the main
copy of a computer file, kept for security
purposes
master page /mɑstə ped/ noun a
standard layout for the pages of a book,
prepared on screen in desktop publishing
master printer /mɑstə prntə/ noun
a printer who has passed qualifying examinations and trains others
Master’s degree /mɑstəz d "ri/
noun an academic degree, usually awarded
after one or two years of postgraduate
study
masking paper

masking tape

mass

mass market

mass marketing

mass market paperback

mass storage

mass storage device

|

master

master file

master page

master printer

Master’s degree

|
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masthead /mɑsthed/ noun 1. the name
masthead

of a newspaper or magazine, which is
usually set in a special design and printed
at the top of the first page of each issue 2.
the area at the top of a webpage, which
usually contains the logo of the organisation that owns the page, and often a search
box and a set of links to important areas of
the website 3. US details of the ownership,
issue number and address of a newspaper
or magazine, printed on the editorial page
mat /mt/ noun 1. a mould made from a
page of standing metal type, used to make
a stereo 2. a mould used to cast a piece of
metal type 왘 full form matrix
match /mtʃ/ verb to find an item that
has equal characteristics 쑗 He had to match
them for size and colour.
Matchprint /mtʃprnt/ a trade name
for a pre-press proofing system using
colour toners and a photo-sensitive
substrate
material /mətəriəl/ noun a substance
that can be used to make a finished product
materials control /mətəriəlz kən
trəυl/ noun a system to check that a
company has enough materials in stock to
do its work
materials handling /mətəriəlz
hndlŋ/ noun the moving of materials
from one part of a factory to another in an
efficient way
mathematical
/ mθəmtk(ə)l/
adjective relating to mathematics
mathematical
setting
/ mθə
mtk(ə)l setŋ/ noun specialised typesetting of mathematical texts
mat

match

Matchprint

material

|

mechanical

matt /mt/, matte /mt/ adjective not
shiny or with a dull surface
matt art paper / mt ɑt pepə/ noun
coated paper which is not glossy (NOTE:
matt

matt art paper

The US term is dull-coated paper.)
matter /mtə/ noun a situation that you
matter

have to deal with 쑗 This is a matter which
the library committee must decide.
matt finish paper /mt fnʃ pepə/
noun art paper which is not shiny
mature /mətʃυə/ verb to prepare paper
for printing by exposing it to the temperature and humidity levels of the pressroom
maximum /mksməm/ noun 1. the
largest amount possible 2. the highest
achievement possible
maximum measure /mksməm
meə/ noun the longest line which can be
used
Mb, MB abbreviation megabyte
Mbps noun the number of million bits
transmitted every second. Full form megamatt finish paper

mature

|

maximum

maximum measure

Mb

Mbps

bits per second

materials control

|

|

materials handling

|

mathematical

|

mathematical setting

|

COMMENT: Certain typesetters specialise in

mathematical or scientific setting; such
setting is normally more expensive than
setting straight text.

mathematical

symbols

mathematical symbols

/ mθəmtk(ə)l smb(ə)lz/ plural noun

various signs and symbols used in setting
mathematical texts
mathematics / mθəmtks/ noun
the study of the relationship between
numbers, their manipulation and organisation, to prove facts and theories logically
matrix /metrks/ noun 1. a copper
mould used to cast a piece of metal type 2.
a mould made from a page of standing
metal type, used to make a stereo 3. a
pattern of the dots that make up a character
in phototypesetting or on a computer
screen (NOTE: [all senses] The plural is
mathematics

|

matrix

matrices.)

MBS abbreviation mind body and spirit
MByte abbreviation MB
MCR abbreviation magnetic character
MBS

MByte

MCR

reading

mean line /min lan/ noun the height of
mean line

lower case characters without ascenders

measure /meə/ verb to discover the
measure

size or quantity of something by using a
calibrated instrument 쐽 noun 1. a set of
scales or strip for measuring 2. an action
taken to bring about a specific result 쑗
Measures have been taken to reduce the
loss of books.
measurement /meəmənt/ noun size
in units such as centimetres or inches
measurement

COMMENT: In Britain, the measurements of

paper sheets are normally given with the
short side first (768 x 1008mm), while the
physical measurements of a book are
normally given with the height first and then
the width. The format of this book is 198 x
129. Note that in many countries, the
measurements are given with the width first
and height second, leading to much
confusion. The measurement of type is
based on the point system (one point is
0.3515mm in Britain and the USA;
0.376mm in Europe).

mechanical /mknk(ə)l/ adjective
mechanical

|

relating to something that has moving parts
and uses power to perform tasks 쐽 noun
camera-ready copy made either by pasting
the various sections of finished text and
illustrations on a piece of board ready to be
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photographed, or on a piece of page layout
software
mechanical binding /mknk(ə)l
bandŋ/ noun bookbinding using a
special device, e.g. spiral binding or comb
binding
mechanical binding

|

COMMENT: The main types of mechanical

binding are: plastic comb binding, where
square holes are made in each leaf, into
which the teeth of the comb fit; spiral
binding, where the series of round holes are
made in the leaves and a wire shaped like a
spring is passed through them; ring binding,
where only two or four holes are made in
each leaf and heavy rings are fitted through
them.

media converter

|

|

mechanical overlay

|

mechanical paper

|

mechanical pulp

|

mechanical pulp board

|

mechanical reproduction

|

|

mechanical screen

|

mechanical separation

|

|

media

read data from various sizes and formats of
disk
media coverage /midiə kv(ə)rd/
noun the number of reports about a situation or event in the newspapers, radio or
television
media research /midiə r s!tʃ/ noun
same as media analysis
medical /medk(ə)l/ noun relating to the
study or treatment of illness
medical certificate /medk(ə)l sə
tfkət/ noun a certificate from a doctor to
show that an employee has been ill
medical
publishing /medk(ə)l
pblʃŋ/ noun the publishing of books on
medical subjects
medium /midiəm/ adjective neither
large nor small, but middle-sized 쐽 noun
the means used to communicate or express
oneself 쑗 They communicated through the
medium of the written word. (NOTE: The
media coverage

|

mechanical stipple

|

media converter /midiə kən v!tə/
noun a multi-disk reader device which can

mechanical composition

|

media analysis

research

composition
/m
knk(ə)l kɒmpəzʃ(ə)n/ noun typesetting by the hot metal method, where the
compositor keyboards the text and the
machine casts the type in hot metal
mechanical overlay /m knk(ə)l
əυvəle/ noun an overlay which is cut out
by a machine
mechanical paper /m knk(ə)l
pepə/ noun paper made from untreated
wood, used in printing newspapers and
paperbacks
mechanical pulp /mknk(ə)l plp/
noun pulp made from ground untreated
wood which still contains impurities
mechanical
pulp
board /m
knk(ə)l plp bɔd/ noun card made
from mechanical pulp
mechanical
reproduction /m
knk(ə)l riprədkʃ(ə)n/ noun reproduction by mechanical means, such as
music on tape or record, or printed text by
photocopying
mechanical screen /m knk(ə)l
skrin/, mechanical tint noun shading in
dots or lines, which is preprinted, and can
be cut up and stuck down to give shading in
artwork
mechanical
separation
/m
knk(ə)l sepəreʃ(ə)n/ noun using a
separate mechanical for each colour to be
printed
mechanical stipple /m knk(ə)l
stp(ə)l/ noun stipple which is preprinted
and can be applied to the design by the
designer
media /midiə/ noun the main means of
communication as in radio, television and
newspapers 왍 the media, the mass media
means of communicating information to
the public (such as television, radio, newsmechanical

papers) 쑗 The product attracted a lot of
interest in the media.
media analysis /midiə ə nləss/
noun the examination of different types of
media such as newspapers and television,
to see which is best for promoting a particular type of product. Also called media

media research

|

medical

medical certificate

|

medical publishing

medium

plural is media or mediums.)

medium face /midiəm fes/ noun a
medium face

typeface which is halfway between bold
and light
medium octavo / midiəm ɒktɑvəυ/
noun a traditional book format of 9 x 5 3/4
inches
medium screen /midiəm skrin/
noun a halftone screen about 90–120 lines
per inch
medium-term / midiəm t!m/ adjective for a period of one or two years
mega- /me"ə/ prefix one million
megabit /me"əbt/ noun one million
bits. Abbr Mb
megabyte /me"əbat/ noun a storage
unit in computers, equal to 1,048,576
bytes, or 1022 bytes. Abbr MB, Mbyte
medium octavo

|

medium screen

medium-term

mega-

megabit

megabyte

(NOTE: Roughly speaking, a megabyte is
equivalent to one million printed characters.)
melinex /melneks/ noun thick polymelinex

ester base film
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memo /meməυ/ noun a short message
sent from one person to another in the same
organisation
memoirs /memwɑz/ plural noun an
autobiographical work, written in a less
formal and more selective way than a full
autobiography
memorandum / memərndəm/ noun
full form of memo
memorial
volume
/mmɔriəl
vɒljum/ noun a book written in memory
of someone
memory /mem(ə)ri/ noun 1. a person’s
ability to remember things 2. the capacity
to store information
mending /mendŋ/ noun a piece added
to a printing plate
menu /menju/ noun a list of options
displayed on screen for the user of a
computer program
menu-driven software / menju
drv(ə)n sɒftweə/ noun a program
where commands or options are selected
from a menu by the operator
menu selection /menju s lekʃən/
noun the choosing of commands from a list
of options presented to the operator
merchandise /m!tʃəndaz/ noun
goods that are bought, sold or traded 쐽 verb
to sell goods and services
merchandiser /m!tʃəndazə/ noun 1.
a person or company which organises
either the display and promotion of goods,
or the production of products based on
other sources 2. a box or carton for the
display of products such as books
merchandising /m!tʃ(ə)n dazŋ/
noun the organisation of the display and
promotion of goods for sale 쑗 merchandising of a product 쑗 merchandising
department
memo

memoirs

memorandum

|

memorial volume

|

memory

mending

menu

menu-driven software

menu selection

|

merchandise

merchandiser

merchandising

|

COMMENT: Merchandising can take many

forms: it can include the production of
children’s toys based on a popular cartoon
character; the sale of souvenirs linked to a
famous tourist resort; special gifts tied into
a special event such as the Olympic
Games. Normally, if such products are
based on characters in a book, the
publisher will not be responsible for their
manufacture,
but
will
license
a
merchandiser to produce and sell them
against payment of a royalty.

merchandising
merchandising rights

rights

/m!tʃ(ə)ndazŋ rats/ plural noun the

right to produce products based on a character in a TV programme or in a book

metre

merchant /m!tʃənt/ noun somebody
merchant

who buys and sells goods in bulk for retail
sale
merge /m!d/ verb to combine two data
files on a computer. 쒁 mail merge
merge sort / m!d sɔt/ noun a software application in which the sorted files
are merged into a new file
metadata /metədetə/ noun essential
information contained in a document or
web page, e.g. its publication date, author,
keywords, title, and summary, which is
used by search engines to find relevant
websites in response to a search request
from a user
‘Contivo Vocabulary Management
Solution (VMS) (TM) provides a central
semantics-based metadata repository,
development tools, infrastructure, and
code generators that automate data
transformation
for
application
integration across multiple platforms.’
[BusinessWire]
metal /met(ə)l/ noun the alloy used to
make the type in metal setting
merge

merge sort

metadata

metal

COMMENT: The metal used in setting is an

alloy of lead, tin and antimony, usually
about 70% lead, 10% tin and 20%
antimony. Lead is too soft to be used alone,
and antimony is added to make it hard,
while the tin makes the alloy tougher and
also more fluid when liquid. Metal used in
Linotype and Monotype machines has a
higher proportion of lead.

metal feeder /met(ə)l fidə/ noun a
metal feeder

device which lowers an ingot of metal
slowly into the melting pot
metallic /metlk/ adjective made of
metal or containing metal
metallic ink /me tlk ŋk/ noun ink
with metal powder in it, normally gold,
silver or copper, used to give a shiny effect
metal rule / met(ə)l rul/ noun a steel
ruler, marked in centimetres, picas, etc.,
which allows a printed measure to be
calculated
metal stitching / met(ə)l sttʃŋ/
noun the attaching of the sections of a book
together with metal staples
metamerism /metmərz(ə)m/ noun
a phenomenon whereby some colours
change their hue in different lighting
conditions
meterage /mitərd/ noun the length
of a reel of paper in metres 쑗 All reels must
be of standard meterage.
metre /mitə/ noun a measure of length
equalling 3.4 feet (NOTE: Usually written m
metallic

|

metallic ink

|

metal rule

metal stitching

metamerism

|

meterage

metre
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after figures: The case is 2m wide by 3m
long. The US spelling is meter.)
metric /metrk/ adjective 1. using the
metre as a basic measurement 2. relating to
metric

a system of book and paper measurement,
calculated in millimetres
COMMENT: The main metric stock paper

sizes used in the UK are: metric quad crown
(768 x 1008 mm), metric large crown (816 x
1056 mm), metric quad demy (888 x
1128mm) and metric quad royal (960 x
1272mm).

|

micro image

metric crown octavo / metrk kraυn

ɒktɑvəυ/ noun a book format (186 x
123mm)
metric system /metrk sstəm/ noun
a system of measuring, using metres, litres
and grams
metric ton / metrk tn/, metric tonne
noun 1000 kilograms (NOTE: The metric
|

metric system

metric ton

tonne is used in the UK for calculating
paper requirements.)

metropolitan

area

microfilm

micrographics

metric crown octavo

metropolitan area network

reader /makrəυfiʃ
ridə/ noun a machine that magnifies the
writing on microfiche film and displays it
in readable form on a monitor
microfilm /makrəυflm/ noun material
for making microfiches 쐽 verb to make
microfiches
micrographics
/makrəυ "rfks/
plural noun images and graphics stored as
micro images
micro image /makrəυ md/ noun a
stored graphical image which is too small
to be seen with the naked eye
micrometer /makrɒmtə/ noun a
device for measuring the thickness of
materials such as paper
micron /makrɒn/ noun a metric measurement of the thickness of paper, one
millionth of a metre. Compare mil
micropayment
/makrəυpemənt/
noun a small charge made to users in return
for Internet content, usually per page
downloaded, on pages which are not sponsored by advertisers
microphotograph
/makrəυ
fəυtə"rɑf/ noun a very small-scale
photograph
micropublishing /makrəυpblʃŋ/
noun the publishing of microfilms
Microsoft Network / makrəsɒft
netw!k/ noun a vast online service to
provide information, database links to the
Internet and electronic mail especially for
Windows users. Abbr MSN
mid- /md/ prefix middle
middle
management / md(ə)l
mndmənt/ noun a level of management which has responsibility for a part
within the structure of a whole organisation
mid-space /md spes/, middle space
noun a space which is one quarter the size
of an em space
migrate /ma"ret/ verb to transfer a file
from one computer system or database to
another
migration /ma"reʃ(ə)n/ noun a
transfer of computer data, programs or
hardware from one system to another
mil /ml/ noun a measurement of the thickness of paper mainly used in the USA (one
thousand mils equal one inch). Compare
microfiche
microfiche reader

network

/ metrəpɒlt(ə)n eəriə netw!k/ noun a

network extending over a limited area,
normally a city. Abbr MAN. Compare

WAN

micrometer

|

micron

micropayment

microphotograph

|

mezzotint /mtsəυtnt/ noun a printing
mezzotint

process using an etched copper plate
MF paper / em ef pepə/ abbreviation
machine-finished paper
mg abbreviation milligram
MG cylinder / em di slndə/ noun a
device attached to a papermaking machine
to give a glaze to paper
MG machine / em di mə ʃin/ noun a
papermaking machine which has an MG
cylinder
MG paper / em di pepə/ abbreviation machine-glazed paper
MICR abbreviation magnetic ink character
recognition
micro- /makrəυ/ prefix used to indicate a
very small version of anything
microcontent
/makrəυ kɒntent/
noun a single piece of data on the Internet
which has its own URL or link and can be
accessed by a hand-held device if needed,
e.g. a weblog posting or a weather forecast
microencapsulation
/ makrəυn
kpsjυ[[ɑ-ɔʃ]leʃ(ə)n/ noun the use of
tiny amounts of a substance surrounded by
gelatine or plastic, e.g. to hold perfume in
particular novelty inks
microfiche /makrəυ fiʃ/ noun a small
sheet of photographic film on which information is stored in very small print
MF paper

mg

MG cylinder

MG machine

|

MG paper

MICR

micro-

microcontent

|

microencapsulation

|

|

microfiche

|

micropublishing

Microsoft Network

mid-

middle management

mid-space

migrate

|

migration

|

mil

micron

milking machine /mlkŋ mə ʃin/
noun a portable machine which can accept
milking machine

|
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data from other machines and then transfer
it to a large computer
mill /ml/ noun a building where a particular type of material is processed or made
millboard /mlbɔd/ noun thick paperboard used in binding books
mill conditioned paper /ml kən
dʃ(ə)nd pepə/ noun paper which has
been prepared in the mill for normal
humidity levels
mill edge /ml ed/ noun the rough edge
of paper as supplied from the mill
mill finishing /ml fnʃŋ/ noun the
act of passing paper through calenders at
the end of the papermaking process
mill glazing /ml "lezŋ/ noun the
process of drying paper on a heated
cylinder which gives a glossy surface to
one side
milligram /ml"rm/ noun one thousandth of a gram (NOTE: Usually written mg
mill

millboard

mill conditioned paper

|

mill edge

mill finishing

mill glazing

milligram

after figures.)

millimetre /mlmitə/ noun one thoumillimetre

sandth of a metre (NOTE: Usually written
mm after figures.)
mill join /ml dɔn/ noun the joining of
mill join

two webs done at the paper mill
Mills and Boon / mlz ən bun/ noun a
romantic novel published by, or of the kind
typically published by, the firm of Mills
and Boon, publishers of popular romantic
fiction
mind body and spirit / mand bɒdi
ən  sprt/ noun a category of books
dealing with alternative topics such as
natural medicine, new faiths and oriental
mysticism. Abbr MBS
mine /man/ noun a rich source of something, especially information
‘In addition, once the business processes
have been optimised/re-engineered, the
information technology function should
provide tools to empower staff to search
for and mine the data stores around the
organisation.’ [Financial Times]
mini- /mni/ prefix combining with nouns
to indicate a smaller version of something
쑗 mini-computer
miniature /mntʃə/ noun 1. a coloured
picture in an illuminated manuscript 2. a
much reduced copy of a document 3. a
small, very detailed drawing or painting
especially on ivory or vellum
minimum /mnməm/ noun the smallest
amount possible
Mills and Boon

mind body and spirit

mine

mini-

miniature

minimum

mm

miniweb /mniweb/ noun a web offset
miniweb

printing machine, using a narrow web of
paper, typically printing 32 or 64 pages in
black or eight A4 pages in colour
mint /mnt/ noun new, or like new 쑗 The
books are in mint condition.
mint stock /mnt stɒk/ noun a stock,
e.g. of books, which is in perfect condition
minus /manəs san/, minus sign noun
a printed or written sign (-) to indicate
subtraction or to show a negative value
minus colour /manəs klə/ noun the
colour which results if a colour is removed
from white light
minuscule /mnskjul/ noun a lower
case letter (NOTE: The opposite is majusmint

mint stock

minus

minus colour

minuscule

cule or upper case letter.)

minus setting /manəs setŋ/ noun
minus setting

the act of reducing the spaces between
letters, either to save space or to avoid
awkward letter combinations like L and T
which can leave gaps if spaced normally
MIPS /mps/ noun a measure of processor
speed. Full form million instructions per
MIPS

second

miscellaneous / msəleniəs/ adjecmiscellaneous

|

tive relating to a collection of items that are

all very different from each other
miscellany /mseləni/ noun a collection of written texts on a variety of subjects
in one book
misfile /msfal/ verb to file something
such as a document in the wrong place
misinform / msnfɔm/ verb to give
incorrect information to somebody
misprint /msprnt/ noun a mistake in
printing
misregister /msredstə/ noun a
printing fault when the colour plates are
out of register
mission
statement
/mʃ(ə)n
stetmənt/ noun a statement of the aims
and objectives of an organisation
mitre /matə/ verb to cut metal rules at
the corners when making up a page of
metal type
mixer /mksə/ noun a vat containing
strained pulp into which china clay or resin
are added before the pulp passes through
into the papermaking machine
mixing /mksŋ/ noun the use of
different fonts and typefaces on the same
line
mm abbreviation millimetre
miscellany

|

misfile

|

misinform

|

misprint

misregister

mission statement

mitre

mixer

mixing

mm
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mock-up /mɒk p/ noun a model of a

monochrome /mɒnəkrəυm/ noun 1.

mock-up

monochrome

new product or building which can be used
to show to potential customers
modelling tint /mɒd(ə)lŋ tnt/ noun a
tint, usually blue or red, added to pure
white to make it brighter
modem /məυdem/ noun an electronic
device which converts binary to analogue
signals so that data can be transmitted over
the telephone network
modern /mɒd(ə)n/ adjective relating to
the recent past or the present time
modern face /mɒd(ə)n fes/ noun a
typeface with thin straight serifs, and
where there is a marked difference
between thick and thin strokes
modern figures /mɒd(ə)n f"əz/,
modern numerals plural noun same as

an image in one colour, usually shades of
grey and black and white 2. a black and
white photograph
monogram /mɒnə"rm/ noun a device
made of several initials linked together
monograph /mɒnə"rɑf/ noun a book
on one specific subject
monoline /mɒnəυlan/ noun a typeface
such as Futura where all the lines are the
same thickness
monolingual / mɒnəυlŋ"wəl/ adjective using only one language 쑗 a monolingual dictionary
Monophoto /mɒnəυfəυtəυ/ a trade
name for a computerised phototypesetting
system
monospacing /mɒnəυspesŋ/ noun a
system of typesetting where each character
occupies the same amount of space, as
opposed to proportional spacing
Monotype /mɒnəυtap/ a trade name
for a composing machine, invented by
Lanston in 1894, which casts separate
pieces of type from hot metal using a
special design of typefaces

modelling tint

modem

modern

modern face

modern figures

lining figures
moiré /mwɑre/, moire noun 1. a
moiré

picture distortion which is caused by interference beats of similar frequencies 2. an
unwanted watery effect which is created by
a set of closely spaced lines that are placed
over another set, seen in film or prints
moiré effect /mwɑre  fekt/ noun an
interference pattern like watered silk,
which occurs in colour printing when
screens are set at wrong angles
moisture /mɔstʃə/ noun dampness or
an amount of water in the atmosphere or a
material
moisture content of paper / mɔstʃə
kɒntent əv pepə/ noun the amount of
moisture in paper, shown as a percentage
of the paper weight
moisture-set ink /mɔstʃə set ŋk/
noun ink which dries after the pigment and
resin have been transferred to the paper and
are separated from the vehicle by spraying
with a fine moisture mist
money order /mni ɔdə/ noun a
document which can be bought by sending
money through the post
monitor /mɒntə/ noun a visual display
unit used to show the text and graphics
generated by a computer 쐽 verb to make
regular checks to see how something or
somebody is working
monitored hyphenation / mɒntəd
hafəneʃ(ə)n/ noun hyphenation done
by the keyboard operator
monk /mŋk/ noun a printed area which
has received too much ink and is very dark
moiré effect

|

moisture

moisture content of paper

moisture-set ink

money order

monitor

monitored hyphenation

|

monk

(NOTE: The opposite is friar.)
mono /mɒnəυ/ adjective black and white
mono

monogram

monograph

monoline

monolingual

|

Monophoto

monospacing

Monotype

COMMENT: In a Monotype machine, the

compositor keyboards the text onto
perforated paper tape, which is then passed
through the casting machine, each
character being cast separately, the metal
type being arranged in order automatically
with spacing to make up the justified lines.
The Monotype system needs two
processes (keyboarding and casting) which
makes it slower than Linotype. However,
because each character is separate,
corrections are much easier and less costly
on the Monotype system.

Monotype set system /mɒnəυtap
Monotype set system

set sstəm/ noun a system where the
basic em quad is a set size
Monotype unit system /mɒnəυtap
junt sstəm/ noun a system of computerising typesetting, where each character
is given a number of units
montage /mɒntɑ/ noun a combination of photographs, drawings or parts of
pictures used for display or advertising
monthly /mnθli/ noun a magazine
published once a month
moral right / mɒrəl rat/ noun the right
of people such as editors or illustrators to
have some say in the publication of a work
to which they have contributed, even if
they do not own the copyright
mordant /mɔdənt/ noun fluid for
etching a printing plate
Monotype unit system

montage

monthly

moral right

mordant
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morgue /mɔ"/ noun in journalism, a
collection of miscellaneous reference
material
morocco /mərɒkəυ/ noun a soft leather
made from goatskin, or a leather made in
imitation of it from sheepskin or calfskin,
used for covering books
Morse /mɔs/, Morse code / mɔs
kəυd/ noun a system for representing
letters and numbers by signs consisting of
one or more short or long signals of sound
or light which are printed out as dots and
dashes
mother set /mðə set/ noun a set of
printing plates or of type, which is used
only to make stereos and not for printing
morgue

morocco

|

Morse

mother set

(NOTE: Used particularly for reference
books which reprint many times and where
the stereos get worn out frequently.)
motion picture / məυʃ(ə)n pktʃə/
noun a film made to be shown in the
motion picture

cinema

motion picture rights /məυʃ(ə)n
motion picture rights

pktʃə rats/ plural noun same as film

rights

mottle /mɒt(ə)l/ noun a printing fault
mottle

caused by the uneven absorption of ink

mottled /mɒt(ə)ld/ adjective 1. relating
mottled

to an area of solid colour which has a light
and dark pattern, due to a defect in printing
2. relating to a page which has both glossy
and matte areas
mould /məυld/ noun 1. a plastic forme
taken from metal setting, used to make a
stereo 2. a tray with a wire mesh bottom in
which handmade paper is made
mould-made paper /məυld med
pepə/ noun handmade paper
mount /maυnt/ verb 1. to organise an
event and ensure that it happens 2. to fix
something in a particular place, especially
a piece of artwork or film on a card backing
or in a frame 쐽 noun 1. a base in a forme on
which a plate is placed to make it the same
height as the standing type 2. a backing or
support to which something is fixed, e.g. a
sheet of cardboard used as a backing for a
photograph
mounted block /maυntd blɒk/ noun
a letterpress block fixed on a mount to raise
it to type height
mounting board /maυntŋ bɔd/ noun
the base on which printing plates are fixed
mouse /maυs/ noun a small hand device
used to control the cursor on a computer
screen (NOTE: The plural is mice.)
mould

mould-made paper

mount

mounted block

mounting board

mouse

multicolumn layout

mouse-driven /maυs drv(ə)n/ adjecmouse-driven

tive referring to a computer program which
uses a mouse rather than a keyboard for
input
.mov suffix a file extension for a film file.
Full form movie
movable type /muv(ə)bəl tap/ noun
type cast as individual metal units, as
opposed to slugs which are type cast as a
whole line
.mov

movable type

Moving Picture Experts Group
Moving Picture Experts Group

/ muvŋ pktʃə eksp!ts "rup/ noun
full form of MPEG
MP3 / em pi θri/ noun a computer file
MP3

standard for downloading compressed
music from the Internet, playable on a
multimedia computer with appropriate
software. Full form Moving Picture
Experts Group, Audio Layer 3
.mp3 suffix a file extension for an MP3
file. Full form Moving Picture Experts
Group, Audio Layer 3
MPEG /empe"/ noun a data file for
.mp3

MPEG

moving pictures on the Internet. Full form

Moving Picture Experts Group
.mpeg /empe"/, .mpg suffix a file extension for an MPEG file. Full form Moving
Picture Experts Group
MS abbreviation manuscript (NOTE: The
plural is MSS.)
MSN abbreviation Microsoft Network
mull /ml/ noun cloth glued to the back of
.mpeg

MS

MSN

mull

a book block before the cased binding is
attached (NOTE: Mull is thin cotton gauze

which has been stiffened by being dipped
in size.)
mullen /mlən/ noun the bursting
mullen

strength of paper

mullen burst tester /mlən b!st
mullen burst tester

testə/ noun an instrument for testing the
burst strength of paper, in which a sample
of paper is placed over a diaphragm which
is inflated until the paper bursts
multi- /mlti/ prefix used to form adjectives describing things which have many
parts
multicasting /mltikɑstŋ/ noun the
process of sending data across a network to
several recipients simultaneously
multicolour / mltiklə/ adjective with
several colours
multicolumn layout / mltikɒləm
leaυt/ noun a page layout with several
columns, used especially in newspapers
and magazines
multi-

multicasting

multicolour

|

multicolumn layout
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multi-disk reader / mlt dsk ridə/
multi-disk reader

noun a device that can take in data from

different sizes and formats of disk
multilingual / mltilŋ"wəl/ adjective
using several languages 쑗 a multilingual
dictionary of technical terms
Multilith /mltilθ/ a trade name for a
small offset printing press
multimedia
/ mltimidiə/
noun
programs, software and hardware capable
of using a wide variety of media such as
film, video and music as well as text and
numbers
multinational / mltinʃ(ə)nəl/ noun
a company that has branches or subsidiary
companies in several countries 쑗 The
company has been bought by one of the big
multinationals.
multi-part stationery / mlt pɑt
steʃ(ə)nəri/ noun continuous stationery
with two or more sheets together
multiplex /mltpleks/ verb to combine
several messages in the same transmission
medium
multiplexing /mltpleksŋ/ noun the
combining of several messages in the same
transmission medium
multiplexor /mltpleksə/ noun a
device that combines a particular number
of inputs into a smaller number of outputs
multilingual

|

Multilith

multimedia

|

multinational

|

multi-part stationery

multiplex

multiplexing

multiplexor

multiplication
/ mltplkeʃ(ə)n/
noun a mathematical operation that adds
multiplication

|

one number to itself a number of times
sign
/ mltpl
keʃ(ə)n san/ noun a printed or written
sign (x) used to show that numbers are
multiplied
multi-ring binder /mlti rŋ bandə/
noun a type of loose-leaf binding which
uses a series of metal rings
multi-strike printer ribbon / mlti
strak prntə kɒləm/ noun an inked
ribbon in a printer that can be used more
than once
multiversity / mltiv!sti/ noun a
university that has many affiliated or associated institutions such as research centres
and colleges
multivolume /mlti vɒljum/ adjective published in several volumes
mutton /mt(ə)n/ noun an em or width
of type equivalent to 12 points, taken as the
width of a capital M
mutton rule /mt(ə)n rul/ noun an em
rule
M weight /em wet/ noun US the weight
of one thousand sheets of paper
multiplication sign

multiplication

|

multi-ring binder

multi-strike printer ribbon

multiversity

|

multivolume

|

mutton

mutton rule

M weight
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nap /np/ noun the surface of paper,

national media /nʃ(ə)nəl midiə/
noun the nationally distributed or marketed

nap roller

broadcast and print products of a country,
e.g. major newspapers and television
programming
national press / nʃ(ə)nəl pres/ noun
newspapers that cover more general news
and are sold in all parts of the country

nap

usually referring to a rough surface
nap roller /np rəυlə/ noun an ink
roller used in lithography
narrowband /nrəυbnd/ noun a
communication method that uses a bandwidth less than that of a voice channel
narrow measure /nrəυ meə/ noun
an act of setting an indented line
national advertising / nʃ(ə)nəl
dvətazŋ/ noun advertising that covers
a whole country
narrowband

narrow measure

national advertising

National
National Library of Australia

Library

of

Australia

/ nʃ(ə)nəl labrəri əv ɒstreliə/ noun
|

the national library of Australia, in
Canberra, established as an independent
institution by an Act of Parliament in 1960.
It was founded in 1901 as part of the
Commonwealth Parliamentary Library.

National
National Library of Canada

Library

of

Canada

/ nʃ(ə)nəl labrəri əv knədə/ noun

the national library of Canada, founded in
Ottawa in 1953

National Library of New Zealand
National Library of New Zealand

/ nʃ(ə)nəl labrəri əv nju zilənd/
noun the national library of New Zealand,

in Wellington, created in 1966 by
combining the collections of the General
Assembly Library, the Alexander Turnbull
Library and the National Library Service

National
National Library of Scotland

Library

of

Scotland

/ nʃ(ə)nəl labrəri əv skɒtlənd/ noun

the national library of Scotland, situated in
Edinburgh and founded in 1925, having as
its core the much older Library of the
Faculty of Advocates. It is Scotland’s only
copyright deposit library.

National
National Library of Wales

Library

of

Wales

/ nʃ(ə)nəl labrəri əv welz/ noun the

national library of Wales, situated in Aberystwyth in Ceredigion and founded by
royal charter in 1907. It is Wales’s only
copyright deposit library.

national media

national press

natural language processing

natural

language

processing

/ ntʃ(ə)rəl lŋ"wd prəυsesŋ/ noun

the branch of computational linguistics
concerned with the use of artificial intelligence to process natural languages, as in
machine translation. Abbr NLP
navigable /nv"əb(ə)l/ adjective
relating to a website that is designed to
enable the user to move between or
through sections by clicking on usually
highlighted computer links
navigate /nv"et/ verb to move
between the different areas of a website by
using the links provided in it
NBA abbreviation Net Book Agreement
NC noun a UK qualification in a vocational subject that is roughly equivalent to
a GCSE. Full form National Certificate
ND noun 1. used in publishers’ reports to
indicate that it is not known when a book
will be in stock. Full form no date 2. a UK
vocational qualification that is roughly
equivalent to two A levels. Full form
navigable

navigate

NBA

NC

ND

National Diploma
NE abbreviation new edition
neckline /nek lan/ noun a white line
NE

neckline

|

under a heading
negative /ne"ətv/ noun a developed
film in which the colour tones are reversed
and used to produce a positive print
negative assembly / ne"ətv ə
sembli/ noun the process of assembling
negatives ready to make a plate
negative

negative assembly

|
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negative film /ne"ətv flm/ noun
negative film

photographed film where the colours are
reversed, from which normal prints can be
made
negative reading film /ne"ətv
ridŋ flm/ noun film where the colours
are reversed
negotiation /n "əυʃieʃ(ə)n/ noun
discussions between people who have
different viewpoints in which they try to
reach an agreement
net /net/ adjective relating to a final
amount when everything has been
deducted 쑗 a net profit 왍 terms strictly net
payment has to be the full price, with no
discount allowed
net assets / net sets/ plural noun the
value of all the property of a company after
taking away what the company owes
net book /net bυk/ noun a book that is
sold at a net price, which cannot be
discounted
Net Book Agreement / net bυk ə
"rimənt/ noun formerly, the agreement
between publishers and booksellers that
books would be sold at an agreed price
with no discounting allowed – abandoned
in 1995/6. Abbr NBA
net cash flow / net kʃ fləυ/ noun the
difference between money coming in and
money going out of a firm
net income /net nkm/ noun the part
of a person’s income which is left after
taking away tax and other deductions. Also
called net salary
netlag /netl"/ noun a temporary loss of
contact between an Internet user and a
server, usually caused by network delays
net margin / net mɑdn/ noun a
percentage difference between received
price and all costs, including overheads
net price / net pras/ noun a price
which cannot be reduced by a discount
when sold retail
net profit / net prɒft/ noun a result
where income from sales is more than all
expenditure plus overheads
net receipts / net rsits/ plural noun
receipts after deducting things such as
commission, tax or discounts
net salary / net sləri/ noun same as
negative reading film

negotiation

|

|

net

net assets

net book

Net Book Agreement

|

net cash flow

net income

netlag

net margin

net price

net profit

net receipts

|

net salary

net income

net sales / net selz/ plural noun sales
net sales

less damaged or returned items
net terms / net t!mz/ plural noun
terms offered by a publisher to an agent or
net terms

bookseller on the basis of an agreed net
price
net weight / net wet/ noun the weight
of something after the packaging has been
deducted
network /netw!k/ noun a large number
of people, organisations or machines that
work together as a system 쐽 verb to join
computers together so that they work as a
system
network architecture / netw!k
ɑktektʃə/ noun the method in which a
network is constructed, e.g. the layers in an
OSI system
networked
system
/ netw!kt
sstəm/ noun a system in which several
computers are linked together so that they
all draw on the same database
networking /netw!kŋ/ noun the act
of linking computers so that users can
exchange information or share access to a
central store of information
network of distributors / netw!k əv
dstrbjυtəz/ noun same as distribution
net weight

network

network architecture

networked system

networking

network of distributors

|

network

net worth / net w!θ/ noun same as net
net worth

assets

net yield / net jild/ noun profit from
net yield

investments after deduction of tax
new edition / nju dʃ(ə)n/ noun a
book that has recently been reprinted with
some updating and changes
new paragraph / nju prə"rɑf/
noun an editing mark to show the typesetter that the text should start a new paragraph
new release / nju rlis/ noun a new
book or record put on the market
news /njuz/ noun information about
things that have happened 쑗 The business
news is in the central pages of the paper. 쑗
Financial markets were shocked by the
news of the devaluation.
news agency /njuz edənsi/ noun
an office that has reporters who write news
reports which are then distributed to newspapers and television companies
newsagent /njuzedənt/, news
dealer noun a person who runs a shop
selling newspapers and magazines. 쒁 CTN
newsboard /njuzbɔd/ noun grey
cardboard made from waste newspapers
news bulletin /njuz bυltn/ noun a
report on TV or radio of the latest news
new edition

|

new paragraph

new release

|

news

news agency

newsagent

newsboard

news bulletin
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/njuz "rup/ noun a
feature of the Internet that provides freefor-all discussion forums
newsletter /njuzletə/ noun a brief
publication issued by an organisation to its
members with internal news and information
newspaper /njuzpepə/ noun a daily
or weekly publication consisting of a
number of large sheets of folded cheap
paper containing printed news articles and
pictures
newspaper publisher /njuzpepə
pblʃə/ noun the owner of a newspaper
newsprint /njuzprnt/ noun cheap
paper on which newspapers and magazines
are printed
newsreader /njuzridə/ noun a
computer program that allows somebody
to read and post messages to Internet newsgroups
news release /njuz r lis/ noun a
sheet giving information about an event
which is sent to newspapers and TV and
radio stations so that they can use it 쑗 The
PR department is preparing a news release
on our merger plans. Also called press
newsgroup

newsgroup

|

newsletter

newspaper

newspaper publisher

newsprint

newsreader

news release

|

release

newsstall /njuzstɔl/ noun a small
newsstall

news stand

new technology

|

next to editorial

|

nick

nickel

nickel electro

|

niger morocco /nadə mə rɒkəυ/
noun good-quality African leather, used
|

for bindings

night shift /nat ʃft/ noun a shift
night shift

worked during the night

nil return / nl rt!n/ noun a report
nil return

|

showing no sales, income or tax
nip /np/ noun the area where two rolls of
paper are in contact 쐽 verb to hold a book
tightly when binding, so as to press out any
air from between the pages
nip and tuck folder / np ən tk
fəυldə/ noun a folding machine in which
the sheet is pushed between gripping
surfaces by a blade
nipping /npŋ/ noun the act of pressing
a sewn book so as to remove air from
between the pages, before or after binding
nip

nip and tuck folder

nipping

(NOTE: The US term is smashing.)
nip rolls /np rəυlz/ plural noun two
nip rolls

parallel rolls which take the paper and feed
it into a folding machine
NK noun a report from a publisher,
showing that a book which has been
ordered was not published by them. Full
form not known
node /nəυd/ noun a piece of data in a
database which has more than one link
from it to other pieces of data
noise /nɔz/ noun 1. electronic interference in an online search resulting in
responses that are not useful 2. an electronic signal present in addition to the
wanted signal, resulting in noisy interference
nominal ledger / nɒmn(ə)l ledə/
noun a book that records a company’s
income and expenditure in general
non- /nɒn/ prefix not
nonbook /nɒnbυk/ adjective not in the
form of a book, or consisting of things
other than books, e.g. as video tapes 쑗 nonbook media
nonbook materials /nɒnbυk mə
təriəlz/ plural noun publications such as
videos, maps or cassettes, which are not
books
nonbookshop outlets /nɒnbυkʃɒp
aυtləts/ plural noun places which are not
bookshops but which sell books, such as
supermarkets
nonconsumable textbook / nɒnkən
sjuməb(ə)l tekstsbυk/ noun a textbook
which students should keep clean, without
writing anything in it, so that it can be
passed on to other students
NK

node

noise

outdoor shop or kiosk selling newspapers
and magazines
news stand /njuz stnd/ noun a
small wooden shop on a pavement, for
selling newspapers
new technology / nju teknɒlədi/
noun electronic communication machines
that have been recently invented
next to editorial / nekst tυ ed
tɔriəl/, next text noun instructions from
an advertiser to a magazine to place an
advertisement next to editorial matter
niche /niʃ/ noun an area in business
which exactly fits the needs of a specialised group 쑗 They found a niche in the
market for their product so it sold well.
nick /nk/ noun a groove across the front
of the stem of a piece of type, so that the
compositor can easily tell which is the
front of the piece
nickel /nk(ə)l/ noun metal used in electroplating
nickel electro /nk(ə)l  lektrəυ/ noun
an electro made of lead and a coating of
nickel and copper, used for long print runs
niche

nonconsumable textbook

niger morocco

nominal ledger

non-

nonbook

|

nonbook materials

|

|

nonbookshop outlets

|

nonconsumable textbook

|
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keyboard
/nɒn
kaυntŋ kibɔd/ noun an entry
keyboard on a phototypesetter that
produces a continuous output of characters
on tape without hyphenation or justification instructions
nondelivery / nɒndlv(ə)ri/ noun a
situation where something is not delivered
nondigital /nɒnddt(ə)l/ adjective
not processing, operating on, storing,
transmitting, representing or displaying
data in the form of numerical digits, as a
digital computer does
nondurables /nɒndjυərəb(ə)lz/ plural
noun goods which are used up soon after
they have been bought, such as food or
newspapers
nonexclusive copyright /nɒnk
sklusv kɒpirat/ noun a right to use a
copyrighted resource which can be
extended to other people
nonfading material /nɒn fedŋ mə
təriəl/ noun material which will not lose
its colour
nonfiction /nɒnfkʃ(ə)n/ noun writings
that convey factual information rather than
an imaginary story
nonimage area /nɒnmd eəriə/
noun the area on a lithographic plate which
is not to be printed, and which does not
take ink
nonlining figures /nɒnlanŋ f"əz/
plural noun Arabic numerals with
ascenders and descenders, as opposed to
lining figures. Also called nonranging
noncounting
noncounting keyboard

|

nondelivery

|

nondigital

|

nondurables

|

non-exclusive copyright

|

nonfading material

|

|

nonfiction

|

nonimage area

|

nonlining figures

|

figures

non-net /nɒn net/ adjective not sold at a
non-net

net price

COMMENT:

Formerly used to refer to
educational books, with low discounts,
which amounted to a handling charge on
orders from schools. If the booksellers
wished to place educational books on their
shelves to sell to the general public, they
could mark up the price to give themselves
a higher margin.

nonpareil / nɒnpəre(ə)l/ noun an old
nonpareil

|

type size, equivalent to the modern 6 point
nonprinting codes /nɒnprntŋ
kəυdz/ plural noun codes that represent an
action of the printer rather than a printed
character
nonprinting codes

|

nonprofit-making
nonprofit-making organisation

organisation

/nɒn prɒft mekŋ ɔ"ənazeʃ(ə)n/
noun an organisation such as a charity, or
|

|

some university presses, which is not
allowed by law to make a profit 쑗 Nonprofit-making organisations are exempted

from tax. (NOTE: The US term is nonprofit
corporation.)
nonranging figures /nɒn rendŋ
f"əz/ plural noun same as nonlining
figures
nonreader /nɒnridə/ noun somebody
nonranging figures

|

nonreader

|

who does not or cannot read, especially a
child who has difficulty in learning to read
nonreflective ink / nɒnrflektv ŋk/
noun ink used to print machine-readable
codes and characters, such as on cheques
nonreturnable packing /nɒn r
t!nəb(ə)l pkŋ/ noun packing which
is to be thrown away when it has been used
and not returned to the sender
nonspecialist /nɒnspeʃ(ə)lst/ noun a
person who is not qualified or expert in a
specific occupation or field of study,
though perhaps having a wide range of
knowledge
nonstock /nɒnstɒk/ adjective 1. not
held in stock 쑗 Non-stock items have to be
ordered specially and may take some time
to reach the shop. 2. not normal 쑗 The book
is an odd format, and we had to use a nonstock size of paper.
nonwoven /nɒnwəυvən/ adjective
imitation cloth made from paper pulp,
treated chemically to give it strength and
embossed to imitate the woven surface of
cloth
Nordsen glueing /nɔdsən "luŋ/
noun a method of adding a strip of glue at
the joints of a heavy book when casing in,
to give more strength
not /nɒt/ noun handmade paper pressed
without metal plates, giving a very rough
finish. Compare hot-pressed paper
notched binding /nɒtʃt bandŋ/,
notch binding noun a perfect binding
process, where notches are cut into the
spine of the folded untrimmed pages,
helping the glue to penetrate and hold the
sections together when the cover is glued
in place. Also called slotted binding
note /nəυt/ noun a piece of additional
information in a catalogue or bibliography
쐽 verb to write down details of something
and remember them 쑗 We note that the
goods were delivered in bad condition. 쑗
Your order has been noted and will be
dispatched as soon as we have stock. 쑗
Your complaint has been noted.
notebook /nəυtbυk/ noun a book for
writing notes in
nonreflective ink

|

nonreturnable packing

|

nonspecialist

|

nonstock

|

nonwoven

|

Nordsen glueing

not

notched binding

note

notebook
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notepaper /nəυtpepə/ noun goodnotepaper

quality paper for letters
notice /nəυts/ noun a written
announcement displayed so that everyone
can read it
noticeboard /nəυtsbɔd/ noun a
board fixed to a wall so that information
can be displayed for people to read
novel /nɒv(ə)l/ noun a long fiction narrative story
novelist /nɒv(ə)lst/ noun a writer of
novels
novella /nəvelə/, novelette / nɒvəlet/
noun a short novel
n.p. abbreviation 1. new paragraph 2. no
place of publication 3. no price 4. no
printer’s name
NUJ noun a British trade union with
members working in newspaper and book
publishing; also in radio and TV. Full form
notice

noticeboard

novel

novelist

novella

|

|

n.p.

NUJ

National Union of Journalists
number /nmbə/ verb to place the call
number

number or the charging symbol on or in a
book 쐽 noun a symbol representing quantity, e.g. 1, 20, 64, 103 (NOTE: It is also

NYP

written no.: no. 15. The plural is nos.: nos.
2–20.)
numbered edition /nmbəd 
dʃ(ə)n/ noun a limited edition where
numbered edition

|

each copy has a number written in it

numeracy /njum(ə)rəsi/ noun compenumeracy

tence in the mathematical skills needed to
cope with everyday life and an understanding of information presented mathematically, e.g. in graphs or tables
numeral /njum(ə)rəl/ noun a number
in typesetting or writing
numerical order /nju merk(ə)l
ɔdə/ noun arrangement by numbers
numeric data /nju merk detə/ noun
data in the form of figures
numeric keypad /nju merk kipd/
noun part of a computer keyboard which is
a programmable set of numbered keys
NYO abbreviation not yet out
NYP noun a publisher’s report to a bookseller who has tried to order a book that has
not been published. Full form not yet
numeral

numerical order

|

numeric data

|

numeric keypad

|

NYO

NYP

published
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obelisk /ɒbəlsk/ noun a printing sign
(†) used after the name of a person to show
that he or she has died, and also used as a
reference mark
obelus /ɒbələs/ noun a printed mark (†)
used in modern editions of ancient manuscripts to indicate that the passage marked
is thought not to be genuine
obit /əυbt/, obituary /əbtʃuəri/ noun
an article in a newspaper about the life and
work of a person who has recently died
oblique /əblik/ adjective 1. indirect and
difficult to understand 2. sloping at an
angle to the right
oblique roman /ə blik rəυmən/ noun
roman characters which slant to the right
and look like italic
oblique shading /ə blik ʃedŋ/ noun
shading of the thick curved lines in oldface type, where the shading runs round the
top and bottom of curved letters, as
opposed to the vertical shading used in
modern faces
oblique stroke /əblik strəυk/ noun a
line sloping to the right (/)
obliterate /əbltəret/ verb to erase or
cover a piece of printing
obscene /əbsin/ adjective shocking or
offensive, usually because of pictures or
references to naked people, sexual acts or
bodily functions
obscene publication /əb sin pbl
keʃ(ə)n/ noun a book, film or any publication which offends against an accepted
standard of decency
obscenity /əbsenti/ noun 1. the fact of
being obscene 2. something which is
obscene, e.g. a swear word
obscenity laws /əbsenti lɔz/ plural
noun laws which define what constitutes
obscenity and set out penalties for
producing obscene material
obelisk

obelus

obit

|

oblique

|

oblique roman

|

oblique shading

|

oblique stroke

|

obliterate

|

obscene

|

obscene publication

|

obscenity

|

obscenity laws

|

|

publication
/ə
ke(ə)n(ə)l pblkeʃ(ə)n/ noun a
document that does not appear on a regular
basis
OCR abbreviation 1. optical character
reader 2. optical character recognition
OCR font / əυ si ɑ fɒnt/ noun a character design that can be easily read using
an optical character reader
occasional
occasional publication

|

|

OCR

OCR font

COMMENT: There are two OCR fonts in

common use: OCR-A, which is easy for
scanners to read, and OCR-B, which is
easier for people to read than the OCR-A
font. OCR techniques are extremely useful
in computerising data which has been
typeset but not computerised, allowing for
example an old specialised dictionary to be
converted to computer tape, or allowing
direct input of typewritten pages from an
author: they are read by a computer and are
typeset without rekeying.

octavo /ɒktɑvəυ/ noun a page made
octavo

|

when a sheet of paper is folded three times,
giving a 16-page section. Also called
eightvo. Abbr 8vo
octodecimo / ɒktəυdesməυ/ noun a
book size of about 10 x 16 cm/4 x 4 ¼ in,
or a book of this size. Abbr 18mo
oddment /ɒdmənt/ noun a section of
pages shorter than the normal signature
which has to be printed separately to make
up the full extent of a book, because the
book does not make an even working
odd number / ɒd nmbə/ noun a
number which cannot be divided by two to
give a whole number 쑗 5 and 7 are odd
numbers.
odd pages / ɒd pedz/ plural noun
pages with odd numbers
odd sorts /ɒd sɔts/ plural noun special
characters which are not normally
required, such as mathematical symbols or
foreign accents
odour-free ink / əυdə fri ŋk/ noun
ink used to print on food packaging, which
octodecimo

|

oddment

odd number

odd pages

odd sorts

odour-free ink
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has no smell and which cannot harm the
contents of the package
OEM abbreviation original equipment
manufacturer
off-centre /ɒf sentə/ adjective not in the
centre of a page or line 쑗 The map is
slightly off-centre.
offcut /ɒfkt/ noun a piece of scrap
paper left over when a sheet is trimmed to
size
offer /ɒfə/ noun 1. a statement that you
are willing to pay a certain amount of
money to buy something 쑗 His agent is
considering two offers from publishers. 2. a
statement that you are willing to sell something 쐽 verb to say that you are willing to
pay a particular amount of money for
something 쑗 The American publisher
offered $50,000 for the paperback rights.
offer for sale / ɒfə fə sel/ noun a situation where a company advertises itself for
sale
Office of Fair Trading / ɒfs əv feə
tredŋ/ noun a government department
which protects consumers against unfair or
illegal business. Abbr OFT
office supplies /ɒfs sə plaz/ plural
noun goods needed to run an office such as
paper, pens and typewriters
officialese /ə fʃəliz/ noun unclear,
pedantic and verbose language considered
characteristic of official documents
official publication /ə fʃ(ə)l pbl
keʃ(ə)n/ noun a document produced and
published by official bodies, often kept by
libraries as reference material
official return /ə fʃ(ə)l rt!n/ noun
an official report
off its feet / ɒf ts fit/ adjective referring to type which is not set straight on the
base line
offline /ɒflan/ adjective relating to a
processor, printer or terminal that is
disconnected from the network or central
computer, usually temporarily 쑗 Before
changing the paper in the printer, switch it
offline.
offline
newsreader
/ ɒflan
njuzridə/ noun a piece of software that
allows a user to read newsgroup articles
when the computer is not connected to the
Internet
offline printing / ɒflan prntŋ/ noun
a printout operation that is not supervised
by a computer
OEM

off-centre

offcut

offer

offer for sale

Office of Fair Trading

office supplies

|

officialese

|

|

official publication

|

|

official return

|

off its feet

offline

|

offline newsreader

offline printing

|

Old English

offline
processing
/ ɒflan
prəυsesŋ/ noun processing by devices
not under the control of a central computer
offline processing

(NOTE:
The
opposite
is
online
processing.)
offprint /ɒfprnt/ noun an extra printing
offprint

of copies of a section of a journal, run on
from the main printing and sold separately.
Also called separate
offset /ɒfset/ verb 1. to print an image by
offset lithography 쑗 The image is offset
onto the paper. 2. to reproduce a book in a
new edition by photographing a good copy
of the previous edition 3. to balance one
thing against another so that they cancel
each other out 쑗 to offset losses against tax
쑗 Foreign exchange losses more than offset
profits in the domestic market.
offset blanket /ɒfset blŋkt/ noun a
rubber sheet round a cylinder, to which the
ink is transferred from the printing plate
before being printed onto the paper
offset cartridge /ɒfset kɑtrd/
noun paper of inferior quality to ordinary
cartridge, made on a twin-wire machine
and so smooth on both sides, used in offset
printing
offset cylinder /ɒfset slndə/ noun
same as blanket cylinder
offset lithography / ɒfset lθɒ"rəfi/
noun a printing process used for printing
books, where the ink sticks to image areas
on the plate and is transferred to an offset
cylinder from which it is printed onto the
paper
offset paper /ɒfset pepə/ noun
special paper for printing offset
offset plate /ɒfset plet/ noun a plate
from which offset printing is carried out
offset printing /ɒfset prntŋ/ noun a
printing method that transfers the ink
image to the paper via a second cylinder
off-the-job training / ɒf ðə dɒb
trenŋ/ noun training given to employees
away from their place of work, i.e. at a
college
oiled paper / ɔld pepə/ noun paper
soaked in an oil such as linseed oil, used
for wrapping
OKWC noun an instruction from the
editor to the typesetter to make corrections
as indicated and then the text will be ready
for press. Full form OK with corrections
Old English / əυld ŋ"lʃ/ noun a black
letter typeface as used in England
offset

|

offset blanket

offset cartridge

offset cylinder

offset lithography

|

offset paper

offset plate

offset printing

off-the-job training

oiled paper

OKWC

Old English

Publishing.fm Page 182 Thursday, April 6, 2006 1:33 PM

old face

182

old face /əυld fes/ noun one of the first
roman typefaces such as Bembo or Caslon,
with oblique shading and which does not
have much difference between fat and thin
strokes
old style face / əυld stal fes/ noun a
typeface such as Caslon or Baskerville,
with distinct serifs, derived from Classical
Roman lettering
old face

old style face

COMMENT: Some old style faces are still

widely used; Garamond, for example, is
used especially for newspaper or magazine
work.

faces such as Bembo or Caslon, where the
3, 4, 5, 7 and 9 go below the base line and
the 6 and 8 go up to cap height
omission /əυmʃ(ə)n/ noun something
that has been omitted
omit /əυmt/ verb 1. to leave something
out or not put something in 2. to fail to do
something 쑗 He omitted to order enough
paper for the required print run.
omnibus /ɒmnbəs/ noun a collection
of stories or articles by one or more authors
bound into one book
omnibus agreement /ɒmnbəs ə
"rimənt/ noun an agreement that covers
many different items
omnibus edition /ɒmnbəs  dʃ(ə)n/
noun an edition of a series of books or
short stories in one volume
OMR abbreviation 1. optical mark reader
2. optical mark recognition
oncosts /ɒnkɒsts/ plural noun amounts
spent in producing a product which do not
rise with the quantity of the product made
on-demand publishing / ɒn d
mɑnd pblʃŋ/ noun a system of
printing books as the demand arises,
usually in very small quantities, as
opposed to keeping larger quantities of
books in stock
one-off / wɒn ɒf/ adjective done or
made only once 쑗 The new novel is a oneoff item on their list.
one-shot binding / wn ʃɒt bandŋ/
noun adhesive binding using hot melt glue
only. 쒁 two-shot binding
one-shot periodical rights / wn
ʃɒt pəriɒdk(ə)l rats/ plural noun the
right to reprint part of a text in a single
edition of a magazine or newspaper
one-sided / wn sadd/ adjective 1.
favouring one side and not the other in a
omission

|

omit

|

omnibus

omnibus agreement

|

omnibus edition

|

OMR

oncosts

on-demand publishing

|

|

one-sided

two-up

onion skin paper /njən skn pepə/
noun very thin paper made transparent by
onion skin paper

beating, used for airmail paper

plural noun Arabic figures in some type-

one-shot periodical rights

one-up

online /ɒnlan/ adjective 1. connected to

old style figures / əυld stal f"əz/

one-shot binding

one-sided art paper

online

old style figures

one-off

negotiation 쑗 a one-sided agreement 2.
printed on one side of a sheet only
one-sided art paper / wn sadd
ɑt pep˜ə/ noun paper that is coated on
one side only, used for jackets
one-up / wn p/ adverb printed with
one copy of the book at a time. Compare

a mainframe computer often by a remote
terminal 쑗 The sales office is online to the
warehouse. 쑗 We get our data online from
the stock control department. 2. relating to
data or information that is available when a
terminal is connected to a central computer
via a modem
online editing / ɒnlan edtŋ/ noun
text editing by an editor or sub-editor on a
terminal linked directly to the main
computer
online information retrieval / ɒnlan
nfəmeʃ(ə)n r trivəl/ noun a system
that allows an operator of an online
terminal to access, search and display data
held in a main computer
online
processing
/ ɒnlan
prəυsesŋ/ noun processing by devices
connected to and under the control of the
central computer, in which the user
remains in contact with the central
computer while the processing is being
carried out
online storage / ɒnlan stɔrd/
noun data stored on a computer
online system / ɒnlan sstəm/ noun a
computer system that allows users who are
online to transmit and receive information
online editing

online information retrieval

|

|

online processing

online storage

online system

online

online transaction processing

transaction

processing

/ ɒnlan trnzkʃən prəυsesŋ/ noun
|

interactive processing in which a user
enters commands and data on a terminal
that is linked to a central computer, with
results being displayed on-screen
on-screen / ɒn skrin/ adjective,
adverb with information being displayed
on a screen 쑗 The text is edited on-screen.
on-the-fly / ɒn ðə fla/ adverb printing
or outputting images as they are being
processed
on-the-job training / ɒn ðə dɒb
trenŋ/ noun training given to employees
at their place of work
on-screen

on-the-fly

on-the-job training
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OO noun a publisher’s report to a bookseller, informing them that a book they
have ordered is on order by the publisher.
Full form on order
OP abbreviation out of print
opacity /əυpsti/ noun the quality of
not allowing light through
opaque /əpek/ adjective difficult to see
through or understand 쐽 verb to remove
spots, blemishes or other parts of a negative which are to be cut out from a plate, by
painting over them with an opaque ink 쐽
noun ink used to cover up parts of a film
OO

OP

opacity

|

opaque

|

COMMENT: Mechanical pulp will produce

opaque paper; if woodpulp is chemically
treated or beaten to increase its strength, it
will lose opacity, and if beaten long enough
will become semi-transparent (like tracing
paper). Printing opacity of paper is usually
measured with an opacimeter. The
measurement essentially involves finding
the ratio of light reflected by one sheet of
paper to that reflected by a thick pile of the
same paper.

open /əυpən/ adjective 1. at work or not
closed 쑗 Some bookshops are open on
Sundays. 2. with the pages visible or not
closed 3. ready to accept something 쑗 open
to offers 쐽 verb 왍 to open inverted
commas to indicate the beginning of a
quotation
open access / əυpən kses/ noun a
system of organising a collection of information where users can find what they
want for themselves 쑗 People have open
access to the books in a public library.
open back binding /əυpən bk
bandŋ/ noun same as hollow back
open

open access

open back binding

binding

open-ended / əυpən endd/, openopen-ended

end / əυpən end/ adjective with no fixed

limit or with some items not specified
open-flat / əυpən flt/ adjective
relating to a book which lies flat when
opened
opening /əυp(ə)nŋ/ noun 1. pages of a
book which face each other 2. the beginning part of a text 3. the act of starting a
business 쐽 adjective first or at the beginning
opening balance /əυp(ə)nŋ bləns/
noun the balance at the beginning of an
accounting period
opening bid / əυp(ə)nŋ bd/ noun the
first offer for something
opening stock / əυp(ə)nŋ stɒk/ noun
stock held at the beginning of an
accounting period
open-flat

opening

opening balance

opening bid

opening stock

operation

open market / əυpən mɑkt/ noun a
open market

market in which two publishers agree that
both can sell the same book
Open Prepress Interface / əυpən pri
pres ntəfes/ noun a data transfer
protocol which allows image files to be
‘replaced’ with low-res versions in a layout
and then retrieved when printing, to avoid
the problems associated with transferring
large amounts of data. Abbr OPI
open-source / əυpən sɔs/ adjective
relating to software or information that is
free to be accessed, distributed, copied and
used by any person without licensing or
copyright restrictions
Open Prepress Interface

|

open-source

Open

Open System Interconnection

System

Interconnection

/ əυpən sstəm ntəkənekʃ(ə)n/ noun
|

a standardised ISO network which is
constructed in layer form, with each layer
having a specific task, allowing different
systems to communicate if they conform to
the standard. Abbr OSI
open to offers / əυpən tə ɒfəz/ adjective ready to accept a reasonable offer
OpenType /əυpəntap/ a trade name
for a font file format that can be used
across applications and platforms
open up / əυpən p/ verb 왍 to open up
new markets to work to start business in
markets where such business has not been
done before
OpenURL / əυpən ju ɑr el/ noun a
computer language which identifies the
person trying to access a document online
and uses metadata to take them to the most
appropriate format or version of that document
operate /ɒpəret/ verb to work or make
something work
operating /ɒpəretŋ/ noun the general
running of a business or of a machine
operating costs /ɒpəretŋ kɒsts/
plural noun same as running costs
operating
manual
/ɒpəretŋ
mnjυəl/ noun a book showing how to
operate a machine
operating profit /ɒpəretŋ prɒft/,
operating loss /ɒpəretŋ lɒs/ noun a
profit or loss made by a company in its
usual business
operating
system
/ɒpəretŋ
sstəm/ noun basic software which
controls the running of a computer
operation / ɒpəreʃ(ə)n/ noun the
organisation and work in a business
open to offers

OpenType

open up

OpenURL

operate

operating

operating costs

operating manual

operating profit

operating system

operation

|
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operations review / ɒpəreʃ(ə)nz r
operations review

|

vju/ noun an examination of the way in
which a company or department works to
see how it can be made more efficient and
profitable
operative /ɒp(ə)rətv/ noun a person
who operates a machine which makes a
product
operator /ɒpəretə/ noun a mathematical symbol, term or other entity that
performs or describes an operation, e.g. a
multiplication or subtraction sign
OPI abbreviation Open Prepress Interface
opinion /əpnjən/ noun a belief, view or
judgement
OPP / əυ pi pi/ noun the film usually
used for laminating book covers. Full form
operative

operator

OPI

opinion

|

OPP

oriented polypropylene
opposite page / ɒpəzt ped/ noun
opposite page

the other page of a double page spread
optical /ɒptk(ə)l/ adjective 1. relating
to or making use of light 쑗 An optical
reader uses a light beam to scan characters or patterns or lines. 2. relating to the
eyes
optical bar reader / ɒptk(ə)l bɑ
ridə/ noun an optical device that reads
data from a barcode. Also called optical
optical

optical bar reader

wand

brightener
/ɒptk(ə)l
brat(ə)nə/ noun fluorescent dye added to
paper pulp to make it white
optical centre / ɒptk(ə)l sentə/ noun
the centre of a page, design or line of type
as it appears to the eye, slightly higher than
the actual centre
optical centring / ɒptk(ə)l sentərŋ/
noun the act of making a text look as
though it is centred, when in fact it is not
optical character reader / ɒptk(ə)l
krktə ridə/ noun a device that scans
printed or written characters, recognises
them and converts them into machinereadable codes for processing in a
computer. Abbr OCR
optical
optical brightener

optical centre

optical centring

optical character reader

optical

optical character recognition

character

recognition

/ ɒptk(ə)l krktə rekə"nʃ(ə)n/ noun

a technique for machine reading which
uses special forms of type. Abbr OCR
optical disk /ɒptk(ə)l dsk/ noun a
rigid computer storage disk with data
stored as tiny pits in the plastic coating,
readable by laser beam
optical font /ɒptk(ə)l fɒnt/ noun a
character design that can be easily read
using an OCR reader
optical disk

optical font

optical letter spacing / ɒptk(ə)l
optical letter spacing

letə spesŋ/ noun the method of
allowing variable spacing between
different letters, so as to look as if the
spacing is standard. Also called optical
spacing

optically /ɒptk(ə)li/ adverb using an
optical device 쑗 The text is scanned optically.
optical mark reader / ɒptk(ə)l mɑk
ridə/ noun a device that can recognise
marks or lines on a special form such as an
order form or a questionnaire, and inputs
them into a computer. Abbr OMR
optical mark recognition / ɒptk(ə)l
mɑk rekə" nʃ(ə)n/ noun a process that
allows certain marks or lines on special
forms to be recognised by an optical mark
reader, and input into a computer. Abbr
optically

optical mark reader

optical mark recognition

|

OMR

optical scanner / ɒptk(ə)l sknə/
noun a piece of equipment that converts an
optical scanner

image into electrical signals which can be
stored in and displayed on a computer
optical spacing / ɒptk(ə)l spesŋ/
noun same as optical letter spacing
optical storage / ɒptk(ə)l stɔrd/
noun data storage using visual mediums
such as microfiche or optical disk
optical wand /ɒptk(ə)l wɒnd/ noun
same as optical bar reader
option /ɒpʃən/ noun 1. something that
can be chosen 왍 to grant someone a sixmonth option on a book to allow somebody six months to decide if they want to
be the agent or if they want to manufacture
the book in their territory 2. freedom to
choose something
option clause /ɒpʃən klɔz/ noun a
clause in an agreement between a publisher
and an author which states that the author
must offer the publisher his or her next
work for publication
option to purchase / ɒpʃən tə
p!tʃs/, option to sell / ɒpʃ(ə)n tə sel/
noun a choice given to somebody to buy or
sell something within a period of time
order /ɔdə/ verb 1. to arrange things
according to a system 2. to ask for something to be brought or sent to you which
you will then pay for 쐽 noun 왍 items available to order only items which will be
manufactured only if somebody orders
them 왍 on order ordered but not delivered
쑗 This item is out of stock, but is on order.
Abbr OO
optical spacing

optical storage

optical wand

option

option clause

option to purchase

order
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order book /ɔdə bυk/ noun a record of

outline halftones

ordered

showing maps of where particular birds
breed
orphan /ɔf(ə)n/ noun the first line of a
paragraph when it is printed by itself at the
bottom of a column or page (NOTE: Another

order picking /ɔdə pkŋ/ noun the

orthochromatic film

order book

orders

order fulfilment /ɔdə fυl flmənt/
noun the supplying of items that have been
order fulfilment

|

order picking

act of collecting various items in a warehouse to make up an order to be sent to a
customer
organisation chart / ɔ"ənazeʃ(ə)n
tʃɑt/ noun a diagram showing how a
company or an office is organised
orientation / ɔriənteʃ(ə)n/ noun 1. a
measurement of the ‘slant’ of a character in
a typeface, e.g. normal or italic 2. the direction of a page, either landscape (long edge
horizontal) or portrait (long edge vertical)
3. information or training that is necessary
in order to understand a new subject, job,
activity or situation
oriented polypropylene / ɔrientd
pɒliprəυpəlin/ noun full form of OPP
origin /ɒrdn/ noun 1. the place or time
of the beginning of something 2. a country,
place or social class of a person’s parents
or ancestors
original /ərdən(ə)l/ noun 1. the first
document from which copies have been
made 2. a piece of writing or music that is
genuine and not a copy 쐽 adjective relating
to something that was used or made first 쑗
They sent a copy of the original invoice. 쑗
He kept the original receipt for reference.
organisation chart

|

orientation

|

oriented polypropylene

|

origin

original

|

original equipment manufacturer
original equipment manufacturer

/ə rdən(ə)l
 kwpmənt
mnjυ
fktʃərə/ noun a type of company which
|

|

|

customises computers for a particular
application. Abbr OEM
originate /ərdnet/ verb to start or
come from 쑗 The book was originated by a
packager. 쑗 The data originated from the
new computer.
origination /ə rdneʃ(ə)n/ noun the
work involved in creating something, e.g.
preparing a book from a manuscript right
through to camera-ready copy or film 쑗
The origination of the artwork will take
several weeks.
ornament /ɔnəmənt/ noun something
added to make a thing look more attractive
ornamented typeface / ɔnəmentd
tapfes/ noun a typeface where the
letters have extra decoration
originate

|

origination

|

|

ornament

ornamented typeface

ornithological
ornithological atlas

atlas

/ ɔnθəlɒdk(ə)l tləs/ noun an atlas

orphan

term for this is club line.)

orthochromatic

film

/ ɔθəυkrəυmtk flm/ noun film which

is sensitive to colours other than red

orthography /ɔθɒ"rəfi/ noun correct
orthography

|

spelling

OS abbreviation out of stock
oscillator rollers /ɒsletə rəυləz/
OS

oscillator rollers

plural noun rollers which control the
amount of ink being passed onto the
impression cylinder
OSI abbreviation Open System Interconnection
out /aυt/ adverb published 쑗 The book
came out last week. 쑗 We can’t get the new
cookery book out in time for Christmas. 쐽
noun an omission of part of the text when
composing
outdent /aυtdent/ verb to move part of
a line of text into the margin (NOTE: The
OSI

out

outdent

|

opposite is indent.)
outer /aυtə/ adjective nearer to the
outer

outside, as opposed to something inside

쐽

noun the imposed first and last pages of a

book

outer forme / aυtə fɔm/ noun a forme
which carries one side of the sheet,
including the first and last pages
outer margin / aυtə mɑdn/ noun
the margin on the foredge of a page
out-house / aυt haυs/ adjective, adverb
working outside a company’s buildings 쑗
the out-house staff 쑗 We do all our data
processing out-house.
outlet /aυtlət/ noun the market for a
product, shop or organisation which sells
commodities
outline /aυtlan/ noun 1. the edge round
an image 2. a rough draft or summary 쐽
verb to describe the main features of something
outline font /aυt(ə)lan fɒnt/ noun a
printer or display font stored as a set of
outlines that mathematically describe the
shape of each character
outline
halftones
/aυtlan
hɑftəυnz/ plural noun halftones where
the background has been removed, leaving
the foreground as a kind of silhouette
outer forme

outer margin

out-house

outlet

outline

outline font

outline halftones
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outline letter /aυtlan letə/ noun a
letter printed as lines round the edge of the
letter shape, used for display purposes
out of alignment / aυt əv əlanmənt/
adjective not aligned correctly
out of date / aυt əv det/ adjective no
longer in general use or past the date for
legal use 쑗 Their computer system is years
out of date. 쑗 They are still using out-ofdate equipment.
out of focus / aυt əv fəυkəs/ adjective
blurred because the camera has not been
focused correctly
out of print / aυt əv prnt/ adjective
relating to a book of which the publisher
has no copies left and which is not going to
be reprinted. Abbr OP 왍 the book is out of
print the book is no longer available from
the publisher 왍 to put a book out of print
to decide not to reprint a book
out of register / aυt əv redstə/
adjective with two printing plates incorrectly aligned, so giving a blurred image
out of square / aυt əv skweə/ adjective not cut at right angles
out of stock / aυt əv stɒk/ adjective
relating to a publication of which the
supplier or retailer has no copies at present.
Abbr OS
out of work / aυt əv w!k/ adjective
with no job 쑗 The recession has put
millions out of work. 쑗 The company was
set up by three out-of-work engineers.
output /aυtpυt/ noun the amount that a
person, organisation or machine produces
쐽 verb to print work done on a computer
output bonus /aυtpυt bəυnəs/ noun
an extra payment for increased production
output device /aυtpυt d vas/ noun a
device such as a monitor or printer, which
allows information in a computer to be
displayed to the user. Compare input
outline letter

out of alignment

|

out of date

out of focus

out of print

out of register

out of square

out of stock

out of work

output

output bonus

output device

|

output

outside

outside director

|

outside front cover

outside line

outside margin

outside reader

outside sorts

outside worker

outsource

outstanding

|

outstanding debts

|

outstanding orders

|

device
output resolution

publisher for a lump sum, with no royalty
payable afterwards
outsert /aυts!t/ noun 1. a four-page
section wrapped round a printed signature
2. a leaflet or other promotional material
sent outside a magazine which is mailed
outside /aυtsad/ adjective, adverb 1.
near the edge of a page 2. not in a
company’s office or building
outside director / aυtsad darektə/
noun a director who is not employed by the
company
outside front cover / aυtsad frnt
kvə/, outside back cover noun the two
covers of a magazine
outside line / aυtsad lan/ noun a line
from an internal office telephone system to
the main telephone exchange
outside margin / aυtsad mɑdn/
noun the margin at the edge of a page, as
opposed to the gutter
outside reader / aυtsad ridə/ noun a
reader employed by a publisher on a fee
basis to read manuscripts and comment on
them
outside sorts /aυtsad sɔts/ plural
noun characters which are not frequently
used such as accents, which are kept in the
outside compartments of a case
outside worker /aυtsad w!kə/
noun an employee who does not work in a
company’s offices
outsource /aυtsɔs/ verb to send work
out to be done by freelance workers outside
the company or organisation
outstanding /aυtstndŋ/ adjective 1.
excellent 2. still to be done or completed 쑗
Outstanding invoices must be paid by the
end of the year.
outstanding debts /aυt stndŋ
dets/ plural noun debts which are waiting
to be paid
outstanding orders /aυt stndŋ
ɔdəz/ plural noun orders received but not
yet supplied
out tray /aυt tre/ noun a basket on a
desk for letters or memos which have been
dealt with and are ready to be dispatched
outturn sheets /aυtt!n ʃits/,
outturns plural noun 1. sample sheets of
paper taken from a shipment for approval
by the purchaser 2. specimen printed
sheets of a book sent to the publisher for
confirmation
outwork /aυtw!k/ noun 1. work that a
company pays somebody to do at home 2.
outsert

resolution

/aυtpυt

rezəluʃ(ə)n/ noun the number of separate image points that a device is physically
able to write
outputs /aυtpυts/ plural noun goods or
services sold
output tax /aυtpυt tks/ noun VAT
charged by a company on goods or services
sold
outright / aυtrat/ adverb, adjective
completely 왍 outright sale of a copyright
sale of a copyright by an author to a
outputs

output tax

outright

|

out tray

outturn sheets

outwork
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specialist work which a printer subcontracts to another company, such as making
up boxed sets or special typesetting
outworker /aυtw!kə/ noun a person
who works at home for a company
over- /əυvə/ prefix more than
overcapacity / əυvəkəpsti/ noun
the unused production capacity of something
overcasting / əυvəkɑstŋ/ noun a
method of attaching leaves together to
form a section which can be bound, used
especially for the first and last sections.
Also called oversewing, whipstitching
overcharge / əυvətʃɑd/ verb to ask
for more money than is reasonable for a
product or service 쐽 noun a charge that is
higher than it should be 쑗 to pay back an
overcharge
overdue / əυvədju/ adjective past the
due date 쑗 overdue library books
overestimate / əυvərestmet/ verb to
think something is larger or better than it
really is 쑗 He overestimated the amount of
time needed to fit out the factory. 쑗 I think
she is a very overestimated writer.
overexpose / əυvərkspəυz/ verb to
expose film for too long a time, so that it is
too pale
overexposure / əυvərkspəυə/ noun
exposure of a film for too long a time, so
that the image is too pale
overfold /əυvəfəυld/ noun paper which
sticks out from the rest of the folded sheets,
because the folding machine is off centre
outworker

over-

overcapacity

|

overcasting

|

overcharge

|

overdue

|

overestimate

|

overexpose

|

overexposure

|

overfold

(NOTE: The opposite (i.e. the paper which
does not reach the edge of the other
leaves) is underfold.)
overhead budget / əυvəhed bdt/
noun a plan of probable overhead costs
overheads /əυvəhedz/ plural noun the
overhead budget

overheads

indirect costs of the day-to-day running of
a business, i.e. not money spent of
producing goods, but money spent on such
things as renting or maintaining buildings
and machinery
overink / əυvərŋk/ verb to cover in too
much ink so that the printing image is
unclear
overinking / əυvəŋkŋ/ noun using
too much ink when printing 쑗 Overinking
makes the pages too dark.
overlap /əυvəlp/ verb to stick out
beyond the edge of the boards, so that it
can be tucked in and glued
overink

|

overinking

|

overlap

overseas

cover / əυvəlpŋ
kvə/ noun a paper cover which is not cut
flush, but projects beyond the text pages
overlay noun /əυvəle/ a transparent
sheet used with overhead transparencies to
add information at a specific time and
place 쐽 verb / əυvəle/ to change the
height of type and blocks in letterpress
printing, so as to alter the darkness of the
printed text
overlay proof /əυvəle pruf/ noun a
proof composed of several transparent
sheets layered together, each showing one
colour to be printed
overleaf / əυvəlif/ adverb on the next
page 쑗 See the chart overleaf.
overmanning / əυvəmnŋ/ noun the
state of having more employees than are
needed to do a company’s work 쑗 to aim to
reduce overmanning
overmatter /əυvəmtə/ noun text
which has been set into galley proofs, and
which is too long for the space allowed and
so is discarded, frequently found in newspapers and magazine work. Also called
overlapping
overlapping cover

overlay

|

overlay proof

overleaf

|

overmanning

|

overmatter

overset

overprint / əυvəprnt/ verb to add
overprint

|

further text on sheets which have already
been printed 쑗 The catalogue is overprinted with the bookseller’s address.
overrun /əυvərn/ noun 1. an act of
taking text over to another line because of
additions 2. an act of remaking a line or
lines of print, because of deletions or additions at proof stage 3. the making of more
paper than has been ordered (NOTE: The
opposite is underrun.) 4. the printing of
more sheets than specified (NOTE: The
opposite is underrun.) 쐽 verb 1. to be
longer than anticipated 쑗 The text has
overrun by two pages. 2. to print more
sheets than are required, in case any are
faulty
overs /əυvəz/ plural noun extra items
above the agreed total, or extra sheets or
bound copies supplied by a printer to allow
for spoilage 쑗 The price includes 10%
overs to compensate for damage. Compare
overrun

overs

shorts

overseas /əυvəsiz/ adjective used in
the UK to describe people from other
countries 쑗 They are not called overseas
students now but international students. 왍
the overseas division a section of a
company dealing with trade with other
countries 쐽 noun / əυvəsiz/ foreign
overseas

|
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countries 쑗 The profits from overseas are
far higher than those of the home division.
overseas
markets
/ əυvəsiz
mɑkts/ plural noun markets in foreign
countries
overseas trade / əυvəsiz tred/ noun
same as foreign trade
overset /əυvəset/ noun same as overoverseas markets

overseas trade

overset

matter

oversewing /əυvəsəυŋ/ noun same as
oversewing

overcasting
oversize / əυvəsaz/ adjective relating
oversize

|

to books and other printed materials that
are larger than the standard book sizes and
are often stored in a special area
overstock / əυvəstɒk/ verb to keep
more books, documents or information
than is necessary for the users being served
왍 to be overstocked with certain titles to
have too many copies of certain books in
stock
overstocks /əυvəstɒks/ plural noun
more stock than is needed to supply orders
쑗 We will have to sell off the overstocks to
make room in the warehouse.
overstrike /əυvəstrak/ verb to print on
top of an existing character to produce a
new one
overtime /əυvətam/ noun time that
somebody works in addition to contracted
hours and for which they are usually paid
extra
overstock

|

overstocks

overstrike

overtime

overwrite / əυvərat/ verb to replace an
electronic file containing data or a
computer program in memory or on a disk
with a new file of the same name
own brand books / əυn brnd bυks/
plural noun books specially packaged for a
store with the store’s name on them
own ends / əυn endz/ plural noun
endpapers which are the blank first and last
leaves of the text
Oxford hollow /ɒksfəd hɒləυ/ noun a
type of hollow back binding, where a paper
tube is placed between the back and the
spine of the book block
oxidation / ɒksdeʃ(ə)n/ noun a defect
in lithographic printing plates, where the
metal surface is corroded where it has not
been correctly protected, and so creates
little black spots on the printed paper
ozalid /ɒzəld/ a trade name for a type of
proof made from film by contacting it in a
vacuum frame with special coated paper,
similar to diazos or dyeline proofs (NOTE:
overwrite

|

own brand books

own ends

Oxford hollow

oxidation

|

ozalid

The US term is blue or Vandyke)
ozalid proof /ɒzəld pruf/ noun a
ozalid proof

proof made from film, on photographic
paper
COMMENT:

Ozalid proofs are normally
made from the final films before plates are
made, and so need to be checked
particularly carefully.
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P
PA abbreviation 1. Publishers Association
PA

2. personal assistant
pack /pk/ noun a packet of information
pack

containing items such as leaflets or maps
relevant to a particular topic 쐽 verb to put
things into containers or parcels so that
they can be sent to another address
package /pkd/ noun 1. a parcel of
goods packed and wrapped for sending by
mail 쑗 The Post Office does not accept
bulky packages. 쑗 The goods are to be sent
in airtight packages. 2. a group of different
items joined together in one deal 3. a set of
computer programs designed for a special
purpose 쐽 verb 왍 to package books to
produce books by commissioning authors,
designers, typesetting, printing and
binding, for sale as finished books to a
publisher
package deal / pkd dil/ noun an
agreement covering several different items
at the same time 쑗 They agreed a package
deal, covering the paperback rights, film
rights and options on the author’s next ten
titles.
package insert /pkd ns!t/ noun
an insert put into a package, not into a
single publication
packager /pkdə/ noun a company
that creates a finished book for a publisher
package

the packager if the publisher is unable to
sell them. The packager will usually retain
rights in the book, either the copyright in the
text and illustrations, or at least the right to
sell adapted versions in other markets than
those agreed with the first publisher. In the
case of an illustrated book with a possible
worldwide market, the packager may
produce books in several languages at the
same time, selling each one to a different
publisher in each language market.

packaging /pkdŋ/ noun 1. the
action of putting things into packages 2.
the production of finished books for a
publisher 3. material used to protect goods
which are being packed 쑗 airtight packaging 4. attractive material used to wrap
goods for display 쑗 Lightweight packaging
material for sending books by airmail.
packer /pkə/ noun a person who packs
goods
packaging

packer

package deal

package insert

packager

COMMENT: The packager usually conceives

the product (that is, has the idea for the
product), and commissions a sample of text
from an author, and title page, cover and
page layout from a designer. This is then
made into a mock-up, which is presented to
publishers to ask them to consider. In this
case, the copyright will remain with the
packager. Alternatively, a publisher may
approach a packager with an idea for a
book, and in this case the copyright may
remain with the publisher. When a publisher
decides to take the book, he or she will
order a certain number of copies from the
packager, at a certain price. This is a firm
sale, and the books cannot be returned to

packet switched data service

packet

switched

data

service

/pkt swtʃd detə/, packet switched
network / pkt swtʃd netw!k/
noun a service which transmits data in
packets of set length. Abbr PSN
packet switching /pkt swtʃŋ/
noun a method of dividing data into small
packet switching

packets for transmission between terminals and networks
packing /pkŋ/ noun 1. the act of
putting goods into boxes and wrapping
them for shipping 쑗 What is the cost of the
packing? 쑗 Packing is included in the
price. 2. material used to protect goods 쑗
packed in airtight packing 3. an overlap on
a cylinder to correct the pressure on the
printing surface
packing case /pkŋ kes/ noun a
large wooden box for carrying items that
can be easily broken
packing charges /pkŋ tʃɑdz/
plural noun money charged for putting
goods into boxes
packing

packing case

packing charges
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packing list /pkŋ lst/, packing slip
/pkŋ slp/ noun a note sent with goods
packing list

to say that the goods have been checked
against the order
packing paper /pkŋ pepə/ noun
strong paper used for packing books
padded covers /pdd kvəz/,
padded sides plural noun the covers of a
de luxe book, where soft material is
inserted between the cover and the boards
of the binding case
padding /pdŋ/ noun unnecessary
information put into a speech or written
document to increase the length
pad out / pd aυt/ verb to add pages to
make a book thicker, or to add text to make
an article or book longer
page /ped/ noun 1. one side of a sheet
of paper in a book, newspaper or magazine
2. a computer text which will fill one sheet
of paper when printed out 3. a document or
item of information on the Internet available through the World Wide Web 쐽 verb to
call for somebody over the public address
system in a large building such as a hotel or
airport
page cord /ped kɔd/ noun strong
string used to tie type made up into page,
before placing it in a chase
page cutoff /ped ktɒf/ noun a
device which cuts off the ink from one
page during printing
page depth /ped depθ/ noun the
length of a page, measured from the headline down to the folio at the foot of the page
page description language / ped
dskrpʃən lŋ"wd/ noun software
that controls a printer, and which makes the
printer print out pages according to the
user’s instructions. Abbr PDL
page display /ped d sple/ noun the
showing of a page of text on the screen as
it will appear when printed out
page gauge /ped "ed/ noun a piece
of metal with which the compositor can
measure the depth of the page when
making up type
page layout /ped leaυt/ noun a
word-processing facility which allows the
text to be formatted in different ways
page length / ped leŋθ/ noun the
length of a page, either in printing or in
word processing
page make-up /ped mek p/ noun
the process of making printed text into the
correct lengths for pages, fitting in illustrapacking paper

padded covers

padding

pad out

page

page cord

page cutoff

page depth

page description language

|

page display

|

page gauge

page layout

page length

page make-up

tions and adding the headlines, page
numbers, etc. 쑗 Corrections made after
page make-up are very expensive. 쑗 We do
our page make-ups directly on screen. 쑗
Computerised page make-up systems are
available with any desktop publishing
package.
page number /ped nmbə/ noun
the number shown on a page of a book or
magazine
page numbering /ped nmbərŋ/
noun the way in which pages in a book are
numbered
page on galley / ped ɒn "li/ noun
a long proof where the text is cut into page
length pieces, but without headings and
folios
page preview /ped privju/ noun a
word-processing facility which allows the
shape of the text to be seen before printing
page printer /ped prntə/ noun a
printer which composes one page of text
within memory and then prints it in one
pass
page proofs /ped prufs/ plural noun
proofs of a book which have been made up
into pages, sometimes with headlines and
folios
page pull test /ped pυl test/ noun a
test for the strength of the adhesive in
perfect binding, where the book is lifted up
by a single leaf to see if the glue will hold
page reference /ped ref(ə)rəns/
noun a cross-reference to text on a particular page
page setup /ped setp/ noun
options within software that allow a user to
set up how the page will look when printed
– normally setting the margins, size of
paper, and scaling of a page
page size /ped saz/ noun the physical dimensions of a printed page 쑗 Our
page sizes vary from 220 x 110 to 360 x
220.
pages per minute / pedz p!
mnət/ plural noun a measurement of the
speed of a printer as the number of pages of
text printed every minute. Abbr ppm
pages-to-view / pedz tə vju/ noun
a large sheet printed with imposed pages
page width / ped , wdθ/ noun the
number of characters across the type area
of a page
paginal /pdn(ə)l/ adjective exactly
duplicating a previous edition or version,
page number

page numbering

page on galley

page preview

page printer

page proofs

page pull test

page reference

page setup

page size

pages per minute

pages-to-view

page width

paginal
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so that the same text appears on the same
page in both
paginate /pdnet/ verb to number
the pages of a book or document
pagination / pdneʃ(ə)n/ noun a
system of numbering the pages in a document
paginate

pagination

|

COMMENT: Page numbers usually start with

a series of Roman numerals (i, ii, iii, etc.) for
the prelims, and then change to Arabic
numerals for the main text pages. The main
text is paginated from page 1 again, with
the result that the last folio in a book is
rarely the same number as the actual
extent.

paging /pedŋ/ noun 1. the process of
making up text into pages 2. the process of
putting the numbers on pages of a ledger,
using a manual numbering machine
paint /pent/ verb to fill an enclosed
graphics shape with a colour
paint program /pent prəυ"rm/
noun software that allows a user to draw
pictures on screen in different colours,
with different styles of brush and special
effects. 쒁 drawing program
paging

paint

paint program

COMMENT:

Paint programs normally
operate on bitmap images; drafting or
design software normally works with vectorbased images.

palette /plət/ noun the range of
palette

colours which can be used on a printer or
computer display
pallet /plət/ noun 1. a flat wooden base
on which goods can be stacked for easy
handling by a fork-lift truck. 쒁 Europallet,
skid, stillage 2. a tool used for blind
tooling on rounded leather backs
palletise /plətaz/, palletize verb to
put goods on pallets 쑗 palletised cartons
pamphlet /pmflət/ noun a small thin
book, with at least six but not more than 48
pages and a paper cover, used to convey
information
panchromatic film / pnkrəmtk
flm/ noun film which is sensitive to all
colours
panel /pn(ə)l/ noun 1. a flat surface
standing upright 2. a rectangular piece of
paper on the spine of a book, giving the
title and author 3. a list of works by the
same author printed on the page facing the
title page 4. a group of people 쑗 We have a
panel of freelance editors whom we use
from time to time.
panel back /pn(ə)l bk/ adjective
relating to a leather binding style, where
pallet

palletise

pamphlet

panchromatic film

panel

panel back

paperback house

decorated leather panels are put between
the ribs on the spine
pantograph /pntəυ"rɑf/ noun a
device for copying or reducing or
enlarging line work, in which a series of
arms on pivots move a pen as the operator
traces the lines on the original
Pantone /pntəυn/ a trade name for a
system of colours, of which different
shades are identified by numbers according
to the Pantone Matching System
pantograph

Pantone

COMMENT: Pantone colours are identified

by the letters PMS and a number. The
colours can be made up according to the
proportions of different inks shown. A
typical instruction might be: ‘blue is PMS
282 and red is Pantone warm red’.

paper /pepə/ noun 1. a material made of
paper

cellulose fibres derived mainly from woodpulp, which is processed into thin sheets
and used for writing, printing and drawing
2. same as newspaper 3. part of a written
examination 4. a long essay on an
academic subject
COMMENT: The first paper was made from

old cloth, torn up, and mixed with water.
Good quality paper is still made in this way,
though most papers are now made from
wood. The base material is wood which has
been debarked, then shredded. If it is
ground fine to make pulp it is called
mechanical pulp; if it is mixed with various
chemical substances to remove impurities
and soften the tissues to form pulp, it is
called chemical pulp. The pulp is laid on a
wire mesh which retains the solid fibres and
lets the water drain away. After most of the
water has been removed, the paper is put
through rollers which dry and calender it.
Paper is made in many different qualities,
each of which is suitable for a certain
printing process, or for writing and drawing.
Note that the paper usually constitutes the
highest cost in book manufacture,
especially where long print runs are
concerned.

paper agent /pepə edənt/ noun a
paper agent

person who represents paper suppliers and
receives a percentage of any sale
paperback /pepəbk/ noun a book
with a paper or light card cover 쐽 adjective
with a thin flexible cover, instead of a hard
cover 쐽 verb to publish a book in a paperback edition 쑗 The hardback is selling well,
and the book will be paperbacked next
spring.
paperback
auction /pepəbk
ɔkʃ(ə)n/ noun an auction where the
paperback rights in a book are for sale to
the highest bidder
paperback house /pepəbk haυs/
noun a publisher of paperbacks
paperback

paperback auction

paperback house
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paperback original / pepəbk ə
paperback original

|

rdn(ə)l/ noun a book which is
published first as a paperback and which
later may be issued in a hardcover edition
paperback rights /pepəbk rats/
plural noun the right to publish a book in a
paperback edition after it has been
published in a cased edition
paper-bound /pepə baυnd/, papercovered /pepə
kvəd/ adjective
denoting a book bound with a paper cover
paper cover / pepə kvə/ noun a
wrapper for a book which does not have a
binding case
paper cutter / pepə ktə/ noun a
machine for cutting paper
paper-fed /pepə fed/ adjective activated when paper is introduced into it
paper feed /pepə fid/ noun a device
which puts paper into a printer or photocopier
paper foils /pepə fɔlz/ plural noun
foils for blocking covers, with a paper
backing
paper gauge /pepə "ed/ noun a
device for measuring the thickness of
paper
paperless office / pepələs ɒfs/
noun an office that uses only electronic
means of working, without any hard copy
of materials
‘The number of digital documents
printed is increasing despite predictions
of the paperless office, according to a
new survey. Research firm Ovum
revealed that 74% of firms said they were
required to keep documents in hard copy
format.’ [Printing World]
paper merchant / pepə m!tʃənt/
noun a company which buys paper wholesale from manufacturers and sells it retail
to publishers and printers
paper mill /pepə ml/ noun a factory
where paper is made
paper sizes /pepə sazz/ plural noun
various standard sizes of paper
paper stocks /pepə stɒks/ plural
noun quantities of paper kept in stock
either by a publisher or by a printer, for use
at some later date
paper store /pepə stɔ/ noun a storage
area where stocks of paper are kept until
needed
paper surface efficiency /pepə
s!fs  fʃ(ə)nsi/ noun a measurement of
paperback rights

paper-bound

paper cover

paper cutter

paper-fed

paper feed

paper foils

paper gauge

paperless office

paper merchant

paper mill

paper sizes

paper stocks

paper store

paper surface efficiency

|

the suitability of the surface of paper for
printing. Abbr PSE
paper tape /pepə tep/ noun a strip of
paper into which holes are punched to
record data, and which when fed into a
computer can drive a typesetting machine,
or can be used to drive a Monotype casting
machine
paper tape reader / pepə tep ridə/
noun a machine which reads perforated
paper tape. Abbr PTR
paper throw /pepə θrəυ/ noun a rapid
vertical movement of paper in a printer
paper trail /pepə trel/ noun a
sequence of documents that can be used by
an investigator as a record of somebody’s
actions or decisions
paper tray /pepə tre/ noun a container
used to hold paper to be fed into a printer
paperweight /pepəwet/ noun 1. a
small heavy object, often decoratively
designed, which can be placed on piles of
paper to stop them blowing away 2. the
weight of a quantity of paper, used to
describe its quality. 쒁 basis weight
paper tape

paper tape reader

paper throw

paper trail

paper tray

paperweight

COMMENT: In Britain, the weight of paper is

calculated in grams per square metre
(gsm). In the USA, it is expressed as the
weight of 500 sheets of paper (i.e. a ream)
of a standard 25 x 38 inch size, measured
in pounds.

paperwork /pepəw!k/ noun the
paperwork

routine part of a job which involves tasks
such as dealing with letters and writing
reports
papeterie / ppetəri/ noun stiff paper
used for cards
papier mâché / ppe mʃe/ noun a
mixture of paper pulp and water, used to
make moulds
papyrus /pəparəs/ noun a kind of reed
growing in the Middle East, especially in
Egypt, used from very early times to make
a type of paper
paragraph /prə"rɑf/ noun a section
of writing which contains one main idea,
always starts on a new line and is often
indented
paragraph indentation /prə"rɑf
ndenteʃ(ə)n/ noun an act of moving the
text in from the margin to indicate the
beginning of a paragraph
paragraph mark /prə"rɑf mɑk/,
paragraph opener noun a printed sign
used to show the beginning of a paragraph
parallel /prəlel/ noun a sign (||) used as
a reference mark for footnotes
papeterie

|

papier mâché

papyrus

|

paragraph

paragraph indentation

paragraph mark

parallel
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parallel folding / prəlel fəυldŋ/
noun a method of folding paper, as in
parallel folding

continuous stationery, where each fold is
parallel to the next
parchment /pɑtʃmənt/ noun writing
material made from the thinly stretched
skin of sheep or goats
parchmentise /pɑtʃməntaz/, parchmentize verb to treat paper so that it
becomes translucent and waterproof, like
parchment
parchment

parchmentise

COMMENT: Before the invention of paper,

parchment was the commonest writing
material in the Western world. Skins of
sheep were common in England; vellum is
parchment made from skins of calves.

parentheses /pərenθəsiz/ plural noun
parentheses

|

punctuation signs ( ) used to show that part
of the text is an incidental comment or
providing an explanation (often incorrectly
called ‘brackets’)
Parker board /pɑkə bɔd/ noun goodquality wooden board for mounting metal
plates
part-chemical
paper
/ pɑt
kemk(ə)l pepə/ noun paper that uses a
proportion of chemical pulp and a proportion of mechanical pulp
part delivery /pɑt dlv(ə)ri/ noun a
delivery or shipment of only some of the
items in an order. Also called part order,
Parker board

part-chemical paper

part delivery

|

part shipment

partial remaindering / pɑʃ(ə)l r

part title /pɑt tat(ə)l/ noun a right-

hand page with the title of a section of a
book, similar to a half title
partwork /pɑtw!k/ noun a long work
published in smaller parts at regular intervals
pass /pɑs/ noun 1. a permit to allow
somebody to go into a building 쑗 You need
a pass to enter the ministry offices. 쑗 All
members of staff must show a pass. 2. a
complete run of a computer, printing
machine or typesetting machine 쑗 The first
pass from the computer will not include the
typesetting codes. 쐽 verb 1. to approve
something 쑗 The art director has to pass
the covers before they are sent for proofing.
쑗 The MS has been passed by our libel
lawyer. 왍 to pass for press to tell the
printer that the proofs have been corrected
and therefore that the book can be printed
2. to be successful 쑗 He passed his typing
test. 쑗 She has passed all her exams and
now has a diploma in printing.
passage /psd/ noun a section of a
text which is quoted
pass date /pɑs det/ noun the date on
which proofs have to be passed for press
pass sheet /pɑs ʃit/ noun a specimen
pull of a printed sheet at the beginning of
the print run, which is approved by the
printer and which the publisher is required
to accept
paste /pest/ noun light glue, used for
sticking paper 쐽 verb to place text, data or
an image into a document electronically
pasteboard /pestbɔd/ noun a thin
board, made of several sheets of paper
pasted together, used for mounting
pictures, etc., but not for binding
paster tab /pestə tb/ noun a
gummed strip which attaches the end of
one reel to the next when changing reels
paste up / pest p/ verb to stick
together the various parts of a text and
illustrations, to make finished cameraready copy
paste-up /pest p/ noun 1. a rough
layout, made of galley proofs pasted down
with rough illustrations and headings
inserted 2. camera-ready copy made by
pasting the various sections of finished text
and illustrations on a piece of board ready
to be photographed
patch /ptʃ/ noun 1. a correction which
is inserted into a bromide or film by stripping in 2. the process of making small
additions to a PostScript file without
partwork

pass

passage

pass date

pass sheet

paste

partial remaindering

|

mendərŋ/ noun remaindering of part of
the excess stock of a book, while keeping
some of the stock for sale at the original
price
part-mechanical paper / pɑt m
knk(ə)l pepə/ noun paper which is
made from a mixture of half mechanical
pulp and half chemical pulp
part order / pɑt ɔdə/ noun same as
part-mechanical paper

|

part order

part delivery

part payment / pɑt pemənt/ noun
part payment

the paying of part of a whole payment
part shipment / pɑt ʃpmənt/ noun
same as part delivery
part-time / pɑt tam/ adjective
working for only a part of full working
hours
part-timer / pɑt tamə/ noun a person
who works part-time
part-time work / pɑt tam w!k/,
part-time employment / pɑt tam m
plɔmənt/ noun work for part of a
working week
part shipment

part-time

part-timer

part-time work

|

patch

part title

pasteboard

paster tab

paste up

paste-up

patch
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altering the original code underneath 3.
one of a series of test colour prints in a
control strip on a colour proof
patch up / ptʃ p/ verb 1. to add
pieces of packing paper to raise the type if
it is too low 2. to paste positives in the
correct places, ready for filming 3. to make
temporary repairs to a machine
pattern /pt(ə)n/ noun a particular way
something is done or organised 쑗 The work
patterns need to be changed.
pattern book /pt(ə)n bυk/ noun a
book showing examples of design
patterned /pt(ə)nd/ adjective decorated with a pattern
pattern of trade / pt(ə)n əv tred/,
trading pattern / tredŋ pt(ə)n/ noun
same as trading pattern
payable on demand / peəb(ə)l ɒn d
mɑnd/ adjective payable when payment
is asked for
payment
gateway
/pemənt
"etwe/ noun software that processes
online credit-card payments. It gets authorisation for the payment from the creditcard company and transfers money into the
retailer’s bank account.
payment terms /pemənt t!mz/
plural noun the conditions for paying
something. Also called terms of payment
PC abbreviation 1. personal computer 2.
politically correct
PDA abbreviation personal digital
assistant
PDF / pi di ef/ noun a data file generated from PostScript that is platform-independent, application-independent and
font-independent 쑗 Acrobat is Adobe’s
suite of software used to generate, edit and
view PDF files. Full form Portable Docupatch up

pattern

pattern book

patterned

pattern of trade

payable on demand

|

payment gateway

payment terms

PC

PDA

PDF

ment Format
PDL abbreviation
PDL

page

description

language

PE abbreviation printer’s error
peaking /pikŋ/ noun same as unsharp
PE

peaking

masking
pearl /p!l/ noun an old type size, similar
pearl

to 5 point

peculiar /pkjuliə/ noun an unusual
character such as an accent or phonetic
character
peerage /pərd/ noun a book listing
the members of the nobility and giving
information about their families
peer review /pə r vju/ noun the
review of an academic document or piece
peculiar

|

peerage

peer review

|

of software by other experts in the same
field before publication
pel /pel/ abbreviation picture element
pel

(NOTE: This is not necessarily the same as
a pixel, since a pel could be made up of
several pixels.)
penalise /pinəlaz/, penalize verb to
penalise

punish or fine somebody 쑗 to penalise a
supplier for late deliveries 쑗 They were
penalised for bad service.
penalty /pen(ə)lti/ noun a punishment
such as a fine, which is imposed if something is not done
penalty clause /pen(ə)lti klɔz/ noun
a clause which lists the penalties which
will be incurred if the contract is not
fulfilled
penalty copy /pen(ə)lti kɒpi/ noun
US a manuscript which is difficult to set,
and for which typesetting is charged at a
higher rate than usual
pencil /pensəl/ noun a writing instrument consisting of a central core of
graphite or coloured material in a thin
cylinder of wood
penalty

penalty clause

penalty copy

pencil

COMMENT: Pencils are classified according

to the hardness of the lead; 4B is very soft
and 4H is very hard; HB is medium.

pencil case /pens(ə)l kes/ noun a
binding imperfection, where an endpaper
is not stuck correctly at the fold, making a
small tube of paper
pencil drawing /pens(ə)l drɔŋ/
noun a drawing done with a pencil, as
opposed to pen and ink, etc.
pen name /pen nem/ noun a name
taken by an author which is not his or her
real name
pen ruling /pen rulŋ/ noun printing
rules on paper using grooved pens on a
flatbed letterpress machine
perfect /pəfekt/ verb to improve something until it is completely correct 쐽 adjective without any mistakes
perfect binding / p!fkt bandŋ/
noun same as adhesive binding
perfect bound / p!fekt baυnd/
adjective relating to a book that has a
perfect binding
pencil case

pencil drawing

pen name

pen ruling

perfect

|

perfect binding

perfect bound

COMMENT: Perfect binding requires glue

which does not dry out completely. The first
perfect bound books tended to crack when
opened, because the glue was too dry.
Modern perfect binding allows even very
large books to be bound in paper bindings;
even some dictionaries are now perfect
bound. A stronger form of perfect binding is
notched binding, where notches are cut into
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the back of the folded sections instead of
trimming off, so allowing the glue to
penetrate the folds.

perfector /pəfektə/, perfecting press
noun a printing machine which prints on
perfector

|

both sides of a sheet of paper
perforate /p!fəret/ verb to make holes
in something so that it can be torn easily 쑗
Sheets of stamps are perforated.
perforating machine /p!fəretŋ
mə ʃin/ noun a machine that makes perforations in paper
perforations / p!fəreʃ(ə)nz/ plural
noun 1. a row of tiny holes in a sheet of
paper, allowing it to be torn easily 2. tiny
holes made on a press or on a folding
machine to help with the folding of thick
pages. A letterpress printing press can be
adapted to make perforations in sheets of
paper.
perforator /p!fəretə/ noun a machine
that punches holes
performance fees /pəfɔməns fiz/
plural noun fees paid for the right to read
poetry or prose or to put on a production of
a play, etc., to a paying audience
performing rights /pəfɔmŋ rats/
plural noun the right to perform a copyright
work
period /pəriəd/ noun 1. a particular
length of time 2. US a full stop 쐽 interjection used to emphasise that there is no more
to be said about a subject
periodic
/ pəriɒdk/
adjective
happening occasionally but fairly regularly. Also called periodical
periodical / pəriɒdk(ə)l/ noun a
magazine or journal, especially a serious
academic one 쐽 adjective same as periodic
peripherals /pərf(ə)rəlz/ plural noun
items of hardware such as terminals,
printers or monitors, which are attached to
a main computer system
permanence /p!mənəns/ noun the
ability of paper not to yellow or become
brittle with age
permanent /p!mənənt/ adjective
expected to last for ever or for a very long
time
permanent ink / p!mənənt ŋk/ noun
ink that will not fade
permanent
paper
/ p!mənənt
pepə/ noun acid-free paper
permission /pəmʃ(ə)n/ noun the fact
of being allowed to do something
perforate

perforating machine

|

perforations

|

perforator

performance fees

|

performing rights

|

period

periodic

|

periodical

|

peripherals

|

permanence

permanent

permanent ink

permanent paper

permission

|

photo-

permit noun /p!mt/ an official document allowing somebody to do a particular
thing 쑗 You have to have a permit to study
in this library. 쐽 verb /pəmt/ to allow
something to be done
per pro / p! prəυ/ phrase with the
authority of 쑗 The assistant signed per pro
the manager. Full form per procurapermit

|

per pro

tionem

personal assistant / p!s(ə)n(ə)l ə
personal assistant

|

sstənt/ noun an assistant who also helps
a manager with administrative tasks, e.g.
booking travel tickets. Abbr PA

personal

digital

personal digital assistant

assistant

/ p!s(ə)n(ə)l ddt(ə)l əsstənt/ noun
|

a small hand-held computer with facilities
for taking notes, storing information such
as addresses, and keeping a diary, usually
operated using a stylus rather than a
keyboard. Abbr PDA
personal
imprint
/ p!s(ə)n(ə)l
mprnt/ noun a list of books published
under a particular brand name by a larger
publishing company, which is handled by a
single editor and reflects their taste or area
of expertise
personnel department / p!sənel d
pɑtmənt/ noun the section of a company
dealing with staff and recruitment issues
pH / pi etʃ/ noun a measure of the
concentration of hydrogen ions in a solution, which shows how acid or alkaline it is
personal imprint

personnel department

|

|

pH

COMMENT: The pH value is shown as a

number. A value of 7 is neutral; lower
values indicate increasing acidity and
higher values increasing alkalinity. The
maximum reading is pH10, which is
completely alkaline. Paper should be less
acid (i.e. should have a pH value of 7 or
more) if it is to be used for books which are
likely to have a long life. Acid-free paper
(with a very high pH value) is used in
libraries to wrap and protect valuable books
and manuscripts. Newsprint has a low pH
value (5 or less) and so ages rapidly. The
glues used in binding should also be
alkaline, with a pH value of 6 or more.

pH meter / pi etʃ mitə/ noun a meter
which measures the pH value of a solution
phone book /fəυn bυk/ noun a book
that lists names of people or companies
with their addresses and telephone
numbers
phonetic /fənetk/ adjective relating to
phonetics 쑗 The pronunciation is indicated
in phonetic script.
phonetics /fənetks/ noun the study of
speech sounds
photo- /fəυtəυ/ prefix referring to light
pH meter

phone book

phonetic

|

phonetics

|

photo-
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/fəυtəυkəmpəυz/
verb to set text using a phototypesetting

photographic / fəυtə"rfk/ adjective used to describe anything to do with

machine

photography or photographs
/ fəυtə "rfkli/
adverb using photography 쑗 The text film
can be reproduced photographically.
photographic paper / fəυtə"rfk
pepə/ noun paper used to print photographs
photographic print / fəυtə"rfk
prnt/ noun a photograph printed onto
paper
photographic studio / fəυtə"rfk
stjudiəυ/ noun a place where photographs are made or where films are developed and printed
photograph library /fəυtə"rɑf
labrəri/ noun a library of photographs
which can be borrowed and reproduced for
a fee
photography /fətɒ"rəfi/ noun the art
or skill of producing photographs
including use of a camera and the
processing of the films
photogravure / fəυtəυ"rəvjυə/ noun
a printing method in which the paper is
pressed directly onto the printing plate
photolithography
/ fəυtəυ l
θɒ"rəfi/, photolitho noun printing using
a lithographic printing plate prepared by
photographic methods and not by hand
photomechanical transfer / fəυtəυ
mknk(ə)l trnsf!/ noun 1. a print
made using photosensitive paper which
transfers an image to another piece of
paper, not using a negative. Abbr PMT
(NOTE: US English is velox.) 2. a photographic print made by this process (NOTE:

photocompose

photographic

photocompose

|

photocomposer /fəυtəυkəm pəυzə/

photographically
photographically

photocomposer

|

noun a machine that carries out photocom-

position

|

photographic paper

photocomposing machine

photocomposing

machine

/fəutəυkəm pəυzŋ mə ʃin/ noun a
|

|

machine that carries out photocomposition
photocomposition / fəυtəυkɒmpə
zʃ(ə)n/ noun a method of typesetting on
film or paper from film matrices or a
digital font, as opposed to hot metal or
strike-on methods
photocopier /fəυtəυkɒpiə/ noun a
machine that copies documents by photographing them very quickly
photocopy /fəυtəυkɒpi/ noun an exact
copy of a document produced by a photocopier, in black and white or colour 쐽 verb
to make a copy of a document by using a
photocopier
photocopying /fəυtəυkɒpiŋ/ noun
the act of making photocopies 쑗 Photocopying costs are rising each year.
photoengrave /fəυtəυn "rev/ verb
to make a photoengraving
photoengraver
/fəυtəυn "revə/
noun a person who makes photoengravings
photoengraving / fəυtəυn"revŋ/
noun 1. the process of preparing letterpress
plates from illustrations 2. a halftone
produced by photoengraving 쑗 The book is
illustrated with ten photoengravings.
photocomposition

|

photocopier

photocopy

photocopying

photoengrave

|

photoengraver

|

photoengraving

|

COMMENT: The term ‘engraving’ does not

mean the same in printing as it does in fine
art. In printing, photoengraving etches (with
an acid) the non-printing surfaces, leaving
the top surface to carry the ink.
Photoengraving can be used either for
reproducing line drawings (where tones are
represented by lines of ink) or halftones
(where the tones are conveyed by many
little dots of different sizes). On the other
hand, an artist engraves a plate by cutting
fine lines on it with a burin (a type of sharp
needle); the image is formed by putting ink
into the cut lines, wiping excess ink off the
top surface.
photograph

photograph

/fəυtə"rɑf/

a
picture formed by exposing light-sensitive
paper to light using a camera 쐽 verb to take
pictures on sensitive film, using a camera
photographer /fətɒ"rəfə/ noun a
person who takes photographs
photographer’s studio /fətɒ"rəfəz
stjudiəυ/ noun same as film studio
noun

photographer

|

photographer’s studio

|

|

photographic print

|

photographic studio

|

photograph library

photography

|

photogravure

|

photolithography

|

|

photomechanical transfer

|

|

The US term is velox)

photomontage
/fəυtəυ mɒntɑ/
noun a montage made of several photophotomontage

|

graphs

photopolymer plate /fəυtəυpɒlmə
photopolymer plate

plet/ noun a printing plate which has a
layer of photosensitive plastic bonded to a
flexible metal plate
photopolymer resin /fəυtəυpɒlmə
rezn/ noun photosensitive plastic material which coats a plate
photoprint /fəυtəυprnt/ noun the final
proof of a typeset copy
photosensitive
/ fəυtəυsenstv/
adjective sensitive to light
phototext /fəυtəυtekst/ noun characters and text produced by a phototypesetter
photopolymer resin

photoprint

photosensitive

|

phototext
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phototypesetter / fəυtəυtapsetə/
noun a person who works with a computer
phototypesetter

|

and light-sensitive film to produce text
ready for printing
COMMENT: The phototypesetter, rather like

a large laser printer, normally uses the
PostScript page description language and
can generate type at 2,540 dpi; if the device
is capable of outputting text and half-tone
images, it is normally called an image
setter.

phototypesetting / fəυtəυtapsetŋ/
phototypesetting

|

noun a method of typesetting that creates
characters using a computer and exposing
a sensitive film in front of a mask
containing the required character shape
COMMENT: This is the method by which

most new publications are typeset,
superseding metal type, since it produces a
good quality result in a shorter time.

photounit /fəυtυjunt/ noun the part
photounit

of a phototypesetting machine in which the
image of the character is created
physical map /fzk(ə)l mp/ noun a
map that shows the physical features of an
area such as mountains and rivers
pi /pa/ verb US same as pie
pica /pakə/ noun a measurement of
typeface equal to 12 point
pica em /pakə em/ noun a measure of
width of type equivalent to 12 point or pica
pi characters /pa krktəz/ plural
noun extra items not carried in the normal
type font, such as odd fractions or accents.
Also called special sorts
pick /pk/ noun fibres pulled from the
surface of paper by tacky ink on the
printing plate
picking /pkŋ/ noun the pulling of
fibres from the surface of paper as it is
being printed, caused by poor paper
surface or tacky ink on the plates. Also
called plucking
picking list /pkŋ lst/ noun a list of
items in an order, but listed according to
where they can be found in the warehouse
picking resistance /pkŋ r zstəns/
noun the ability of paper to withstand
picking
pick up / pk p/ verb 1. to learn a skill
or an idea easily 2. to improve 쑗 The
working conditions for the library staff
picked up last month.
PICS /pks/ noun a file format used to
import a sequence of PICT files on an
Apple Macintosh
PICT /pkt/ noun on an Apple Macintosh,
a graphics file format that stores images in
physical map

pi

pica

pica em

pi characters

pick

picking

picking list

picking resistance

|

pick up

PICS

PICT

picture researcher

the QuickDraw vector format. Full form
picture

pictogram, pictograph noun a little
pictogram

picture used to represent something
COMMENT: Pictograms are often used in

guide books. A bath shows if the hotel
bedrooms have baths; a knife and fork
shows that there is a restaurant; a fish
shows that fishing is allowed, etc.

/pktɔriəl/
adjective
expressed in pictures 쑗 a pictorial record
of the Queen’s visit to Canada
picture /pktʃə/ noun a drawing,
painting or photograph 쐽 verb to visualise
an object or scene 쑗 Try to picture the
layout before starting to draw it in.
picture agency /pktʃə edənsi/
noun a company or ogranisation which has
a picture library and lends illustrations to
publishers for a fee
picture book /pktʃə bυk/ noun a book
with a large number of illustrations
picture department /pktʃə d
pɑtmənt/ noun a department in a
publisher’s office which looks for pictures
to be used in books
picture element /pktʃə elmənt/
noun full form of pixel
picture library /pktʃə labrəri/ noun
a storage system for pictures, which can be
borrowed
‘The Google deal allows customers to
buy and rent selected video clips from
ITN Archive, which contains 680,000
hours of news footage. ITN wants to
develop its archive business. The model
would be picture libraries such as US
group Getty Images, whose annual
turnover is £415 million.’ [The Mail on
Sunday]
picture pages /pktʃə pedz/ plural
noun pages of a book or magazine which
have illustrations
picture
processing
/pktʃə
prəυsesŋ/ noun analysis of the information contained in an image, usually by
computer, providing recognition of objects
in the image
picture research /pktʃə r s!tʃ/
noun the job of looking for pictures which
can be used in something such as a book,
magazine or TV documentary
picture researcher /pktʃə r s!tʃə/
noun somebody who looks for pictures
relevant to a particular topic, so that they
can be used as illustrations in something

pictorial
pictorial

|

picture

picture agency

picture book

picture department

|

picture element

picture library

picture pages

picture processing

picture research

|

picture researcher

|
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such as a book, newspaper or TV
programme
picture transmission /pktʃə trnz
mʃ(ə)n/ noun the transmission of images
over a telephone line
picture transmission

|

picturisation
picturisation book rights

book

rights

/ pktʃərazeʃ(ə)n bυk rats/ plural
noun the right to publish a book containing

pictures or cartoons which have been
published separately in newspapers
pie /pa/ verb to mix up loose type by accident 쑗 The line was dropped and pied, so
had to be reset. (NOTE: The US term is pi.)
piece /pis/ noun a small part of something 쑗 to sell something by the piece 쑗 The
price is 25p the piece.
piece accent /pis ksənt/ noun a
floating accent
piece fraction / pis frkʃən/ noun a
fraction made up of two small figures separated by a hyphen
piece fractions /pis frkʃ(ə)nz/
plural noun commonly used fractions such
as ¼, ½, etc. which are available as a single
piece of type
piece rate /pis ret/ noun a rate of pay
calculated per unit produced or for a piece
of work done and not paid for at an hourly
rate
piecework /pisw!k/ noun work that is
paid for at a set rate per unit produced and
not at an hourly rate
pie chart /pa tʃɑt/ noun a statistical
diagram where the ratios are shown as
sections of a circle
pierced block / pəst blɒk/ noun a
letterpress block with a hole cut through it,
leaving a large area of white
pi font /pa fɒnt/ noun a font of pi characters
pigment /p"mənt/ noun the colouring
substance in ink
pigment foils /p"mənt fɔlz/ plural
noun foils for blocking covers, which give
a colour to the letters or design
pin /pn/ noun a sharp piece of metal used
for holding material or paper together 쐽
verb to attach with a pin 쑗 She pinned the
papers together. 쑗 Pin your cheque to the
application form.
ping /pŋ/ noun the length of time, in
milliseconds, that it takes to send a
message to an intranet, Internet or web
address and receive a reply 쐽 verb to send
a packet of data to an intranet, Internet or
pie

piece

piece accent

piece fraction

piece fractions

piece rate

piecework

pie chart

pierced block

pi font

pigment

pigment foils

pin

ping

web address to check whether it is accessible or is responding
pin hole /pn həυl/ noun a defect in
paper in the form of a tiny hole
pin mark /pn mɑk/ noun a small
depression on a piece of type, made by the
pin which pushes the type out of the mould
pin register /pn redstə/ noun a
method of aligning film, by using pins set
in holes in the corners of each piece of film
pipe roller /pap rəυlə/ noun a roller
on a web press which turns freely
piping /papŋ/ noun small ridges which
occur in paper
PIRA /parə/ noun a British organisation
which does research into printing techniques and offers advice to member
companies and training to their staff. Full
form Printing Industries Research
pin hole

pin mark

pin register

pipe roller

piping

PIRA

Association

piracy /parəsi/ noun the act of illegally
piracy

copying a piece of work under copyright

PIRA SOAT noun a test for the absorbPIRA SOAT

ency of paper, where a brass roll carrying a
drop of liquid paraffin transfers some of
the liquid to the paper
COMMENT: The PIRA SOAT method for

measuring surface oil absorption time
requires a brass roll carrying a drop of liquid
paraffin to roll across the paper, transferring
some of the liquid to it. The time taken for
the paper to absorb 75% of the liquid is the
surface oil absorption time.

pirate /parət/ verb to copy a patented or
copyright work and sell it without permission 쐽 noun person who copies a patented
invention or a copyright work and sells it
without permission 쑗 a pirate copy of a
book
pirate

COMMENT:

The items most frequently
pirated are books which can easily be
printed from photocopied originals, music
from CDs, or computer programs which are
relatively simple to copy.

pitch /ptʃ/ noun 1. the number of characters that will fit into one inch of line, when
the characters are typed in monospacing 2.
a sticky substance in softwood, which is
present in mechanical pulp and can
damage the papermaking machinery
pitch edge /ptʃ ed/ noun the edge of
the paper as it is fed into a printing
machine
pitch marks /ptʃ mɑks/ plural noun
lines drawn on cover material to allow it to
be placed quickly and correctly once the
glue has been applied
pitch

pitch edge

pitch marks
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pix /pks/ plural noun pictures used in
pix

advertising or design (informal )
pixel /pksəl/ noun the smallest unit of
display on a computer screen whose colour
or brightness can be controlled 쑗 The
picture was made up of several hundred
pixels of different colours. Full form
pixel

picture element
COMMENT:

In high resolution display
systems the colour or brightness of a single
pixel can be controlled; in low resolution
systems a group of pixels are controlled at
the same time.

placeholder text /pleshəυldə tekst/
placeholder text

noun same as dummy text
plagiarise /pledəraz/, plagiarize
verb to copy somebody else’s work and
plagiarise

publish it as one’s own
plagiarism /pledərz(ə)m/ noun the
practice of copying and publishing somebody else’s work as one’s own
plagiarist /pledərst/ noun a person
who copies other people’s work without
admitting what they have done
plain /plen/ adjective simple 쑗 The
design of the cover is in plain blue and
white squares. 쑗 We want the school
edition to have a plain design.
plain-paper copier / plen pepə
kɒpiə/ noun a photocopier which can use
ordinary paper such as headed stationery,
and does not need special sensitised paper
plain paragraph / plen prə"rɑf/
noun a paragraph with the first line
indented and the rest full width
plaintext / plentekst/ noun a term used
in word processing to mean text that is in
the standard font for that document
without different types such boldface and
italics
plan /pln/ noun 1. a carefully worked
out method of achieving objectives 2. a
map
planchest /plntʃest/ noun a piece of
furniture with wide flat drawers, in which
large plans or artwork can be kept
plane /plen/ verb to smooth a surface, or
to reduce a surface by removing a thin
layer from it 쐽 noun one layer of an image
that can be manipulated independently
within a graphics program
planer /plenə/ noun a wooden block
used to tap the metal type to fit it in place
planning /plnŋ/ noun the process of
working out in detail how to do something
before starting to do it
plagiarism

plagiarist

plain

plain-paper copier

plain paragraph

plaintext

|

plan

planchest

plane

planer

planning

plate proof

planographic printing

planographic

printing

/ plnəυ"rfk prntŋ/ noun printing

from a flat printing plate, in which the lines
which produce the image are not raised
above or sunk below the surface of the
plate, but are greasy, so that the ink stays
on the image and is repelled by the rest of
the wet surface of the plate
plant /plɑnt/ noun 1. machinery 2. originated material such as blocks or film,
which belong to the publisher
plant costs /plɑnt kɒsts/ plural noun
the one-off costs involved in producing a
book, e.g. design, illustrations and typesetting (NOTE: Exactly what is included in the
plant

plant costs

plant costs of a book tends to vary from
publisher to publisher.)

Plantin /plntn/ noun a popular typeface designed by Christopher Plantin in the
15th century
plastic comb binding /plstk
kəυm bandŋ/ noun a mechanical
binding process where separate sheets have
holes punched in them into which the teeth
of a plastic comb fit
plastic wrapping /plstk rpŋ/
noun thin transparent plastic sheets used to
wrap magazines for distribution
plate /plet/ noun 1. an illustration in a
book often on better-quality paper than the
text 2. a surface on which the text or image
to be printed is fixed
Plantin

plastic comb binding

plastic wrapping

plate

COMMENT: Printing plates are usually made

from metal (sometimes plastic or paper),
and can be flat or curved to fit round the
cylinder. Photographic plates are now used
mainly in high quality, large-format
professional cameras while the most
popular backing material is still acetate film.

plate camera /plet km(ə)rə/ noun a
camera that uses glass plates instead of
film
plate cylinder /plet slndə/ noun a
heavy cylinder on which the plate is fixed
in a printing press
plate-making /plet mekŋ/ noun the
making of plates for printing
platen /plet(ə)n/ noun a roller which
supports the paper in a printer
platen press /plet(ə)n pres/ noun a
letterpress printing machine where the
paper is placed on the type and a flat plate
presses down on it
plate proof /plet pruf/ noun a proof
taken directly from the printing plate
plate camera

plate cylinder

plate-making

platen

platen press

plate proof
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plate slap /plet slp/ noun the noise
plate slap

made by a plate which does not fit tightly
around the cylinder
plating /pletŋ/ noun the act of fitting
plates to the plate cylinder
plating sequence /pletŋ sikwəns/
noun the order in which the plates are fixed
to the cylinder
plc abbreviation Public Limited Company
plot /plɒt/ verb to mark co-ordinates and
draw a graph using them
plotter /plɒtə/ noun a computer device
that draws straight lines between two coordinates
plating

plating sequence

plc

plot

plotter

COMMENT: Plotters are used for graph and

plotter driver /plɒtə dravə/ noun
plotter driver

dedicated software that converts simple
instructions issued by a user into complex
control instructions to direct the plotter
plotter pen /plɒtə pen/ noun an instrument used in a plotter to mark the paper
with ink as it moves over it
plotting mode /plɒtŋ məυd/ noun the
ability of some word processors to produce
graphs by printing a number of closely
spaced characters rather than individual
pixels
plough /plaυ/ noun a hand cutter for
cutting the edges of cased books
PLR abbreviation LIBRARIES Public
Lending Right
plucking /plkŋ/ noun same as picking
plug /pl"/ noun a device with metal pins
which can be inserted into an electrical
socket to provide power for a machine 쐽
verb to publicise a product or event in order
to encourage people to buy or watch it
plug
compatible / pl" kəm
ptb(ə)l/ adjective relating to a
computer or peripheral which can be used
with another system simply by plugging it
in with a special plug
plus /pls/, plus sign /pls san/ noun a
mathematical sign for addition (+)
-ply /pla/ suffix indicating the number of
layers of paper or board which are glued
together to give greater strength
PMA abbreviation post mortem auctoris
p-mail /pi mel/ noun same as snail
plotter pen

plotting mode

plough

PLR

plucking

plug

plug compatible

|

plus

-ply

PMA

p-mail

mail

PMT

pocket book

pocket edition

|

POD

poetry

point

diagram plotting and can plot curved lines
as a number of short straight lines.

PMT

book to hold a map or other insert 2. a type
of envelope with a triangular flap
pocket atlas / pɒkt tləs/ noun a
small atlas which can fit in the pocket
pocket book /pɒkt bυk/ noun 1. a
small notepad which can be kept in the
pocket 2. US a small paperback
pocket edition /pɒkt  dʃ(ə)n/ noun
a book small enough to be carried in a
pocket
POD abbreviation print on demand
poetry /pəυtri/ noun imaginative
writing which is arranged in a particular
pattern of lines and sounds
point /pɔnt/ noun 1. a place or position
in time 쑗 starting point 2. an idea or
opinion 쑗 He made a good point in the
discussion.
pointer /pɔntə/ noun a stick used to
indicate something
point of presence / pɔnt əv
prezəns/ noun a location where a user can
connect to a network, e.g. a place where
subscribers can dial in to an Internet
service provider. Abbr POP
point of sale / pɔnt əv sel/ noun the
place where things sold in a shop are paid
for. Abbr POS, p.o.s.
point-of-sale material / pɔnt əv sel
mə təriəl/ noun marketing material
displayed in order to advertise a product
where it is being sold, e.g. posters, dump
bins or spinners. Also called POS material
point-of-sale terminal / pɔnt əv sel
t!mn(ə)l/ noun a computer terminal at a
point of sale, used to provide detailed
product information and connected to a
central computer to give immediate stock
control information. Also called POS
pocket atlas

pointer

point of presence

point of sale

point-of-sale material

|

point-of-sale terminal

terminal

point size /pɔnt saz/ noun the size of
point size

printed letters

COMMENT: In the UK and the USA, point

sizes are based on the pica system; one
point equals 0.3515mm (or 0.01384 inch);
12 points being one sixth of an inch, or
4.21mm or one pica em. In Europe, point
size is based on the didot point: one point
equals 0.3759mm (or 0.0148 inch), and 12
points are one cicero.

point to point protocol / pɔnt tə
point to point protocol

pɔnt prəυtəkɒl/ noun full form of PPP

polished foil / pɒlʃt fɔl/ noun a foil
polished foil

abbreviation

photomechanical

transfer

pocket /pɒkt/ noun 1. paper folded like
pocket

an envelope and glued inside the cover of a

for blocking book covers, giving a shiny
finish in many different colour shades
polythene /pɒlθin/ noun a thin plastic
film used for wrapping
polythene
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polyurethane

binding

polyurethane binding

/ pɒlijυərθen bandŋ/ noun a strong

adhesive binding used for heavy reference
books offering good open-flat qualities.
Abbr PUR
polyvinyl
acetate
/ pɒlivɑnəl
stet/ noun a synthetic cold melt glue
used in binding. Abbr PVA
POP /pɒp/ abbreviation point of presence
popular dailies / pɒpjυlə deliz/
plural noun daily papers published for the
mass market readership
popular edition / pɒpjυlə dʃ(ə)n/
noun a book with poorer paper and a
lighter cover than the norm, sold at a
cheaper price
popular prices /pɒpjυlə prasz/
plural noun prices which are low and therefore liked
pop-up /pɒp p/ adjective containing
cut-out figures that rise up as a page is
opened 쐽 noun a book or card that contains
pop-up figures
pop-up book /pɒp p bυk/ noun a
book, usually for children, in which the
pictures are cut out from the page so that
they stand up when the book is opened
polyvinyl acetate

POP

popular dailies

popular edition

|

popular prices

pop-up

pop-up book

(NOTE: Used mainly for children’s books,
but also for some adult or more serious
educational material.)
pornographic / pɔnə"rfk/ adjective aiming to arouse sexual excitement
pornography /pɔnɒ"rəfi/ noun publipornographic

|

pornography

|

cations of an obscene nature, usually in a
sexual sense
porosity /pɔrɒsti/ noun the ability of a
material to allow fluids to pass through
porous /pɔrəs/ adjective allowing
fluids to pass through
port /pɔt/ noun a socket or other physical
connection allowing data transfer between
a computer’s internal communications
channel and another external device
portable /pɔtəb(ə)l/ adjective easily
carried 쐽 noun an easily carried machine
such as a small computer or television
portable colour duct / pɔtəb(ə)l
klə dkt/ noun a device which can be
attached to a printer to change the colour of
the printing ink
portal /pɔt(ə)l/ noun a website that
provides links to information and other
websites
portfolio /pɔtfəυliəυ/ noun 1. a collection of original works 2. an area of responsibility held by a government minister 3. a
porosity

|

porous

port

portable

portable colour duct

portal

portfolio

|

post-binding

thin, flat case for carrying drawings and
papers
portrait /pɔtrt/ noun a painting,
drawing or photograph of a person
portrait format /pɔtrt fɔmt/ noun
vertical format with the height greater than
the width, as opposed to landscape format
POS /pɒz/, p.o.s. abbreviation point of
sale
position /pəzʃ(ə)n/ noun a person’s job
or status within a company 쐽 verb to place
something somewhere 쑗 Position this
photograph at the top right-hand corner of
the page.
positive /pɒztv/ adjective made from
a negative, i.e. with the black showing as
black, or with the same colours as the original 쐽 noun film which shows the colours
as in the original. Compare negative
positive film /pɒztv flm/ noun film
made from a negative, i.e. with the black
showing as black, or with the same colours
as the original
positive reading /pɒztv ridŋ/
adjective same as right-reading
POS material / pi əυ es mə təriəl/
noun same as point-of-sale material
post- /pəυst/ prefix combining with
nouns, adjectives and dates to indicate that
something has happened after the stated
time 쑗 post-war 쑗 post-audit
postage /pəυstd/ noun payment for
sending a letter or parcel by post
postage paid / pəυstd ped/ adjective words printed on an envelope to show
that the sender has paid the postage even
though there is no stamp on it
postal /pəυst(ə)l/ adjective relating to
the post 쐽 noun a size of board which is not
an ISO size
postal charges /pəυst(ə)l tʃɑdz/,
postal rates plural noun money to be paid
for sending letters or parcels by post 쑗
Postal charges are going up by 10% in
September.
postal order /pəυst(ə)l ɔdə/ noun a
document bought at a post office, as a
method of paying small amounts of money
by post
postal packet /pəυst(ə)l pkt/ noun
a small container of goods sent by post
post-binding /pəυst bandŋ/ noun a
type of loose-leaf binding using metal
posts which pass through the holes in the
leaves
portrait

portrait format

POS

position

|

positive

positive film

positive reading

POS material

|

post-

postage

postage paid

postal

postal charges

postal order

postal packet

post-binding
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postcard /pəυstkɑd/ noun a card,
often with a picture on one side, which can
be written on and sent without an envelope
postcode /pəυstkəυd/ noun a system
of letters and numbers used by the post
office to identify towns and roads to aid the
delivery of letters
post-editing /pəυst edtŋ/ noun the
act of editing and modifying text after it
has been compiled or translated by a
machine
poster /pəυstə/ noun a large notice or
advertisement stuck to a wall or board
postcard

postcode

post-editing

poster

COMMENT: The standard format for a single

sheet poster is double crown (30 x 20
inches).

POS terminal / pi əυ es t!mn(ə)l/
POS terminal

noun same as point-of-sale terminal
poster paper /pəυstə pepə/ noun
poster paper

paper which is glossy on one side and
rough on the other
poster stick /pəυstə stk/ noun a large
composing stick which can hold the large
type needed for printing posters
poster type /pəυstə tap/ noun very
large typefaces used for posters, often
made of wooden blocks
post-formatted / pəυst fɔmtd/
adjective arranged into pages at the
printing stage rather than on screen
posthumous /pɒstjυməs/ adjective
published or printed after the author’s
death
posthumously /pɒstjυməsli/ adverb
after a person’s death 쑗 His last novel was
published posthumously.
posting /pəυstŋ/ noun a message sent
to and displayed on an online facility such
as an Internet newsgroup or bulletin board
post mortem auctoris / pəυst
mɔtem ɔktɔris/ phrase a Latin
phrase meaning ‘after the death of the
author’, used in copyright law. Abbr PMA
post office /pəυst ɒfs/ noun a
national organisation which controls the
postal services within a country
Post Office box number / pəυst ɒfs
bɒks nmbə/ noun a reference number
given for delivering mail to a post office, so
as not to give the actual address of the
person who will receive it
postpone /pəυstpəυn/ verb to rearrange for something to be done at a later
date or time
poster stick

poster type

post-formatted

posthumous

posthumously

posting

post mortem auctoris

|

post office

Post Office box number

postpone

|

postponement /pəυspəυnmənt/ noun
postponement

|

the act of arranging for something to take
place later than planned 쑗 I had to change
my appointments because of the postponement of the meeting with the printers.
postscript /pəυstskrpt/ noun an addition to the end of something such as a
book, story or document
PostScript /pəυstskrpt/ a trade name
for a standard page description language
developed by Adobe Systems. PostScript
offers flexible font sizing and positioning
and it is most often used in DTP systems,
high-quality laser printers and phototypesetters. 쑗 If you do a lot of DTP work, you
will benefit from a PostScript printer.
pot /pɒt/ noun a container for molten
metal on a typecasting machine
potboiler /pɒtbɔlə/ noun a work
written purely to earn money with no
literary merit
pound /paυnd/ noun 1. a measure of
weight equalling 0.45 kilos (NOTE: Usually
written lb after a figure: 25lb.) 2. money
used in the UK and many other countries
pound sterling / paυnd st!lŋ/ noun
an official term for the British currency. 쒁
postscript

PostScript

pot

potboiler

pound

pound sterling

hash (NOTE: Usually written £ before a
figure: £25. Note also that the pound sign
is used in the USA in place of the hash
mark to avoid confusion in cases where the
hash mark means ‘number’.)
powderless
etching /paυdələs
etʃŋ/ noun a method of etching blocks
powderless etching

without needing to use dragon’s blood,
using magnesium alloy plates instead of
zinc, giving very fine lines. Also called

Dow etching
pp abbreviation pages
p.p. / pi pi/ verb 왍 to p.p. a letter to
pp

p.p.

sign a letter on behalf of somebody 쑗 The
assistant p.p.’d the letter while the
manager was at lunch.
ppm abbreviation pages per minute
PPP / pi pi pi/ noun protocol that
allows a computer to use the TCP/IP
protocol over a telephone connection. Full
form point to point protocol
PR abbreviation public relations 쑗 A PR
firm is handling all our publicity. 쑗 He is
working in PR. 쑗 The PR people gave away
100,000 balloons.
predesigned / pridzand/ adjective
provided to the customer already designed
쑗 There is a wide selection of predesigned
ppm

PPP

PR

predesigned

|
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layouts to help you automatically format
typical business and technical documents.
pre-edit /pri edt/ verb to change text
before it is run through a machine to make
sure it is compatible
pref. abbreviation preface
preface /prefəs/ noun an author’s note
which comes before the introduction and
after any dedication 쐽 verb to write or say
something before the main part of a text 쑗
He prefaced his article with a quotation
from Dickens.
pre-edit

pref.

preface

COMMENT: A preface is usually written by

the author, and explains briefly why the
book has been written and who the readers
are expected to be. A foreword, on the other
hand, can be written by the author, but is
more usually by another person, often a
famous person whose name might be
expected to increase the sales of the book.

at the beginning of a book

redi w!k/ noun 1. a routine in a
composing room to prepare a forme before
making ready on a letterpress machine 2.
preparation of an offset machine for
printing, including plate-making
premium book /primiəm bυk/ noun a
book offered as a gift to subscribers to
another book or series of books, or offered
at a very cheap price as an incentive to
members of a book club
prepack /pripk/, prepackage /pri
pkd/ verb to pack something before
putting it on sale 쑗 The guides are
prepacked in a plastic display stand.
prepaid /priped/ adjective paid for in
advance of delivery
prepaid reply card / priped rpla
kɑd/ noun a stamped addressed card
which is sent to somebody so that they can
reply without paying the postage
preparation / prepəreʃ(ə)n/ noun
work done beforehand in order to be ready
for something 쑗 They made careful preparation for the open day. 왍 in preparation
being prepared
prepay /pripe/ verb to pay in advance
prepayment /pripemənt/ noun
payment in advance 왍 to ask for prepayment of a fee to ask for the fee to be paid
before the work is done
pre-press / pri pres/ adjective before
going to press
pre-press costs /pri pres kɒsts/
plural noun the costs of preparing a book or
magazine up to the camera-ready copy or
film stage
pre-press proof /pri pres pruf/
noun a proof made from the film, before
printing starts
pre-press work /pri pres w!k/ noun
the process of preparing an offset machine
for printing, including plate-making and
making ready. Also called pre-makepremium book

|

prepaid

|

prepaid reply card

pə
zʃ(ə)n/ noun a position for an advertisement in a magazine, which is particularly
asked for by the advertiser
prefix /prifks/ noun a word or letters
added to the front of another word, which
can change its meaning, e.g. in ‘undone’,
‘misread’
prejudice /predυds/ noun an unfair
and often negative feeling based on incomplete knowledge and information 쐽 verb to
harm somebody’s claim
prekey /priki/ verb to keyboard a text
before sending it for typesetting
preliminary /prlmn(ə)ri/ adjective
early or happening before anything else
preliminary
discussion
/pr
lmn(ə)ri dskʃ(ə)n/, preliminary
meeting noun a discussion or meeting
which takes place before the main discussion or meeting starts
prelims /prilmz/ plural noun the initial
pages of a book, including the title page
and table of contents, which precede the
main text. Also called front matter

position

pre-make-ready work / pri mek
pre-make-ready work

|

prefatory note

preferred

the page numbers of the text. A catalogue
might note that a book has 24pp prelims
and 222pp text. In British and American
books the printer’s imprint appears on the
bibliographical page following the title page.

prepack

prefatory note /preft(ə)ri nəυt/
noun a note addressed to the reader, printed
preferred position

preprint

/pr f!d
|

|

prefix

prejudice

prekey

|

preliminary

|

preliminary discussion

|

|

prelims

COMMENT: The prelims occupy several

pages. They will normally include a half title,
the title page, the title page verso with
bibliographical details, a contents page,
and list of illustrations, preface, introduction
and acknowledgements. They may also
include a list of books by the same author
(on the blank page facing the title page or
half-title), a frontispiece (illustration facing
the title page), etc. The prelims are usually
numbered in Roman figures (i, ii, iii, etc.)
and these numbers do not count towards

|

preparation

|

prepay

|

prepayment

|

pre-press

pre-press costs

pre-press proof

pre-press work

ready work
preprint /priprnt/ noun 1. a small
preprint

section of a book printed before the rest
and sent out in advance as publicity matter
2. printed material which is then overprinted, such as colour sections without
text 쐽 verb to print something before the
rest of the job
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preprinted cover /pri prntd kvə/
preprinted cover

the main binding, e.g. to be used for
display purposes or for reps to use
preprinted stationery /pri prntd
steʃ(ə)n(ə)ri/ noun stationery which has
already been printed with the company’s
logo and address at the head or foot
prepublication /pri pblkeʃ(ə)n/
adjective relating to or occurring in the
period before a book or other work is
published
prepublication advertising /pri
pblikleʃ(ə)n dvətazŋ/ noun advertising carried out before the publication of
a book
prepublication
sales
/pri
pblikleʃ(ə)n selz/ plural noun sales
which are recorded before the publication
of a book
prepublication
selling
/pri
pblikleʃ(ə)n selŋ/ noun same as
preprinted stationery

|

prepublication

|

|

prepublication advertising

|

prepublication sales

|

prepublication selling

|

advance selling
|

noun an educational book which has been
listed as required for a course of study or
for an exam
presell / pri sel/ verb to sell a book
before its official publication date
presensitised
/prisenstazd/,
presensitized adjective with a sensitive
coating ready for processing
presentation / prez(ə)nteʃ(ə)n/ noun
a talk about a specific subject given to
provide information
presentation
copy
/ prez(ə)n
teʃ(ə)n kɒpi/ noun a copy of a book
either in special binding or with a special
inscription, which is given to somebody at
an official ceremony
presentation visuals / prez(ə)n
teʃ(ə)n vυəlz/ plural noun artwork
which is used in a presentation, to show
what the finished work will look like
preseparated files /pri sepəretd
falz/ plural noun digital files of the separations of a piece of artwork, each one of
which is stored individually. Compare
presell

presensitised

|

presentation

|

presentation copy

|

presentation visuals

|

preseparated files

|

composite separations
preset /priset/ verb to set something in
preset

|

advance 쑗 The printer was preset with new
page parameters.
pre-shrunk packaging / pri ʃrŋk
pkdŋ/ noun US same as shrinkpackaging

press agency

press agent

press conference

prescribed text /pr skrabd tekst/
prescribed text

pre-shrunk packaging

press /pres/ noun 1. the act or method of
printing 쑗 gone to press 왍 the press newspapers and magazines 쑗 There was no
mention of the new product in the press. 쑗
We plan to give the product a lot of press
publicity. 왍 the local press newspapers
which are sold in a small area of the
country 왍 the national press newspapers
which sell in all parts of the country 쑗 The
new car has been advertised in the
national press. 2. a device used in printing
which pushes paper onto the inked metal
type 쐽 verb 1. to push down on paper in a
press to make it flat 2. to print using a press
3. to put pressure on something 쑗 Press the
button to make it work. 4. to try to persuade
somebody to do or say something
press agency /pres edənsi/ noun a
company that sells news items and features
to newspapers and journalists
press agent /pres edənt/ noun a
person who looks after the publicity for an
author, entertainer or other famous person
press
conference
/pres
kɒnf(ə)rəns/ noun a meeting at which
reporters from newspapers are invited to
hear news of an important event or person
and ask questions
press copies /pres kɒpiz/ plural noun
copies of a new book which are sent to
newspapers
press costs /pres kɒsts/ plural noun
printing costs, including making plates,
paper, machining and binding
press coverage /pres kv(ə)rd/
noun the amount of space or time given in
newspapers or TV and radio news bulletins
to one topic
press cutting agency /pres ktŋ
edənsi/, press cutting service noun a
company that cuts out references to a client
from newspapers and magazines and sends
them on to the client
press cuttings /pres ktŋz/ plural
noun references to a client or person or
product cut out of newspapers or magazines
press date /pres det/ noun the date on
which a book or magazine is printed
pressing /presŋ/ noun the act of flattening printed signatures
pressing boards /presŋ bɔdz/ plural
noun stiff cardboard plates between which
the printed pages are pressed to flatten
them before going for binding
press

|

noun a cover which is printed in advance of

press copies

press costs

press coverage

press cutting agency

press cuttings

press date

pressing

pressing boards
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presspahn hollow /prespn hɒləυ/
noun a type of hollow used in the spine of
presspahn hollow

cased books

press proofs /pres prufs/ plural noun
press proofs

final proofs which are run off just before
the printing run starts
press release /pres r lis/ noun 1. a
statement given by an organisation to the
media to explain a situation from their
point of view 2. same as news release
press rolls /pres rəυlz/ plural noun
heavy rollers which crush the paper as it is
going through the papermaking process
pressroom /presrum/ noun part of a
printing works where the printing is actually carried out
pressrun /presrn/ noun US the
number of books printed at one time (NOTE:
press release

|

press rolls

pressroom

pressrun

The UK term is print run.)
presswork /presw!k/ noun the work
presswork

of carrying out a printing job, whether it is
printing leaflets or posters, or a multivolume reference work in full colour
preview /privju/ verb to display text or
graphics on a screen as it will appear when
it is printed out
previewer /privjuə/ noun a feature
that allows a user to see on screen what a
page will look like when printed 쑗 The
built-in previewer allows the user to check
for mistakes.
preview screen /privju skrin/ noun
a screen on which text or graphics can be
previewed
price /pras/ noun the amount of money
needed to buy an item 쐽 verb to give a price
to a product
price control /pras kən trəυl/ noun
legal measures to stop prices rising too fast
price cutting /pras ktŋ/ noun a
sudden lowering of prices
price differential /pras dfə renʃəl/
noun the difference in price between products in a range
price ex factory / pras eks fkt(ə)ri/
noun same as factory price
price ex warehouse / pras eks
weəhaυs/ noun the price for a product
which is to be collected from the manufacturer’s or agent’s warehouse and so does
not include delivery
price ex works / pras eks w!ks/,
price ex factory noun a price for a product
not including transport from the maker’s
factory
preview

previewer

preview screen

price

price control

|

price cutting

price differential

|

price ex factory

price ex warehouse

price ex works

print buyer

price fixing /pras fksŋ/ noun an
price fixing

illegal agreement between companies to
charge the same price for competing products
price list /pras lst/ noun a list of the
prices of everything in stock
price range /pras rend/ noun a
series of prices for similar products from
different suppliers
price-sensitive product / pras
sensətv/ noun a product which will sell
less if the price is increased
price war /pras wɔ/ noun competition
between companies to get a larger market
share by cutting prices
pricing policy /prasŋ pɒlisi/ noun a
company’s policy in giving prices to its
products 쑗 Our pricing policy aims at
producing a 35% gross margin.
primary colours /praməri kləz/
plural noun the three primary colours
which make white light, or the three
process colours used, with black, in fourcolour process work. Also called colour
price list

price range

price-sensitive product

price war

pricing policy

primary colours

primaries

publishing
/praməri
pblʃŋ/ noun the publishing of school
books for use in primary schools
primary school textbook / praməri
skul tekstbυk/ noun a textbook used in
schools teaching children up to about 11
years old
primer /pramə/ noun 1. a simple
instruction book or manual 2. a basic or
simple school book for children
print /prnt/ verb 1. to produce a book,
magazine, newspaper or leaflet by a
mechanical process 2. 왍 to print to paper
to print as many copies as there is paper
available, rather than asking for a precise
number of copies which might be uneconomical 쐽 noun 1. words made on paper
with a machine 쑗 You get clearer print from
a daisy-wheel printer than from a line
printer. 2. a printed copy of an etching,
etc., made from a film or plate 쑗 He
collects 18th-century prints. 쑗 The office is
decorated with Japanese prints. 3. a positive photographic image in which black is
black and white is white. Compare negaprimary
primary publishing

primary school textbook

primer

print

tive

printable /prntəb(ə)l/ adjective able to
printable

be printed on

print buyer /prnt baə/ noun a person
print buyer

in the production

department of a
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publishing company whose job is to place
orders with printers
print buying /prnt baŋ/ noun the
job of placing orders for printing and
binding
print contrast ratio / prnt kɒntrɑst
reʃiəυ/ noun the difference between the
brightest and darkest areas of an image
print control character /prnt kən
trəυl/ noun a special character which
directs a printer to perform an action or
function such as changing the font, rather
than print a character
printed ephemera / prntd femərə/
plural noun items such as theatre
programmes, leaflets and advertising fliers
which would normally be read and thrown
away
printed head-to-head / prntd hed
tə hed/ adjective relating to a method of
printing where two copies are printed from
the same sheet, with the heads of the two
books together. 쒁 coming-and-going, fore
print buying

print contrast ratio

print control character

|

printed ephemera

|

printed head-to-head

and aft, two-up

printed head-to-tail / prntd hed tə
hed/ adjective relating to a method of
printing where two copies are printed from
the same sheet, with the head of one
connecting with the bottom edge of the
other. 쒁 coming-and-going, fore and aft,
printed head-to-tail

two-up

printed index / prntd ndeks/ noun
printed index

an alphabetical list of words used in a text
printed matter /prntd mtə/ noun
anything that is printed and can be read
printer /prntə/ noun 1. a machine that
converts electronic data into readable form
on paper 2. a person or company that prints
books, newspapers or other printed matter
printer buffer /prntə bfə/ noun a
temporary store for character data waiting
to be printed, used to free the computer
before the printing is completed so making
the operation faster
printer control characters / prntə
kəntrəυl
krktəz/ plural noun
command characters in a text which
transmit printing commands to a printer
printer driver /prntə dravə/ noun
dedicated software that converts and
formats the user’s commands ready for a
printer
printer-plotter /prntə plɒtə/ noun a
high-resolution printer that is able to
operate as a low-resolution plotter
printed matter

printer

printer buffer

printer control characters

|

printer driver

printer-plotter

printer quality /prntə kwɒlti/ adjective relating to the standard of printed text
printer quality

from a particular printer

printer’s corrections /prntəz kə
printer’s corrections

|

rekʃ(ə)nz/ plural noun corrections noted
by the printer’s reader on the top copy of
the proofs before the proofs are sent to the
publisher
printer’s devil / prntəz devl/ noun
an apprentice or young helper in a printing
workshop
printer’s error /prntəz erə/ noun a
mistake made by the printer, usually an
error in typesetting. Abbr PE
printer’s flowers /prntəz flaυəz/
plural noun ornaments available in metal
type or transfer lettering. Also called
printer’s devil

printer’s error

printer’s flowers

flowers

printer’s imprint / prntəz mprnt/
noun a special mention of the name and
printer’s imprint

address of the printer on the inside of a
book or periodical
printer’s pie /prntəz pa/ noun type
which has become mixed up and is meaningless
print formatter /prnt fɔmtə/ noun
software that converts embedded codes
and print commands to printer control
signals
printhead /prnthed/ noun a metal
form of a character that is pressed onto an
inked ribbon to print the character on paper
printing /prntŋ/ noun 1. the art of
printing books or magazines, including
typesetting, etc. 쑗 She is studying printing
at college. 2. the quantity of copies of a
book printed at the same time 쑗 The second
printing has sold out and a third has been
ordered.
printing cylinder /prntŋ slndə/
noun a cylinder on a press which carries
the printing plate
printing down / prntŋ daυn/ noun
preparation of a printing plate by exposing
it to a prepared film in a printing-down
frame, and subjecting it to light
printing-down frame /prntŋ daυn
frem/ noun a vacuum frame used for
printing down when making a plate from a
film
printing history /prntŋ hst(ə)ri/
noun details of the printing of a book such
as the date of the original printing and
dates of reprints, usually listed on the bibliographic page after the title page
printer’s pie

print formatter

printhead

printing

printing cylinder

printing down

printing-down frame

printing history
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printing house /prntŋ haυs/ noun a

private press

print order /prnt ɔdə/ noun an order

printing house

print order

company which does printing

from a customer asking a printer to print
something, specifying quantity, paper,
binding, etc.
print out / prnt aυt/ verb to print information from a computer through a printer
printout /prntaυt/ noun a hard copy of
a computer file
print pause / prnt pɔz/ noun an act of
temporarily stopping a printer while
printing, e.g. to change paper
print run /prnt rn/ noun the number
of copies of a book which are printed at
one time
printshop /prntʃɒp/ noun a shop
where jobbing printing takes place
print style /prnt stal/ noun the typeface and fonts used in any particular document
printwheel /prntwil/ noun a wheel
made up of a number of arms, with a character at the end of each arm, used in a
daisy-wheel printer
print works /prnt w!ks/ plural noun
same as printing works
privacy of information / prvəsi əv
nfəmeʃ(ə)n/ noun the act of keeping
documents secret so that only authorised
people are allowed to read them
‘New rules for a passenger data
collection scheme operated by US
authorities may carry a nasty sting for
travellers. The scheme – Advance
Passenger Information System (Apis) –
threatens to cause big delays at check-in
and raises ethical questions about a
passenger’s right to privacy of
information.’ [Financial Times]
private /pravət/ adjective for the use of
one person or group only 왍 letter marked
‘private and confidential’ a letter that
must not be opened by anyone other than
the person it is addressed to
private limited company / pravət
lmtd kmp(ə)ni/ noun a company
with a small number of shareholders,
whose shares are not traded on the Stock
Exchange
privately printed book / pravətli
prntd bυk/ noun a book printed by a
private press
privately published book / pravətli
pblʃt bυk/ noun a book that has been
printed at the author’s expense
private press /pravət pres/ noun a
printing press which prints limited

Printing
Industries
Research
Association / prntŋ ndυstriz r
Printing Industries Research Association

|

s!tʃ ə səυsieʃ(ə)n/ noun full form of
|

PIRA

printing ink /prntŋ ŋk/ noun 1. ink
printing ink

made from carbon mixed with oil, used in
printing 2. a type of ink only used in
printing
printing order /prntŋ ɔdə/ noun an
order from a publisher to a printer to print
a particular number of copies of a book
printing papers /prntŋ pepəz/,
printings plural noun types of paper which
can be used for printing
printing press /prntŋ pres/ noun a
machine which presses paper onto type
and prints text
printing process /prntŋ prəυses/
noun any method of printing, e.g. letterpress, litho, gravure, screenprinting and
flexography
printing
sequence
/prntŋ
sikwəns/ noun the order in which the
four colours are printed in four-colour
work
printing trade /prntŋ tred/ noun
commercial activities involved in printing
books, newspapers, ephemera, etc.
printing works /prntŋ w!ks/ plural
noun a factory where books or newspapers
are printed. Also called print works
print life /prnt laf/ noun the number of
characters a component can print before
needing to be replaced 쑗 The printhead has
a print life of over 400 million characters.
printmaking /prntmekŋ/ noun the
printing of art prints such as lithographs,
etchings and linocuts
print media /prnt midiə/ noun newspapers, books, journals, magazines, leaflets etc which carry print in a hard copy
format
print modifiers /prnt mɒdfaəz/
plural noun codes in a document that cause
a printer to change mode, e.g. from bold to
italic
print number /prnt nmbə/ noun the
number of copies of a book which are
printed at one time
print on demand / prnt ɒn dmɑnd/
noun the facility to print and bind a small
number of books at short notice, without
the need for a large print run, using digital
technology. Abbr POD
printing order

printing papers

printing press

printing process

printing sequence

printing trade

printing works

print life

printmaking

print media

print modifiers

print number

print on demand

|

print out

printout

print pause

print run

printshop

print style

printwheel

print works

privacy of information

|

private

private limited company

privately printed book

privately published book

private press
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numbers of handset books, and sells them
to collectors
pro /prəυ/ preposition for
process camera /prəυses km(ə)rə/
noun a camera designed for the stages
required in preparing illustrations for
printing, such as tone and colour separation
process colour printing / prəυses
klə prntŋ/ noun the printing of colour
plates using four-colour plates, one for
each process colour
process colours /prəυses kləz/
plural noun the colours cyan, magenta and
yellow which are used together with black
to produce all the other colours needed in
colour printing. 쒁 additive colours,
pro

process camera

process colour printing

process colours

subtractive colours
processing /prəυsesŋ/ noun 1. the act
of developing and printing a film 2. the
processing

sorting of information
processor /prəυsesə/ noun a computer
that is able to manipulate data according to
given instructions. 쒁 word processor
process plates /prəυses plets/ plural
noun colour plates used in four-colour
printing
process white /prəυses wat/ noun a
type of white paint used to cover unwanted
block lines on artwork, which does not
show when photographed
process work /prəυses w!k/ noun
printing in four colours
product /prɒdkt/ noun 1. something
that is made to be sold often in large quantities 2. the result of previous actions or
discussions
product
advertising /prɒdkt
dvətazŋ/ noun the advertising of a
particular named product, not the company
which makes it
product
analysis / prɒdkt ə
nləss/ noun examination of each separate product in a company’s range to see
why it sells or who buys it, etc.
product design /prɒdkt d zan/
noun the design of consumer products
product development / prɒdkt d
veləpmənt/ noun the process of
improving a product to meet the needs of
the market
product engineer / prɒdkt end
nə/ noun an engineer in charge of the
equipment for making a product
processor

process plates

process white

process work

product

product advertising

product analysis

|

product design

|

product development

|

product engineer

|

production /prədkʃən/ noun 1. the
production

|

creation of something 2. same as produc-

tion department

production and progress record
production and progress record

/prə dkʃən ən prəυ"res rekɔd/ noun
|

a record kept giving details of the production of a book
production budget /prədkʃən
bdt/ noun a plan of expected expenditure on production
production controller /prədkʃən
kən trəυlə/ noun a person in the production department of a publishing company
who deals with printers and other suppliers
production cost /prədkʃən kɒst/
noun the cost of making a product
production department /prədkʃən
d pɑtmənt/ noun the section of a
company which deals with the physical
manufacture of the company’s products,
e.g. in a publishing company the department dealing with typesetting, paper
buying, printing and binding
production editor /prədkʃən edtə/
noun a person in a production department
who also undertakes editorial work
production
ledger /prədkʃən
ledə/ noun an accounts ledger where a
publisher keeps note of all production costs
incurred in making a book, from origination to bound books
production manager /prədkʃən
mndə/ noun a person in charge of the
production department
production rate /prədkʃ(ə)n ret/
noun the speed at which items such as
books or CDs are made. Also called rate of
production budget

|

production controller

|

|

production cost

|

production department

|

|

production editor

|

production ledger

|

production manager

|

production rate

|

production

production schedule /prədkʃən
production schedule

|

ʃedjul/ noun a list of dates for all the
production processes of a book, e.g.
sending copy to the typesetter, layouts,
proofing and cover work
production standards /prədkʃən
stndədz/, production values /prə
dkʃən vljuz/ plural noun the quality
of the materials and methods used in
production
production unit /prədkʃən junt/
noun a separate small group of employees
producing a certain product
product line /prɒdkt lan/, product
range /prɒdkt rend/ noun a series of
different products made by the same
company which form a group, such as cars
production standards

|

|

production unit

|

product line

Publishing.fm Page 209 Thursday, April 6, 2006 1:33 PM

209
in different models or pens in different
colours
product management / prɒdkt
mndmənt/ noun the job of directing
the making and selling of a product as an
independent item
product mix /prɒdkt mks/ noun the
particular combination of products made
by the same company
profession /prəfeʃ(ə)n/ noun a job that
requires advanced education or training
professional /prəfeʃ(ə)nəl/ adjective
1. relating to work requiring a high level of
training and done to a high standard 2.
done for money rather than as a hobby
product management

product mix

profession

|

professional

|

professional
publishing
professional and reference publishing

and

reference

/prə feʃ(ə)nəl
ən
ref(ə)rəns pblʃŋ/ noun the publishing
|

of special books for the professions and
also reference titles
professional
publishing
/prə
feʃ(ə)nəl pblʃŋ/ noun the publishing
of books on law, accountancy and other
professions
professional qualification /prə
feʃ(ə)nəl kwɒlfkeʃ(ə)n/ noun a
document showing that somebody has
successfully finished a course of study
profile /prəυfal/ noun a brief description of something such as an author or a
company 쑗 We always try to include a
profile of the author on the advance information sheet.
profit and loss account / prɒft ən
lɒs ə kaυnt/ noun the accounts for a
company, with expenditure and income
balanced to show a final profit or loss
profit centre /prɒft sentə/ noun a
person or department which is considered
separately for the purposes of calculating a
profit
program /prəυ"rm/ noun a set of
instructions for a computer 쐽 verb to write
a program for a computer
programmed learning / prəυ"rmd
l!nŋ/ noun a learning method based on
self-instructional materials that are
designed to allow pupils to progress at their
own pace, step by step, through structured
sequences
programmer /prəυ"rmə/ noun a
person who designs and writes instructions
for a computer
professional publishing

|

professional qualification

|

|

profile

profit and loss account

|

profit centre

program

programmed learning

programmer

programming
programming engineer

engineer

/prəυ"rmŋ endnə/ noun an engi-

project manager

neer in charge of programming a computer
system

programming

language

programming language

/prəυ"rmŋ lŋ"wd/ noun software

that allows somebody to write instructions
for a computer which it can then translate
into a workable program
COMMENT: Programming languages are

grouped into different levels: the high-level
languages such as BASIC and PASCAL
are easy to understand and use, but offer
slow execution time since each instruction
is made up of a number of machine code
instructions; low-level languages such as
ASSEMBLER are more complex to read
and program in but offer faster execution
time.

progress /prə"res/ noun movement of
progress

|

work forward 쑗 to report on the progress of
the work
progress card /prəυ"res kɑd/ noun a
card or sheet on which details of a job’s
progress can be kept
progress chaser /prəυ"res tʃesə/
noun a person whose job is to check that
work is being carried out on schedule or
that orders are being fulfilled on time
progressive
proofs /prə"resv
prufs/, progressives, progs plural noun
a set of colour proofs from process colour
printing, showing first one colour, then
with the second added, and so on until the
whole colour illustration is shown,
presented in this way so that the publisher
and printer can check each colour
progress report /prəυ"res r pɔt/
noun a document that describes what
progress has been made
project /prɒdekt/ noun 1. a detailed
study of a subject written up by a student 2.
a planned course of action 쑗 The company
has several exciting reference projects
lined up for the new year.
project
analysis /prɒdekt ə
nləss/ noun examination of all the costs
or problems of a project before work on it
is started
projected sales /prə dektd selz/
plural noun a forecast of sales 쑗 Projected
sales in Europe next year should be over
£1m.
projection /prədekʃən/ noun a forecast of a future amount from a set of data
project
manager
/ prɒdekt
mndə/ noun the person in charge of
the scheduling, resources and processes of
a project
progress card

progress chaser

progressive proofs

|

progress report

|

project

project analysis

|

projected sales

|

projection

|

project manager
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promote /prəməυt/ verb 1. to advance
somebody to a higher position within an
organisation 2. to encourage something to
develop or succeed
promotion /prəməυʃ(ə)n/ noun 1. the
act of upgrading somebody to a higher
position 2. a marketing activity to persuade
people to buy goods or use a service 쑗 The
library had a special children’s book
promotion during the school holidays.
promotional /prəməυʃ(ə)n(ə)l/ adjective used in an advertising campaign 쑗 The
admen are using balloons as promotional
material.
promotional book /prəməυʃ(ə)n(ə)l
bυk/ noun US a cheap, highly illustrated
book, similar to a coffee table book, but
sold at a bargain price
promotional
budget
/prə
məυʃ(ə)n(ə)l bdt/ noun the forecast
cost of promoting a new product
promotional
material
/prə
məυʃ(ə)nəl mətəriəl/ noun items such
as posters and carrier bags which are used
to publicise a book
promotion copies /prəməυʃ(ə)n
kɒpiz/ plural noun free copies of an
unpublished book given to salespeople and
the publicity department to use in preselling the book
prompt /prɒmpt/ noun a symbol on a
computer screen to remind the user to do
something
proof /pruf/ noun 1. facts or evidence to
show that something is true 2. a sample
printed page made from type, for approval
before mass printing 쐽 verb 1. to make
proofs of a text 쑗 The corrected text has
gone for proofing. 2. same as proofread
-proof /pruf/ suffix added to nouns to
show that something cannot be damaged 쑗
The table surface was heatproof so hot
pans could be put on it.
proof copy /pruf kɒpi/ noun page
proofs of a book, bound in a paper cover,
used for publicity purposes
proof correction marks / pruf kə
rekʃ(ə)n mɑks/ plural noun marks used
to indicate changes on proofs such as deletions, additions or more space
proof
corrections /pruf kə
rekʃ(ə)nz/ plural noun changes made to
the text, layout or illustrations on proofs
proofer /prufə/ noun a machine which
produces proofs, as opposed to finished
promote

|

promotion

|

promotional

|

promotional book

|

promotional budget

|

promotional material

|

|

promotion copies

|

prompt

proof

-proof

proof copy

proof correction marks

|

proof corrections

|

proofer

printed pages 쑗 output devices such as
laser proofers and typesetters
proofing /prufŋ/ noun 1. the production of proofs of a book, which then have to
be read and corrected 2. same as proofproofing

reading
COMMENT: The stages of proofing are

galley proofs, page on galley (where the
pages are indicated, but the proofs are still
printed on long pieces of paper) and page
proofs. It is usual to miss out some of these
stages, and many books are proofed in
pages from the start. Proofs from film are in
the form of ozalids, blues, diazos, etc.

proofing press /prufŋ pres/, proof
press noun a special press used only to
proofing press

produce proofs
proofread /prufrid/ verb to read a text
and mark any errors for correction before it
is printed
proofreader /prufridə/ noun a person
whose job is to proofread texts
proofreading /prufridŋ/ noun a
stage in the production process, where
readers and the author read the proofs and
mark corrections
proof room /pruf rum/ noun a place
in a print works where proofs are made
proportion /prəpɔʃ(ə)n/ noun the size,
shape and position of something compared
to other parts of the whole
proportional spacing /prə pɔʃ(ə)nəl
spesŋ/ noun a printing system where
each letter takes the space proportional to
the character width, so ‘m’ takes more
space than ‘i’
proposal /prəpəυz(ə)l/ noun a suggestion or plan, often written down and put
forward as a discussion document
pro rata / prəυ rɑtə/ adjective, adverb
a Latin phrase meaning ‘for the rate’: at a
rate which varies according to the size or
importance of something
prose /prəυz/ noun text that is not verse,
as e.g. in a novel
prospectus /prəspektəs/ noun a document produced by an academic institution
giving details about it for the information
of potential students
protect /prətekt/ verb to keep something safe and free from damage
protection /prətekʃən/ noun the act of
keeping something free from harm or
damage
protective
/prətektv/
adjective
designed to keep things free from harm or
proofread

proofreader

proofreading

proof room

proportion

|

proportional spacing

|

proposal

|

pro rata

prose

prospectus

|

protect

|

protection

|

protective

|
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damage 쑗 The books were covered in
protective plastic.
protective cover /prə tektv kvə/
noun a cover which protects a machine
protective tariff /prə tektv trf/
noun a tariff which tries to ban imports to
stop them competing with local products
pro tem / prəυ tem/ adjective for the
time being or temporarily
protest /prəυtest/ noun a statement or
action to show that you do not approve of
something 쑗 to make a protest against high
prices
protest
literature
/prəυtest
lt(ə)rətʃə/ noun literature written and
published to protest against something,
usually a political situation
protocol /prəυtəkɒl/ noun 1. a set of
rules allowing unrelated information
systems to communicate with each other 2.
a system of rules about the correct way to
behave in formal situations
protocol converter /prəυtəkɒl kən
v!tə/ noun a device used for converting
protocols from one computer system to
another, e.g. for converting data from a
microcomputer to a phototypesetter
protocol standards /prəυtəυkɒl
stndədz/ plural noun standards laid
down to allow data exchange between any
computer system conforming to the
standard
proud /praυd/ adjective projecting a little
into the margin, also used to describe a
piece of type which stands higher than the
normal type height
prove /pruv/ verb to pull a proof from a
printing plate
province /prɒvns/ noun a sphere of
knowledge or activity
provincial press /prəvnʃəl pres/
noun newspapers published for areas of the
country away from the capital city
P.S. / pi es/ noun an additional note at
the end of a letter. Full form post
protective cover

|

protective tariff

|

pro tem

protest

protest literature

protocol

protocol converter

|

protocol standards

proud

prove

province

provincial press

|

P.S.

scriptum
PSE abbreviation paper surface efficiency
pseudonym /sjudənm/ noun a name
PSE

pseudonym

used by a writer which is not his or her real
name
pseudonymous /sjudɒnməs/ adjective written by an author under a pseudonym
PSN abbreviation packet switched
network
pseudonymous

|

PSN

publicity campaign

PSTN abbreviation Public Switched TelePSTN

phone Network

PTR abbreviation paper tape reader
pub. abbreviation 1. published
PTR

pub.

2.

publisher 3. publishing

publ. abbreviation 1. publication 2.
publ.

published 3. publisher
public /pblk/ adjective open for
anyone to use
publication / pblkeʃ(ə)n/ noun 1. a
book, newspaper or magazine which can
be sold 2. a leaflet which is given out to
provide information 3. the act of printing
and distributing a book, newspaper or
magazine 4. the act of releasing information to the general public in printed form
publication date / pblkeʃ(ə)n
det/ noun 1. the year when a book was
published. Also called date of publication
2. the day when a publisher says that a
book is published (from that day, bookshops may sell the book) 3. the day when a
newspaper or magazine is published
publication
schedule
/ pbl
keʃ(ə)n ʃedjul/ noun a list of dates of
publication of a series of books over a
period of time
public domain / pblk dəυmen/
noun information that is unrestricted and
accessible by the general public 왍
program which is in the public domain a
program which is not copyrighted
public domain software / pblk
dəυmen/ noun software that is available
for copying, without payment of a royalty
publicise /pblsaz/, publicize verb to
make something widely known to the
general public
publicist /pblsti edənsi/ noun a
person which organises publicity for a
particular product or set of products
publicity /pblsti/ noun advertisements and information materials which
make something generally known
publicity
agency
/pblsti
edənsi/, publicity bureau /pblsti
bjυərəυ/ noun an office which organises
publicity for companies that do not have
publicity departments
publicity budget /pblsti bdt/
noun money allowed for expenditure on
publicity
publicity campaign /pblsti km
pen/ noun a planned course of action to
advertise a product 쑗 They are working on
a publicity campaign to launch a new
public

publication

|

publication date

|

publication schedule

|

public domain

|

public domain software

|

publicise

publicist

|

publicity

|

publicity agency

|

|

publicity budget

|

publicity campaign

|

|
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publish /pblʃ/ verb to arrange to have

series of gardening books. Also called

publish

advertising campaign
publicity copy /pblsti kɒpi/ noun

a book or article printed and usually
distributed for sale
publishable /pblʃəb(ə)l/ adjective
suitable to be published 쑗 The libel lawyers
has advised that the book is not publishable in its present form.
published price / pblʃt pras/ noun
the price at which a book is officially set,
usually the price that is marked in the
publisher’s catalogue, printed on the book
or listed in the national list of books in
print
publisher /pblʃə/ noun a person or
company that publishes books, magazines
and newspapers
publisher’s agreement /pblʃəz ə
"rimənt/ noun a contract between a
publisher and the copyright holder, author,
agent or another publisher, which lays
down the terms under which the publisher
will publish the book for the copyright
holder
Publishers Association /pblʃəz ə
səυsieʃ(ə)n/ noun an organisation which
represents the interests of publishers in
Great Britain. Abbr PA
publisher’s
binding /pblʃəz
bandŋ/ noun a binding style where the
book is cased, with a plain cloth binding
publisher’s cloth /pblʃəz klɒθ/
noun cloth used to cover books in
publisher’s binding
publisher’s corrections /pblʃəz
kə rekʃ(ə)nz/ plural noun corrections
made by the publisher, either copying the
author’s corrections or making further
editorial corrections
publisher’s list /pblʃəz lst/,
publisher’s catalogue noun a list of
books which a publisher has for sale, both
new titles and backlist
publisher’s list price /pblʃəz lst
pras/ noun the price of a book as stated in
a publisher’s catalogue
publisher’s reader /pblʃəz ridə/
noun a person who reads manuscripts for a
publisher and suggests ones that might be
worth publishing

publicity copy

|

the text of an advertisement before it is
printed
publicity department /pblsti d
pɑtmənt/ noun the section of a company
which organises the company’s publicity
publicity expenditure /pblsti k
spendtʃə/ noun money spent on
publicity
publicity
handout
/pblsti
hndaυt/ noun an information sheet
which is given to members of the public
publicity
manager
/pblsti
mndə/ noun a person in charge of a
publicity department
publicity matter /pblsti mtə/
noun advertisements or printed publicity
material
publicity slogan /pblsti sləυ"ən/
noun a group of words which can be easily
remembered, and which is used in
publicity for a product 쑗 We are using the
slogan ‘Smiths can sell it’ on all our
publicity.
Public Lending Right / pblk
lendŋ rat/ noun the right of authors to
receive a small fee every time their books
are borrowed from public libraries in the
United Kingdom. Abbr PLR
public library / pblk labrəri/ noun a
library that serves the general public in a
city, town or village
public library system / pblk
labrəri sstəm/ noun a system of public
libraries covering the whole country
Public Limited Company / pblk
lmtd kmp(ə)ni/ noun a company
whose shares can be bought on the Stock
Exchange. Abbr plc
public prints / pblk prnts/ plural
noun newspapers
public relations / pblk rleʃ(ə)nz/
noun the work of keeping good relations
between a company or a group and the
public so that people know what the
company is doing and can approve of it 쑗
He works in public relations. 쑗 A public
relations firm handles all our publicity.
Abbr PR
publicity department

|

|

publicity expenditure

|

|

publicity handout

|

publicity manager

|

publicity matter

|

publicity slogan

|

Public Lending Right

public library

public library system

Public Limited Company

public prints

public relations

|

Public
Switched
Telephone
Network / pblk swtʃt telfəυn
Public Switched Telephone Network

netw!k/ noun a form of automatic telephone exchange interconnecting worldwide. Abbr PSTN

publishable

published price

publisher

publisher’s agreement

|

Publishers Association

|

publisher’s binding

publisher’s cloth

publisher’s corrections

|

publisher’s list

publisher’s list price

publisher’s reader

publisher’s representative

publisher’s

representative

/pblʃəz reprzentətv/ noun a sales-

person who visits bookshops on behalf of a
publisher and persuades the bookshop
buyer that a book should be ordered
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Weekly’ / pblʃəz
wikli/ noun an American weekly magazine, dealing with publishing matters
publishing /pblʃŋ/ noun the trade,
profession or activity of preparing and
producing material in printed or electronic
form for distribution to the public
publishing company /pblʃŋ
publishing
house
kmp(ə)ni/,
/pblʃŋ haυs/ noun a company that
publishes books or magazines
publishing
contract /pblʃŋ
kɒntrkt/ noun an agreement between a
publisher and an author by which the
author grants the publisher the right to
publish the work against payment of a fee,
usually in the form of a royalty
publishing date /pblʃŋ det/ noun
the date on which a book will be published
‘Publishing News’ / pblʃŋ njuz/
noun a British weekly magazine dealing
with publishing matters
publishing programme /pblʃŋ
prəυ"rm/ noun a full list of the titles to
be published by a publishing company or a
department within a company
publishing
software /pblʃŋ
sɒftweə/ noun a list of the dates on which
a publishing company’s new books will be
published
pull /pυl/ noun a proof from letterpress 쐽
verb 1. to make a proof 2. to decide not to
publish a story in the newspaper, after it
has been written or typeset
pull-away / pυl əwe/ noun part of a
signature consisting of blank pages which
is removed from a book when binding
pull-down menu /pυl daυn menju/
noun a list of options in a computer
program which can be displayed on screen
over work that is already being done
pull-out /pυlaυt/ noun 1. inserted pages
in a magazine which can be easily removed
and retained for reference 2. a folded insert
in a book or magazine which when opened
out makes a large sheet, used e.g. for maps
pull-quote /pυl kwəυt/ noun a quote
taken from a block of text which is ‘pulled
out’ and printed in larger type on the same
page, as an eye-catching device
pulp /plp/ noun material produced from
recycled paper, rags or ground wood,
mixed with water, used for making paper 쐽
verb 1. to take torn rags or ground wood
and mix this with water and chemicals to
produce smooth pulp for making paper 2.
‘Publishers
‘Publishers Weekly’

publishing

publishing company

publishing contract

publishing date

‘Publishing News’

publishing programme

publishing software

pull

pull-away

|

pull-down menu

pull-out

pull-quote

pulp

put to bed

to take printed paper or waste paper and
produce pulp from it for making paper
again 쑗 The unsold copies in the warehouse were sent away to be pulped.
pulp board /plp bɔd/, pulp card
/plp kɑd/ noun thin board made from
paper pulp, used for the cover boards of a
book
pulp fiction / plp fkʃən/ noun cheap
fiction which is considered by critics to
have no literary value
pulping /plpŋ/ noun the act of sending
unsold or erroneous printed copies to be
pulped
pulpwood /plpwυd/ noun softwood
used for making paper
punch /pntʃ/ verb 1. to hit something
hard 2. to make holes in something so that
it can be inserted into a ring file 쐽 noun a
device for making the matrix from which
type is cast. The punch is a steel stamp with
the letter cut into it in relief; this is then
pressed into a metal alloy, which becomes
the matrix.
punch cutting /pntʃ ktŋ/ noun the
process of making a punch by cutting the
design on it
punctuate /pŋktʃuet/ verb to add
punctuation marks to a text
punctuation / pŋktʃueʃ(ə)n/ noun a
system of symbols which enable a reader
to make sense of written texts, e.g. full
stops, commas, question marks
punctuation mark / pŋktʃueʃ(ə)n
mɑk/ noun a printed or written symbol
which cannot be spoken but which divides
up the text and helps to make its meaning
clearer
pulp board

pulp fiction

pulping

pulpwood

punch

punch cutting

punctuate

punctuation

|

punctuation mark

|

COMMENT: The main punctuation marks are

the question mark and exclamation mark;
inverted commas (which show the type of
text being written); the comma, full stop,
colon and semicolon (which show how the
words are broken up into sequences); the
apostrophe (which shows that a letter or
word is missing); the dash and hyphen and
brackets (which separate or link words).

purchase ledger /p!tʃs ledə/
noun a book in which expenditure is noted.
Also called bought ledger
purchase order /p!tʃs ɔdə/ noun
purchase ledger

purchase order

an official paper which places an order for
something
pure paper / pjυə pepə/ noun paper
made from woodfree or chemical pulp
put to bed / pυt tυ bed/ verb to make a
publication ready for printing
pure paper

put to bed
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PVA abbreviation polyvinyl acetate
PVC noun a plastic material often used for
PVA

PVC

covers of reference books because it can
stand a great deal of handling. Full form
polyvinyl chloride

COMMENT: Printing on PVC is not as simple

as printing on paper, since PVC is not
absorbent. Designs have to be bold, with
few details, and thin lines cannot be printed
easily. Printing on PVC is usually done by
screen printing.
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Q
QA abbreviation query author
quad /kwɒd/ noun 1. a sheet of paper four
QA

quad

times as large as a basic sheet 2. same as
quadrat 쐽 verb to insert spaces to fill out a
line, especially to complete a short line
which is left justified, such as a heading
COMMENT: Metric quad paper sizes are (in

millimetres): quad crown (768 x 1008),
quad large crown (816 x 1056), quad demy
(888 x 1128), quad royal (960 x 1272).

quadding /kwɒdŋ/ noun the insertion
of spaces into text to fill out a line
quad left /kwɒd left/ adjective with set
lines flush to the left margin
quadrant
balance
/kwɒdrənt
bləns/, quadrant scale noun a device
used to measure grammage of paper
quadding

quad left

quadrant balance

COMMENT: A sample of paper 100 x 100mm

is taken and placed on the scale; the
grammage values are printed on a
semicircular scale, the pointer runs across
the scale when the piece of paper is spiked
on a pin. The readings on the scale give the
gsm (i.e. the weight of the piece of paper
multiplied by one hundred).

quadrat /kwɒdrət/ noun a piece of
quadrat

metal type which has no character on it,
used to give a space between characters
quad right /kwɒd rat/ adjective with
set lines flush to the right margin
quadrille /kwədrl/ noun paper ruled in
small squares, like graph paper
quad royal /kwɒd rɔəl/ noun a sheet
of paper measuring 50 x 40 inches
quaint
characters
/kwent
krktəz/ plural noun old-fashioned ligatures that are no longer used
quality /kwɒlti/ noun a measure of how
good or bad something is 왍 the quality
dailies, weeklies, Sundays, the quality
press newspapers and magazines aiming at
a high level of readership
quality control /kwɒlti kən trəυl/
noun the work of a department in a
quad right

quadrille

|

quad royal

quaint characters

quality

quality control

|

company which checks that its products
are of a satisfactory standard
‘“We identified that, by standardising on
a system across all sites, we could reduce
the amount of time and people needed to
complete updates. The end result was
improved content on the sites for our
customers”, [a spokesperson] said. The
TV company hopes the new level of
quality control will also encourage more
visitors to its online stores.’ [Computing]
quality controller /kwɒlti kən
trəυlə/ noun a person who checks the
quality of a product
quality dailies / kwɒlti deliz/ plural
noun daily papers aimed at the top end of
the market
quantity /kwɒntti/ noun the amount or
number of items
quantity
discount
/ kwɒntti
dskaυnt/ noun a discount given to
people who buy large quantities
QuarkXPress / kwɑk kspres/ a trade
name for a piece of page composition software with typographic functions 쑗 With the
addition of extensions QuarkXPress can be
built up into a customised production
system.
quarter /kwɔtə/ noun a fourth part of a
whole
quarter binding /kwɔtə bandŋ/
noun a binding on a cased book, where the
spine is covered with one material such as
leather or cloth, and the rest of the cover is
covered with another material such as
paper
quarter bound book /kwɔtə baυnd
bυk/ noun a book that is bound in one
material, usually leather, on the spine and
in another on the covers
quarter leather / kwɔtə leðə/ noun
binding where the spine is covered with
quality controller

|

quality dailies

quantity

quantity discount

QuarkXPress

|

quarter

quarter binding

quarter bound book

quarter leather
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leather and the rest of the cover with
another material
quarter leather binding / kwɔtə
leðə bandŋ/ noun a binding where the
spine is covered with leather and the rest of
the cover with paper
quarterly /kwɔtəli/ noun anything that
is issued or paid every three months 쐽
adjective, adverb happening every three
months or happening four times a year 쑗
There is a quarterly charge for consultancy. 쑗 We agreed to pay the royalty quarterly.
quarter page folder /kwɔtə ped
fəυldə/ noun a device which folds a sheet
of folded paper twice
quarto /kwɔtəυ/ noun a size of book
made by folding a standard sheet of paper
twice, to make four leaves or an eight-page
signature. Abbr 4o
query /kwəri/ noun 1. a question, especially a note asking the author or editor to
check the text 2. a question mark 쐽 verb to
ask a question about something or to
suggest that something may be wrong 쑗
The sub-editor has queried the date given
in the index.
query author /kwəri ɔθə/ noun a
note asking the author to check the text.
Abbr QA
question mark /kwestʃ(ə)n mɑk/
noun a punctuation mark (?) used to show
that a question is being asked. Also called
quarter leather binding

quarterly

quarter page folder

quarto

query

query author

question mark

interrogation mark
questionnaire / kwestʃəneə/ noun a
questionnaire

|

written list of questions given to people to
answer to provide the information for a
survey
quick-setting ink /kwk setŋ ŋk/
noun ink which is specially made to set
rapidly
QuickTime /kwktam/ a trade name
for the graphics routines built into the
Macintosh’s operating system which allow
windows, boxes and graphic objects to be
displayed
‘Quill and Quire’ / kwl ən kwaə/
noun a Canadian magazine dealing with
publishing matters
quire /kwaə/ noun 1. 24 or 25 sheets of
paper 2. a section of gathered pages
quick-setting ink

QuickTime

‘Quill and Quire’

quire

COMMENT: For ordinary writing paper and

handmade paper, a ream is 480 sheets, or
20 quires of 24 sheets each. For office
paper or printing paper a ream is 500
sheets, or 20 quires of 25 sheets.

quirewise /kwaəwaz/ adverb relating
quirewise

to folded sheets which are automatically
folded and placed inside each other
quirewise imposition /kwaəwaz
mpəzʃ(ə)n/ noun an imposition in
which sections are imposed to inset one
inside the other
quoin /kɔn/ noun a metal wedge which
fits into the space between the type and the
edge of a chase, and is tightened to fix the
metal type in place 쐽 verb to lock up type
quoin key /kɔn ki/ noun a key used to
tighten or loosen a quoin
quota /kwəυtə/ noun a fixed amount of
something which is allowed 왍 to arrange
distribution through a quota system to
arrange distribution by allowing each
distributor only a particular number of
items
quota system /kwəυtə sstəm/ noun
a system where imports or supplies are
regulated by fixing maximum amounts
quotation /kwəυteʃ(ə)n/ noun the
exact words said or written by somebody
and used by another person
quirewise imposition

quoin

quoin key

quota

quota system

quotation

|

COMMENT: When setting quotations, it is

essential to show clearly where the
quotation begins and ends, so as to
distinguish it from the text proper. Normally,
a quotation consisting of a few words will be
put in double quotes; a longer quotation (a
paragraph or more) should be either
indented or set in a smaller size, or both. A
quotation from a poem can be set smaller,
or even can be set in italic, provided it is not
too long.

quotation dictionary /kwəυteʃ(ə)n
quotation dictionary

|

dkʃ(ə)nəri/ noun a collection of famous
sayings and writings arranged alphabetically according to the authors
quotation marks /kwəυteʃ(ə)n
mɑks/ plural noun punctuation marks,
either single quotes (‘ ’) or double quotes
(“ ”), which mark the beginning and end of
a written quotation
quotations /kwəυteʃ(ə)nz/ plural
noun long hollow metal strips used to fill in
blanks in the typeset text
quote /kwəυt/ verb to repeat the exact
words written or said by somebody else
quoted matter / kwəυtd mtə/ noun
a printed text which is quoted from another
text, usually indicated by quotation marks
quoted out of context / kwəυtd aυt
əv kɒntekst/ adjective without the
surrounding text, so giving a misleading
meaning
quotation marks

|

quotations

|

quote

quoted matter

quoted out of context
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qwerty keyboard

quotes /kwəυts/ plural noun quotation

qwerty keyboard /kw!ti kibɔd/
noun the layout of keys on a computer

q.v. abbreviation used to indicate a crossreference (NOTE: From the Latin phrase

keyboard, the first six letters on the top row
from the left being QWERTY which gives
it its name. 쒁 azerty keyboard

quotes

marks
q.v.

quod vide, meaning ‘which see’.)

qwerty keyboard
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R
rack /rk/ noun a frame for holding

ragged text /r"d tekst/ noun unjus-

rack

ragged text

things, often used for display purposes
rack jobber /rk dɒbə/ noun a
wholesaler who sells goods by putting
them on racks in retail shops
rack jobbing /rk dɒbŋ/ noun the
selling of books from racks in supermarkets and newsagents
radiation
drying / redieʃ(ə)n
draŋ/ noun the process of drying ink by
ultraviolet and infrared radiation
radiation drying unit / redieʃ(ə)n
draŋ junt/ noun a drying unit fitted to
a printing press to dry ink or varnish using
ultraviolet or infrared radiation
radio /rediəυ/ noun 1. equipment used
to broadcast speech, sounds and data over
long distances 2. the method of broadcasting to the public using this equipment
쑗 Radio is a powerful medium for information.
radio and TV rights / rediəυ ən ti
vi rats/ plural noun rights for the adaptation of a text for broadcasting on radio
and TV
rag content /r" kɒntent/ noun the
amount of rag in some types of paper
ragged /r"d/ adjective not straight or
with an uneven edge

tified text or text with a ragged right
margin
rag paper /r" pepə/ noun goodquality paper made from cotton or linen
rags

rack jobber

rack jobbing

rag paper

COMMENT: Rag paper is less widely made

now because it is expensive, and cotton
and linen rags are not easy to find; manmade fibres, which are often used in
clothing, are not suitable for papermaking.

radiation drying

|

radiation drying unit

|

radio

radio and TV rights

rag content

ragged

rag pulp /r" plp/ noun pulp from torn
rags, which is boiled before being used to
make paper
raise /rez/ verb 1. to make something
higher 2. to increase something 쑗 We are
raising all prices by 10% in our new catalogue. 3. 왍 to raise an invoice to write or
print out an invoice
raised bands /rezd bndz/ plural
noun raised strips on the spine of a leatherbound book covering the cords
raised initial / rezd nʃ(ə)l/ noun an
initial letter set in a larger size than the rest
of the text, the letter being on the base line
and rising above the ascender line
raised printing / rezd prntŋ/ noun a
printing process which uses heat to
produce raised characters in which very
thick ink is dusted with powder, then
heated to weld it to the paper
RAM /rm/ abbreviation random access
memory (NOTE: There is no plural for RAM,
rag pulp

raise

raised bands

raised initial

|

raised printing

RAM

COMMENT: Ragged right setting is quite

often used, and in narrow measures makes
the setting more even, with no wide gaps
between characters or words. It is often
used in newspapers and magazines which
are set in narrow columns. Ragged left
setting is not common.

ragged left /r"d left/ adjective
ragged left

relating to printed text with a flush righthand margin and uneven left-hand margin
ragged right /r"d rat/ adjective
relating to printed text with a flush lefthand margin and uneven right-hand margin
ragged right

and it often has no article: 512K of RAM;
The file is stored in RAM.)
RAM chip /rm tʃp/ noun a chip that
RAM chip

stores information allowing random access
RAM disk /rm dsk/ noun a section of
RAM that is made to look and behave like
a high-speed disk drive
random /rndəm/ adjective done
without any definite plan 쐽 noun the
sloping top part of a composing frame
RAM disk

random
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reading

random-access / rndəm kses/
adjective relating to the ability of a

raster scanning /rstə sknŋ/
noun a system of scanning the whole of a

computer to obtain information from any
memory location without having to begin
its search at the memory’s starting point
and work through it in sequence
random access memory / rndəm
kses mem(ə)ri/ noun the primary
working memory in a computer, used for
the temporary storage of programs and
data and in which the data can be accessed
directly and modified. Abbr RAM
random access storage / rndəm
kses stɔrd/ noun memory that
allows access to any location in any order
random check / rndəm tʃek/ noun a
check on items taken from anywhere
within a group without any special choice
being made
random sample / rndəm sɑmpəl/
noun a sample for testing taken without
any choice being made
random
sampling
/ rndəm
sɑmplŋ/ noun a system of compiling
unbiased samples in a survey population
range /rend/ verb to give an even edge
to lines of type
ranged
numerals
/ rendd
njum(ə)rəlz/, ranging numerals plural
noun Arabic figures which are all of even
height
range left /rend left/ verb to align
text with a straight left-hand edge (NOTE:

screen with a picture beam which moves
down the screen one line or one pixel at a
time
rate /ret/ noun 1. money charged for time
worked or work completed 왍 the going
rate the usual or the current rate of
payment 2. an amount, number or speed
compared with something else
rate card /ret kɑd/ noun a list of
charges for advertisements in a newspaper
or magazine, or for commercials on TV or
radio
rate of exchange / ret əv ks
tʃend/ noun same as exchange rate
rate of production / ret əv prə
dkʃən/ noun same as production rate
rate of sales / ret əv selz/ noun the
speed at which units are sold
rattle /rt(ə)l/ noun the noise made by
paper when it is handled, giving an indication of its stiffness
raw /rɔ/ adjective in the original state or
not processed
raw materials / rɔ mətəriəlz/ plural
noun substances which have not been
manufactured such as wool, wood or sand
raw stock /rɔ stɒk/ noun paper which
is to be coated
RC paper / ɑ si pepə/ abbreviation
resin-coated paper
read /rid/ verb to look at and understand
what is written down
readability / ridəblti/ noun the
quality of being easy or pleasant to read 쑗
the readability of a novel 쑗 the readability
of a typeface
readable /ridəb(ə)l/ adjective able to
be read, also implies well written and interesting
reader /ridə/ noun a person that reads
written or printed texts
reader-printer /ridə prntə/ noun a
device that reads a microfilm and then puts
out a copy
readership /ridəʃp/ noun the number
of people who read a publication
reader’s marks /ridəz mɑks/ plural
noun proof correction marks used to indicate changes to the text
reader’s proof /ridəz pruf/ noun a
proof sent to a proofreader and marked
with their corrections
reading /ridŋ/ noun 1. the act of
reading proofs or a manuscript and making

random-access

random access memory

random access storage

random check

random sample

random sampling

range

ranged numerals

range left

The US term is flush left.)
range right / rend rat/ verb to align
text with a straight right-hand edge (NOTE:
The US term is flush right.)
rare /reə/ adjective not common 쑗 Experirange right

rare

enced salespeople are rare these days. 쑗 It
is rare to find a small business with good
cash flow.
rare books / reə bυks/ plural noun relatively modern books which are not in print
and are not easy to find
RA sizes plural noun sizes of stock
sheets of printing paper which are slightly
larger than the comparable A sizes
rare books

RA sizes

COMMENT: There are three RA sizes: RA0

(860 x 1220mm), RA1 (610 x 860mm) and
RA2 (430 x 610mm); see also SRA sizes,
which are larger still.

raster graphics /rstə "rfks/
plural noun graphics where the image is
raster graphics

built up in lines running across the screen
or page
raster image processor / rstə
md prəυsesə/ noun full form of RIP 2
raster image processor

raster scanning

rate

rate card

rate of exchange

|

rate of production

|

rate of sales

rattle

raw

raw materials

|

raw stock

RC paper

read

readability

|

readable

reader

reader-printer

readership

reader’s marks

reader’s proof

reading
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comments 2. the act of reading books or
newspapers 왍 the reading public the
members of the public who actually read
books 3. the act of reading printed text
reading age /ridŋ ed/ noun a
child’s competence in reading, measured
against the average competence of children
of the same age
reading copy /ridŋ kɒpi/ noun a
copy of a finished book or proof copy of
the pages of a book, sent to librarians or
other publishers who might be interested in
buying it
reading fee /ridŋ fi/ noun money
paid to somebody for reading a manuscript
and commenting on it
reading group /ridŋ "rup/ noun a
group of people who meet regularly in a
social situation to discuss a book, usually a
book that the group have all read especially
for that occasion
reading list /ridŋ lst/ noun a list of
recommended books on a specific subject
read only memory / rid əυnli
mem(ə)ri/ noun full form of ROM
readvertise /ridvətaz/ verb to
advertise something again
readvertisement / riədv!tsmənt/
noun a second advertisement for a vacant
post
ready /redi/ adjective prepared and able
to be used or to do something
Really Simple Syndication / rəli
smp(ə)l sndkeʃ(ə)n/ noun full form
of RSS
reading age

reading copy

reading fee

reading group

reading list

read only memory

readvertise

|

readvertisement

|

ready

Really Simple Syndication

|

real time credit card processing
real time credit card processing

/ rəl tam kredt kɑd prəυsesŋ/ noun

online checking of a credit card that either
approves or rejects it for use during a transaction
real time transaction / rəl tam trn
zkʃən/ noun an Internet payment transaction that is either approved or rejected
immediately when the customer completes
the online order form
ream /rim/ noun 500 sheets of paper in a
pack
real time transaction

|

ream

COMMENT: For ordinary writing paper and

handmade paper, a ream is 480 sheets, or
20 quires of 24 sheets each. For office
paper or printing paper a ream is 500
sheets, or 20 quires of 25 sheets.

ream-wrapped /rim rpt/ adjective
ream-wrapped

relating to sheets wrapped in parcels of 500
reback /ribk/ verb to take the leather
back off the spine of an old book and
replace it
reback

|

rebind /riband/ verb 1. to remove an
rebind

|

old binding from a book and replace it with
another one 쑗 The stock of paperback
copies have been rebound in PVC. 2. to
bind up sheets left over from a previous
print and bind order 쐽 noun 1. the action of
binding sheets of a book which were not
bound when the book was first printed 2. a
book which has had its old binding
removed and a new one added 쑗 The book
is out of stock at the moment, but the rebind
should come in next week.
COMMENT: Rebinding means that the old

covers have to be stripped off, new covers
attached and the pages trimmed again. At
least one or two millimetres will be lost at
each of the three trimmed edges.

recast /rikɑst/ verb to write a text
recast

|

again 쑗 The author was asked to recast the
first chapter in the light of the reader’s
comments.
receipt /rsit/ noun 1. paper showing
that money has been paid or that something
has been received 2. the act of receiving
something 왍 to acknowledge receipt of a
letter to write to say that you have received
a letter 쑗 We acknowledge receipt of your
letter of the 15th. 쑗 The publisher never
even acknowledged receipt of my manuscript.
receipt book /rsit bυk/ noun a book
of blank receipts to be filled in when
purchases are made
recondite /rkɒndat/ adjective dealing
with material that is too difficult to be
understood by those without special
knowledge
record /rekɔd/ noun a written account
either on paper or in electronic format 쐽
verb /rkɔd/ to write something down or
preserve something on film or tape so that
it can be used for later reference
record-breaking /rekɔd brekŋ/
adjective better than anything that has
happened before 쑗 We are proud of our
record-breaking profits in 1996.
recorded delivery /r kɔdd d
lv(ə)ri/ noun a mail service where a letter
or package is signed for by the person
receiving it
recording rights /rkɔdŋ rats/
plural noun rights to make a record of a
piece of music, poetry or other work
records /rekɔdz/ plural noun documents which give information 쑗 The names
and addresses of authors are kept in the
company’s records. 쑗 We find from our
receipt

|

receipt book

|

recondite

|

record

|

record-breaking

recorded delivery

|

recording rights

|

records

|
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records that our invoice number 1234 has
not been paid.
recover /rkvə/ verb 1. to replace a
cover on a document or book which has
been damaged 2. to get back something
that has been lost
‘With a few mouse clicks, even nontechnical end users can selectively
restore a deleted file, recover a previous
version of a file, or completely restore the
hard drive to a pre-crash working state.’
[M2 Presswire]
rectification / rektfkeʃ(ə)n/ noun a
correction
rectify /rektfa/ verb to correct a
mistake
recto /rektəυ/ adjective relating to the
right-hand page of a book 쐽 noun the righthand page of a book, usually given an odd
number
recycle /risak(ə)l/ verb to take waste
material and process it so that it can be
used again
recycled paper /ri sak(ə)ld pepə/
noun paper made from waste paper.
Compare virgin paper
redraft /ridrɑft/ verb to draft something again 쑗 The whole contract had to be
redrafted to take in the chairman’s amendments.
redraw /ridrɔ/ verb to draw something
again 쑗 Can the computer redraw the
graphics showing the product from the top
view? 쑗 The artwork will have to be
redrawn.
red-top /red tɒp/ noun same as tabloid
reduce /rdjus/ verb to make something smaller in amount
reducer /rdjusə/ noun an additive
which reduces the tacking of ink or varnish
reduction /rdkʃən/ noun the act of
reducing something such as size or cost 쑗
They were able to make a 75% reduction of
the document on the photocopier so fewer
copies were needed and the cost was less.
reduction print /rdkʃən prnt/ noun
a print of a photograph which is smaller
than the original
redundant /rdndənt/ adjective 1. no
longer needed because it has been replaced
by a more up-to-date version 왍 to make
someone redundant to dismiss an
employee who is not needed any more 2.
able to be removed from data without
losing any information
recover

|

rectification

|

rectify

recto

recycle

|

recycled paper

|

redraft

|

redraw

|

red-top

reduce

|

reducer

|

reduction

|

reduction print

|

redundant

|

reference number

redundant matter /r dndənt mtə/
noun text which is not needed or which is
redundant matter

|

too long
reel /ril/ noun a circular holder around
which tape can be wound
reel bogie /ril bəυ"i/, reel truck
noun a truck which moves reels of paper
from the paper store to the printing press
reel-fed press / ril fed pres/ noun a
printing press which takes paper from reels
reel-stand /ril stnd/ noun a stand for
holding a reel of paper at the feed end of a
web press
reel-up /ril p/ noun a spool which reels
paper in a papermaking machine
reel width /ril wdθ/ noun the width of
the paper on a reel
referee / refəri/ noun a person who
provides information about whether somebody known to them is suitable for a particular job
reference /ref(ə)rəns/ noun 1. a letter
written by a person to support somebody’s
application for a job 2. coded information
which tells you where to find a document
or stored item 쑗 our reference: PC/MS
1234 쑗 Please quote this reference in all
correspondence. 왍 the reference section
of a bookshop, library part of a bookshop
or library where reference books are kept
(the books in the reference section of a
public library cannot be borrowed) 3. an
acknowledgement of somebody else’s
work quoted in a written document 4. a
source of information, e.g. a dictionary or
an encyclopedia 쑗 a reference book 5. a
note directing a reader’s attention to
another source of information
reference book /ref(ə)rəns bυk/ noun
an information book such as a dictionary,
encyclopedia or directory in which you can
look things up
reference
library
/ref(ə)rəns
labrəri/ noun a library where the books
and documents can only be used within the
building and cannot be borrowed
reference mark /ref(ə)rəns mɑk/
noun a typographical symbol used to draw
the attention of a reader to a note or bibliographical entry, e.g. an asterisk or number
reference
number
/ref(ə)rəns
nmbə/ noun a number or letter that identifies a document and makes it easier to
find when it has been filed
reel

reel bogie

reel-fed press

reel-stand

reel-up

reel width

referee

|

reference

reference book

reference library

reference mark

reference number
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publisher /ref(ə)rəns
pblʃə/ noun a company that publishes
reference books
reference publishing /ref(ə)rəns
pblʃŋ/ noun the publishing of reference books
refer to /rf! tu/ verb 1. to mention,
deal with or write about something 쑗 She
referred to an article which she had seen in
the Times. 2. to pass a question on to somebody else to decide
refiner /rfanə/ noun a machine which
takes woodpulp and passes it through
rapidly turning rollers to give it particular
texture
reflection copy /rflekʃən kɒpi/ noun
a photograph or piece of artwork which is
photographed using reflected light
reformat /rifɔmt/ verb to format a
computer floppy disk and so erase any data
on it
refresh /rfreʃ/ verb to update an electronic device, especially a visual display
unit or active memory chip, with data
refresh rate /rfreʃ ret/ noun the
number of times every second that the
image on a CRT screen is redrawn
refusal /rfjuz(ə)l/ noun a deliberate
statement that you will not do, say or allow
something 왍 right of first refusal on a text
the right of a publisher to see and offer to
publish the next text by an author
refuse /rfjuz/ verb to say that you will
not do something or will not accept something 쑗 The publisher refused to pay until
the printer had replaced the defective
copies.
region fill /rid(ə)n fl/ noun the
process of filling an area of the screen or a
graphics shape with a particular colour
register /redstə/ noun 1. an official
list of things such as names or events 2. a
ribbon attached to the binding of a book to
act as a bookmark 쐽 verb to make a record
of something on an official list
registered letter / redstəd letə/
noun a letter which is noted by the post
office before it is sent, so that compensation can be claimed if it is lost
register marks /redstə mɑks/
plural noun marks, usually crossed lines at
the corners of a film or overlay or artwork,
used to help in lining up the images
register of companies / redstə əv
kmp(ə)niz/ noun same as companies’
reference
reference publisher

reference publishing

refer to

|

refiner

|

reflection copy

|

reformat

|

refresh

|

refresh rate

|

refusal

|

refuse

|

region fill

register

registered letter

register marks

register of companies

register

register pins /redstə pnz/ plural
register pins

noun pins which go through holes made by

a register punch in artwork to help line up
the images correctly
register punch /redstə pntʃ/ noun
a punch which makes holes for register
pins
register sheet /redstə ʃit/ noun a
proof which is pulled to see if the register
is correct
reglet /re"lət/ noun a thin piece of wood
used to make spaces between lines of type
regular edition /re"jυlə  dʃ(ə)n/
noun an ordinary edition, as opposed to a
particular type such as a de luxe or book
club edition
regular size /re"jυlə saz/ adjective
ordinary size, smaller than economy size
or family size
rehyphenation
/ri hafə neʃ(ə)n/
noun the act of changing the hyphenation
of words in a text after it has been put into
a new page format or line width
reimpose / rimpəυz/ verb to impose
pages again
register punch

register sheet

reglet

regular edition

|

regular size

rehyphenation

|

|

reimpose

|

COMMENT: A cased book may need to be

reimposed when being made into a perfect
bound paperback, since the paperback
needs wider gutters to allow for trim.

reimposition / rimpəzʃ(ə)n/ noun
reimposition

|

the act of changing the imposition of
pages, because of different paper size, a
different folding machine or the addition of
extra pages
reimpression / rimpres(ə)n/ abbreviation reprint
reinforced
binding
/ rinfɔst
bandŋ/ noun a binding which is
strengthened at the joints for heavy wear as
in a library, or for a particularly heavy book
reinstate / rinstet/ verb to give
somebody back a job that has previously
been taken away
reissue /riʃu/ noun a book or document that is made available again after a
period of time. Abbr RI 쐽 verb to produce
or publish again something that has not
been available for a long time
reject noun /ridekt/ a product that is
not up to standard, so is sold cheaply or not
at all 쐽 verb /rdekt/ to refuse to accept
something
rejection /rdekʃən/ noun 1. refusal to
accept something 2. a book that is rejected
because of an imperfection or defect
reimpression

|

reinforced binding

reinstate

|

reissue

|

reject

|

rejection

|

Publishing.fm Page 223 Thursday, April 6, 2006 1:33 PM

223

rejection error /rdekʃən erə/ noun
rejection error

|

an error by a scanner which is unable to
read a character and leaves a blank
rejection slip /rdekʃən slp/ noun a
note from a publisher to an author telling
them that their manuscript has not been
accepted for publication
rekey /riki/ verb to re-enter lost text or
data into a computer, or input text or data
in a different form, using a keyboard
relational
/rleʃ(ə)nəl/
adjective
relating to a way of organising and
presenting information in a database so
that the user perceives it as a set of tables
relative clause /relətv klɔz/ noun a
clause that refers to and provides additional information about a preceding noun
or pronoun, often beginning with a relative
pronoun such as ‘who’, ‘which’ or ‘that’
relative humidity / relətv hju
mdti/ noun the mass of moisture in a
given volume of air expressed as a
percentage of the moisture required to
saturate the same volume of air at a particular temperature
release /rlis/ verb to make something
available 왍 to release dues to send off
orders which had been piling up while a
product was out of stock 쐽 noun the act of
setting something free or making something available
release paper /rlis pepə/ noun
special paper used as backing for sticky
labels, which can be easily peeled off when
the label is to be used
relief block /rlif blɒk/ noun a printing
block where the characters or image are
higher than the surface, and carry the ink
relief map /rlif mp/ noun a map
which shows how high or low land is by
using different colours to indicate height
relief printing /r lif prntŋ/ noun a
printing process in which the ink is held on
a raised image such as the metal character
in letterpress printing or on a woodcut
block
religious press /rəldəs pres/ noun a
publishing company which specialises in
religious books
religious
publishing /rəldəs
pblʃŋ/ noun the publishing of books
about a particular religion, or books that
are used in religious services
remainder /rmendə/ noun 1. something left when demand has fallen 2. a
book sold cheaply to clear stock 쐽 verb to
rejection slip

|

rekey

|

relational

|

relative clause

relative humidity

|

release

|

release paper

|

relief block

|

relief map

|

relief printing

|

religious press

|

religious publishing

|

remainder

|

reorder level

deal with a book as a remainder 왍 remaindered publication book that will not be
reprinted because demand has almost
ceased and so the stock is sold cheaply 왍 to
remainder books to sell new books off
cheaply 쑗 The shop was full of piles of
remaindered books.
remainder
binding
/rmendə
bandŋ/ noun a cheap binding for surplus
folded sheets which are sold off through
the remainder trade
remainder house /rmendə haυs/,
remainder
merchant
/rmendə
m!tʃənt/ noun a book dealer who buys
unsold new books from publishers at a very
low price for resale
remainders /rmendəz/ plural noun
quite new books which are sold off cheaply
because they have not been successful
remake /rimek/ verb to change the
layout of a page or pages
remote access /r məυt kses/ noun
a link that allows a user to access a
computer from a distance, normally using
a modem or broadband
remote service /r məυt s!vs/ noun
a service such as technical support
provided from another location via the
Internet or phone
remove /rmuv/ verb to take something
away 쑗 We can remove his name from the
mailing list. 쑗 The author has removed the
name of his secretary from the acknowledgements. 쐽 noun a quotation which is
printed in smaller type than the rest of the
text
renew /rnju/ verb to extend the period
of time for which a contract or a loan is
valid 쑗 They were told that they could not
renew their books because they had been
reserved by another reader.
renewal /rnjuəl/ noun payment to
continue a subscription
renumber /rinmbə/ verb to change
the numbers on items or within a system
reorder /riɔdə/ noun a later order for
something which has been ordered before
쑗 The book has only been published ten
days and we are already getting reorders.
쐽 verb to place a new order for something
쑗 We must reorder these paperbacks
because the stock level is getting low.
reorder level /riɔdə lev(ə)l/ noun the
minimum amount of stock of an item
which, when reached, indicates that it
should be reordered
remainder binding

|

remainder house

|

|

remainders

|

remake

|

remote access

|

remote service

|

remove

|

renew

|

renewal

|

renumber

|
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|
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|
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repack /ripk/ verb to pack something
again 쑗 The books with the wrong covers
had to be repacked and sent back to the
binder.
repaginate /ripdnet/ verb to
change the numbers on the pages in a document
repeat /rpit/ noun a second or later
printing of an advertisement, or a second or
later broadcasting of a radio or TV
programme
repeat order /r pit ɔdə/ noun a new
order for something which has been
ordered before 쑗 The book has been
published only ten days and we are already
flooded with repeat orders.
repetitive letter /r pettv letə/ noun
a standard letter which is reprinted with a
different name and address each time
rep finished paper /rep fnʃt
pepə/ noun US paper with a ribbed
finish. Also called repped paper
replace /rples/ verb 1. to put something back where it was before 2. to put a
new item in the place of one that is broken,
worn out or unsuitable 쑗 The third paragraph should be deleted and replaced by
the new text as shown.
replace mode /rples məυd/ noun an
interactive computer mode in which new
text entered replaces any previous text
reply coupon /rpla kupɒn/ noun a
form attached to a coupon ad, which must
be filled in and returned to the advertiser
report /rpɔt/ noun a formal document
that discusses a particular subject or states
exactly what happened 쐽 verb 1. to make a
statement describing something 쑗 The
salesmen reported an increased demand
for the gardening titles. 2. to produce a
computer printout showing a state of
affairs 쑗 The book has been reported out of
print. 쑗 The publisher reports the book as
reprinting no date. 3. to go to a place or to
attend something 쑗 to report for an interview 쑗 Please report to our London office
for training.
reposition / ripəzʃ(ə)n/ verb to put
something back in a new position 쑗 Using
spray adhesive allows a designer to reposition artwork.
repped paper /rept pepə/ noun same
as rep finished paper
represent / reprzent/ verb 1. to work
for a company, showing goods or services
to possible buyers 쑗 He represents a chilrepack

|

repaginate

|

repeat

|

repeat order

|

repetitive letter

|

rep finished paper

replace

|

replace mode

|

reply coupon

|

report

|

reposition

|

repped paper

represent

|

dren’s publisher in Scotland. 쑗 Our French
distributor represents several other
competing firms. 2. to act as a symbol for
something 쑗 The hash sign is used to represent a number in a series.
representation / reprzenteʃ(ə)n/
noun the act of selling goods for a
company 쑗 We offered them exclusive
representation in Europe. 쑗 They have no
representation in the USA.
representative / reprzentətv/ noun
a person who acts on behalf of another or
of a group 쐽 adjective acting as an example
of what all others are like 쑗 We displayed a
representative selection of our product
range. 쑗 The sample chosen was not representative of the print run as a whole.
reprint noun /riprnt/ copies of a book
made from the original, but with a note in
the publication details of the date of
reprinting and possibly a new title page and
cover design. Also called reimpression 쐽
verb /riprnt/ to print more copies of a
book after all the others have been sold
reprint house /riprnt haυs/ noun a
publishing company which specialises in
reprinting out-of-print titles
reprinting
/riprntŋ/
adjective
relating to a note indicating that a book
cannot be supplied because it is being
reprinted
reprint rights /riprnt rats/ plural
noun the right of another publisher to
reprint a book published and possibly still
in print
repro /riprəυ/ noun 1. finished artwork
or camera-ready copy, ready for filming
and printing 2. the process of achieving
this by camerawork or scanning
reproduce / riprədjus/ verb to
produce copies of an item
reproduction / riprədkʃ(ə)n/ noun
the act of making a copy of something
reproduction fee / riprədkʃ(ə)n
fi/ noun a fee paid to the copyright owner
for permission to reproduce a copyright
text or picture
reproduction rights / riprədkʃ(ə)n
rats/ plural noun the right to allow a
picture or text to be reproduced in a printed
work
reprography /rprɒ"rəfi/ noun the
technique of producing copies
repro house /riprəυ haυs/ noun a
company that specialises in producing
high-quality proofs
representation

|

representative

|

reprint

|

reprint house

reprinting

|

reprint rights

|

repro

reproduce

|

reproduction

|

reproduction fee

|

reproduction rights

|

reprography

|

repro house
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repro paper /riprəυ pepə/ noun
repro paper

coated paper used to produce final highquality proofs for photographic reproduction
repro proof /riprəυ pruf/ noun a
proof taken on high-quality paper which
can be photographed and used for reproduction
repro pull /riprəυ pυl/ noun a perfect
proof ready to be reproduced
republication /ri pblkeʃ(ə)n/ noun
the act of publishing something again 쑗 We
are looking at our out-of-print backlist to
see if any of the titles are suitable for
republication.
republish /ripblʃ/ verb to publish
something again 쑗 The book has been out
of print for some years, but has now been
republished in an edition of modern classics.
reputable /repjυtəb(ə)l/ adjective with
a good reputation 쑗 We only use reputable
carriers. 쑗 His father founded a very reputable firm of law publishers.
reputation / repjυteʃ(ə)n/ noun an
opinion of somebody or something held by
other people 쑗 a printing company with a
reputation for quality 쑗 He has a reputation for being difficult to negotiate with.
request /rkwest/ verb to ask formally
for something 쐽 noun an act of asking for
something
request for proposal /r kwest fə prə
pəυz(ə)l/ noun full form of RFP
require /rkwaə/ verb 1. to need something 2. to demand something from somebody
required
hyphen
/r kwaəd
haf(ə)n/ noun same as hard hyphen
requisition / rekwzʃ(ə)n/ noun an
order placed by an institution, e.g. by a
college to the college bookshop asking for
books to be ordered for students taking a
particular course
resale /risel/ noun the act of selling
goods which have been bought 쑗 The
contract forbids resale of the book in the
USA.
resale price maintenance /ri sel
pras mentənəns/ noun a system where
the price for an item is fixed by the manufacturer and the retailer is not allowed to
sell it for a lower price. Abbr RPM. Also
called retail price maintenance
rescreen /riskrin/ verb to reproduce a
screened photograph again, using a new
repro proof

repro pull

republication

|

|

republish

|

reputable

reputation

|

request

|

request for proposal

|

|

require

|

required hyphen

|

requisition

|

resale

resale price maintenance

|

rescreen

|

restocking

screen angle which does not conflict with
the original screen
research /rs!tʃ/ noun work that is
done to investigate something 쐽 verb to
investigate a field of study and discover
new facts about it
research assistant /rs!tʃ ə
sstənt/ noun a person who helps a writer
by doing research for him or her
researcher /rs!tʃə/ noun a person
who carries out research
reserve /rz!v/ verb to keep something
for a time until needed 쑗 The library will
reserve a book for a borrower for ten days.
reset /riset/ verb 1. to return a system to
its original state so that it can start again 2.
to typeset something again
resident font / rezd(ə)nt fɒnt/ noun
font data which is always present in a
printer or device and which does not have
to be downloaded
residual rights /rzdjuəl rats/,
residuals plural noun 1. rights which are
held by an author and have not been sold to
a publisher 2. rights held in recorded material by the actors or musicians who
performed it, giving payments when the
material is reused, as in the case of a repeat
of a TV programme
resin /rezn/ noun a sticky oil which
comes from some types of conifer, used
both in papermaking and in ink production
resin-coated paper /rezn kəυtd
pepə/ noun paper coated with resin, used
in photography and reproduction. Abbr RC
research

|

research assistant

|

|

researcher

|

reserve

|

reset

|

resident font

residual rights

|

resin

resin-coated paper

paper

resist /rzst/ noun a coating on a
printing plate which protects part of the
plate from acid
resolution / rezəluʃ(ə)n/ noun 1. a
formal decision taken at a meeting by
means of a vote 2. the solving of a problem
쑗 The resolution of her difficulties with the
immigration authorities took a long time.
resticker /ristkə/ verb to print new
stickers and attach them to stock, usually to
change the price
rest in proportion / rest n prə
pɔʃ(ə)n/ noun full form of RIP 1
restock /ristɒk/ verb to order more
stock 쑗 to restock after the Christmas
selling period
restocking /ristɒkŋ/ noun the
ordering of more stock
resist

|

resolution

|

resticker

|

rest in proportion

|

restock

|

restocking

|

Publishing.fm Page 226 Thursday, April 6, 2006 1:33 PM

restrict

226

restrict /rstrkt/ verb to limit something so that only a specific person or
group can have access to it
restrictive trade practices /r
strktv tred prktsz/ plural noun an
arrangement between companies, e.g. to
fix prices or to share the market
resume /rzjum/ verb to start something again 쑗 The magazine has resumed
publication.
résumé /rezju me/ noun 1. a
summary of a text 쑗 A résumé of the
planned biography is attached to this
proposal. 2. US a summary of a person’s
educational and work experience, for the
information of possible future employers
restrict

|

restrictive trade practices

|

resume

|

résumé

|

(NOTE: The UK term is curriculum vitae.)
resumption /rzmpʃən/ noun the act
resumption

|

of starting something again
retail /ritel/ noun the sale of small
quantities of goods to ordinary customers 왍
the retail trade all people or businesses
selling goods retail 쐽 verb to sell for a price
쑗 These books retail at £9.99. 쐽 adverb 왍
he buys wholesale and sells retail he buys
goods in bulk at a wholesale discount and
sells in small quantities to the public
retail bookseller /ritel bυkselə/
noun a bookseller who buys books at a
discount from publishers and sells them at
the full price to the public
retail bookshop /ritel bυkʃɒp/
noun a bookshop which sells to the general
public
retail dealer /ritel dilə/ noun a
person who sells to the general public
retailer /ritelə/ noun a person who
sells goods to the public
retailing /ritelŋ/ noun the selling of
full-price goods to the public
retail outlet /ritel aυtlet/ noun a
shop which sells to the general public
retail price /ritel pras/ noun the
price at which the retailer sells to the final
customer
retail price index / ritel pras
ndeks/ noun an index which shows how
prices of consumer goods have increased
or decreased over a period of time
retail price maintenance / ritel
pras mentənəns/ noun same as resale
retail

retail bookseller

retail bookshop

retail dealer

retailer

retailing

retail outlet

retail price

retail price index

retail price maintenance

price maintenance

retail shop /ritel ʃɒp/ noun a shop
retail shop

where goods are sold only to the public

retain /rten/ verb to keep possession of
retain

|

something 쑗 The author has retained film
rights in the book.
retainer /rtenə/ noun a fee paid to
somebody so that they will be available to
work for you when required
reticulation /r tkjυleʃ(ə)n/ noun the
effect caused by wet ink drying on a previously inked surface, where the second
inking does not dry properly but gives a
spotted result
retouch /rittʃ/ verb to change an illustration or film by hand to make it clearer or
to change the detail in some way
retoucher /rittʃə/ noun a person who
retouches things
retouching /rittʃŋ/ noun the act of
changing an illustration or film by hand to
make it clearer or to change the detail in
some way
retransfer /ritrnsf!/ noun an image
taken from a lithographic plate to make a
duplicate plate
retree /ritri/ noun damaged sheets of
paper sold off cheaply
retrieval /rtriv(ə)l/ noun the process of
finding items that have been stored
retrieval system /rtriv(ə)l sstəm/
noun a system of organising items so that
information can be found quickly and
easily
‘Uttlesford District Council required a
back-up and retrieval system to meet
legislative
demands
regarding
information management and to more
cost-effectively and efficiently manage
data. Data growth was outstripping
capacity and the council needed to
comply with government guidelines to
make information available online.’
[Computer Weekly]
retrieve /rtriv/ verb to get something
back from where it has been stored
return /rt!n/ noun the act of giving
something back 쑗 The date for the return of
all the library books is next week. 쐽 verb to
give something back or to change it so that
it is in its earlier state again 쑗 to return the
company to its former position by investing
a large amount of capital
return on investment /r t!n ɒn n
vestmənt/ noun a profit made by
investing money in something which is
financially successful. Abbr ROI
returns /rt!nz/ plural noun books,
magazines or newspapers which have not
retainer

|

reticulation

|

|

retouch

|

retoucher

|

retouching

|

retransfer

|

retree

retrieval

|

retrieval system

|

retrieve

|
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|
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|
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|

|
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been sold and which are sent back to the
supplier 쑗 Paperback returns are running
at over 20% in the first part of the year, as
booksellers are destocking.
COMMENT:

Publishers would like to
discourage returns, but in most cases, they
have to accept that a certain proportion of
books will not sell, and therefore will be
returned by the booksellers. The main
concern of the publisher is to limit the
returns to a manageable proportion of the
original printing. A publisher knows that if
he refuses to accept returns, the bookseller
may refuse to subscribe copies of further
new books published by him. In contracts,
returns may be provided for in two ways: in
a publishing agreement, the publisher may
hold back royalties due to cover the
possibility of books being returned unsold
by the bookseller, after having been sold to
the bookseller by the publisher (this is
called the ‘returns provision’); in an agency
agreement, there is normally a clause
dealing with what happens to the stock held
by the agent at the end of the agreement
(usually, the agent will have to pay for the
carriage back to the publisher if the agent
terminates the agreement, but the publisher
will pay if he terminates the agreement).

|

reverse-reading

|

reversible printing unit

|

reversion

|

reversionary

|

|

returns policy

|

returns provision

reversal

|

reversal film

|

reverse

|

|

reverse out

the number of books returned to the
publisher by booksellers, shown as a
percentage of the quantity originally sold.
Also called level of returns
returns policy /rt!nz pɒlsi/ noun a
policy adopted by a publisher on allowing
booksellers to send back unsold stock for
credit
returns provision /rt!nz prə
v(ə)n/ noun a provision in a publishing
agreement showing how returns are to be
treated when calculating an author’s royalties
retype /ritap/ verb to type a word,
phrase or document again, usually in order
to make changes or to correct errors
reversal /rv!s(ə)l/ noun 1. the act of
turning in the opposite direction 2. a reproduction, changing right to left, positive to
negative or black to white 3. a change from
being profitable to unprofitable 쑗 The
company suffered a reversal in the Far
East.
reversal film /rv!s(ə)l flm/ noun
photographic film with a positive image.
Also called slide film
reverse /rv!s/ adjective opposite or in
the opposite direction 왍 listed in reverse
order listed in order starting at the last or
smallest 쐽 noun the opposite side of a piece
of paper, also called the verso 쑗 Biblio|

reverse characters

|

returns level /rt!nz lev(ə)l/ noun

retype

graphic details are usually printed on the
reverse of the title page. 쐽 verb to change
something so that it is the other way round
reverse
characters
/r v!s
krktəz/ plural noun characters which
are displayed in the opposite way to other
characters for emphasis
reverse indent /rv!s ndent/ noun
same as hanging indent
reverse out /r v!s aυt/ verb to make
a black image appear as white out of black
or out of a colour 쑗 The title is reversed out
of the photograph of the house.
reverse-reading /r v!s ridŋ/
adjective same as wrong-reading
reversible printing unit /r v!sb(ə)l
prntŋ junt/ noun a printing unit
which can print with the web running in
either direction
reversion /rv!ʃ(ə)n/ noun the return
of property to an original owner
reversionary /rv!ʃ(ə)n(ə)ri/ adjective relating to property such as a copyright
which passes to another owner on the death
of the present one
reversion clause /rv!ʃ(ə)n klɔz/
noun a clause in a publishing agreement
which allows for the reversion of copyright
after a period of time, or if the publisher
allows the book to go out of print
reversion of copyright /r v!ʃ(ə)n
əv kɒpirat/ noun the return of rights to
the author if the publisher fails to keep the
book in print
revert /rv!t/ verb to return to an earlier
state or system
review /rvju/ noun an evaluation of a
book or other publication or a performance
쐽 verb 1. to look again at a situation to
assess what can be done 2. to write an evaluation of a book or other publication or
performance
review article /rvju ɑtk(ə)l/ noun
a long review of a book, in which the
reviewer discusses the subject of the book
rather than the book itself
review copy /rvju kɒpi/ noun a copy
of a book given to a reviewer
reviewer /rvjuə/ noun a person who
reviews books
review list /rvju lst/ noun a list of
people or newspapers to whom copies of
books are sent for review
review slip /rvju slp/ noun a note
sent with a review copy, giving information
about the book such as author, price and
reverse indent
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publisher, and a mention of the publication
date
revise /rvaz/ verb 1. to change something so that it is more accurate 2. to go
over work done earlier in order to learn it
more thoroughly 쐽 noun a proof after
corrections have been made 쑗 The
publisher sent back the revises with yet
another mass of author’s corrections.
revised proof /r vasd pruf/ noun a
proof of text with the corrections made to it
reviser /rvazə/ noun a person who
revises a text
revision /rv(ə)n/ noun 1. the
improvement and correction of a text 2. the
activity of relearning work in order to do
an examination
rewrite verb /rirat/ to write something
again with improvements 쐽 noun /rirat/
the act of writing something again 쑗 The
chapter is in its second rewrite.
RFP abbreviation a declaration by a
company that they would like their printed
matter to be redesigned or reprinted, and
would like design or printing companies to
put forward proposals for the job. Full
form request for proposal
RGB / ɑ di bi/ noun 1. colour separation using the primary colours 2. the three
colour picture beams used in a colour CRT.
Compare CMYK
RGB display / ɑ di bi dsple/,
RGB monitor noun a high-definition
monitor system that uses three separate
input signals controlling red, green and
blue colour picture beams
RI abbreviation reissue
rider /radə/ noun an additional clause in
a contract 쑗 to add a rider to a contract
rider rollers /radə rəυləz/ plural noun
additional rollers used to maintain pressure
on the paper as it is being wound onto a
reel
right /rat/ noun a legal entitlement to
something 쑗 Right of renewal of a contract.
쑗 She has a right to the property. 쑗 He has
no right to the patent. 쑗 The staff have a
right to know how the company is doing.
right-angled fold / rait n"(ə)ld
fəυld/, right-angle fold noun a fold of
paper which is at right angles to the one
before
rightful owner / ratf(ə)l əυnə/ noun
the legal owner
right-hand / rat hnd/ adjective
belonging to the right side 쑗 The credit side
revise

|

revised proof

|

reviser

|

revision

|

rewrite

|

RFP

is the right-hand column in the accounts. 쑗
He keeps the address list in the right-hand
drawer of his desk.
right-hand page / rat hnd ped/
noun the page on the right of a double page
spread, always with an odd folio 쑗 Begin
each chapter on a right-hand page. 쑗
Right-hand pages should have odd folio
numbers.
right justification / rat dstf
keʃ(ə)n/ noun the process of aligning the
right-hand margin on a piece of text so that
the edge is straight
right justify / rat dstfa/ verb to
use computer commands to ensure that the
right-hand margins of text are straight
right-reading /rat ridŋ/ adjective
relating to film or text which reads from
left to right, when viewed from the emulsion side. Also called positive-reading
right-reading film /rat ridŋ flm/
noun film which reads in the normal way,
from left to right, when viewed from the
emulsion side
rights /rats/ plural noun the legal right to
publish something such as a book, picture
or extract from a text
right-hand page

right justification

|

right justify

right-reading

right-reading film

rights

RGB

RGB display

|

RI

rider

rider rollers

right

right-angled fold

rightful owner

right-hand

rights and permissions department / rats ən pəmʃ(ə)nz d
rights and permissions department

|

|

pɑtmənt/ noun a department in a
publishing company which deals with
requests to reproduce material which is in
the company’s copyright or the copyright
of its authors, where the authors have
licensed the company to act on their behalf
rights fair /rats feə/ noun a book fair
where publishers sell rights in books to
publishers from other countries, and also
meet agents and representatives
rights manager /rats mndə/
noun a person in charge of a rights department
Rinco process /rŋkəυ prəυses/
noun the process of making gravure positives by photographing a proof of white
letters on a black background
RIP noun 1. a printing instruction to indicate that all the material is to be reduced or
enlarged in the same proportion. Full form
rest in proportion 2. a device that translates software instructions into an image or
complete page which is then printed by a
printer or typesetter. Full form raster
rights fair

rights manager

Rinco process

RIP

image processor

rise /raz/ noun an increase or upward
rise

movement 쑗 The rise in the price of paper
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has increased manufacturing costs by
10%. 쐽 verb to move upwards or to become
higher 쑗 Prices are rising faster than inflation. 쑗 Interest rates have risen to 15%.
rising space / razŋ spes/, rising
type noun a defect in locking the forme,
which makes the type or spaces rise above
the normal height
risk capital /rsk kpt(ə)l/ noun
same as venture capital
river /rvə/ noun a long white space
running down a printed page, caused when
wide spacing occurs between words on
every line. Also called street
road atlas /rəυd tləs/ noun a book
showing clearly the roads in a country, so
that drivers can find their way
ROB abbreviation run of book
roe chlorination number / rəυ klɔr
neʃ(ə)n nmbə/ noun a measurement of
how much chlorine a sample of paper pulp
will absorb, thus showing how easily it can
be bleached
ROI abbreviation return on investment
roller /rəυlə/ noun a round metal bar,
used in a printing press to guide the paper
through the machine
rolling headers / rəυlŋ hedəz/ plural
noun the titles or headers of teletext pages,
displayed as they are received
rolling plan / rəυlŋ pln/ noun a plan
which runs for a period of time and is
updated regularly for the same period
roll-wrapped /rəυl rpt/ adjective
relating to a magazine which is rolled up
before being wrapped for mailing
ROM /rɒm/ noun a computer system
which allows data to be read but not edited.
Full form read only memory (NOTE: There
rising space

risk capital

river

road atlas

ROB

roe chlorination number

|

ROI

roller

rolling headers

rolling plan

roll-wrapped

ROM

is no plural for ROM, and it is often used
without the article: The file is stored in
ROM.)
roman1 /rəυmən/ noun an ordinary
roman

upright typeface, neither italic nor bold
The text is set in Times Roman.
COMMENT:

Roman characters were
developed in Italy in the late 15th century,
and have become the most widely used of
the type styles. It is generally believed that
roman characters are easier to read than
either italic or bold, possibly because
people are more accustomed to roman than
to other faces. In the 16th century, italic was
just as common as roman for continuous
text, and for several centuries black letter
type was widely used for all printing,
especially in Germany.

쑗

rough

/rəυmɒn/ noun French word
meaning a novel
Roman /rəυmən/ adjective relating to
ancient Italy, and especially to the Latin
script
roman à clef /rəυ mɒn  kle/ noun a
novel with characters drawn from real life,
where the reader and critics usually try to
find out who the characters are based on
romanisation / rəυmənazeʃ(ə)n/,
romanization noun transliteration of a
non-Western script into roman characters
romanise /rəυmənaz/, romanize verb
to transliterate a non-Western script into
roman characters 쑗 a romanised version of
Chinese
Roman
numerals
/ rəυmən
njumərəlz/, Roman figures noun
figures written I, II, III, IV, or i, ii, iii, iv,
etc. (as opposed to Arabic numerals such
as 1, 2, 3, 4)
romantic fiction /rəυmntk fkʃən/
noun stories about love affairs
romantic novel /rəυ mntk nɒv(ə)l/
noun a novel, usually aimed at women
readers, concerned with a love affair (NOTE:

roman2
roman

|

Roman

roman à clef

|

romanisation

|

romanise

Roman numerals

romantic fiction

|

romantic novel

|

As a group, novels are called fiction;
romantic fiction is all romantic novels
taken as a group.)
ROP abbreviation run of paper
rotary machine /rəυtəri mə ʃin/,
rotary press /rəυtəri pres/ noun a
ROP

rotary machine

|

printing press whose printing plate is
curved and attached to a cylinder
rotary printing /rəυtəri prntŋ/ noun
a printing process using a curved plate
attached to a cylinder, which prints onto
the paper as it lies flat
rotary strainer /rəυtəri strenə/ noun
a large round cylinder with holes in it,
which turns round in the vat of stock,
removing large particles from it
rotary suction box / rəυtəri skʃən
bɒks/ noun same as suction roll
rotogravure / rəυtəυ"rəvjυə/ noun a
web-fed gravure printing on a rotary press,
used particularly for colour printing of
long runs
rough /rf/ adjective 1. approximate or
not very accurate 쑗 a rough calculation 쑗 a
rough estimate 2. not finished 쐽 noun a
rough sketch of artwork 쑗 The designer
showed some roughs for the main double
page spread.
rotary printing

rotary strainer

rotary suction box

rotogravure

|

rough
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rough copy / rf kɒpi/ noun a draft of
a document which, it is expected, will have
changes made to it
rough draft / rf drɑft/ noun a plan of
a document which may have changes made
to it before it is complete
rough out / rf aυt/ verb to make a
draft or a general design 쑗 He roughed out
some sketches for the covers.
rough proof / rf pruf/ noun a proof
which shows in general how the layout
looks, used to indicate changes to the
layout
rough trimmed / rf trmd/ adjective
relating to an art book whose pages are not
all trimmed to the same measure, e.g.
where only the excessively long or wide
pages are trimmed
round /raυnd/ adjective circular 쐽 verb to
make the spine of a book round 왍 book
with a rounded back a book with a
convex spine
round and back / raυnd ən bk/,
rounding and backing noun a process in
binding where the book is given a rounded
spine and a concave foredge, also giving
the book a hinge
round brackets /raυnd brkts/
plural noun printing symbols ( ), which
enclose words or characters and separate
them from the rest of the text
rounded back / raυndd bk/ adjective relating to a style of binding where the
spine is made slightly round
rounded corners /raυndd kɔnəz/
plural noun corners of pages which are not
cut square, but are made round
rout /raυt/ verb to cut away the blank
parts of a plate so that there is no chance of
their printing by accident
routing /raυtŋ/ noun the cutting away
of redundant blank parts from a plate
row /rəυ/ noun a horizontal line in a table,
as opposed to columns which are vertical 왍
row of dots a series of dots printed one
after the other, used to indicate that something is missing or to lead the eye across
the page
royal /rɔəl/ adjective a traditional size of
book and paper (25 x 20 inches)
rough copy

erty, usually a percentage of sales or an
agreed amount per sale
COMMENT: Royalties can vary considerably.

An established author may receive 10% of
the list price on hardback sales and 15% for
paperback sales. Royalties can be based
on the list price (i.e., the price of the book
before it is discounted to the bookshop), or
on the receipts, which are the money
received by the publisher from the
bookshop. It is common to pay a royalty on
receipts in the case of sales overseas,
since they are usually at very high
discounts. Royalty statements will normally
show the numbers of copies sold in various
markets, together with the list price and the
discounted receipts. In Scandinavia (but not
in the UK) it is normal for the author to insist
on being told the quantity of copies printed,
as this will indicate the numbers given away
for review or as specimen copies. In
Russia, royalties are not based on sales,
but on the size of the book: a royalty would
be X roubles per 1000 characters or per 10
pages ‘signature’. In the UK, sliding
royalties are common on paperbacks,
where the author gets an increased royalty
as the quantity sold increases. In Russia,
the opposite is the case, where the author
gets a smaller percentage royalty from
reprints.

rough draft

rough out

rough proof

rough trimmed

round

round and back

round brackets

rounded back

rounded corners

rout

routing

row

royal

COMMENT: The metric royal paper sizes

are: royal octavo (234 x 156mm), royal
quarto (312 x 237mm); the quad royal sheet
is (1272 x 960mm).

royalty /rɔəlti/ noun money paid to a
royalty

writer for the right to use his or her prop-

royalty cheque /rɔəlti tʃek/ noun a
royalty cheque

cheque covering royalties for a particular
period
royalty split /rɔəlti splt/ noun the
way in which a royalty is divided between
several authors or between author and
illustrator
royalty
statement
/rɔəlti
stetmənt/ noun a printed statement from
a publisher showing how much royalty is
due to an author
RP abbreviation reprinting
RPM abbreviation resale price maintenance
RP/ND / ɑ pi en di/ noun a report from
a publisher showing that a book will be
reprinted, but no date can be given for
copies being available
RPUC noun a report used by publishers to
encourage bookshops to order out-of-print
titles, and so record dues
RSS noun a format which allows pieces of
microcontent to be sent as an automatic
feed from their source to another website
or a handset device. Full form Really
royalty split

royalty statement

RP

RPM

RP/ND

RPUC

RSS

Simple Syndication

RTF noun a text file format which
RTF

includes text commands that describe the
page, type, font and formatting 쑗 The RTF
format allows formatted pages to be
exchanged between different word-
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processing software. Full form rich text
format
.rtf suffix a file extension for an RTF file
rub /rb/ verb to damage something by
.rtf

rub

repeated movement of one surface on
another 왍 to rub out to remove pencil
notes with a rubber
rubber /rbə/ noun 1. an elastic material
made from the sap of a tree 2. a piece of
soft material used to remove pencil marks
rubber blanket /rbə blŋkt/ noun a
rubber sheet which goes round the cylinder
in an offset press and takes the image from
the cylinder to be printed on the paper
rubber stamp / rbə stmp/ noun a
small block of rubber, metal or wood
which is used in combination with ink to
make a mark on something to show that it
is official or to show ownership
rubilith /rublθ/ noun a red masking
film used for photographic masking
rub resistance /rb r zstəns/ noun
the ability of a printed surface not to be
damaged by rubbing, an important factor
in printing packaging material
rubric /rubrk/ noun a set of rules or
instructions like those at the beginning of
an examination paper
ruby /rubi/ noun an old printing size,
similar to five point (NOTE: The US term is
rubber

rubber blanket

rubber stamp

rubilith

rub resistance

|

rubric

ruby

agate.)

rule /rul/ noun 1. a regulation telling
rule

what is and is not allowed 2. a thin strip or
design used for borders or for separating
columns of type 쐽 verb to make a straight
line or mark something with straight lines
ruled border / ruld bɔdə/ noun a
frame to a page made up of a straight line
round the edge
ruled paper /ruld pepə/ noun paper
that has lines printed on it for writing on
ruler /rulə/ noun a long, flat object calibrated in inches or centimetres which is
used for measuring or drawing straight
lines
ruler guide /rulə "ad/ noun a nonprinting dotted line that is used in page
layout software to help align objects properly on the page
ruler line /rulə lan/ noun same as tab
ruled border

ruled paper

ruler

ruler guide

ruler line

rack

ruling /rulŋ/ noun an official decision
ruling

which must be obeyed

run /rn/ verb 1. to take charge of and be
run

responsible for an organisation or activity
쑗 The head librarian will be running the

running text

next course. 2. to make a machine work 쑗
They run the computer every day.
run around /rn əraυnd/, run round
noun type which is not set to the full width
but goes round an illustration 쐽 verb to
change the layout of text so that it goes
round an illustration 쑗 Run the blurb text
round the photograph of the author.
run back / rn bk/ verb US to move
text from the beginning of one line back to
the end of the previous line or from the top
of one page back to the bottom of the
previous page (NOTE: The UK term is take
run around

|

run back

back.)

run down / rn daυn/ verb 1. to move
text from the end of one line to the beginning of the next line or from the bottom of
one page to the top of the next page (NOTE:
The UK term is take over.) 2. to reduce the
amount of work done by a department or
organisation 3. to criticise somebody
aggressively
runnability / rnəblti/ noun the
ability of paper to run easily through a
printing press
runner /rnə/ noun a small line number
printed in the margin of a text
running costs /rnŋ kɒsts/, running
expenses plural noun money spent on the
day-to-day cost of keeping a business
going. Also called operating costs
run down

runnability

|

runner

running costs

COMMENT: In book production, running or

variable costs are all the costs which vary
with the print run (paper, printing and
binding costs); fixed or plant costs include
typesetting, reproduction, editorial costs.

running foot /rnŋ fυt/ noun a line of
print which appears at the foot of each page
running head /rnŋ hed/, running
headline noun a headline which runs from
page to page throughout a book, usually
the title or a chapter title, but in dictionaries, directories and encyclopedias it is
usually the first and last headwords on each
page
running on / rnŋ ɒn/ noun the
printing of sheets after the machine has
been made ready
running sheet /rnŋ ʃit/ noun a
printed sheet taken from the machine at the
beginning of a print run to check if it is
printing correctly
running text / rnŋ tekst/ noun the
main text of a book which continues over
the pages, in which notes and illustrations
have only a set limited position
running foot

running head

running on

running sheet

running text
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running total / rnŋ təυt(ə)l/ noun a
total carried from one column of figures to
the next
run of book /rn əv bυk/, run of paper,
run of week / rn əv wik/ noun an
advertiser’s order to the advertising department of a publication, in which space is
bought at the basic rate without specifying
the advertisement’s position. Abbr ROB,
running total

run of book

ROP, ROW
run off / rn ɒf/ verb to print something
run off

rapidly 쑗 They ran off six hundred leaflets
before lunch.
run on / rn ɒn/ verb 1. to print more
sheets after the first number have been
printed 쑗 Can you quote for 5,000 print run
and 1,000 run on? 쑗 We decided to run on
3,000 copies to the first printing. 2. to
make the text continue without a break, or
without a line break 쑗 The quotation
should run on from the line above.
run-on chapter /rn ɒn tʃptə/ noun
a chapter that does not start a new page
run on

run-on chapter

(NOTE: The US term is run-in chapter.)

run-on price /rn ɒn pras/ noun a
run-on price

price for the extra sheets run on after the
main quantity has been printed
run-out /rn aυt/ noun a bromide
produced by a phototypesetter
run over / rn əυvə/ verb to allow text
to go onto the next line or page 쑗 The last
two lines of the quotation can run over
onto the following page.
runover /rnəυvə/ noun US a block of
text which has been reset
run through /rn θru/ adjective going
right across the sheet of paper
rush /rʃ/ noun an act of doing something
fast 쐽 verb to make something go fast 쑗 to
rush an order through the factory 쑗 to rush
a shipment to Africa
rushes /rʃz/ plural noun positive
cinema or video film which is printed from
the negatives, and which has not been
edited
rush job /rʃ dɒb/ noun a job that has
to be done fast
rush order / rʃ ɔdə/ noun an order
that has to be supplied fast
run-out

run over

runover

run through

rush

rushes

rush job

rush order
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saddle /sd(ə)l/ noun a device on which

sales chart /selz tʃɑt/ noun a

saddle

sales chart

an unbound booklet is placed to be stitched
saddle stitch /sd(ə)l sttʃ/ noun in
bookbinding, a method of binding the
pages of a small book or magazine together
by folding it in half and stitching along the
line of the fold
saddle-stitched /sd(ə)l
sttʃt/
adjective bound with saddle-stitching
saddle-stitcher /sd(ə)l sttʃə/ noun
a machine for saddle-stitching
saddle-stitching /sd(ə)l sttʃŋ/
noun binding where the signature is
stitched through the middle of the fold,
usually with wire, usually for small books
up to 96 pages maximum
saddle-wire stitching /sd(ə)l waə
sttʃŋ/ noun saddle-stitching using metal
wire, like staples
safety margin /sefti mɑdn/ noun
the time or space allowed for something to
be safe
sale /sel/ noun the act of selling or of
giving an item in exchange for money
saleability / seləblti/ noun a quality
in an item which makes it easy to sell
sale on commission / sel ɒn kə
mʃ(ə)n/ noun same as commission sale
sale or return / sel ɔ rt!n/ noun a
system where the retailer sends stock back
if it is not sold, and receives credit from the
supplier for unsold items 쑗 We have taken
400 copies on sale or return.
sales appeal /selz ə pil/ noun the
qualities of a product which make
customers want to buy it
sales budget /selz bdt/ noun a
plan of probable sales
sales campaign /selz km pen/
noun planned work to achieve higher sales

diagram showing how sales vary from
month to month
sales
conference
/selz
kɒnf(ə)rəns/ noun a meeting of sales
managers, representatives, publicity staff,
etc., to discuss results and future sales
plans. Also called sales meeting
sales curve /selz k!v/ noun a graph
showing how sales increase or decrease
sales
department
/selz
d
pɑtmənt/ noun a department in a
company which organises the sales of its
products
sales drive /selz drav/ noun a
vigorous effort to increase sales
sales executive /selz " zekjυtv/
noun a person in a company in charge of
sales to particular clients
sales figures /selz f"əz/ plural noun
the total sales, or sales broken down by
category
sales force /selz fɔs/ noun a group of
salespeople working for one company
sales forecast /selz fɔkɑst/ noun a
calculation of future sales
sales ledger /selz ledə/ noun a book
in which sales are noted
sales literature /selz lt(ə)rətʃə/
noun printed information such as leaflets
or prospectuses which helps sales
sales manager /selz mndə/ noun
a person in charge of a sales department
sales meeting /selz mitŋ/ noun
same as sales conference
salesperson /selz p!s(ə)n/ noun a
person who represents a company, selling
its products or services to retail shops 쑗 We
have six salespeople calling on accounts in
central London.
sales plan /selz pln/ noun a plan for
marketing a book

saddle stitch

saddle-stitched

saddle-stitcher

saddle-stitching

saddle-wire stitching

safety margin

sale

saleability

|

sale on commission

|

sale or return

|

sales appeal

|

sales budget

sales campaign

|

sales conference

sales curve

sales department

|

sales drive

sales executive

|

sales figures

sales force

sales forecast

sales ledger

sales literature

sales manager

sales meeting

salesperson

|

sales plan
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promotion
/selz
prə
məυʃ(ə)n/ noun sales techniques aimed at
increasing sales, e.g. offering free gifts,
running competitions
sales report /selz r pɔt/ noun a
computer printout showing the sales over a
particular period
sales representative /selz repr
zentətv/, sales rep /selz rep/ noun a
person who works for a company, showing
goods or services for sale 쑗 We have six
sales representatives in Europe. 쑗 They
have vacancies for sales reps to call on
accounts in the north of the country.
sales sheet /selz ʃit/ noun a piece of
paper which gives details of a product and
explains why it is good
sales targets /selz tɑ"ts/ plural
noun the amount of sales a representative
is expected to achieve
sales volume /selz vɒljum/ noun
same as volume of sales
Salon du Livre / slɒn dυ livrə/ noun
a book fair in a French-speaking country,
e.g. the Paris Salon du Livre
same size / sem saz/ noun an instruction on artwork, showing that it has to be
kept the same size and not reduced or
enlarged. Abbr s/s
samizdat /smzdt/ noun publishing
carried on by private individuals or groups
in a country where the state has a
monopoly of publishing and where
publishing is strictly censored. 쒁 undersales
sales promotion

|

sales report

|

sans serif / snz serf/ noun a style of
printing letters with all lines of equal thickness and no serifs. 쒁 serif (NOTE: Often
sans serif

simply called sans: The headwords are set
in a 9 point sans face.)
COMMENT: Sans faces are less easy to read

than seriffed faces and they are rarely used
for continuous text, although some
magazines use them for text matter.
Nevertheless, legibility is not always what
the typographer is aiming for; immediate
recognisability of a word is possibly easier
with sans faces, and this is why they are
commonly used for road signs and other
public notices. Sans faces are not as
common in the USA as in Europe.

sales representative

|

sales sheet

sales targets

sales volume

Salon du Livre

same size

samizdat

ground literature
COMMENT: Originally applied to Russia

(‘samizdat’ is an abbreviated form of the
Russian for ‘do-it-yourself-publishing’); the
term is now used for any country.

sample /sɑmpəl/ noun a small quantity
of a product used to show what it is like
sample book /sɑmpəl bυk/ noun a
book showing samples of different types of
cloth or paper, etc.
sample cover /sɑmpəl kvə/ noun a
proof of a cover of a book, used as sales
material
sample pages /sɑmpəl pedz/
plural noun a proof of pages of a book,
showing the layout and part of the text,
used as sales material
sand trap /snd trp/ noun a set of
bars in a trough which trap heavy particles
of grit that may have got into the pulp
before it goes into the papermaking
process
sample

sample book

sample cover

sample pages

sand trap

saveall /sevɔl/ noun a device in a
saveall

paper mill to save useful fibres from the
white water drained out of pulp
sawing /sɔŋ/ noun the process of
cutting notches in the sewn signatures for
cords to lie in when hand binding
SBN abbreviation Standard Book Number
sc abbreviation 1. an instruction to the
compositor to set text in small capitals,
indicated by the copy editor on the manuscript with two lines under the text. Full
form small caps 2. single column
scalable /skeləb(ə)l/ adjective referring to fonts used for computer graphics
that can be made to appear in a wide range
of sizes
scale /skel/ noun 1. a set of marks or
standards for measuring things 2. the size
or level of something in relation to what is
usual 쑗 Scale of development was very
difficult to estimate. 쐽 verb 1. to indicate on
artwork how it should be reduced or
enlarged 왍 to scale down, to scale up to
make something smaller or bigger in
proportion 2. to calculate how much an
illustration should be enlarged or reduced
to fit
scale drawing / skel drɔŋ/ noun a
drawing which is done to scale
scale of charges / skel əv tɑdz/,
scale of prices /skel əv/ noun a list
showing various prices
scale out / skel aυt/ verb to show how
many copies each store in a chain will take,
according to a system based on the size of
the shop
scale-out /skel aυt/ noun a system of
ordering different numbers of copies for
different stores in a chain
scalpel /sklpəl/ noun a very sharp
knife, used by designers when cutting
artwork or film
sawing

SBN

sc

scalable

scale

scale drawing

scale of charges

scale out

scale-out

scalpel
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scamp /skmp/ noun a very rough

sci-fi

schedule /ʃedjul/ noun 1. a written list

scamp

schedule

layout of text and illustrations
scan /skn/ verb 1. to look at something
very quickly in order to see what it is about
2. to examine periodicals routinely in order
to keep users informed of new material 3.
to use a machine to read coded data 쐽 noun
an examination of an image or object to
obtain data
scan area /skn eəriə/ noun the
section of an image read by a scanner
scanner /sknə/ noun a machine that
converts documents, drawings or photographs into machine-readable form

of information, e.g. prices, conditions,
dates and times 2. a detailed written
programme of events and times
scheduling /ʃedjulŋ/ noun the act of
drawing up a plan or timetable
scholarly books /skɒləli bυks/ plural
noun books published on university and
academic subjects
scholarly press /skɒləli pres/ noun a
publishing company that publishes scholarly books
scholastic
/skəlstk/
adjective
related to university and academic subjects
school /skul/ noun 1. a faculty, department or institution that offers specialised
instruction in an academic subject 2. all the
staff and students of an educational institution 3. a place or period of activity
regarded as providing knowledge or experience
school book /skul bυk/ noun an
educational book published for use in
schools
school book supply /skul bυk sə
pla/ noun a method of supplying books to
schools
school edition /skul  dʃ(ə)n/ noun
an edition of a book specially made for sale
to schools
school representative /skul rep/,
school rep, schools rep noun a representative who calls on schools to show
books to teachers who may then order
them for the students
schools
broadcast
/skulz
brɔdkɑst/ noun a television or radio
programme for schools
science /saəns/ noun knowledge
which can be tested and proved usually
according to natural laws
science editor /saəns edtə/ noun an
editor at a publishing house responsible for
a science list
science fiction / saəns fkʃən/ noun
fiction books based on imaginative ideas
about the future on this and other planets.
Abbr sci-fi

scan

scan area

scanner

COMMENT: A scanner can be a device using

scanning /sknŋ/ noun 1. the action of
examining and producing data from the
shape of an object or drawing 2. the
process of carrying out colour separations
electronically
scanning device /sknŋ d vas/
noun a device that allows micrographic
images to be selected rapidly from a reel of
film
scanning error /sknŋ erə/ noun an
error introduced while scanning an image
쑗 A wrinkled or torn page may be the cause
of scanning errors.
scanning rate /sknŋ ret/ noun the
time taken to scan one line or image
scanning resolution /sknŋ rezə
luʃ(ə)n/ noun the ability of a scanner to
register small pixels
scanning speed /sknŋ spid/ noun
the speed with which a line or image is
scanned 쑗 Its scanning speed is 9.9
seconds for an 8.5 x 11 inch document.
scan plate /skn plet/ noun an
engraved printing plate made by electronic
photoengraving
scatter proof /sktə pruf/ noun a
proof showing several illustrations printed
together on the same sheet, and not as they
will appear in the final page layout
scenario /snɑriəυ/ noun the way in
which a situation is likely to develop 쑗 The
planners took account of the worst possible
scenario.
scanning device

|

scanning error

scanning rate

scanning resolution

|

scatter proof

scenario

|

scholarly press

scholastic

|

school book

scanning

scan plate

scholarly books

school

photoelectric cells as in an image digitiser,
or a device that samples data from a
process. One type of scanner reads the
barcode on the product label using a laser
beam and photodiode; another can read
text and by recognising characters, stores
them as data on a computer; yet another
type will scan colour originals and carry out
colour separations.

scanning speed

scheduling

school book supply

|

school edition

|

school representative

schools broadcast

science

science editor

science fiction

scientific technical and medical
publishing / saəntfk teknk(ə)l ən
scientific

medk(ə)l pblʃŋ/ noun publishing of
specialised books in science, technology
and medicine. Abbr STM
sci-fi /sa fa/ abbreviation science
fiction
sci-fi
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scissors and paste job / szəz ən
scissors and paste job

pest dɒb/ noun 1. the preparation of a
design paste-up or camera-ready copy for
reproduction, by taking various pieces of
artwork or film and pasting them in position 2. a book or article made almost
entirely of passages from other works
sci-tech /sa tek/ noun US scientific and
technical publishing
scoop /skup/ noun 1. an exciting news
story which a reporter is the first to find, or
which no other newspaper has reported 2.
the signing of a sought-after person to
write for one’s newspaper or publishing
company
score /skɔ/ verb to draw lines with a
sharp edge or rule across paper or card, so
that it can fold more easily
scoring /skɔrŋ/ noun the process of
making lines on paper or board so that it
will fold more easily, used on the covers of
paper-bound books so that the covers bend
easily
Scotchprint /skɒtʃprnt/ a trade name
for a coated repro film, used for making
litho originals from letterpress blocks
scout /skaυt/ noun a person who looks
out for something
scrap /skrp/ noun waste material or
pieces of paper 쐽 verb to throw something
away as useless 쑗 They had to scrap 10,000
covers and reprint them with the correct
title.
scraperboard /skrepəbɔd/ noun a
board used by artists, either a white board
with a black coating, or a black board with
a white coating
scratch /skrtʃ/ verb to draw a little line
through a character to show that it is wrong
screamer /skrimə/ noun (informal ) 1.
an exclamation mark 2. US a very large
headline in a newspaper
screen /skrin/ noun a flat surface
capable of displaying pictures and words 쐽
verb to investigate or check people or
things for a specific fault or danger 쑗 The
information was screened to check that it
was completely accurate.
sci-tech

scoop

score

scoring

Scotchprint

scout

scrap

scraperboard

scratch

screamer

screen

COMMENT:

Photographic screens have
varied degrees of fineness. according to the
subject matter and type of paper used. The
dots vary between 40 and 200 lines per
inch. Typical screens are 50 to 60 for
newsprint, 80 to 100 for MF and SC papers,
120 to 133 for imitation art papers and 150
or more for high-grade art papers.

screen angle /skrin ŋ"(ə)l/ noun
screen angle

the angle at which a screen is set before the
photograph is taken
screen attributes /skrin ətrbjuts/
plural noun variables defining the shape,
size and colour of text or graphics
displayed
screen editor /skrin edtə/ noun
software that allows the user to edit text on
screen, with one complete page of information being displayed at a time
screened print /skrind prnt/ noun a
print made using a screen
screen format /skrin fɔmt/ noun
the way in which a screen is laid out
screenful /skrinfυl/ noun one
complete frame of information displayed
on a computer monitor
screenplay /skrinple/ noun the text
of the dialogue of a film
screen print /skrin prnt/ noun a print
taken from a film which has been screened
screen printing /skrin prntŋ/,
screen process printing noun a printing
process where a design is inked through a
fine screen, parts of which are covered by a
stencil to prevent the ink passing through
screen refresh / skrin rfreʃ/ verb to
update regularly the images on a CRT
screen by scanning each pixel with a
picture beam to make sure the image is still
visible
screen ruling /skrin rulŋ/ noun the
number of lines per inch on a screen or the
number of dots per inch on a halftone
screen tint /skrin tnt/ noun a
mechanical screen, shading in dots or
lines, which is preprinted and can be cut up
and stuck down to give shading in artwork
screenwriter /skrinratə/ noun a
person who writes scenarios for films
script /skrpt/ noun 1. the written text of
a play or film 2. handwriting which is
made to look like printing 쐽 verb to write
the script for a play, film or TV documentary 쑗 The show was scripted by Joe Smith.
scriptwriter /skrptratə/ noun a
person who writes a film or TV or radio
script
scroll /skrəυl/ verb to move text up or
down a computer screen one line at a time
scrub /skrb/ verb to wipe information
off a disk, or remove data from a store 쑗
Scrub all files referring to 1994 taxes.
scuffing /skfŋ/ noun the roughening
of a paper surface due to rubbing
screen attributes
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scumming /skmŋ/ noun a situation

see copy

secondhand / sekəndhnd/ adjective

scumming

secondhand

where the non-image areas of a lithographic print take in ink, giving black
marks in the white areas. Also called catch

relating to something that has been previously owned by somebody else
second quarter / sekənd kwɔtə/
noun a period of three months from April
to the end of June
second serial rights / sekənd səriəl
rats/ plural noun the right to publish
sections of a book in a magazine or newspaper after the book has been published
secret /sikrət/ noun a piece of information that is known only to a few people and
is intentionally withheld from general
knowledge
section /sekʃən/ noun 1. part of a book
which is made from one sheet of paper 쑗
The book is printed in 32-page sections. 쒁
signature 2. a supplement to a newspaper
or magazine 쑗 The paper has a special
travel section on Saturdays. 3. a printed
sign showing a paragraph division or that a
footnote is being referred to 4. a department within a company 쑗 the legal section
sector /sektə/ noun a division of a group
or area which is also part of a larger one
secure server /s kjυə s!və/ noun an
Internet server that allows for the encryption of data and thus is suitable for use in ecommerce
Secure Sockets Layer /s kjυə
sɒkts leə/ noun a secure format for
sending documents which are encrypted
and decrypted using two special keys.
Abbr SSL
secure system /s kjυə sstəm/ noun
a system that cannot be accessed without
the permission of the owner
secure website /s kjυə websat/
noun a website on the Internet that
encrypts the messages between the visitor
and the site to ensure that no hacker or
eavesdropper can intercept the information
security /skjυərti/ noun measures
taken to make a place or person safe from
attack or danger
security paper /skjυərti pepə/
noun paper with a special watermark to
prevent it being imitated
security printer /skjυərti prntə/
noun a printer who prints paper money,
company reports, secret government documents, etc.
see copy / si kɒpi/ verb an instruction
to the typesetter to look at the original
manuscript to see how the text setting is
instructed

up

search /s!tʃ/ verb to look through a
search

document in order to find a specific item or
word 쐽 noun the process of identifying a
character, word or section of data in a
document or file
search and replace / s!tʃ ən r
ples/ noun a facility on a word processor
which allows the user to find words or
strings of characters and change them
search directory /s!tʃ da rekt(ə)ri/
noun a website in which links to information are organised into a categorical, alphabetical hierarchy to provide the broadest
response to a query
search engine /s!tʃ endn/ noun
software that carries out a search of a database when a user asks it to find information. On the Internet there are many search
engines that list all the websites and allow
a user to find a website by searching for
particular information.
search engine registration /s!tʃ
endn red streʃ(ə)n/ noun the
process of registering a website with a
search engine, so that the site can be
selected when a user requests a search
search routine /s!tʃ ru tin/ noun
software which allows the user to search
for an item in a database
secondary colours /sekənd(ə)ri
kləz/ plural noun colours formed by
mixing primary colours
secondary education / sekənd(ə)ri
edjυkeʃ(ə)n/ noun the period of
schooling between primary school and
further or higher education, usually from
about 11 to 16 or 18 years of age
secondary publishing / sekənd(ə)ri
pblʃŋ/ noun publishing books for use
in secondary schools
second colour / sekənd klə/ noun
the colour which is printed second in twocolour work
second cover / sekənd kvə/ noun
the inside front cover of a magazine
second half / sekənd hɑf/, second
half-year / sekənd hɑf jə/ noun a
period of six months from 1st July to end
of December 쑗 The figures for the second
half are up on those for the first part of the
year.
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see-safe /si sef/ noun an agreement
see-safe

where the publisher who has sold books to
a bookseller will give credit for unsold
books at the end of a period under particular conditions 쑗 We bought the stock seesafe.
see-through /si θru/ noun a situation
where text on the verso of a page can be
seen through the paper
seize /siz/ verb to take hold of something
or to take possession of something 쑗 The
customs seized the shipment of books. 쑗
The court ordered the company’s funds to
be seized.
seizure /siə/ noun taking possession
of something 쑗 The court ordered the
seizure of the books.
select /slekt/ verb to find and choose
specific information or data
selection /slekʃən/ noun a range of
products and services available and chosen
self-archiving / self ɑkavŋ/ noun
the act of archiving an electronic document
by uploading a copy to a publicly-accessible website
self-cover / self kvə/ noun a cover
which is printed on the same paper as the
text of the book, used for brochures and
small books
self-endpapers / self endpepəz/,
self-ends plural noun endpapers that are
part of the printed book, and not added
specially
self-mailer /self melə/ noun a mailing
piece which does not need an envelope
self-publishing / self pblʃŋ/ noun
a type of publishing in which the authors
arrange for the books to be printed,
marketed and sold, rather than using a
traditional publishing company
self-sealing / self silŋ/ adjective
sticking itself without needing to be wetted
self-wrapper / self rpə/ noun same as
see-through

seize

seizure

select

|

selection

|

self-archiving

self-cover

self-endpapers

self-mailer

self-publishing

self-sealing

self-wrapper

self-cover
seller /selə/ noun something that sells
seller

쑗

This book is a steady seller.
selling costs /selŋ kɒsts/ plural noun
the amount of money to be paid for advertising, reps’ commissions, etc., involved in
selling something
selling fair /selŋ feə/ noun a book fair
such as the Geneva Book Fair or the Paris
Salon du Livre, where books can be sold to
the public
semi- /semi/ prefix combining with nouns
and adjectives to form words which
selling costs

selling fair

semi-

describe something that is only in a part
state
semi-bold /semi bəυld/ noun a typeface which is between light and bold
semichemical pulp /semikemk(ə)l
plp/ noun pulp that is prepared partly by
mechanical means and partly by chemical
semicolon / semikəυlɒn/ noun a punctuation sign (;) used to join rather than
separate two parts of a sentence, as in ‘The
safe that had been broken into was on one
side of the room; the other safe appeared to
be intact.’
semi-display advertisement / semi
dsple əd v!tsmənt/ noun an advertisement inside a box in the classified
advertisements section of a newspaper
semiliterate / semilt(ə)rət/ adjective
1. unable to read or write properly 2. US
having only limited understanding of a
particular subject, especially a technical
one
sensitise /senstaz/, sensitize verb to
make something sensitive
sensitised paper /senstazd pepə/
noun paper that has had chemicals added to
it or has been coated with a substance, to
make it sensitive to light
sensitive /senstv/ adjective strongly
able to be aware of feelings
sensitivity guide / senstvti "ad/
noun a strip of film which can be used to
show what exposure to use
sentence /sentəns/ noun a group of
words which is complete in itself,
containing a subject and a verb
separate verb /sepəret/ to cause two
things to be apart and unconnected 쐽 adjective /sep(ə)rət/ not together 쐽 noun
/sep(ə)rət/ a single article from a journal
which is reprinted separately
separated graphics / sepəretd
"rfks/ plural noun displayed characters
that do not take up the whole of a character
matrix, resulting in spaces between them
separation filter / sepəreʃ(ə)n fltə/
noun one of the three filters used to make
colour separations
separations / sepəreʃ(ə)nz/ noun
each of the separated printing colour
components of a piece of artwork
sepia /sipiə/ noun a brown ink, often
used to give an old-fashioned look to
photographs
semi-bold
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photograph
/ sipiə
fəυtə"rɑf/ noun a photograph using
tones of sepia brown
sequence /sikwəns/ noun an arrangement which follows a consecutive order
sequential access /s kwenʃ(ə)l
kses/ noun the state of information only
being able to be accessed in a given order
‘…no one is seriously expecting a tape
replacement, in large part because tape
volumes continue to vastly outstrip any
competitive technologies. For all its
sequential-access inconvenience and
sheer old-fashioned aura, tape has
remained the reliable performer at the
end of the enterprise data chain.’
[Computing]
sequential access storage /s
kwenʃ(ə)l kses stɔrd/ noun a
storage medium whose data is accessed
sequentially
serial /səriəl/ noun 1. a journal or magazine that is published at regular intervals 2.
a story published in regular instalments
serialisation / səriəlazeʃ(ə)n/, serialization noun publication of a book in
parts in a magazine or newspaper
serialise /səriəlaz/, serialize verb to
publish a book in parts in a magazine or
newspaper
serial number /səriəl nmbə/ noun a
number given to an item which identifies it
by its position in a sequence
serial publication / səriəl pbl
keʃ(ə)n/ noun publication of a book in
parts in several issues of a magazine or
newspaper
serial rights /səriəl rats/ plural noun
the right to reproduce a book chapter by
chapter in a magazine or newspaper over a
period of time
series /səriz/ noun a group of related
items ordered in a sequence, e.g. the
volumes in a set of books 쑗 ‘At Lady
Molly’s’ is the seventh title in the ‘Dance to
the Music of Time’ series.
series title /səriz tat(ə)l/ noun the
title given to a series of books, each one of
which has its own separate title
serif /serf/ noun 1. a small decorative
line added to letters in some fonts. 쒁 sans
serif 2. a font that uses serifs, such as
Times New Roman
sepia
sequence

sequential access
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COMMENT:

Serifs can be straight, or
sloping, or curved. They derive from Roman
letters cut in stone. The purpose of adding
serifs to letters is first to keep the letters

setting costs
apart, while at the same time making it
possible to link one letter to the next, and
secondly to make the letters distinct, in
particular the top parts which the reader
recognises when reading. To test this,
cover the bottom half of a line of seriffed
face text and do the same for a line of sans
face text: then compare the legibility of the
top parts of the letters. In the USA, seriffed
faces are preferred because some sans
faces do not distinguish between the capital
‘I’ and the lower case ‘l’, making it
impossible to write the word ‘Illinois’, or
particularly its abbreviation ‘Ill’.

sepia photograph

seriffed /serft/ adjective with serifs
seriffed

쑗

Times Roman is a seriffed typeface. 쑗
Seriffed type is more legible than sans serif.
serigraphy /ser"rəfi/ noun silk screen
printing, where the ink is forced through a
fine cloth onto the paper behind
server /s!və/ noun a computer with a
large storage capacity which provides a
function to a network of terminals
service contract /s!vs kɒntrkt/
noun a contract between a company and a
director showing all the director’s conditions of work
service provider /s!vs prə vadə/
noun a company that provides people and
businesses with access to the Internet,
usually charging a monthly fee
set /set/ noun a group of related items 쐽
adjective 1. fixed or unable to be changed
2. relating to text that has been typeset 쐽
verb to typeset or put a text into printed
characters 쑗 The manuscript has been
marked up and sent to the typesetters for
setting. 쑗 The page is set in 12 point Times
Roman. 왍 ‘set flush’ set with no indents 왍
‘set solid’ set without any leading between
the lines
set format / set fɔmt/ noun a format
that is used for all titles in a series and
cannot be changed
set off / set ɒf/ verb to transfer ink from
one sheet to another
set-off /set ɒf/, setting-off noun a
printing defect where a sheet is marked
with wet ink from another newly printed
sheet
set size / set saz/ noun a measurement
of horizontal dimensions in sets
setting /setŋ/ noun 1. the time and
place where the action of a book or film
happens 2. the position of the controls on a
machine 쑗 There are two settings: fast and
slow.
setting costs /setŋ kɒsts/ plural noun
the cost of typesetting a text
serigraphy
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setting rule /setŋ rul/ noun the part of
setting rule

a composing stick that has measurements
on it, so that the compositor can measure
the width of the text
setting stick /setŋ stk/ noun a
narrow box in which the compositor places
the pieces of type as he or she sets each line
setting up costs / setŋ p kɒsts/,
setup costs /setp kɒsts/ plural noun
the costs of getting a machine or a factory
ready to make a new product after finishing
work on another one
setting-up time / setŋ p tam/,
setup time /setp tam/ noun the time
taken to get a machine ready for printing
set up / set p/ verb to begin something
왍 to set up a machine to get a machine
ready for printing
set width / set wdθ/ noun the width of
the body of a printed character
seven P’s / sev(ə)n piz/ plural noun a
simple way of summarising the essentials
of the marketing mix, which are Product,
Price, Promotion, Place, Packaging, Positioning and People
sew /səυ/ verb to attach something using
a needle and thread
sewing /səυŋ/ noun part of the binding
process, when gathered pages are sewn
together in signatures and then attached to
form the book block
sewing machine /səυŋ mə ʃin/
noun a machine for sewing signatures
sewing thread /səυŋ θred/ noun
thread used in a sewing machine
sewn binding /səυn bandŋ/ noun
binding where the signatures are attached
with thread
sextodecimo
/ sekstəυdesməυ/
noun a size of book page traditionally
created by folding a single sheet of
standard-sized printing paper four times,
giving 16 leaves or 32 pages
sexual discrimination / sekʃuəl
dskrmneʃ(ə)n/, sex discrimination
/ seks dskrmneʃ(ə)n/ noun treatment
of male and female employees in different
ways, usually to the disadvantage of the
women
SGML / es di emel/ noun a hardwareindependent standard which defines how
documents should be marked up to indicate
bolds, italics, margins and so on. Full form
standard generalised markup language.
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쒁

XML (NOTE: Generally used to code data

for database entry or to mark up a book
before it is typeset.)
shade /ʃed/ noun a variation in the
shade

colour or black and white texture of
printing produced by adding black 쐽 verb
to colour in a section of a drawing by
adding a darker colour or a textured pattern
shaded area /ʃedd eəriə/ noun a
darker part in an illustration
shaded letters /ʃedd letəz/ plural
noun display letters which give a shadow
effect
shading /ʃedŋ/ noun the act of
showing darker sections of a line drawing
by adding dark colour or by drawing crisscross lines
shadow /ʃdəυ/ noun a dark part of a
photograph or halftone
shadow mark /ʃdəυ mɑk/ noun a
paper defect where marks left by the rollers
can be seen
shank /ʃŋk/ noun the main part of a
piece of metal type
share capital /ʃeə kpt(ə)l/ noun the
value of the assets of a company held as
shares, less its debts
shareware /ʃeəweə/ noun software that
is available free to sample, but if kept the
user is expected to pay a fee to the writer
sharp /ʃɑp/ adjective very clear 쑗 The
reproduction is not sharp enough – the
edges are fuzzy.
sharpen /ʃɑpən/ verb to make something sharper
sharpness /ʃɑpnəs/ noun clearness of
a printed image 쑗 The cover lacks sharpness.
shaving /ʃevŋ/ noun the act of trimming pages so much that part of the text is
cut off
shavings /ʃevŋz/ plural noun thin
strips of paper cut off at the paper mill or
during binding
sheepskin /ʃipskn/ noun a white
binding material made from the skin of
sheep. Compare parchment
sheet /ʃit/ noun a large flat piece of
material or paper
sheet cutter /ʃit ktə/ noun a
machine that cuts reeled paper into sheets
sheeter /ʃitə/ noun a machine for
cutting a web of paper into sheets
sheet-fed press /ʃit fed pres/ noun a
printing press which takes single sheets of
paper, as opposed to a web press which
takes reels of paper
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sheet feed /ʃit fid/ noun a device that
feeds single sheets of paper into a printer
one at a time
sheet feed attachment / ʃit fid ə
ttʃmənt/ noun a device that can be
attached to a printer to allow single sheets
of paper to be fed in automatically
sheet of paper / ʃit əv pepə/ noun a
flat piece of paper, especially a large piece
of paper for printing, which has not been
folded
sheet sizes /ʃit sazz/ plural noun
the standard sizes of paper available in
sheets
sheet stock /ʃit stɒk/ noun a stock of
printed sheets of a book, which are not yet
bound
sheet wander /ʃit wɒndə/ noun a
defect caused when the web of paper
moves from side to side while passing
through the press
sheetwise /ʃitwaz/ adverb printed on
one side of a sheet of paper at a time
sheet work /ʃit w!k/ noun printing on
both sides of a sheet of paper to produce
one copy
shelfback /ʃelfbk/ noun the spine of a
book
shelf filler /ʃelf flə/ noun a person
whose job it is to make sure that the shelves
in a shop are kept full of items for sale
shelf space /ʃelf spes/ noun the
amount of space on shelves in a shop
shelf talker /ʃelf tɔkə/ noun a card
display which advertises a book, placed on
a shelf next to the stock of the book itself
shelf wobbler /ʃelf wɒblə/ noun a
piece of marketing material which advertises a book, attached to a shelf next to the
stock of the book itself. Also called
sheet feed

sheet feed attachment

|
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dangler

shelve /ʃelv/ verb to postpone or cancel a
plan 쑗 When costs rose to £100,000 the
company decided to shelve the project. 쑗
The publication of the new reference series
has been shelved.
shelving /ʃelvŋ/ noun 1. rows of
shelves or space on shelves 쑗 We installed
new metal shelving in the paperback
department. 2. the act of postponing or
cancelling something 쑗 The shelving of the
project has resulted in six redundancies.
shift /ʃft/ noun a period of time spent at
work at any time during a 24-hour period 쑗
He works the day shift or night shift. 쑗 We
work an 8-hour shift. 쑗 The management is
shelve

shelving

shift

shop

introducing a shift system or shift working.
쐽 verb to move or to sell something 쑗 We
shifted 20,000 items in one week.
shift key /ʃft ki/ noun a key on a
keyboard which raises a letter to a capital
or combines with other command keys for
word-processing and computing functions
shift work /ʃft w!k/ noun a system of
work in a factory with shifts
shilling stroke /ʃlŋ strəυk/, shilling
mark noun a solidus or oblique stroke
shiner /ʃanə/ noun a light spot in paper
shining /ʃanŋ/ noun the act of holding
printed sheets up to the light to see that the
printed areas on the two sides are in
register
ship /ʃp/ verb to transport goods by sea
shipment /ʃpmənt/ noun a quantity of
goods, usually of the same kind, sent
together to a destination by any form of
transport, not just by sea 쑗 The shipment of
library equipment has just arrived at the
airport.
shipper /ʃpə/ noun a person who sends
goods or who organises the sending of
goods for other customers
shipping /ʃpŋ/ noun the sending of
goods
shipping agent /ʃpŋ edənt/ noun
a company that specialises in the sending
of goods
shipping clerk /ʃpŋ klɑk/ noun a
clerk who deals with shipping documents
shipping costs /ʃpŋ kɒsts/ plural
noun the costs of sending goods
shipping instructions /ʃpŋ n
strkʃənz/ plural noun details of how
goods are to be shipped and delivered
shipping note /ʃpŋ nəυt/ noun a note
that gives details of goods being shipped
shive /ʃav/ noun a small piece of wood
fibre still visible in the finished paper
shoo flies /ʃu flaz/ plural noun
devices which move the leading edge of
the printed sheet up so that it goes out of
the press easily
shoot /ʃut/ verb to use a camera to take
photographs or make a film
shooting stick /ʃutŋ stk/ noun a
short stick used to lock up or unlock
formes
shop /ʃɒp/ noun 1. a place where goods
are stored and sold (NOTE: The usual US
shift key

shift work

shilling stroke

shiner

shining

ship

shipment

shipper

shipping

shipping agent

shipping clerk

shipping costs

shipping instructions

|

shipping note

shive

shoo flies

shoot

shooting stick

shop

term is store so bookstore, paperback
store, etc.) 2. a place where goods are

made
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shop front /ʃɒp frnt/ noun the part of
shop front

a shop which faces the street, including the
entrance and windows
shoplifter /ʃɒplftə/ noun a person who
steals goods from shops
shoplifting /ʃɒplftŋ/ noun the act of
stealing goods from shops
shopping cart /ʃɒpŋ kɑt/ noun a
software package that records the items
that an online buyer selects for purchase
together with associated data, e.g. the price
of the item and the number of items
required
shop-soiled /ʃɒp sɔld/ adjective dirty
because of having been on display in a
shop
shop window / ʃɒp wndəυ/ noun a
window in a shop where goods are
displayed so that customers can see them,
or a place where goods or services can be
exhibited
short /ʃɔt/ adjective having only a few
words or pages
shortage /ʃɔtd/ noun 1. a lack of
something 쑗 a shortage of skilled staff 쑗 We
employ part-timers to make up for staff
shortages. 쑗 The import controls have
resulted in the shortage of spare parts. 2.
the number of copies of a book or magazine which have not been printed
short and / ʃɔt nd/ noun a printing
sign (&) which means ‘and’
short column / ʃɔt kɒləm/ noun a
column that has been printed with fewer
lines than the other columns in the same
book
short credit / ʃɔt kredt/ noun terms
allowing the customer only a short time to
pay
short descenders /ʃɔt d sendəz/
plural noun descenders in particular typefaces which are shorter than in other typefaces
short discount / ʃɔt dskaυnt/ noun
a discount which is less than the normal
trade discount, such as the discount on
educational books
shorten /ʃɔt(ə)n/ verb to reduce the
length of something
short grain /ʃɔt "ren/ noun a sheet of
paper where the grain runs across the sheet,
parallel to the short side. Also called grain
shoplifter

shoplifting

shopping cart

shop-soiled

shop window

short

shortage

short and

short column

short credit

short descenders

|

short discount

shorten

short grain

short

short grain paper /ʃɔt "ren pepə/
short grain paper

noun paper where the grain is parallel to
the shorter side of the sheet

shorthand /ʃɔthnd/ noun a system
of signs and symbols which enables
spoken words to be written down very
quickly
short inks /ʃɔt ŋks/ plural noun inks
which do not flow easily (NOTE: The opposhorthand

short inks

site is long inks.)

shortlist /ʃɔtlst/ noun a small group
shortlist

chosen from a larger group, from which the
final choice is made 쑗 Five titles were on
the shortlist for the Booker Prize. 쐽 verb to
choose a few names of people or titles of
books from a longer list, as a first step
towards deciding on a person for a job or
the winner of a competition 쑗 Shortlisted
candidates will be asked for an interview.
short page /ʃɔt ped/ noun a page
which has been printed with fewer lines
than the other pages, either as a mistake or
to avoid a design problem
short-range forecast / ʃɔt rend
fɔkɑst/ noun a forecast which covers a
period of a few months
short run /ʃɔt rn/ noun a print run of
only a small number of copies
shorts /ʃɔts/ plural noun books which
have not been printed in sufficient quantity.
Compare overs
short story / ʃɔt stɒri/ noun a piece of
fiction between three and ten pages long
short-term / ʃɔt t!m/ adjective only
relevant to the near future
short ton / ʃɔt tn/ noun US a measure
of weight equalling 907 kilos
shot /ʃɒt/ noun a photograph or still
frame from a film
shoulder /ʃəυldə/ noun 1. the edge of
the spine of a book, which sticks out
slightly 2. a sloping surface between the
bevel of the metal type and the edge of the
stem
shoulder heads /ʃəυldə hedz/ plural
noun heads printed in a line on their own
shoulder notes /ʃəυldə nəυts/ plural
noun notes printed in the margin at the
level of the first line of type
shout /ʃaυt/ noun a short slogan advertising a book, which is printed in large
letters, in advertisements or on the book
jacket
showcard /ʃəυkɑd/ noun a piece of
cardboard with advertising text, put near an
item for sale, sometimes on the counter
showcase /ʃəυkes/ noun a cupboard
with a glass front or top to display items
short page

|

short-range forecast

short run

shorts

short story

short-term

short ton

shot

shoulder

shoulder heads

shoulder notes

shout

showcard

showcase
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showroom /ʃəυrum/ noun a room
showroom

where goods are displayed for sale
show side /ʃəυ sad/ noun the side of
the binding material which is visible
show-through /ʃəυ θru/ noun 1. a
paper defect, where the paper is not opaque
enough 2. a defect in printing, where the
printed text on the back of a page can be
seen through the page from the other side 왘
compare strike-through
show side

show-through

COMMENT: When the printing on one side of

the paper can be seen from the other side,
this is due either to show-through or to
strike-through. Show-through is caused by
inadequate opacity of the paper, while
strike-through results from the vehicle (the
liquid component) of an oil-based ink
penetrating right through the sheet.

shred /ʃred/ verb to cut something into
shred

long thin strips

shredder /ʃredə/ noun a machine that
shredder

cuts paper into very small pieces, usually
long thin strips, used to destroy confidential documents
shrink /ʃrŋk/ verb to get smaller or make
something smaller 쑗 The educational
market has shrunk by 20%. 쑗 The drawing
was shrunk to fit the space. 쑗 The company
is having difficulty selling into a shrinking
market.
shrinkage /ʃrŋkd/ noun 1. the
amount by which something gets smaller 쑗
to allow for shrinkage 2. losses of stock
through theft, especially by members of
the staff of a shop (informal)
shrink-packaging /ʃrŋk pkdŋ/,
shrink-wrapping /ʃrŋk rpŋ/ noun the
act of covering something such as a book,
cassette or record in a tight plastic cover
which is heated to seal it (NOTE: Another
shrink

shrinkage

shrink-packaging

US term is pre-shrunk packaging.)
shrink-packed /ʃrŋk pkt/, shrinkwrapped /ʃrŋk rpt/ adjective covered
shrink-packed

in a tight plastic protective cover

shrink-wrap /ʃrŋk rp/ noun the
shrink-wrap

plastic film used in shrink-packaging
side /sad/ noun one surface of something
flat such as a tape or piece of paper 쑗 It is
possible to record on both sides of this
tape.
sidebar /sadbɑ/ noun 1. a short news
story containing additional relevant information that is printed beside a featured
story 2. a block of text set beside the main
text in a web document
side heading /sad hedŋ/, side head
noun a heading which is ranged to the left
with text run on
side

sidebar

side heading

signature

side lay /sad le/ noun the edge of a
sheet of paper, which is aligned by the side
lay gauge
side notes /sad nəυts/ plural noun
notes printed in the margin
side-sewing /sad səυŋ/, sidestitching noun a method of sewing a book
through the sides of the folded sheets, and
not at the fold. Also called McCain sewing
side sorts /sad sɔts/ plural noun pi
characters or special sorts
side stick /sad stk/ noun a piece of
wood placed along the side of the page
inside a forme
side wire binding /sad waə
bandŋ/, side wire stitching noun
binding by stapling through the sides of the
folded sheets
siding /sadŋ/ noun finishing a quarter
or half binding by glueing paper or cloth
over the boards, covering the edges of the
leather
sig abbreviation signature (informal) 쑗
There are plates wrapped round sigs 2 and
5.
sign /san/ noun a piece of wood, plastic
or metal with words or pictures on it giving
information 쐽 verb to write one’s signature
on a document 왍 to sign for to put your
signature on an official document to say
that you have received something 왍 to sign
in to write your name on a list to say that
you have arrived 왍 to sign on to agree to a
contract 왍 copies signed by the author,
signed by the illustrator copies of a book
with the signature of the author or illustrator in them
signatory /s"nət(ə)ri/ noun a person
who has the legal right to sign an official
document
signature /s"ntʃə/ noun 1. a way of
writing your name which is special to you
and can be recognised as yours by other
people 2. a special authentication code
such as a password which a user gives to
prove his or her identity before accessing a
system or before the execution of a task 3.
a sentence or paragraph used to end e-mail
messages and comments posted on the
Internet. Normally a signature should be
short – no more than four lines – and might
include a short advertisement for your
services and your e-mail address. 4. a
printed sheet, folded into 16, 32 or 64
pages. Abbr sig (NOTE: The folded set of
side lay

side notes

side-sewing

side sorts

side stick

side wire binding

siding

sig

sign

signatory

signature

printed pages is technically speaking a
‘section’, while the ‘signature’ is the identi-

Publishing.fm Page 244 Thursday, April 6, 2006 1:33 PM

signed limited edition

244

fying number or letter on it. However,
‘signature’ is commonly used to mean the
set of pages themselves.)
signed limited edition / sand
lmtd dʃ(ə)n/ noun a small number of
signed limited edition

|

copies of a book, specially bound and
numbered, with the author’s or illustrator’s
signature in them
signing session /sanŋ seʃ(ə)n/
noun same as book signing
sign language /san lŋ"wd/ noun
communication, or a system of communication, by gestures as opposed to written or
spoken language, especially the highly
developed system of hand signs used by or
to people who are hearing-impaired
silhouette / sluet/ noun an illustration
where the foreground is solid colour and
the background is white
silk-screen printing /slk skrin
prntŋ/ noun a printing process where a
design is inked through a fine material such
as silk or nylon, parts of which are covered
by a stencil to prevent the ink passing
through
Silurian /salυəriən/ noun a type of
paper where coloured fibre is added to the
stock, giving a spotted appearance
simili leather /smli leðə/ noun material which looks like leather
signing session

sign language

silhouette

|

silk-screen printing

Silurian

|

simili leather

Simple Mail Transfer Protocol
Simple Mail Transfer Protocol

/ smp(ə)l mel trnsf! prəυtəkɒl/
noun a standard protocol which allows

electronic mail messages to be transferred
from one system to another, normally used
as the method of transferring mail from
one Internet server to another or to send
mail from a computer to a server. Abbr
SMTP

simultaneous

editions

simultaneous editions

/ sm(ə)lteniəs dʃ(ə)nz/ plural noun
|

two or more different versions of a book
published at the same time, e.g. in different
languages
simultaneously
/ sm(ə)lteniəsli/
adverb happening at the same time 쑗 The
book was published simultaneously in
England and Australia.
singer sewing /sŋə səυŋ/ noun a
thread sewing through the spine of an
insetted book
single column / sŋ"(ə)l kɒləm/
adjective printed in one column
single-copy order / sŋ"(ə)l kɒpi
ɔdə/ noun an order for one copy of a
book, which may be uneconomical for a
simultaneously

|

singer sewing

single column

single-copy order

large warehouse and may have a surcharge
applied by the supplier
single inverted commas / sŋ"(ə)l
n v!td kɒməz/ plural noun same as
single density disk
single inverted commas

|

single quotation marks
single leaf / sŋ"(ə)l lif/ noun a cancel
single leaf

page consisting of one sheet of paper

single line display / sŋ"(ə)l lan ds
single line display

|

ple/ noun a small screen which displays a
single line of characters at a time
single line spacing / sŋ"(ə)l lan
spesŋ/ noun leaving no white lines
between lines of text
single quotation marks / sŋ"(ə)l
kwəυteʃ(ə)n mɑks/, single quotes
/sŋ"(ə)l kwəυtz/ plural noun printed
signs (‘ ’), used to show that a piece of text
has been quoted
single revolution printing / sŋ"(ə)l
revəluʃ(ə)n prntŋ/ noun a letterpress
process where the cylinder rotates and
prints one impression with every turn
single sheet feed / sŋ"(ə)l ʃit fid/
noun a device attached to a printer to allow
single sheets of paper to be used instead of
continuous stationery
sink /sŋk/ noun a hollow in the surface of
a printing plate
sinkage /snkd/ noun the amount of
drop in a chapter heading or other heading
sisal /sas(ə)l/ noun plant fibre, used to
make rope and also kraft paper
sit-down protest /st daυn prəυtest/
noun protest action by members of staff
who occupy their place of work and refuse
to leave
site licence /sat las(ə)ns/ noun an
official permit to an institution and its staff
to use particular software
sixteenmo /skstinməυ/ noun 1. a size
of page where the sheet of paper is folded
four times to give 32 pages 2. a book that is
printed in 32-page sections 3. an American
book size about 6 or 7 inches high 왘 abbr
single line spacing

single quotation marks

|

single revolution printing

single sheet feed

sink

sinkage

sisal

sit-down protest

site licence

sixteenmo

16mo

16mo abbreviation sixteenmo
64mo abbreviation sixty-fourmo
sixty-fourmo / siksti fɔməυ/ noun 1.
16mo

64mo

sixty-fourmo

a size of book page traditionally created by
folding a single sheet of standard-sized
printing paper six times, giving 64 leaves
or 128 pages 2. a book that is printed in
128-page sections 3. an American book
size about 3 inches high 왘 abbr 64mo
size /saz/ noun 1. the physical dimensions of something, which tell how big or
size
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small it is, usually indicated by its height
and width 2. a mixture of gelatine, alum
and formaldehyde used to coat paper
surfaces 쐽 verb to calculate the size of
something
COMMENT: Size is a mixture of resin and

aluminium sulphate, added to paper pulp to
make the paper stiff and less absorbent.
Surface sizing is now standard practice on
most paper and board. It increases surface
strength, water resistance, stability of the
dimensions of the paper, and gives a
smooth surface for printing.

sized paper /sazd pepə/ noun paper
with size added
sizing /sazŋ/ noun 1. the act of
reducing or enlarging a picture to fit 쑗
Photographs can be edited by cropping,
sizing, etc. 2. the process of coating paper
with size 3. the material used for coating
paper
sketch /sketʃ/ noun a rough drawing to
show how a finished illustration or design
should look 쑗 The designer brought in
some sketches for the new logo. 쐽 verb 1. to
make a rough drawing to show how something should look when finished 쑗 The
design director had to choose between
several sketches which the designers had
submitted. 2. to write a rough description
of something 쑗 The author sketched out the
plan of a series of cookery books.
sketch map /sketʃ mp/ noun a rough
map, not necessarily drawn exactly to scale
skid /skd/ noun US a flat wooden base
on which goods can be stacked for easy
handling by a fork-lift truck (NOTE: The UK
sized paper

sizing

sketch

sketch map

skid

term is pallet.)

skip /skp/ verb 1. to miss something out
skip

2. to decide deliberately not to do some-

thing or go somewhere

skip capability /skp kepəbləti/
skip capability

|

noun a feature of particular word proces-

sors to allow the user to jump backwards or
forwards by a quantity of text in a document
skiver /skavə/ noun leather made by
splitting a sheepskin, used as a cover material for de luxe books
slab /slb/ verb to finish the preparation
of an electrotype, by making the printing
surface even
slab serif / slb serf/ noun a typeface
where the serifs are thick straight lines
slack sheet /slk ʃit/ noun a situation
where the paper in a web press is not tight
enough
skiver

slab

slab serif

slack sheet

slip pages

slander /slɑndə/ noun an untrue
slander

spoken statement which damages a
person’s character 쐽 verb 왍 to slander
someone to damage somebody’s character
by saying untrue things about them
slash /slʃ/ noun an oblique stroke (/)
used in typing (NOTE: In printing it is more
often called a solidus.) 쐽 verb to cut or
reduce something sharply 쑗 Prices have
been slashed in all departments. 쑗 The
bank has been forced to slash interest
rates.
slashed zero / slʃd zərəυ/ noun a
printed sign (Ø) which puts an oblique
stroke through zero to distinguish it from
the letter O
sleeper /slipə/ noun a book which does
not sell well on publication, but which
suddenly starts to sell some time later
slew /slu/ noun rapid uncontrolled movement of paper in a printer when it is not
connected to the feeder
slice /slas/ noun an adjustable meter to
control the flow of the pulp onto the wet
end of the paper machine
slide /slad/ noun 1. a picture on positive
transparent photographic film mounted in
a frame 2. an individual computer screen
which can be produced as output in
different formats
slide film /slad flm/ noun same as
slash

slashed zero

sleeper

slew

slice

slide

slide film

reversal film
slide rule /slad rul/ noun a device, like
slide rule

a ruler with a sliding central part, which
allows rapid mathematical calculations
sliding royalty / sladŋ rɔəlti/ noun a
royalty where the percentage increases
with the number of copies sold
sliding scale of royalties / sladŋ
skel əv rɔəltiz/ noun a system where
the percentage royalty changes according
to the number of copies sold
slip /slp/ noun 1. a small piece of paper 2.
the end of a cord or tape used in binding by
being glued to the cover boards 3. a
mistake 쑗 He made a couple of slips in
laying out the tables.
slipcase /slpkes/ noun a card box for
an expensive book, which is open at one
side so that the spine of the book is visible
slip pages /slp pedz/, slip proofs
/prufs/ plural noun draft copies of text for
printing which are printed on separate
sheets of paper
sliding royalty

sliding scale of royalties

slip

slipcase

slip pages
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slip sheet /slp ʃit/ noun a piece of
paper placed between printed sheets to
prevent set-off
slip-up /slp p/ noun a small unintentional mistake
slit /slt/ verb to cut through a sheet of
paper or along a web of paper 왍 to slit on
press to cut a web lengthwise as it is going
through the press before the paper is folded
slitter /sltə/ noun a set of knives which
cut a printed sheet or a web of paper
slitter marks /sltə mɑks/ plural noun
marks in the centre of a sheet of paper,
showing where it has to be cut
sloped roman / sləυpt rəυmən/ noun
a form of italic found in dot-matrix
printers, where the characters are roman
and have been made to slope to the side by
the computer
slotted binding / slɒtd bandŋ/
noun same as notched binding
slug /sl"/ noun a line of metal type cast
in a casting machine in hot metal setting,
made in a Linotype or Intertype machine
slur /sl!/ noun a printing defect in letterpress, where the image is blurred, caused
by movement of the paper or forme
slush pile /slʃ pal/ noun unsolicited
manuscripts which are sent to publishers or
agents, and which may never be read
slush pulp /slʃ plp/ noun liquid pulp
which is pumped straight into the papermaking process
small ads /smɔl dz/ plural noun short
private advertisements in a newspaper
selling small items, asking for jobs, etc.
small capitals / smɔl kpt(ə)lz/,
small caps / smɔl kps/ plural noun
capital letters which are smaller than full
size
small office / home office / smɔl
ɒfs həυm ɒfs/ noun a type of business
which is likely to use desktop publishing
software and home printing / distribution
techniques. Full form of SOHO
small orders / smɔl ɔdəz/ plural
noun orders for small quantities of books
small order surcharge / smɔl ɔdə
s!tʃɑd/ noun an extra charge added by
some publishers to an order under a particular quantity or value
small pica / smɔ pakə/ noun an old
type size, similar to the modern 11 point
SMART /smɑt/ abbreviation an acronym
for the 5 main considerations when setting
objectives for a company, namely that they
slip sheet

slip-up

slit

slitter

slitter marks

sloped roman

slotted binding

slug

slur

slush pile

slush pulp

small ads

small capitals

small office / home office

small orders

small order surcharge

small pica

SMART

should be Specific, Measurable, Achievable, Realistic, and within a set Time limit
smart quotes /smɑt kwəυts/ plural
noun an feature in a word processing or
typesetting program which automatically
converts straight inverted commas into
quotation marks depending on their position in the text
smash /smʃ/ verb 1. to do much better
than a previous record 쑗 to smash all
production records 쑗 Sales have smashed
all records for the first half of the year. 2. to
press a folded signature before binding, so
that it takes less room
smashing /smʃŋ/ noun US the
process of crushing or pressing a sewn
book so as to remove air from between the
pages, either before or after binding (NOTE:
smart quotes

smash

smashing

The UK term is nipping.)
smooth scroll / smuð skrəυl/ noun
smooth scroll

text that is moved up a screen pixel by pixel
rather than line by line, which gives a
smoother movement
SMS / es em es/ noun a service that
allows short text messages to be sent, e.g.
between mobile phones and pagers. Full
form short message service, short
SMS

messaging service

SMTP abbreviation Simple Mail Transfer
SMTP

Protocol

smudge /smd/ noun an unwanted dark
smudge

mark made by rubbing ink 쐽 verb to make
a mark by rubbing ink which has been
printed
smudge-proof ink /smd pruf ŋk/
noun ink which cannot smudge
snail mail /snel mel/ noun mail sent
through the postal service, as distinct from
faster electronic mail. Also called p-mail
SOAT /səυt/ abbreviation surface oil
absorption time
soda pulp /səυdə plp/ noun paper
pulp made from wood chips cooked in
caustic soda
soft /sɒft/ adjective not hard
softback /sɒftbk/ noun PUBL same as
paperback 쐽 adjective same as papersmudge-proof ink

snail mail

SOAT

soda pulp

soft

softback

back

soft binding / sɒft bandŋ/ adjective
soft binding

paper-covered

soft copy / sɒft kɒpi/ noun text on
soft copy

screen as opposed to hard copy printed on
paper
softcover /sɒftkvə/ noun PUBL same
as paperback 쐽 adjective same as papersoftcover

back
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soft currency / sɒft krənsi/ noun the
currency of a country with a weak
economy, which is cheap to buy and difficult to exchange for other currencies
soft dot / sɒft dɒt/ noun a halftone dot
which is less dense round the edge than in
the centre
soft-focus lens / sɒft fəυkəs lenz/
noun a lens which deliberately does not
focus correctly
soft-focus shot / sɒft fəυkəs ʃɒt/
noun a photographic picture where the
focus is deliberately not correct, so as to
give a blurred effect
soft font / sɒft fɒnt/ noun a font or
typeface stored on a disk, which can be
downloaded or sent to a printer and stored
in temporary memory or RAM
soft hyphen / sɒft haf(ə)n/ noun a
hyphen which is inserted when a word is
split at the end of a line in word-processed
text, but is not present when the word is
written normally. 쒁 hard hyphen
soft loan / sɒft ləυn/ noun a loan from
a company to an employee or from a
government to another government, at very
low or nil interest
soft mechanical / sɒft mknk(ə)l/
noun a paste-up of text and illustrations
made using page layout software, ready for
printing. Compare hard mechanical
soft pencil / sɒft pens(ə)l/ noun a
pencil with a soft lead making dense black
lines
soft sell / sɒft sel/ noun the action of
persuading people to buy by encouraging
them, but not forcing them to do so
software /sɒftweə/ noun computer
programs which instruct the hardware
what to do
software development /sɒftweə d
veləpmənt/ noun the process of writing
programs to implement an original idea
software documentation /sɒftweə
dɒkjυmenteʃ(ə)n/ noun instruction
manuals which explain how to install and
use computer programs
software house /sɒftweə haυs/ noun
a company that develops and sells
computer programs
software licence /sɒftweə las(ə)ns/
noun a contract between the producer and
the purchaser of software about the use and
copying of the program
software package /sɒftweə pkd/
noun a complete set of instruction manuals
soft currency

soft dot

soft-focus lens

soft-focus shot

soft font

soft hyphen

soft loan

soft mechanical

|

soft pencil

soft sell

software

software development

|

software documentation

software house

software licence

software package

solidus

and installation disks which enable a
program to be used
software piracy /sɒftweə parəsi/
noun the illegal copying of software
‘Software piracy is one of the copyright
sins. With many computer users in the
habit of downloading music and films
from the internet for free, cyber criminals
are increasingly pushing pirated
programs at a hungry audience… we
have twice as many applications on our
PCs today than we did three years ago.’
[The Guardian]
software specification /sɒftweə
spesfkeʃ(ə)n/ noun detailed information about a piece of software’s abilities,
functions and methods
software system /sɒftweə sstəm/
noun all the programs required for one or
more tasks
softwood /sɒftwυd/ noun wood from
conifers used in papermaking
SOHO /səυhəυ/ abbreviation full form
software piracy

software specification

software system

softwood

SOHO

small office / home office
soiled copy /sɔld kɒpi/ noun a copy
soiled copy

of a book that has been made dirty in a
shop or warehouse
sole agency / səυl edənsi/ noun an
agreement to be the only person or
company allowed to represent a company
or to sell a product in a particular area
sole agent / səυl edənt/ noun a
person who has the sole agency for a
company in an area
sole distributor / səυl dstrbjυtə/
noun a retailer who is the only one in an
area who is allowed by the manufacturer to
sell a particular product
sole owner / səυl əυnə/ noun a person
who owns a business on their own, with no
partners
sole trader / səυl tredə/ noun a person
who runs a business on their own but has
not registered it as a company
solid /sɒld/ adjective, adverb 1. set with
no spaces between the lines 쑗 This block of
text has been set solid. 2. 100% colour,
without any tints 쐽 adjective 왍 cover
drawn on solid cover glued onto endpapers
solid matter /sɒld mtə/, solid type
noun text without any leading between the
lines 쑗 The index is set in 7point solid.
solidus /sɒldəs/ noun an oblique stroke
used in printing (/)
sole agency

sole agent

sole distributor

|

sole owner

sole trader

solid

solid matter

solidus
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solus /səυləs/, solus advertisement
noun an advertisement which does not
solus

appear near other advertisements for
similar products
sort /sɔt/ verb to put things in order 쑗
The data can be sorted by name or number.
SORT /sɔt/ abbreviation surface oil
resistance time
sorts /sɔts/ plural noun different pieces
of metal type
source /sɔs/ noun the place where
something originally comes from
space /spes/ noun a gap or empty place
intended for the storage of data 쐽 verb to
arrange things with regular gaps in
between them
space bands /spes bndz/ plural
noun metal wedges which are inserted
between words in the Linotype slug and
expand to fill out the correct line width
space bar /spes bɑ/, space key noun
a long bar at the bottom of a keyboard on a
typewriter or computer which makes a
single space into the text when pressed
space dots /spes dɒts/ plural noun a
row of dots showing that a space is left
blank, used in tabular work, price lists or
catalogues
spaced-out line / spest aυt lan/
noun a line with wide spaces to make it
justify without the need for hyphenation
space mark /spes mɑk/ noun a proofreader’s mark showing that a space is
needed
space out / spes aυt/ verb to leave
large spaces between characters 쑗 The
company name is written in spaced-out
letters.
spacing /spesŋ/ noun the way in
which gaps are inserted 쑗 The spacing of
words on that line is rather uneven.
spacing material /spesŋ mə təriəl/
noun pieces of metal used for spacing
between letters, words or lines
special character / speʃ(ə)l krktə/
noun a character which is not a normal one
in a particular font, such as a particular
accent or a symbol
special colour / speʃ(ə)l klə/ noun a
printing colour other than one of the four
process colours
specialist /speʃəlst/ noun an expert in
one particular area of knowledge or skill
specialist bookshop / speʃəlst
bυkʃɒp/ noun a bookshop that specialises
in one type of book
sort

SORT

sorts

source

space

space bands

space bar

space dots

spaced-out line

space mark

space out

spacing

spacing material

|

special character

special colour

specialist

specialist bookshop

special order / speʃ(ə)l ɔdə/ noun an
order which is different or more important
than other orders 쑗 We have had a special
order from Canada for 5,000 copies of the
new title, but the Canadian publisher
insists on having his own title page.
special sale / speʃ(ə)l sel/ plural noun
the sale of books by a publisher as a oneoff deal, not going through the normal
agents
special sorts /speʃ(ə)l sɔts/ plural
noun same as pi characters
specifications
/ spesfkeʃ(ə)nz/
plural noun detailed instructions about
work to be done or products to be supplied
special order

special sale

special sorts

specifications

|

COMMENT: A book specification is either the

details of the book (unit price, royalty terms,
quantity printed, etc.) which a publisher
uses to work out the selling price, or the
instructions which a publisher gives to a
printer on typeface, paper quality, format,
etc.

specify /spesfa/ verb to state in detail
what is required
specimen /spesmn/ noun 1. a small
example of something which gives an idea
of what the whole thing will look like 2.
one example of a species which shows
what they all look like
specimen pages / spesmn pedz/
plural noun printed pages produced by the
printer for the publisher to show the
proposed type style
spectrophotometer
/ spektrəυfə
tɒmtə/ noun an instrument used to
measure colour by giving a wavelength-bywavelength analysis of the light reflected
from the surface
spectrum /spektrəm/ noun a range of
attributes or colours
speculate /spekjυlet/ verb to form a
conjecture on the basis of incomplete facts
or information
speculation / spekjυleʃ(ə)n/ noun 1.
a conclusion, theory or opinion based on
incomplete facts or information 2.
reasoning based on incomplete facts or
information
speed /spid/ noun 1. the rate at which
something moves 2. a measure of the sensitivity of a photographic material to light 쑗
High speed film is very sensitive to light.
speed-read /spid rid/ verb to read
something very fast using a learned technique of skimming the text
specify

specimen

specimen pages

spectrophotometer

|

spectrum

speculate

speculation

|

speed

speed-read
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speed up / spid p/ verb to make
speed up

something go faster 쑗 We are aiming to
speed up our delivery times.
spell /spel/ verb to indicate the letters
which make up a word
spellcheck /speltʃek/ verb to check the
spelling in a text by comparing it with a
dictionary held in the computer
spellchecker /speltʃekə/, spelling
checker /spelŋ tʃekə/ noun 1. a
program which looks at the words of a text
in a computer, checks them against a
dictionary of correctly spelled words, and
indicates the words that are incorrect 2. a
dictionary of correctly spelled words, held
in a computer, and used to check the
spelling of a text
spelling /spelŋ/ noun the way in which
words are spelled 쑗 The book is printed in
American spelling.
spike /spak/ verb to refuse to print a
news story. Compare kill
spine /span/ noun the edge of a book
which is all that can be seen when a book
is upright on a shelf 왍 to display a book
spine out to put a book on the bookshop
shelf with the spine outwards. This is less
eye-catching than face out, where the
whole of the front cover is seen. Compare
spell

spellcheck

spellchecker

spelling

spike

spine

to display a book face out
spine brass /span brɑs/ noun a
spine brass

stamp with the words to be used on a spine

spine lettering /span let(ə)rŋ/ noun
spine lettering

the printing of the title and other details on
the spine of a book
spinner /spnə/ noun a display rack for
books, which turns round
spin off / spn ɒf/ verb to develop other
products from an existing product 쑗 They
are planning to spin off a series of information booklets from their encyclopedia database.
spinoff /spnɒf/ noun a useful product
developed as a secondary item from a main
product 쑗 The books are spinoffs from a
successful children’s TV series.
spiral binding /sparəl bandŋ/ noun
a type of binding for collections of papers
which uses a coiled wire inserted into
specially punched holes
spiral bound book / sparəl baυnd
bυk/ noun a book in a spiral binding
spiral roller /sparəl rəυlə/ noun an
inking roller with a spiral groove running
round it, allowing ink to be spread evenly
over the plate
spinner

spin off

spinoff

spiral binding

spiral bound book

spiral roller

spot

splice /splas/ verb to join two pieces of
magnetic tape or film together
split boards /splt bɔdz/ plural noun
binding boards which are split to take the
edge of a waste sheet and tapes in hardbound books
split duct /splt dkt/, split fountain
noun the division of the ink duct to allow
two colours to be printed on different parts
of the sheet at the same time
split fraction / splt frkʃən/ noun a
fraction which has to be created by the
typesetter, using superior and inferior
figures separated by a dash, because it is
not common enough to appear in standard
typefaces
split screen /splt skrin/ noun a
system where more than one text can
appear on a screen at the same time, such
as the text being worked on and a second
text which can be called up for reference
spoil /spɔl/ verb to ruin something or to
make something bad 쑗 Half the shipment
was spoiled by water. 쑗 The company’s
results were spoiled by a disastrous last
quarter.
spoilage /spɔld/ noun 1. paper or
binding material wasted as a book is being
printed (NOTE: The US term is makeover.)
2. the wasting of material during printing
3. an allowance of extra material to allow
for wastage on the machine 쑗 We have
allowed an extra 10% of paper for
spoilage.
spoils /spɔlz/ plural noun sheets which
are badly printed at the beginning of a run
and are waste
sponsor /spɒnsə/ noun a person or
organisation that pays all or part of the
expenses for an event or period of study 쐽
verb to pay to support an activity or person
sponsored book / spɒnsəd bυk/
noun a book that has been published with
money from a sponsor
sponsoring editor /spɒnsərŋ edtə/
noun an editor at a publishing house who is
responsible for building a list by acquiring
titles from packagers or from other
publishers
sponsorship /spɒnsəʃp/ noun the act
of sponsoring something or somebody 쑗
Government sponsorship of overseas
selling missions.
spot /spɒt/ noun a round mark
splice

split boards

split duct

split fraction

split screen

spoil

spoilage

spoils

sponsor

sponsored book

sponsoring editor

sponsorship

spot
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spot colour /spɒt klə/ noun the use
of small areas of colour on a page, as for
headings or small diagrams
spotting /spulŋ/ noun the act of
retouching or covering up marks on
artwork or film before printing
spot varnish /spɒt vɑnʃ/ noun the
use of small areas of varnish on a jacket or
cover, to make it look more attractive or
interesting
spray /spre/ noun liquid in the form of
small drops, such as the substance put onto
newly-printed sheets to avoid set-off
spray adhesive /spre əd hisv/ noun
glue in an aerosol can, which is used for
pasting up artwork and allows the designer
to reposition the artwork if necessary
spread /spred/ noun 1. two facing pages
in a book or magazine, which are treated as
a single item and designed together 2. the
tendency of ink to creep outwards by
absorption into the paper 쐽 verb to thicken
the lines of an image to make them reproduce better
spreadsheet /spredʃit/ noun a
computer program that allows the calculation of numbers in both columns and rows
spring-back /sprŋ bk/ noun 1. a
tendency of a flat sheet to go back to its
original flat shape after being folded 2. a
binding for account books and other bound
stationery which allows the pages to lie flat
when open
sprinkled edge /sprŋk(ə)ld ed/
noun the edge of a book which has been
sprayed with splashes of ink for decoration
spur /sp!/ noun a little line running sideways from the rounded bowl of a letter ‘g’
or up from the loop of an ‘f’
square /skweə/ noun 1. a shape with
four equal sides and four right angles 쑗
Graph paper is drawn with a series of
small squares. 2. a way of measuring area,
by multiplying the length by the width 쑗
Paper weight is measured in grammes per
square metre. 쐽 verb 왍 to square corrections to add in text in order to balance
deleted text, thus avoiding remake-up of
pages 왍 to square up illustrations to
adjust illustrations by cropping or
airbrushing to make them level and rectangular
square back /skweə bk/ adjective
relating to a style of binding where the
spine is flat
spot colour

spotting

spot varnish

spray

spray adhesive

|

spread

spreadsheet

square bracket / skweə brkt/ noun
square bracket

either of a pair of symbols, [ ], used in
keying, printing and writing especially to
indicate the insertion of special commentary, e.g. that made by an editor
squared paper / skweəd pepə/ noun
paper printed with a series of small squares
square measure / skweə meə/ noun
area in square feet or metres, calculated by
multiplying width and length
squares /skweəz/ plural noun the
projection of the boards of a cased book
beyond the size of the trimmed page,
usually by about 3mm
square serif / skweə serf/ noun a
typeface where the serifs are straight and
thicker than other strokes
squash /skwɒʃ/ noun the spread of ink
beyond the correct image area
squeegee /skwidi/ noun a rubber
sponge for spreading ink through the
screen in screen process printing
SRA sizes plural noun sizes of stock
sheets of printing paper for printing bled
work
squared paper

square measure

squares

square serif

squash

squeegee

SRA sizes

COMMENT: There are three SRA sizes:

SRA0 (900 x 1280mm), SRA1 (640 x
900mm) and SRA2 (450 x 640mm); see
also RA sizes, which are slightly smaller.

spring-back

sprinkled edge

spur

square

square back

s/s abbreviation same size
SSL abbreviation Secure Sockets Layer
stab /stb/ noun a number of people
s/s

SSL

stab

working in a company. Full form establishment

stabbing /stbŋ/, stab-stitching noun
stabbing

a method of sewing a very thick book with
wire through the sides of the folded sheets,
and not at the fold
stack /stk/ noun 1. a pile of things one
on top of another 쑗 a stack of order forms
2. a large and ordered collection of books
kept in another area for reference 쐽 verb to
pile things on top of each other 쑗 The
binder’s boxes are stacked in the warehouse.
stacking /stkŋ/ noun 1. the act of
piling items up one on top of the other 2.
metal or wooden shelves for storing large
quantities of books or paper in a warehouse
staff /stɑf/ noun permanent employees
staff writer /stɑf ratə/, staffer
/stɑfə/ noun a reporter employed fulltime on a newspaper
stage /sted/ noun one step in a process
stain /sten/ noun a permanent colour
mark 쑗 The MS was covered with round
stack

stacking

staff

staff writer

stage

stain
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stains from coffee cups. 쐽 verb to give the
edges of pages a permanent colour 쑗 The
tops of the pages are stained blue.
stamp /stmp/ noun something which
marks another object to show that it has
been processed 쐽 verb to use a rubber
stamp to mark something 쑗 The books are
stamped with the date for return.
stamp duty /stmp djuti/ noun a tax
on legal documents, such as the conveyance of a property to a new owner
stamping /stmpŋ/ noun the making
of a design on the cover of a book, using
gold leaf or ink
stamping die /stmpŋ da/ noun a
metal stamp for blocking the case of a book
stamp pad /stmp pd/ noun a soft
pad of cloth with ink on which a stamp is
pressed before marking the paper
stand /stnd/ noun an arrangement of
shelves, tables or boards at an exhibition
for showing a company’s products
standard /stndəd/ noun a level by
which people or the quality of work can be
judged 쐽 adjective normal or usual 쑗 They
received the standard letter of reply just
like everyone else.
standard agreement / stndəd ə
"rimənt/, standard contract / stndəd
kɒntrkt/ noun a normal printed contract
form
Standard Book Number / stndəd
bυk nmbə/ noun an older form of the
International Standard Book Number.
Abbr SBN
standardisation
/ stndəda
zeʃ(ə)n/, standardization noun the
process of making sure that everything fits
a standard or is produced in the same way
쑗 standardization of cover design in a
series
standardise /stndədaz/, standardize verb to make sure that everything
conforms to the same standard
standard letter / stndəd letə/ noun a
letter which is sent to several different
addresses without any change in the text
standard of living / stndəd əv
lvŋ/ noun the quality of personal home
life, e.g. the amount of food or clothes
bought, the size of the family car, money
spent on leisure activities. Also called
stamp

stamp duty

stamping

stamping die

stamp pad

stand

standard

standard agreement

|

Standard Book Number

standardisation

|

standardise

standard letter

standard of living

living standards

standard page / stndəd ped/ noun
standard page

the largest page size that can be printed on
a press

state publishing

standing element /stndŋ elmənt/
noun an element of a page layout which
standing element

remains the same on every page, giving a
publication consistency
standing order / stndŋ ɔdə/ noun
1. a regular order for each edition of a
serial or annual publication 2. an instruction to your bank to pay a fixed regular
amount of money to a named person or
organisation
standing type /stndŋ tap/ noun
pages of a book in metal type which are
kept by the printer in case a reprint is
needed, and for which the publisher pays
rent
staple /step(ə)l/ noun a small bent
piece of metal which is forced into papers
to hold them together 쐽 verb to join papers
together using a stapler 왍 to staple papers
together to attach papers with staples 쑗 He
could not take away separate pages,
because the documents were stapled
together.
stapler /steplə/ noun a tool used to
force staples through papers or other materials to hold them together
star /stɑ/ noun same as asterisk 쐽 verb
same as asterisk
starred /stɑd/ adjective with a star
printed or written on it 쑗 The starred paragraphs are to be indented.
star signature /stɑ s"ntʃə/,
starred signature noun a signature with a
signature mark followed by a star, showing
that it has to be bound as an insert inside
another section
start page /stɑt ped/ noun the
webpage to which a visitor to a website is
automatically taken first, or the page to
which a user is automatically taken first
whenever he or she goes online
statement /stetmənt/ noun a formal
or official account of events
statement of account / stetmənt əv
əkaυnt/ noun a list of invoices and credits
and debits sent by a supplier to a customer
at the end of each month
statement of expenses / stetmənt
əv kspensz/ noun a detailed list of
money spent
state-of-the-art / stet əv ði ɑt/
adjective as technically advanced as
possible
state publishing / stet pblʃŋ/
noun publishing which is organised by a
government
standing order

standing type

staple

stapler

star

starred

star signature

start page

statement

statement of account

|

statement of expenses

|

state-of-the-art

state publishing
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station /steʃ(ə)n/ noun a point in a
station

network at which work can be input to the
main system
stationery /steʃ(ə)n(ə)ri/ noun paper
equipment in an office, e.g. envelopes and
writing paper
stationery binding /steʃ(ə)n(ə)ri
bandŋ/ noun a binding style which is
used for books that are to be written in, and
therefore must lie flat when open
statute /sttʃut/ noun a regulation or
law
statute book /sttʃut bυk/ noun a list
of laws passed by parliament
statutory /sttʃυt(ə)ri/ adjective fixed
by law
stationery

stationery binding

statute

statute book

statutory

statutory

deposit

statutory deposit copy

copy

/ sttʃυt(ə)ri dpɒzt

kɒpi/ noun a
copy of a book or other publication which
has to be deposited with a national library
according to law
stay of execution / ste əv eks
kjuʃ(ə)n/ noun a temporary stopping of a
legal order 쑗 The court granted the
company a two-week stay of execution.
steel engraving / stil n"revŋ/
noun an engraved plate, used for printing
delicate designs such as banknotes
stem /stem/ noun 1. a vertical main part
of a printed letter 2. the main part of a piece
of metal type
stencil /stensəl/ noun a template of
shapes or letters which can be used to
produce a design or written information
stencilled /stensəld/ adjective relating
to copies made with a stencil
step /step/ noun one of a series of stages
used to accomplish a task 쐽 verb to cut
something in steps
step and repeat / step ən rpit/ noun
a method of taking a single image and
repeating it many times on a sheet of paper,
used e.g. when printing stamps
step index /step ndeks/ noun an
index where the outside margin of the book
is cut away in a series of steps down the
page, each step being marked with a tag
and a letter of the alphabet, often used for
address books. Also called cut-in index
stereo
/steriəυ/,
stereotype
/steriətap/ noun a duplicate printing
plate, cast in metal or plastic from a mould
taken from metal type
stet phrase an instruction to a printer to
leave something without making any
corrections which have been instructed
|

stay of execution

|

steel engraving

|

stem

stencil

stencilled

step

step and repeat

|

step index

stereo

stet

(NOTE: From the Latin word meaning ‘let it
stand’.) 쐽 verb to ignore a correction in text

He phoned the printer to tell him to stet
the correction on the last page of proofs.

쑗

COMMENT: When instructing the compositor

not to change a typeset text, the part to be
left without changes is underlined with a
dotted line and the word ‘stet’ is written in
the margin (nowadays, a tick is also used).

stick /stk/ verb to attach something with
stick

glue or other adhesive 쑗 to stick a stamp on
a letter 쑗 They stuck a poster on the door.
sticker /stkə/ noun a small piece of
gummed paper or plastic to be stuck on
something as an advertisement or to indicate a price 쐽 verb to put a price sticker on
an article for sale 쑗 We had to sticker all the
stock. 쒁 resticker
stick-up initial /stk p  nʃ(ə)l/ noun
an initial letter set in a larger size than the
rest of the text, the letter being on the base
line and rising above the ascender line
sticky /stki/ adjective referring to a
website that attracts visitors, especially
one that keeps them interested for a long
time
stiff /stf/ adjective hard or not bending
easily
stiff cover / stf kvə/ noun a cased
cover, or a cover in thick boards, as
opposed to a limp cover
stiffener /stf(ə)nə/ noun a strip of thin
card glued to the inside of a cloth spine to
make it stiff
stiff leaf /stf lif/ noun a piece of paper
that has been strengthened by having
another leaf pasted onto it
still /stl/ noun one single frame from a
video or film
stillage /stld/ noun a flat wooden
base on which goods can be stacked for
easy handling by a fork-lift truck
stipple /stp(ə)l/ noun a pattern of irregular dots to produce a tone 쐽 verb to put a
pattern of coloured dots on paper
sticker

stick-up initial

|

sticky

stiff

stiff cover

stiffener

stiff leaf

still

stillage

stipple

COMMENT:

Stippling involves making
irregular patterns of dots or patches of
colour, as opposed to marbling which
involves irregular swirling patterns of lines
of colour.

endpapers /stp(ə)ld
endpepəz/ plural noun endpapers decorated with a pattern of colours
stipulate /stpjυlet/ verb to demand
that a condition be put into a contract 쑗 to
stipulate that the contract should run for
five years 쑗 to pay the stipulated charges 쑗
The company failed to pay on the date stipstippled
stippled endpapers

stipulate
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ulated in the contract. 쑗 The contract stipulates that the author is liable for libel
costs.
stipulation / stpjυleʃ(ə)n/ noun a
condition in a contract
stitch /sttʃ/ verb to bind the pages of a
book, pamphlet or other publication with
thread or staples
stitcher /sttʃə/ noun a machine for
stitching pages together
stitching /sttʃŋ/ noun the act of
attaching pages together with wire or
thread
STM abbreviation scientific, technical and
medical
stochastic screening /stə kstk
skrinŋ/ noun a method of printing a
photograph or illustration by breaking the
image up into a random series of dots,
which when printed merge into a continuous tone. Also called FM screening
stock /stɒk/ noun the total quantity of
items available for use or sale 왍 in stock,
out of stock available or not available in
the warehouse or shop 쑗 We hold 2,000
titles in stock. 쑗 The title went out of stock
just before Christmas but came back into
stock in the first week of January. 쑗 We are
out of stock of this series. 쐽 verb to hold
goods for sale in a warehouse or shop 쑗
The wholesaler stocks 2,000 titles.
stock chest /stɒk tʃest/ noun a
container in which stock is kept before it is
drawn off into the papermaking machine
stock code /stɒk kəυd/ noun numbers
and letters which refer to an item of stock
stock control /stɒk kən trəυl/ noun
the process of keeping records of how
much stock is bought and sold
stock controller /stɒk kən trəυlə/
noun a person who notes movements of
stock
stock depreciation /stɒk dpriʃi
eʃ(ə)n/ noun a reduction in the value of
stock which is held in a warehouse for
some time
stipulation

|

stitch

stitcher

stitching

STM

stochastic screening

|

stock

stock chest

stock code

stock control

|

stock controller

|

stock depreciation

|

COMMENT: Stock depreciation is calculated

by the publisher according to a system
agreed with the company’s auditors. Stock
is generally depreciated according to its
saleability: a reference book or popular
classic which might continue to have a
steady sale over a period of years may not
be depreciated at all. On the other hand, a
topical book (such as one on the current
Olympic Games) may be written off
completely, since it will not sell at all once
the event it commemorates has passed.
The effect of depreciation is to lower the

stock up
profit in the current year, and (if the book
continues to sell) to increase the profit in the
following year. Depreciated stock can be
sold to remainder merchants.

stock figures /stɒk f"əz/ plural noun
stock figures

details of how many goods are in a warehouse or shop on a particular date
stocking filler /stɒkŋ flə/ noun a
small item such as a small format book,
which can be used to put into a Christmas
stocking
stock in hand / stɒk n hnd/ noun
the stock held in a shop or warehouse
stock-in-trade / stɒk n tred/ noun
goods held by a business for sale
stockist /stɒkst/ noun a person or shop
which stocks a particular item
stock level /stɒk lev(ə)l/ noun a quantity of goods kept in stock 쑗 We try to keep
stock levels low during the summer.
stocklist /stɒklst/ noun a list of items
carried in stock
stock paper /stɒk pepə/ noun paper
which a printer always carries in stock
stock report /stɒk r pɔt/ noun a
computer printout showing the number of
copies or items in stock
stock return /stɒk r t!n/ noun details
which a printer supplies to a publisher
showing the stocks held of books or printed
sheets
stockroom /stɒkrum/ noun a room
where items that are not immediately
needed are stored
stock size /stɒk saz/ noun the normal
size of something 쑗 The book is in an odd
format and needs a non-stock size paper
which had to be ordered in.
stocktaking /stɒktekŋ/ noun the
process of checking the amount of available stock against records
stocktaking sale /stɒktekŋ sel/
noun a sale of goods cheaply to clear a
warehouse before stocktaking
stock turn /stɒk t!n/ noun the total
value of stocks sold in a year divided by the
average value of goods in stock 쑗 The
company has a stock turn of 6.7.
stock turnover / stɒk t!nəυvə/ noun
the total value of stock sold in a year
divided by the average value of goods held
in stock
stock up / stɒk p/ verb to buy supplies
of something which will be needed in the
future 쑗 They stocked up with computer
paper.
stocking filler

stock in hand

stock-in-trade

stockist

stock level

stocklist

stock paper

stock report

|

stock return

|

stockroom

stock size

stocktaking

stocktaking sale

stock turn

stock turnover

stock up
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stock valuation / stɒk vljueʃ(ə)n/
stock valuation

|

noun the process of estimating the value of

stock at the end of an accounting period
stone /stəυn/ noun 1. a flat surface,
usually metal, on which the pages of metal
type are made up into formes 2. a hard
mineral surface formerly used in lithography
stone engraving /stəυn n "revŋ/
noun an engraving of a lithographic stone
stone hand /stəυn hnd/, stoneman
noun a person who imposes pages
stone proofs /stəυn prufs/ plural
noun US final proofs which are run off just
before the printing run starts
stop /stɒp/ noun 1. the end of an action 2.
the point where a line ends, or where it
meets another line at right angles 쐽 verb to
cause something not to move any more
stop cylinder /stɒp slndə/ noun a
letterpress cylinder which rotates once to
print a sheet, then prints the next sheet after
the bed has returned to its place
stop out / stɒp aυt/ verb to paint out
parts of a negative to make sure they will
be etched when blocks are being made
stopped heading / stɒpt hedŋ/ noun
a heading which runs across the top of
columns in an account book, the vertical
rules ending where they meet the heading
stop press /stɒp pres/ noun a small
section in a newspaper, reserved for very
late items of news
storage /stɔrd/ noun 1. the process
of placing or keeping goods in a store 2. a
place for storing things 3. money charged
for keeping goods in a store
storage capacity /stɔrd kə psti/
noun space available for storage
storage facilities /stɔrd fə sltiz/
plural noun room or space in which to store
items
storage unit /stɔrd junt/ noun a
device attached to a computer for storing
information on disk or tape
store /stɔ/ noun a place where items can
be kept until needed 쐽 verb to place items
into safe keeping
store and forward / stɔ ən fəɔwəd/
noun a communications system that stores
a number of messages before retransmitting them
storekeeper /stɔkipə/, storeman
/stɔmən/ noun a person in charge of a
storeroom
stone

stone engraving

|

stone hand

stone proofs

stop

stop cylinder

stop out

stopped heading

stop press

storage

storage capacity

|

storage facilities

|

storage unit

store

store and forward

storekeeper

storeroom /stɔrum/ noun a room
where stock can be kept, e.g. a small warehouse attached to a factory
story /stɔri/ noun a narrative tale
storyboard /stɔribɔd/ noun a planning document used by producers of
broadcast programmes
storyline /stɔrilan/ noun a rough
description of the story of a sequence of
photographs or other illustrations
straight edge /stret ed/ noun a paper
edge which is cut straight
straight matter /stret mtə/,
straight text noun text which is continuous, with no changes of layout 쑗 The MS
is 105 pages of straight text.
straight run /stret rn/ noun printing
on a press with no changes of plate
strain /stren/ verb to remove impurities
or solid matter from a liquid by passing it
through a mesh
strainer /strenə/ noun a metal
container through which paper pulp is
passed to remove impurities
strawboard /strɔbɔd/ noun board
used for cheap cased bindings, made from
straw
stream /strim/ noun a mass of things
such as people or traffic, all going in the
same direction 왍 to come on stream to
start production
streamer /strimə/ noun 1. a device for
attaching a tape storage unit to a computer
2. a large headline running across a page of
a newspaper 3. a long strip of paper or
ribbon, used for publicity purposes or as a
decoration
stream feeder /strim fidə/ noun a
device for moving sheets of paper into the
press, each sheet slightly overlapping the
next
streaming /strimŋ/ noun the reading
of data from a storage device in one continuous operation, without processor intervention
street /strit/ noun same as river
street directory /strit da rekt(ə)ri/
noun a list of people living in a street, or a
map of a town which lists all the streets in
alphabetical order in an index
street plan /strit pln/ noun a map of
the streets in a particular town. Also called
storeroom

story

storyboard

storyline

straight edge

straight matter

straight run

strain

strainer

strawboard

stream

streamer

stream feeder

streaming

street

street directory

|

street plan

town plan

stress marks /stres mɑks/ plural
stress marks

noun small marks which indicate where

the stress falls on a word, used in phonetics
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strike /strak/ verb 1. to hit something 쑗

sub-editor

stuff /stf/ verb to put papers into enve-

strike

stuff

The printing head strikes the ribbon and
the paper at the same time. 2. to make a
matrix for casting type, by hitting the blank
metal with a punch
strike out /strak aυt/ verb to cross out
a word or text
strike-through /strak θru/ noun ink
which seeps through paper and is visible
on the other side of the page. Compare

lopes 쑗 We pay casual employees £6 an
hour for stuffing envelopes.
stuffer /stfə/ noun 1. advertising paper
to be put in an envelope for mailing 2.
ingredients for making paper
style /stal/ noun the way in which a
particular writer or editor uses words,
sentences and layout to produce a recognisable publication
style manual /stal mnjυəl/ noun a
book or notes prepared to show the details
of the house style of a publisher or printer
style sheet /stal ʃit/ noun a printed
sheet, listing all the rules of house style for
a publishing company or for contributors
to a magazine, which has to be followed by
authors and editors
stylus /staləs/ noun a small pointed
object which is used in computer graphics
to direct the cursor
sub /sb/ noun wages paid in advance 쐽
verb to sub-edit a text
sub- /sb/ prefix combining with nouns to
give the meaning of less important
sub-agency /sb edənsi/ noun a
small agency which is part of a large
agency
sub-agent /sb edənt/ noun a
person who is in charge of a sub-agency
subbing noun the editing of a manuscript
before it is sent for typesetting
subdivision /sbdv(ə)n/ noun a
section of a text within a division
subdomain name / sbdəmen
nem/ noun 1. a second level of Internet
domain names created by the administrator
of the domain 2. a subdivision of the twoletter country domain names into two- or
three-letter organisational subdomains,
e.g. ‘ac.uk’ for United Kingdom academic
sites and ‘com.au’ for Australian commercial sites.
sub-edit / sb edt/ verb to read, mark
and correct a manuscript text, so that it fits
house style, making sure that the facts in it
are correct, that the illustrations are
obtained and are correctly referred to in the
text, that the index and page numbers are
correct, etc. 쑗 The sub-editing of the MS
will take about four weeks.
sub-editor /sbedtə/ noun a person
who corrects and checks articles in a newspaper before they are printed

strike out

strike-through

show-through
stringer /strŋə/ noun a journalist who
stringer

works freelance for a newspaper, paid by
the article, covering events in a particular
town or country
strip /strp/ noun a narrow piece of paper
or film 쐽 verb to remove something 쑗 They
stripped the covers off the book and
replaced them with new ones.
strip cartoon /strp kɑ tun/ noun a
series of humorous drawings telling a story
strip in / strp n/ verb to insert a small
patch of paper or film in a hole cut in the
main sheet of paper or film 쑗 The corrections to the text have been stripped in on
the film.
stripping /strpŋ/ noun an imposition
for offset printing, by making film up into
imposed pages, sticking the pieces of negative or positive film onto backing, ready for
filming
stripping-film /strpŋ flm/ noun a
very thin film used for making corrections
stripping-in / strpŋ n/ noun the act
of making a correction to a film or bromide
by cutting a hole in the original to remove
incorrect text and insert correct text
stroke /strəυk/ noun a basic curved or
straight line that makes up a character
stub /stb/ noun a small section of paper
left after folding
stub binding /stb bandŋ/ noun a
binding process where the folded sections
are sewn to stubs of paper which are then
glued to form the spine
studies /stdiz/ noun a particular
subject of study, especially an educational
course or academic specialisation
studio /stjudiəυ/ noun a place where
people such as designers, film producers or
artists work
study aid /stdi ed/ noun educational
material such as a book or CD for sale to
students who want to learn by self-study at
home
strip

strip cartoon

|

strip in

stripping

stripping-film

stripping-in

stroke

stub

stub binding

studies

studio

study aid

stuffer

style

style manual

style sheet

stylus

sub

sub-

sub-agency

sub-agent

subbing

subdivision

subdomain name

|

sub-edit

sub-editor
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sub-heading /sb hedŋ/, sub-head
noun a subsidiary heading which divides
sub-heading

text into shorter sections
sub in / sb n/ verb to manage to sell a
certain number of copies of a title into a
bookshop
subject /sbdkt/ noun an idea for
study, discussion or treatment
subject bibliography /sbdkt
bbli ɒ"rəfi/ noun a list of documents,
articles and books that are relevant to a
certain subject, with details such as author,
publisher and date of publication
subject
catalogue
/sbdkt
ktəlɒ"/ noun a catalogue which lists
books according to their subjects
subject entry /sbdkt entri/,
subject heading /sbdkt hedŋ/ noun
an index or catalogue heading which indicates the main subject of a document
subject index /sbdkt ndeks/
noun a list of subjects covered by a library
with the class numbers to indicate where
materials can be found
subject line /sbdkt lan/ noun a line
in an e-mail that indicates the subject of the
message
subject to /sbdekt tu/ adjective
depending on
sub judice / sb dudsi/ adjective
being considered by a court and so not to
be mentioned in the media 쑗 The papers
cannot report the case because it is still
sub judice.
sublicense /sblas(ə)ns/ verb to
license somebody else to use something
that you have been licensed to use
sub in

subject

subject bibliography

|

subject catalogue

subject entry

subject index

subject line

subject to

|

sub judice

sublicense

COMMENT: For example, a publisher who

has been licensed to publish a translation of
a text may (with the agreement of the
original copyright holder) sublicense
another publisher to reprint the translated
text locally.

submission /səbmʃ(ə)n/ noun 1. the
submission

|

act of submitting something 2. a manuscript or synopsis that is submitted to a
publisher
submit /səbmt/ verb 1. to put something forward to be examined 쑗 He
submitted a claim to the insurers. 쑗 The
reps are asked to submit their expenses
claims once a month. 2. to send a manuscript to a publisher, asking for it to be
considered for publication 쑗 He submitted
the MS to six publishers before getting a
positive response.
submit

|

subscribe /səbskrab/ verb 1. to agree
to pay for and receive or use something
over a fixed period of time, e.g. a periodical, a series of books, or a set of tickets to
musical or dramatic performances 2. to add
one’s name and e-mail address to a mailing
list in order to receive messages from a
website automatically, with or without
charge
subscriber /səbskrabə/ noun a user
who chooses to receive information,
content or services regularly from something such as a website
subscript /sbskrpt/ noun a figure
printed in a smaller size and lower down
than a normal figure, i.e. below the base
line. 쒁 superscript (NOTE: Used in chemsubscribe

|

subscriber

|

subscript

ical formulae: CO2.)

subscription /səbskrpʃən/ noun 1.
subscription

|

money paid to become a member of an
organisation or to receive regular publications 2. the process by which a bookseller
agrees to order a certain number of copies
of a title from the publisher
subscription agent /səbskrpʃən
edənt/ noun a person or company who
helps libraries to acquire electronic
resources from publishers
subscription agent

|

subscription-based

publishing

subscription-based publishing

/səb skrpʃən best pblʃŋ/ noun a
|

form of publishing in which content from a
website, magazine, book or other publication is delivered regularly by email or other
means to a group of subscribers
subscription library /səbskrpʃən
labrəri/ noun a private library which
people can join by paying a subscription
subscription management /səb
skrpʃən mndmənt/ noun the
process of ensuring that booksellers
receive all the copies of books that they
have agreed to stock
subscription price /səbskrpʃən
pras/ noun a special price for a magazine
subscription rates /səbskrpʃən
rets/ plural noun the amount of money to
be paid for a series of issues of a magazine
subsidiary /səbsdiəri/ adjective less
important 쑗 They agreed to most of the
conditions in the contract but queried one
or two subsidiary items.
subsidiary company /səb sdiəri
kmp(ə)ni/ noun a company that is
owned by a parent company
subsidiary rights /səbsdiəri rats/
plural noun rights other than the right to
subscription library

|

subscription management

|

subscription price

|

subscription rates

|

subsidiary

|

subsidiary company

|

subsidiary rights

|
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publish a book in its first form, e.g. paperback rights, rights to adapt the book, or
rights to serialise it in a magazine
subsidise /sbsdaz/, subsidize verb
to help an organisation by giving money 쑗
The government has refused to subsidise
the car industry.
subsidised publication / sbsdazd
pblkeʃ(ə)n/ noun a publication which
is partly paid for by a subsidy from an official body or from a sponsor
subsidy /sbsdi/ noun money given to
help something which is not profitable 쑗
The country’s publishing industry exists on
government subsidies.
subsidy
publishing
/sbsdi
pblʃŋ/ noun a type of publishing in
which the authors pay a fee to a traditional
publishing company, in return for their
organising for it to be printed, marketed
and distributed under their own imprint
substance /sbstəns/ noun the weight
of paper, as shown by the grammage or, in
the USA, as pounds per 500 sheets
substitute /sbsttjut/ verb to put or
use something in the place of something
else 쐽 noun a person or thing which takes
the place of somebody or something else
substitution error / sbsttjuʃ(ə)n
erə/ noun an error made by a scanner
which mistakes one character or letter for
another
substrate /sbstret/ noun 1. a surface
on which text or illustrations are printed 2.
card or board used for making boxes
subtitle /sbtat(ə)l/ noun 1. the
secondary title of a book 2. words written
at the bottom of a television or cinema
screen to enable the spoken words to be
read 쐽 verb to give a subtitle to a book 쑗
The book is subtitled ‘A study in African
politics’.
subtractive /səbtrktv/ noun a
colour which is the complement of another,
i.e. it filters out that colour from white light
subtractive colours /səb trktv
praməriz/,
subtractive
primary
subsidise

subsidised publication

|

subsidy

subsidy publishing

substance

substitute

substitution error

|

substrate

subtitle

subtractive

|

subtractive colours

|

colours, subtractive primaries plural
noun the process primaries, cyan, magenta

and yellow, which when combined make
black
subtractive process /səbtrktv
prəυses/ noun in printing, the production
of colour using the three subtractive primaries. This method of colour reproduction
subtractive process

|

supercalender

works by suppressing colours as they are
reflected from white paper.
suction box /skʃən bɒks/ noun a
device which removes water from paper as
it is formed, by sucking the liquid out
under a vacuum as the paper passes over
the box
suction feeder /skʃən idə/ noun a
machine which lifts a sheet of paper with
suction caps before feeding it into a
printing press
suction roll /skʃən rəυl/ noun a metal
cylinder with perforations, which has a
suction box inside it. Also called rotary
suction box

suction feeder

suction roll

suction box
sue /sju/ verb to take somebody to court
sue

or to start legal proceedings against somebody to get money as compensation 쑗 He is
suing the publisher and the author for
libel.
suffix /sfks/ noun a word or group of
letters added to the end of a word which
changes the grammar and meaning
sulphate process /slfet prəυses/,
sulfate process noun an alkaline process
for digesting woodpulp, where groundwood is heated with caustic soda and
sodium sulphide, giving a strong pulp used
to make kraft paper
sulphite process /slfat prəυses/,
sulfite process noun an acid process for
digesting woodpulp, where groundwood is
heated with lime and sulphur dioxide to
produce the pulp from which chemical
paper is made. The paper is of better
quality than that made by the sulphate
process, and if beaten becomes translucent.
sulphite pulp /slfat plp/ noun pulp
which has been treated by the sulphite
process
summarise /sməraz/, summarize
verb to give a brief description of the main
points
summary /sməri/ noun a short version
of something giving only the main points
sunk cord sewing /sŋk kɔd səυŋ/
noun a binding process where the cords lie
in notches cut in the backs of the signatures
super /supə/ noun thick gauze used to
make the hinge between the boards and the
book block
supercalender /supəkləndə/ noun
a machine through which damp paper is
passed after it has left the papermaking
machine, used to make smooth, hard and
glossy paper
suffix

sulphate process

sulphite process

sulphite pulp

summarise

summary

sunk cord sewing

super

supercalender
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supercalendered

paper

supercalendered paper

/supəkəndəd pepə/ noun paper with

a smooth shiny surface made by passing it
through a supercalender

supercalendering
supercalendering

giving a very smooth finish to paper by
passing it through a supercalender
superimpose / supərmpəυz/ verb to
place something on top of something else
superimposition
/ supəmpə
zʃ(ə)n/ noun the act of enhancing an
image by blocking part of a negative and
exposing it again
superior /sυpəriə/ adjective referring
to figures or letters which are set in smaller
size and printed higher up above the x
height (NOTE: Used in scientific setting: 10superimpose

|

superimposition

|

superior

|

12.

The opposite is inferior.)
supermarket /supəmɑkt/ noun a
supermarket

large store, usually selling food, where
customers serve themselves and pay at a
checkout desk 쑗 Supermarket sales are
more and more important to mass market
publishers.
superscript /supəskrpt/ noun a small
character printed at a higher level than the
rest of the line of writing. 쒁 subscript
supershift /supəʃft/ noun a level of
shift on a typesetting keyboard which
makes another font available
super VGA / supə vi di e/ noun full
form of SVGA
supplement /splmənt/ noun 1. material printed at the back of a book 쑗 A useful
supplement gives details of hotels and their
room rates. 2. an extra volume or section in
a reference book, containing new material
which is not in the main text 3. a special
extra section of a newspaper, usually on a
special subject 쑗 The travel supplement
comes with the weekend issue of the paper.
쐽 verb to add to something 쑗 We will
supplement the warehouse staff with six
part-timers during the Christmas rush.
supplier /səplaə/ noun a person or
company that provides goods, services or
equipment
supply /səpla/ verb to provide, give or
sell something to somebody 쐽 noun 1. the
act of providing something that is needed 쑗
problems concerning the supply of books
to schools 2. a stock of something that is
needed 왍 the law of supply and demand
a general rule that the amount of a product
which is available is related to the needs of
the possible customers
supershift

super VGA

supplement

supplier

|

supply

|

suppress

|

suppression

|

surcharge

/supəkləndərŋ/ noun the process of

superscript

suppress /səpres/ verb to prevent
something from being known or done
suppression /səpreʃ(ə)n/ noun the act
of preventing something being published
surcharge /s!tʃɑd/ noun an extra
charge
surface /s!fs/ noun the outside layer
of something
surface oil absorption time / s!fs
ɔl əb zɔpʃən tam/, surface oil resistance time noun the time taken for oil to be
absorbed by paper. Abbr SOAT, SORT. 쒁
surface

surface oil absorption time

|

PIRA SOAT

surface paper /s!fs pepə/ noun
surface paper

coated paper with a shiny smooth surface,
which has been coated with a mixture of
china clay and size
surface plate /s!fs plet/ noun a
normal litho plate
surface strength /s!fs streŋθ/ noun
the ability of the surface of paper not to
stick to a sticky substance
suspend /səspend/ verb to stop something for a time 쑗 We have suspended
payments while we are waiting for news
from our agent. 쑗 Mailings have been
suspended until the autumn.
suspension /səspenʃən/ noun the
stopping of something for a time
suspension points /səspenʃ(ə)n
pɔnts/ plural noun a series of dots printed
close together, to show a hesitation
SVGA / es vi di e/ noun a graphics
display system which allows resolutions of
up to 800 x 600 pixels with 16 million
colours. Full form super VGA
swap up / swɒp p/ verb to exchange
one of a company’s books for that of
another publisher in a bookshop
swash initial /swɒʃ  nʃ(ə)l/ noun an
ornamental swash letter used as the first
letter of a chapter
swash letters /swɒʃ letəz/ plural
noun ornamental italic letters with elegant
curves at the ends of the strokes
swatch /swɒtʃ/ noun a small sample
swell /swel/ noun a particularly thick part
of sewn sections, caused by the thread
swelled rules /sweld rulz/ plural noun
ornamental rules which are fatter in the
centre than at the ends
switch /swtʃ/ to change from one thing
to another 쑗 We have switched printers.
switch over to / swtʃ əυvə tu/ verb
to change to something quite different 쑗 We
have switched over to a French supplier. 쑗
surface plate

surface strength

suspend

|

suspension

|

suspension points

|

SVGA

swap up

swash initial

|

swash letters

swatch

swell

swelled rules

switch

switch over to
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The factory has switched over to web-fed
machines.
swung dash / swŋ dʃ/ noun a
printing symbol (~) used in dictionaries to
show that a headword is being repeated, or
a sign used in some computer programs to
indicate a carriage return
symbol /smbəl/ noun a shape, icon or
picture which represents something else
syndicate /sndket/ verb to produce
something such an article or drawing
which is published in several newspapers
or magazines at the same time
syndicated /sndketd/ adjective
published in several newspapers or magazines 쑗 He writes a syndicated column on
personal finance.
syndicator /sndketə/ noun software
which allows Internet content to be shared
and published by other users
synonym /snənm/ noun a word or
phrase which has almost the same meaning
as another word or phrase
swung dash

symbol

syndicate

syndicated

syndicator

synonym

systems analyst

synonymous /snɒnməs/ adjective
synonymous

|

meaning the same 쑗 The words ‘error’ and
‘mistake’ are synonymous.
synopsis /snɒpss/ noun a summary of
a longer text (NOTE: The plural is
synopsis

|

synopses.)

synthetic materials /sn θetk mə
synthetic materials

|

|

təriəlz/ plural noun substances made as
products of a chemical process
synthetic paper /snθetk pepə/
noun paper made using man-made fibres,
which does not contain any cellulose
system /sstəm/ noun a set of rules or
plans which are used to accomplish a task
systems analysis /sstəmz ə
nləss/ noun a process of using a
computer to suggest how a company
should work by analysing the way in which
it works at present
systems analyst /sstəmz nəlst/
noun a person who specialises in systems
analysis
synthetic paper

|

system

systems analysis

|

systems analyst
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tab /tb/ noun a small piece of paper
tab

attached to a sheet or card to draw attention
to something
tabbing /tbŋ/ noun movement of the
cursor in a word-processing program from
one column to the next 쑗 Tabbing can be
done from inside the program.
tab card /tb kɑd/ noun a card with a
small tab, used in a card index
tab index /b ndeks/ noun an index to
a book, where little tabs with the letters of
the alphabet are stuck to the edges of the
pages
tab key /tb ki/ noun one of the keys on
a computer keyboard which enables the
user to move through or arrange text in
columns
table /teb(ə)l/ noun a list of data
arranged in rows and columns
tab leader /tb lidə/ noun a row of
dots that connects one element on a page to
another, such as a page title to its page
number in an index listing
table matter /teb(ə)l mtə/ noun text
in columns with rules between them
table of contents / teb(ə)l əv
kɒntents/ noun a list of contents in a
book or magazine, usually printed at the
beginning
table rolls /teb(ə)l rəυlz/ plural noun
rollers which hold up the wire mesh in a
small paper mill
tabloid /tblɔd/ noun a small-size
newspaper with a less serious approach to
the news than the broadsheets
tab rack /tb rk/ noun a graduated
scale, displayed on the screen, showing the
position of tabulation columns. Also called
tabbing

tab card

tab index

tab key

table

tab leader

|

table matter

table of contents

table rolls

tabloid

tab rack

ruler line

tab stops /tb stɒps/, tabulation
stops / tbjuleʃ(ə)n stɒpz/ plural noun
tab stops

|

preset points along a line, where the

printing head or cursor will stop for each
tabulation command
tabular material /tbjυlə mə təriəl/,
tabular matter noun figures or text set out
in columns
tabular setting /tbjυlə setŋ/ noun
the process of setting text or numbers in
columns
tabulate /tbjυlet/ verb to arrange
work on a word processor using the tab key
to move from one column or row to the
next
tabulation / tbjυleʃ(ə)n/ noun 1. the
arrangement of a table of figures 2. the act
of moving a printing head or cursor to a
preset distance along a line
tabulation markers / tbjuleʃ(ə)n
mɑkəz/ plural noun symbols displayed in
word processing to indicate the position of
tabulation stops
tabulator /tbjυletə/ noun part of a
computer which sets words or figures automatically in columns
TAC /tk/ abbreviation total area
coverage
tack value /tk vlju/, tacking noun
a measurement of how sticky a substance
such as ink is
tag /t"/ noun a character or symbol
attached to a record to aid retrieval
tag image file format / t" md
fal fɔmt/ noun full form of TIFF
tag paper /t" pepə/ noun thick
durable paper which is used for printing
price tags for clothing and other similar
jobs
tail /tel/ noun 1. the downstroke of a letter
2. a curved end stroke on a letter, such as
the capitals R or K 3. the bottom edge of a
book or page
tailband /telbnd/ noun a decorative
strip, often in two colours, along the
tabular material

|

tabular setting

tabulate

tabulation

|

tabulation markers

|

tabulator

TAC

tack value

tag

tag image file format

tag paper

tail

tailband
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bottom of the back of a book inside the
spine 쑗 a quarto with blue headbands and
tailbands, and gilt edges
tail cap /tel kp/ noun a piece of
leather binding on the spine of a book,
which folds over at the bottom and is
tucked into the inside of the spine
tail margin /tel mɑdn/ noun the
margin between the text and the bottom of
the page. 쒁 bottom margin
tailpiece /telpis/ noun a decoration
printed towards the bottom of a page at the
end of a piece of text, either at the end of a
chapter or at the end of a whole book.
Compare headpiece
take /tek/ verb to move something physically from one place to another 쐽 noun
part of a large job given to a compositor to
set
take back / tek bk/ verb to move text
from the beginning of one line back to the
end of the previous line or from the top of
one page back to the bottom of the
previous page. 쒁 take over (NOTE: US
tail cap

tail margin

tailpiece

take

take back

English is run back.)
take in / tek n/ verb to put more text
take in

into the material already typeset 쑗 Take in
three lines from the next galley.
take out / tek aυt/ verb 1. to remove
something from a text, e.g. a potentially
libellous statement 쑗 Lawyers asked the
publisher to take out all references to the
allegations. 2. to arrange to have something 쑗 They made arrangements to take
out a mortgage to buy the house. 3. to
borrow a book from a library
take over / tek əυvə/ verb to move text
from the end of one line to the beginning of
the next line or from the bottom of one
page to the top of the next page. 쒁 take
take out

take over

back (NOTE: The US term is run down.)

taking out turns /tekŋ aυt t!nz/
taking out turns

noun the replacing of turns by correct characters
talking book / tɔkŋ bυk/ noun a book
that has been recorded onto an audio
cassette, originally intended for people
who cannot see well enough to read
tan /tn/ noun a light yellowish-brown
colour, usually of leather
tape /tep/ noun a narrow strip of plastic,
coated with magnetic material on which to
record sound or pictures
tape merging /tep m!dŋ/ noun the
act of taking two tapes with data and
combining them, usually by combining
talking book

tan

tape

tape merging

tear test

master tape with corrections or additions
on a second tape
target ink densities / tɑ"t ŋk
denstiz/ plural noun the relative densities of each of the four process colours, as
recommended for achieving different
effects in print or for printing on different
types of paper. Abbr TID
target market /tɑ"t mɑkt/ noun
the type of customer who is thought likely
to buy specific goods or services
tax exemption /tks " zempʃən/
noun being free from having to pay tax 쑗
As a non-profit-making organisation you
can claim tax exemption. Also called
target ink densities

target market

tax exemption

|

exemption from tax
tax-free / tks fri/ adjective with no
tax having to be paid. Also called free of
tax
taxonomy /tksɒnəmi/ noun the printax-free

taxonomy

|

ciple of classifying and ordering items
such as books, e.g. in a hierarchical structure
TCP / ti si pi/ noun a standard data
transmission protocol that provides full
duplex transmission, in which the protocol
bundles data into packets and checks for
errors. Full form transmission control
TCP

protocol

TCP/IP / ti si pi a pi/ noun a data
TCP/IP

transfer protocol used in networks and
communications systems, often used in
Unix-based networks. Full form transmis-

sion control protocol/interface program
teach /titʃ/ verb to give lessons in or
teach

provide information about a subject
book /titʃəz bυk/,
teacher’s manual /titʃəz mnjuəl/
noun a book published to go with a set of
students’ books, giving the teacher
answers to questions and suggestions for
teaching
tear factor /teə fktə/ noun the ratio
of the paper weight to the tear strength of a
piece of paper across the grain
tearsheet /teəʃit/ noun a page
removed from a book or periodical, and
sent to an advertiser as proof that their
advertisement has been placed
tear strength /teə streŋθ/ noun a
measurement of the resistance of paper to
tearing
tear test /teə test/ noun a test to see
how strong paper is or to show in which
direction the grain lies

teacher’s
teacher’s book

tear factor

tearsheet

tear strength

tear test
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technical /teknk(ə)l/ adjective 왍 the
technical press specialist periodicals
dealing with technical subjects
technical author /teknk(ə)l ɔθə/
noun a person who writes specialised
instructions and manuals on technical
subjects
technical books /teknk(ə)l bυks/
plural noun books which deal with technical subjects
technical editor /teknk(ə)l edtə/
noun an editor on the staff of a specialist
magazine, who is responsible for testing,
writing about and reviewing equipment
technical pen /teknk(ə)l pen/ noun a
special pen with a fine tip, used for making
technical drawings
technical
profile
/teknk(ə)l
prəυfal/ noun the values of the printing
variables that must be considered by
anyone who is producing repro for a particular publication, and also followed by
companies making colour proofs of the
material for that publication
technical

technical author

technical books

technical editor

technical pen

technical profile

COMMENT: The technical profile should

include: substrate type, inks used, tone
transfer characteristic – solid density and
dot gain.

technical translator /teknk(ə)l
trns letə/ noun a translator who
specialises in translating technical books
technical writer /teknk(ə)l ratə/
noun an author of specialised books on
technical subjects
technofreak /teknəυfrik/ noun a technical expert in, or obsessive enthusiast of,
information systems
technological
/ teknə lɒdk(ə)l/
adjective relating to technology 왍 the technological revolution the changing of
industry by introducing new technology
technology /teknɒlədi/ noun the
application of scientific knowledge to
practical purposes. 쒁 information tech|

technical writer

technofreak

technological

|

technology

|

nology

TEFL abbreviation teaching of English as
TEFL

receiving information from another
computer via a modem or local area
network
telematics / telmtks/ noun the
study of the processes involved in the longdistance transmission of computer data
teleorder /teliɔdə/ noun an order
placed through the teleordering system
teleordering /teli ɔdərŋ/ noun the
ordering of goods by telephone which are
then delivered to your address
telephone /telfəυn/ noun an instrument which can be used to talk to somebody over a long distance by means of dialling a series of numbers 쐽 verb to make
contact with somebody at a distance by
using a telephone
telephone directory /telfəυn da
rekt(ə)ri/, telephone book /telfəυn
bυk/ noun a book containing an alphabetical list of names, addresses and telephone
numbers of people in a given city, town or
area
telephone orders /telfəυn ɔdəz/
plural noun orders received over the telephone 쑗 Since we mailed the catalogue we
have had a large number of telephone
orders.
teleprocessing /teli prəυsesŋ/ noun
the use of computer terminals in different
locations, connected to a main computer,
to process data. Abbr TP
telesales /teliselz/ noun the process of
telephoning people without warning to try
to sell them things
teletext /telitekst/ noun a system of
transmitting written text using a television
signal
telematics

|

teleorder

teleordering

|

telephone

telephone directory

|

teleprocessing

|

telesales

teletext

COMMENT: Teletext constantly transmits

pages of information which are repeated
one after the other; the user can stop one to
read it. This is different from Viewdata,
where the user calls up a page of text using
a telephone line.

teletypesetting / teltapsetŋ/ noun
|

/ telikə mjun
keʃ(ə)n/ noun the transmission of
encoded sound, pictures or data over
significant distances, using radio signals or
electrical or optical lines
telecommunications / telikə mjun
keʃ(ə)nz/ noun the science and technology of using electronic equipment to
send messages over a distance
telecommunication

|

telecommunications

|

|

teletypesetting

a foreign language
|

telecomputing

telephone orders

technical translator

telecommunication

telecomputing
/telikəm pjutŋ/
noun the act of sending information to or

|

typesetting operated by a punched paper
tape, often over a telegraphic system,
formerly much used by newspapers. Abbr
TTS

television / telv(ə)n/ noun 1. a
television

|

system of transmitting pictures and sound
over a distance so that they can be received
and seen on a television set 2. a device for
receiving and displaying broadcast television programmes 왘 abbr TV
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network / telv(ə)n
netw!k/ noun a system of linked television stations covering the whole country
television rights / telv(ə)n rats/
plural noun the right to adapt a work for the
television. Also called TV rights
temp /temp/ noun a temporary office
worker 쑗 We have had two temps working
in the office this week to clear the backlog
of letters.
temp agency /temp edənsi/ noun
an office that deals with finding temporary
staff for offices
template /tem plet/ noun 1. a thin
sheet of metal or plastic with cut-out
shapes which enable exactly the same
shape to be reproduced many times 2. any
document which is used as a guide for
designing new documents, showing which
elements should be included and where
template command /templet kə
mɑnd/ noun a command that allows
functions or other commands to be easily
set 쑗 A template paragraph command
enables the user to specify the number of
spaces each paragraph should be
indented.
TEMP/OS noun a report from a publisher
to a bookseller, showing that a book is out
of stock at present, but should be in stock
soon
tensile strength /tensal streŋθ/ noun
the strength of paper to withstand pulling
tensile strength tester /tensal
streŋθ testə/ noun an instrument to test
the tensile strength of paper
tension /tenʃən/ noun the tightness of a
web of paper as it passes through a printing
press
term /t!m/ noun 1. a set or limited period
of time 쑗 The term of office for the chairperson is one year. 2. one of the three divisions of the academic year 쑗 The year
starts in October with the autumn term. 3.
a word used in the terminology of indexing
terminable /t!mnəb(ə)l/ adjective
possible to terminate
terminal /t!mn(ə)l/ noun a processor
with screen and keyboard used to access a
central computer system
terminate /t!mnet/ verb 1. to stop
completely 2. to end something
termination / t!mneʃ(ə)n/ noun 1.
the act of bringing something to an end 2.
US the act of leaving a job by resigning,
retiring, or being fired or made redundant
television
television network

television rights

|

temp

temp agency

template

|

template command

|

TEMP/OS

tensile strength

tensile strength tester

tension

term

terminable

terminal

terminate

termination

|

textbook

termination clause / t!mneʃ(ə)n
termination clause

|

klɔz/ noun a clause which explains how
and when a contract can be terminated
terms /t!mz/ plural noun 1. the headings, words and phrases used in a classification scheme 2. conditions agreed
between people for a sale or job
terms of employment / t!mz əv m
plɔmənt/ plural noun conditions set out
in a contract of employment
terms of payment / t!mz əv
pemənt/ plural noun same as payment
terms

terms of employment

|

terms of payment

terms

terms of sale / t!mz əv sel/ plural
terms of sale

noun the conditions attached to a sale
territory /tert(ə)ri/ noun the area
territory

covered by a representation agreement or
visited by a salesperson 쑗 The territories
covered by the agreement are Southeast
Asia and Hong Kong. 쑗 We are expanding
the rep force and reducing the reps’ territories. 쑗 His territory covers all the north
of the country.
tertiary /t!ʃəri/ adjective third in order
or stage of development 쑗 Universities are
the tertiary stage of education after
primary and secondary schools.
tertiary level publishing / t!ʃəri
lev(ə)l pblʃŋ/ noun publishing for the
educational market after secondary school
level
TESL abbreviation teaching of English as
a second language
TESOL abbreviation EDUC teaching of
English to speakers of other languages
test case /test kes/ noun a legal action
where the decision will fix a principle
which other cases can follow
test print /test prnt/ noun the printing
of a small run experimentally before a big
run 쑗 We did a test print of the new magazine before going to press with 1.5 million
copies.
test run /test rn/ noun a trial made on
a machine
text /tekst/ noun the main part of a
written document
Text /tekst/ noun same as Textura
text area /tekst eəriə/ noun the part of
the printed page which is covered by
printed text
text block /tekst blɒk/ noun same as
tertiary

tertiary level publishing

TESL

TESOL

test case

test print

test run

text

Text

text area

text block

book block
textbook /tekstbυk/ noun an academic
textbook

book on a particular subject used for study
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publisher /tekstbυk
pblʃə/ noun an educational publisher
text box /tekst bɒks/ noun a box within
a computer dialogue box in which characters such as text, dates or numbers can be
typed and edited
text-editing facilities /tekst edtŋ
fə sltiz/ plural noun a word-processing
system that allows the user to add, delete,
move, insert and correct sections of text
text-editing function /tekst edtŋ
fŋkʃ(ə)n/ noun an option in a program
that provides text-editing facilities 쑗 The
program includes a built-in text-editing
function.
text editor /tekst edtə/ noun a piece
of software used to enter and correct text or
modify programs under development
text figure /tekst f"ə/ noun an illustration in a book, especially a line drawing
which is printed as part of the text
text formatter /tekst fɔmtə/ noun a
program that arranges a text file according
to pre-set rules such as line width and page
size
text
illustrations
/tekst
ləstreʃ(ə)nz/ plural noun illustrations
printed on the text pages, and not on separate paper
text index /tekst ndeks/ noun an
index of some or all of the words in something such as a computer file or database
field, used to aid searching and retrieval
text
management
/tekst
mndmənt/ noun facilities that allow
text to be written, stored, retrieved, edited
and printed
text
manipulation /tekst mə
npjυleʃ(ə)n/ noun computer facilities
that allow text editing, changing, inserting
and deleting
text pages /tekst pedz/ plural noun
printed pages with the main text of a book,
not including the prelims, specially printed
plates, maps, etc.
text paper /tekst pepə/ noun paper
with a textured surface, such as laid paper
text processing /tekst prəυsesŋ/
noun same as word processing
text retrieval /tekst r triv(ə)l/ noun a
facility on a word processor which allows
the user to find the text of documents to be
edited or worked with
text type /tekst tap/ noun a typeface
used for the text of a book, as opposed to
the chapter headings, captions, etc.
textbook
textbook publisher

text box

text-editing facilities

|

text-editing function

text editor

text figure

text formatter

text illustrations

text index

text management

text manipulation

|

text pages

text paper

text processing

text retrieval

|

text type

textual /tekstʃuəl/ adjective relating to
text 쑗 The editors made several textual
changes before the proofs were sent back
for correction.
Textura noun a technical name for black
letter or gothic type. Also called Text
texture /tekstʃə/ noun the way that
something such as paper feels to the touch,
the relative smoothness or roughness or its
surface
text window /tekst wndəυ/ noun a
window in a graphics system, where the
text is held in a small space on the screen
before being allocated to a final area
TF noun a report from a publisher to a
bookseller, showing that a book will be
sent soon. Full form to follow
‘The Bookseller’ /ðə bυkselə/ noun a
British weekly magazine dealing with
publishing and bookselling matters
The Index / ði ndeks/ noun same as
textual

Textura

texture

text window

TF

‘The Bookseller’

The Index

Index Librorum Prohibitorum
thermal paper / θ!m(ə)l pepə/ noun
thermal paper

paper which is chemically coated so that it
can be used with a thermal printer
thermal printer / θ!m(ə)l prntə/
noun a printing machine which uses heatsensitive paper
thermal transfer / θ!m(ə)l trnsf!/
noun a method of printing where the ink is
attached to the paper by heating 쑗 a
thermal transfer printer 쑗 Colour ink-jet
technology and thermal transfer technology compete with each other.
thermal printer

thermal transfer

|

thermographic

copier

thermographic copier

/ θ!məυ"rfk kɒpiə/ noun a copying

machine which copies text using heat to
take an image from the carbon in the original and transferring the image to heatsensitive paper

thermographic
thermographic printing

printing

/ θ!məυ"rfk prntŋ/, thermography /θ!mɒ"rəfi/ noun a printing
|

process which uses heat to produce raised
characters, using very thick ink which is
dusted with powder and then heated to
weld it to the paper
thermo-mechanical pulp / θ!məυ
mknk(ə)l plp/ noun pulp made from
wood chips which have been heated
thermoplastic
/ θ!məυplstk/
adjective becoming soft when heated
thermoplastic binding / θ!məυ
plstk bandŋ/ noun binding for
perfect bound books, in which plastic glue
thermo-mechanical pulp

|

thermoplastic

|

thermoplastic binding

|
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is heated to attach the cover to the trimmed
pages. Also called adhesive binding 2
thermoplastic
plates / θ!məυ
plstk plets/ plural noun printing
plates made of thermoplastic material,
which can be bent to fit round the cylinder
thermoprinting
/θ!məυ prntŋ/
noun printing on plastic wrapping material, using heat
thermosetting /θ!məυsetŋ/ adjective material which can be moulded when
hot, but which does not become plastic
thermosetting plates /θ!məυsetŋ
plets/ plural noun printing plates made in
thermosetting material, which are moulded
into a curved shape to fit round a cylinder
thesaurus /θsɔrəs/ noun a type of
dictionary that lists groups of synonyms
thick lead /θk led/ noun a lead of 3
point
thick leading /θk ledŋ/, thick space
noun the normal space allowed between
printed words, which is one third of an em
thickness dummy /θknəs dmi/
noun a book made from the correct paper
and binding materials, but without any
printed text, used to check the weight and
bulk of the finished product
thin leading /θn ledŋ/, thin space
noun a space which is one fifth of an em
thin typeface / θn tapfes/ noun a
typeface with very slender lines
third cover / θ!d kvə/ noun the
inside back cover of a magazine, used for
advertisements
third generation / θ!d denə
reʃ(ə)n/ noun full form of 3G
third quarter / θ!d kwɔtə/ noun a
period of three months from July to the end
of September
32mo abbreviation thirty-twomo
thirty-twomo / θ!ti tuməυ/ noun 1. a
size of book page traditionally created by
folding a single sheet of standard-sized
printing paper five times, giving 32 leaves
or 64 pages 2. a book printed in this format.
Abbr 32mo 3. an American book format
about 4 or 5 inches high. Abbr 32mo
thousand characters /θaυz(ə)nd
krktəz/, thousand keystrokes plural
noun a number of characters or keystrokes
used to calculate keyboarding costs 쑗 The
keyboarding charge is £3.00 per thousand
keystrokes.
thermoplastic plates

|

thermoprinting

|

thermosetting

thermosetting plates

thesaurus

|

thick lead

thick leading

thickness dummy

thin leading

thin typeface

third cover

third generation

|

third quarter

32mo

thirty-twomo

thousand characters

throw out

thread /θred/ noun an idea or theme
thread

which connects the different parts of a
story together
thread sealing /θred silŋ/ noun a
binding system where plastic staples are
inserted and sealed to sew the sections,
then the sewn sections are glued with a
gauze backing
thread sewing /θred səυŋ/, thread
stitching noun the process of attaching
collated sections of a book together with
thread
thread sewn book /θred səυn bυk/
noun a book in which each signature is
sewn and then collated with other signatures and sewn together before binding
three-colour / θri klə/ adjective
using three colours 쑗 The series will have
three-colour covers.
three-colour process / θri klə
prəυses/ noun a colour printing process
in which the three process colours are
printed one after the other, followed if
necessary by black for the text
three-colour processing / θri klə
prəυsesŋ/ noun the act of making blocks
for three-colour printing
three-decker / θri dekə/ noun a large
Victorian novel, published in three
volumes
3G / θri di/ noun a wireless communications technology designed to provide
high-speed Internet access and transmission of text, digitised voice, video and
multimedia. Full form third generation
three-knife trimmer / θri naf trmə/
noun a guillotine with three knives which
trim books and magazines along three
edges
three-quarter binding / θri kwɔtə
bandŋ/ noun bookbinding in which the
spine and most of the sides of a book are
covered in the same material
three-up / θri p/ adverb printing three
copies of a text at the same time
throwaway /θrəυə we/ noun 1. a
cheap little advertising flyer 2. a free sheet
throw out / θrəυ aυt/ verb 1. to design a
section of a book or periodical so that it can
be unfolded to make a page larger than
double page size 2. to reject or to refuse to
accept something 쑗 The board threw out
the draft contract submitted by the union. 쑗
The proposal was thrown out by the editorial committee. 3. to get rid of something
which is not wanted 쑗 We threw out the old
thread sealing

thread sewing

thread sewn book

three-colour

three-colour process

three-colour processing

three-decker

3G

three-knife trimmer

three-quarter binding

three-up

throwaway

|

throw out
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telephones and installed a computerised
system. 쑗 The sales director threw out the
old reporting system.
throw-out /θrəυ aυt/ noun a section of a
book or periodical which can be unfolded
to larger than page size
thumb hole /θm həυl/ noun a rounded
hole cut in the foredge of a book as part of
a thumb index
thumb index /θm ndeks/ noun a
method of indexing used especially for
dictionaries and diaries, where rounded
holes are cut into the foredge of a book,
allowing a thumb to be placed in the hole
and the book to be opened at the correct
page quickly
thumb-index /θm ndeks/ verb to
provide a book with a thumb index 쑗 The
dictionary is thumb-indexed.
tick /tk/ noun a sign written in the margin
to show that the typeset text is correct
throw-out

thumb hole

thumb index

thumb-index

tick

(NOTE: The US term is check.)
TID abbreviation target ink densities
tied letters /tad letəz/ plural noun
TID

tied letters

ligatures
tie-in /ta n/ noun a book that is derived
from or published together with a TV or
radio programme
.tif /tf/ suffix a file extension for a TIFF
file. Full form tagged image file format
TIFF /tf/ noun a standard file format used
to store graphic images. Full form tagged
tie-in

.tif

TIFF

image file format
COMMENT: TIFF is probably the most

common image interchange format used by
DTP software. Developed by Aldus and
Microsoft, TIFF can handle monochrome,
grey-scale, 8-bit or 24-bit colour images.
There have been many different versions of
TIFF that include several different
compression algorithms

tight /tat/ adjective 1. restricted, strict or
tight

not allowing any movement or extra time 쑗
Producing two hundred pages of setting in
a day is a very tight schedule, and I don’t
think we can do it. 쑗 Getting three hundred
pages of MS into 160 pages of printed text
is going to be tight. 쑗 Production expenses
are kept under tight control. 2. closely set
with very little spacing
-tight /tat/ suffix preventing something
getting in 쑗 The computer is packed in a
watertight case. 쑗 Send the films in an
airtight container.
tight back binding /tat bk/, tight
spine binding noun binding where the
cover is glued to the back of a book without
-tight

tight back binding

any hollow (NOTE: The opposite is hollow
back binding.)
tight-edged /tat edd/ adjective
tight-edged

relating to a reel of paper which has dried
at the edges, so that the edges are tight and
the centre of the reel is slack
tilde /tldə/ noun a pronunciation symbol
(~) written over some letters in Spanish
and Portuguese
tiling /talŋ/ noun a process by which an
image that is too large for the device
handling it to be output on a single piece of
film or paper is broken into a number of
smaller pieces which, when brought
together later, can be reassembled as a
single picture
tiling fill /talŋ fl/, tiled fill noun the
means by which a repeating pattern can be
produced from a single patterned tile and
used to decorate an area confined by a
complete boundary
tilt and swivel / tlt ən swv(ə)l/
adjective referring to a machine which is
mounted on a pivot, so able to be moved to
point in the most convenient direction for
the operator
time /tam/ noun 1. a period during which
something takes place 2. hours worked by
a person 3. a period before something
happens
time and motion study / tam ən
məυʃ(ə)n stdi/ noun a study in an
office or factory of the movements of
employees as they perform tasks, with the
aim of improving efficiency of production
time limit /tam lmt/ noun the
maximum time which can be taken to do
something 쑗 to set a time limit for acceptance of the offer
time limitation /tam lm teʃ(ə)n/
noun the amount of time available for a
task
time rate /tam ret/ noun a rate for
work which is calculated as money per
hour or per week, and not money for work
completed
timescale /tamskel/ noun the length
of time taken up by a particular activity 쑗
Their timescale for writing the book was
six months.
timesharing /tamʃeərŋ/ noun an
arrangement by which several people can
be online to a computer at the same time
time sheet /tam ʃit/ noun a form
showing when an employee starts and
finishes work
tilde

tiling

tiling fill

tilt and swivel

time

time and motion study

time limit

time limitation

|

time rate

timescale

timesharing

time sheet
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Times New Roman / tamz nju
rəυmən/ noun a typeface designed by
Stanley Morison in the 19th century for the
‘Times’ newspaper in 1932, now one of the
most widely used text faces
time work /tam w!k/ noun work
which is paid for at a rate per hour or per
day, not per piece of work completed
tin /tn/ noun a metal used as part of the
alloy in metal type and in hot metal setting,
which makes the lead tougher and also
more fluid when heated
tint /tnt/ noun a pale background colour
formed of small coloured dots with white
space between them 쐽 verb to colour something with a tint
tinting /tntŋ/ noun a mechanical tint or
stipple which is preprinted and can be
applied to the design by the designer
tint-laying /tnt leŋ/ noun the creation of a tint by stripping in film
tip in / tp n/ verb to stick an extra leaf,
usually with a colour plate or folding map,
etc., into the pages of a bound book 쑗 a
book with six tipped-in plates
tip-in /tp n/ noun an extra leaf tipped
into a bound book
tissue paper /tʃu pepə/ noun very
thin paper made from chemical pulp, used
to wrap fragile objects, and in binding,
placed in front of engraved plates to
prevent the ink setting off onto the facing
pages
titanium oxide /ta teniəm ɒksad/
noun a chemical added to paper stock to
make the paper whiter and more opaque
title /tat(ə)l/ noun 1. the name given to a
book, play or TV programme 2. a word
used to indicate the status of a person, e.g.
Mr, Mrs, Dr or Rev
title bar /tat(ə)l bɑ/ noun a horizontal
bar at the top of a computer screen which
usually shows the name of the program and
file that is currently in use
title index /tat(ə)l ndeks/ noun an
index of books in a library or publisher’s
catalogue listed under their titles
title page /tat(ə)l ped/ noun a page
at the beginning of a book which states the
title and publication information
Times New Roman

time work

tin

tint

tinting

tint-laying

tip in

tip-in

tissue paper

titanium oxide

|

title

title bar

title index

title page

COMMENT: The title page is always a right-

hand page. From the designer’s point of
view, a title page is designed both to attract
the reader and at the same time to give
some idea of the contents of the book: this
must be done using typography alone,
although some title pages have illustrations
or vignettes. The jacket or cover is

tombstone
designed in order to attract the purchaser to
the book in the shop; the title page is
designed to make the reader want to read it
when he or she opens it

title page verso / tat(ə)l ped
title page verso

v!səυ/, title verso noun a page on the
back of the title page, where the bibliographical details and the copyright notice
are printed
COMMENT: The title page verso normally

carries the imprints (the names and
addresses of both publisher and printer),
the copyright line, the ISBN and possibly
other copyright details (such as the CIP
information), and, if translated or adapted,
details of its original publication.

title piece /tat(ə)l pis/ noun display
lettering on a title page
title signature /tat(ə)l s"ntʃə/
noun the first signature of a book, which
contains the title page
titling /tat(ə)lŋ/, titling font noun a
typeface font which only exists in capital
letters and is used in book titles and other
headings
‘to be continued’ / tυ bi kəntnjud/
phrase words at the end of an article,
showing that the serialisation will be
continued in the next issue
TOEFL /təυf(ə)l/ a trademark for a
standardised English language test taken
by speakers of other languages who are
applying to universities in the United
States. Full form Test of English as a
title piece

title signature

titling

‘to be continued’

|

TOEFL

Foreign Language
token /təυkən/ noun something which
token

acts as a sign or symbol

token charge / təυkən tʃɑd/ noun a
token charge

small charge which does not cover the real
costs
token damages /təυkən dmdz/
plural noun damages awarded by a court
which are very small to show that the harm
done was more technical than real
token payment /təυkən pemənt/
noun a small payment made as a symbolic
gesture
tolerance /tɒlərəns/ noun deviation
from the specifications allowed in dimensions 쑗 We agreed with the binder on a
tolerance of 5%.
tombstone /tumstəυn/ noun 1. a large
advertisement placed in a newspaper or
periodical for a legal reason, such as to
announce a will or to give the terms of a
government loan 2. a page layout flaw in
which two columns in a multicolumn
token damages

token payment

tolerance

tombstone
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layout each have subheadings positioned at
the same level, confusing the eye
ton /tn/ noun a measure of weight
tone /təυn/ noun a shade of colour 쑗 The
graphics package can give several tones of
blue.
toner /təυnə/ noun dry ink powder put
into a photocopier to develop the image on
the copy
toner cartridge /təυnə kɑtrd/
noun a sealed cartridge containing toner,
which can be easily replaced in a photocopier 쑗 Change toner and toner cartridge
according to the manual.
tone value /təυn vlju/ noun the
degree of tone of a colour
tone work /təυn w!k/ noun a halftone
work, using screening to produce tones in
a printed work
tonnage /tnd/ noun 1. space for
cargo in a ship, measured in tons 2. the
weight of paper, in tonnes
tonne /tn/ noun 쏡 metric ton
tool /tul/ noun a metal instrument which
is used to press designs onto the case of a
book 쐽 verb to make a design on the case
of a book by pressing on the case with a
tool which has been heated 쑗 a book in
tooled morocco binding
tooling /tulŋ/ noun the act of pressing
designs by hand onto the cover of a book,
using a punch
toolkit /tulkt/ noun 1. a collection of
information, resources and advice for a
specific subject area or activity 2. a bundle
of software which can be used to set up a
particular utility or service
tooth /tuθ/ noun 1. the degree of surface
roughness of a piece of paper 2. the ability
of paper to take ink well, caused by its
having a slightly rougher surface
top /tɒp/ adjective, noun 1. the upper edge
of a bound book or upper part of the page
2. first 쐽 verb to go higher than or to make
a higher offer than something 쑗 The New
York agent bid $500,000 which topped all
other bids.
top copy / tɒp kɒpi/ noun the first sheet
of a document which is typed with several
photocopies
top-level domain / tɒp lev(ə)l dəυ
men/ noun the part of an Internet address
that identifies an Internet domain, e.g. edu
(education), .com (commercial) or a twoletter country code.
ton

tone

toner

toner cartridge

tone value

tone work

tonnage

tonne

tool

tooling

toolkit

tooth

top

top copy

top-level domain

|

management
/ tɒp
mndmənt/ noun the most senior
members of a management hierarchy
top margin /tɒp mɑdn/ noun the
margin at the top of a printed page
topology /tɒpɒlədi/ noun the relationships between parts linked together in a
system such as a computer network
topping bid /tɒpŋ bd/ noun a bid
which is higher than all others
top-selling / tɒp selŋ/ adjective
selling better than all other products 쑗 topselling author of detective stories
top side /tɒp sad/ noun 1. the side
which is being printed on 2. the smooth top
side of paper, as opposed to the wire side
which may show the marks of the wire
mesh
top space /tɒp spes/ noun the number
of blank lines left at the top of a printed text
top-weighting /tɒp wetŋ/ noun a
method of designing a page so that the
emphasis is to the top part, used in magazine design rather than in books. 쒁 margin
total area coverage / təυt(ə)l eəriə
kv(ə)rd/ noun the total of each of the
percentages of target ink densities used in
a printed work. Abbr TAC
total invoice value / təυt(ə)l nvɔs
vlju/ noun the total amount on an
invoice, including transport, VAT, etc.
town plan / taυn pln/ noun same as
top

top management

top margin

topology

|

topping bid

top-selling

top side

top space

top-weighting

total area coverage

total invoice value

town plan

street plan
TP abbreviation teleprocessing
trace /tres/ verb to find somebody or
TP

trace

something after a prolonged search
tracing /tresŋ/ noun a function of a
graphics program that takes a bitmap
image and processes it to find the edges of
the shapes and so convert these into a
vector line image that can be more easily
manipulated
tracing paper /tresŋ pepə/ noun
special transparent paper used to trace
designs
track /trk/ noun a concentric ring on a
computer disk or tape which is used to
store data in separate sections
tracking /trkŋ/ noun 1. the act of
reducing the spaces between letters, either
to save space or to avoid awkward letter
combinations (like L and T) which can
leave gaps if spaced normally 2. lines on
magnetic tapes or disks along which information is carried
tracing

tracing paper

track

tracking
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tracking lines /trkŋ lanz/ plural
tracking lines

noun imaginary lines running from the

front edge of a printing plate to the back
track record /trk rekɔd/ noun the
success or failure of a company or salesperson in the past 쑗 He has a good track
record as a salesman. 쑗 The company has
no track record in the computer market.
tractor feed /trktə fid/ noun a
method of controlling paper feed by the
use of holes on the edge of the paper and
sprockets on the printer
trade /tred/ noun the activity of buying,
selling or exchanging goods or services
trade agreement /tred ə "rimənt/
noun an international agreement between
countries over general terms of trade
trade
association
/tred
ə
səυsieʃ(ə)n/ noun a group which links
together companies in the same trade
trade binding /tred bandŋ/ noun
the binding of sheets of a book by a binder
for another printer which has printed them
trade book /tred bυk/ noun a standard
edition of a book, meant for sale to the
general public, as opposed to a de luxe or
book club edition
trade bureau /tred bjυərəυ/ noun an
office which specialises in commercial
enquiries
trade catalogue /tred ktəlɒ"/
noun 1. a book containing details of the
goods manufactured or sold by a firm 2. a
publisher’s catalogue listing books for sale
through retail bookshops
trade counter /tred kaυntə/ noun a
shop in a publisher’s office or section of a
warehouse where small quantities of books
are sold to booksellers in person
trade customs /tred kstəmz/ plural
noun particular customs relating to the
printing and publishing trades
trade cycle /tred sak(ə)l/ noun a
period during which trade expands, then
slows down, then expands again
trade description / tred dskrpʃən/
noun a description of a product for
attracting customers
Trade Descriptions Act / tred d
skrpʃənz kt/ noun an act which limits
the way in which products can be
described, in order to protect customers
from wrong descriptions made by manufacturers
trade directory /tred da rekt(ə)ri/
noun a book containing alphabetical lists
track record

tractor feed

trade

trade agreement

|

trade association

|

trade binding

trade book

trade bureau

trade catalogue

trade counter

trade customs

trade cycle

trade description

|

Trade Descriptions Act

|

trade directory

|

trading pattern

and information about companies and
organisations involved in trade in a particular area
trade discount / tred dskaυnt/ noun
a reduction in price given to a customer in
the same trade, as by a publisher to another
publisher or to a bookseller
trade edition /tred  dʃ(ə)n/ noun an
edition of a book for sale through retail
bookshops, as opposed to an edition for
sale through book clubs or to the educational market, etc.
trade editor /tred edtə/ noun same
as general books editor
trade fair /tred feə/ noun a large exhibition for advertising and selling a particular type of product
trade house /tred haυs/ noun a
specialist printing or binding company
which does work mainly for other printers
or binders such as typesetting, laminating,
or making jackets
trade journal /tred d!n(ə)l/, trade
magazine /tred m"ə zin/ noun a
magazine produced for people or companies in a particular trade
trademark /tredmɑk/ noun a name,
sign or symbol printed on something to
show who it is made by
trade mission /tred mʃ(ə)n/ noun a
visit to a country by a group of foreign
businessmen to discuss trade
trade name /tred nem/ noun the
name under which a product is sold 쑗 Some
drugs are marketed under several different
trade names.
trade paper / tred pepə/ noun a
newspaper aimed at people working in a
particular industry
trade paperback / tred pepəbk/
noun a paperback edition of a book that is
superior in production quality to a massmarket paperback edition and is similar to
a hardback in size
trade press /tred pres/ noun all magazines produced for people working in a
particular trade
trade price /tred pras/ noun a special
wholesale price paid by a retailer to the
manufacturer or wholesaler
trade publisher /tred pblʃə/ noun
a publisher specialising in books for sale
through retail bookshops
trading pattern / tredŋ pt(ə)n/
noun the general way in which trade is
carried on. Also called pattern of trade
trade discount

trade edition

|

trade editor

trade fair

trade house

trade journal

|

trademark

trade mission

trade name

trade paper

trade paperback

trade press

trade price

trade publisher

trading pattern
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trailing blade coater / trelŋ bled
trailing blade coater

kəυtə/ noun a device for scraping off
excess coating from paper
train /tren on/ verb to teach somebody
the skills for a specific job
trainee /treni/ noun a person who is
learning how to perform specific tasks
traineeship /treniʃp/ noun the post
of trainee
training /trenŋ/ noun the act of
teaching somebody specific skills
training officer /trenŋ ɒfsə/ noun a
person in a company who deals with the
training of staff
transcribe /trnskrab/ verb 1. to
produce a written version of spoken words
쑗 His speech was transcribed so that it
could be printed. 2. to write a written text
in the alphabet of another language
transcription /trnskrpʃən/ noun the
act of transcribing data or copying a text
transfer cylinder /trnsf! slndə/
noun same as blanket cylinder
transfer diffusion copier / trnsf!
dfju(ə)n kɒpiə/ noun a type of photocopying device for producing PMTs, transforming negatives into positives for use in
litho origination
transfer letters /trnsf! letəz/,
transfer lettering, transfer type noun a
system of letters which can be transferred
to a sheet of paper by pressing, available in
many different fonts and point sizes
transferred charge call /trns f!d
tʃɑd kɔl/ noun a telephone call where
the person receiving the call agrees to pay
for it
transgressive fiction /trnz "resv
fkʃ(ə)n/ noun a literary genre characterised by graphic exploration of taboo topics,
to which the work of writers such as the
Marquis de Sade and William Burroughs
belongs. It is based on the belief that
knowledge is to be found at the very edge
of human experience.
translate /trnslet/ verb 1. to change
information from one language or format
to another 2. to convert ideas into action
translation /trnsleʃ(ə)n/ noun the
act of translating, or a book or other text
which has been translated 쑗 She passed the
translation of the letter to the accounts
department.
translation bureau / trnsleʃ(ə)n
bjυərəυ/ noun an office which translates
documents for companies
train

trainee

|

traineeship

|

training

training officer

transcribe

|

transcription

|

transfer cylinder

transfer diffusion copier

|

transfer letters

transferred charge call

|

transgressive fiction

|

translate

|

translation

|

translation bureau

|

rights /trnsleʃ(ə)n
rats/ plural noun rights to translate a book
into another language 쑗 He paid $10,000
for the English translation rights.
translator /trnsletə/ noun 1. a person
who converts text and spoken words from
one language to another 2. a laptop
computer that translates words into other
languages
transliterate /trnsltəret/ verb to
write words of one language in the characters of another 쑗 ‘Pinyin’ is Chinese transliterated into Western characters.
transliteration / trnzltəreʃ(ə)n/
noun the writing of words of one language
using the characters of another, e.g. Arabic
using the roman alphabet. 쒁 romanisation
translucent /trnslus(ə)nt/ adjective
through which light can pass, but which
cannot be seen through
transparency /trnsprənsi/ noun
transparent positive film which can be
projected onto a screen by using a light
source
transparent /trnsprənt/ adjective
easily seen through, recognised or understood
transparent copy /trns prənt
kɒpi/ noun transparencies used for
printing
transparent ink /trns prənt ŋk/
noun ink which when printed over other
inks allows the first ink to show through
transponder /trnspɒndə/ noun a
communications device that receives and
retransmits signals
transpose /trnspəυz/ verb to put two
things such as letters in words, illustrations
or lines of text in place of each other 쑗 The
captions to the two illustrations were
transposed in paste-up. Abbr trs (NOTE: As
translation
translation rights

|

translator

|

transliterate

|

transliteration

|

translucent

|

transparency

|

transparent

|

transparent copy

|

transparent ink

|

transponder

|

transpose

|

an instruction to a printer, the text or letters
to be moved are indicated with a curled line
and an arrow in the margin.)
transposition / trnspəzʃ(ə)n/ noun
transposition

|

a change in the order of a series of characters, as ‘comupter’ for ‘computer’ or
‘1899’ for ‘1989’
trapping /trpŋ/ noun the process of
programming adjacent colour areas on a
digital file to slightly overlap (lap register)
to allow for misregistration
travel /trv(ə)l/ verb to go from one
place to another, especially to show a
company’s goods to buyers and take orders
trapping

travel
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from them 쑗 He travels in the north of the
country for a paperback house.
travel book /trv(ə)l bυk/ noun a book
which describes a journey undertaken by
the author, or the author’s impressions of a
foreign country, but not giving factual
details of hotels, museums and other
tourist information
travel guide /trv(ə)l "ad/ noun a
book which gives tourist information about
a place such as how to get there, what is
worth visiting and which hotels to stay at
travelling expenses /trv(ə)lŋ ek
spensz/ plural noun money spent on travelling and hotels for business purposes
travel list /trv(ə)l lst/ noun a series of
travel books published by a publisher
travel magazine /trv(ə)l m"ə
zin/ noun a magazine with articles on
holidays and travel
trawl /trɔl/ noun a search for something,
especially information 쐽 verb to search for
something through a large amount of information or many possibilities
treatment /tritmənt/ noun a way of
writing about something or somebody
trial /traəl/ noun a test of somebody or
something to see if they are suitable for a
particular situation
trial sample /traəl sɑmpəl/ noun a
small piece of a product used for testing
trichromatic / trakrəυmtk/ adjective using three colours
trichromatic ink / traəkrəυmtk
ŋk/ noun one of the three process colours
trim /trm/ verb to cut off a small portion
of something around its edge 쐽 noun the
action of cutting the edges of the folded
pages of a book as it is being bound 쑗 The
trim may be as much as 4mm.
tri-metal plate / tra met(ə)l plet/
noun a plate used for long print runs, made
of three layers of metal
trim marks /trm mɑks/ plural noun
marks printed on a sheet which indicate
where the sheet has to be trimmed (NOTE:
travel book

travel guide

travelling expenses

|

travel list

travel magazine

|

trawl

treatment

trial

trial sample

trichromatic

|

trichromatic ink

trim

tri-metal plate

trim marks

The US term is cut marks.)
trimmer /trmə/ noun a machine that
trimmer

cuts the edges of the pages of a book as it
is being bound. 쒁 three-knife trimmer
trimmings /trmŋz/ plural noun the
pieces of paper cut off the edges of pages
trim size /trm saz/, trimmed size
noun the measurements of a page of a book
after it has been cut, or of a sheet of paper
after it has been cut to size
trimmings

trim size

turn in

trim to bleed / trm tυ blid/ verb an
instruction to trim the printed sheets until
the edge of the page cuts into the printed
area
trindles /trnd(ə)lz/ plural noun flat
pieces of metal which hold a book flat
while the foredge is being trimmed
triple lining / trp(ə)l lanŋ/ noun a
very strong binding using linings on the
spine
triplex paper /trpleks pepə/ noun
paper made of three layers
trivia /trviə/ noun a collection of insignificant or obscure items, details or information
trs abbreviation an instruction to a typesetter to change the place of letters or
pieces of text. Full form transpose
true copy / tru kɒpi/ noun an exact
copy of a document 쑗 I certify that this is a
true copy.
true italic / tru tlk/ noun a designed
italic face in a font, as opposed to the italic
in dot-matrix printers which is sloped
roman
TS abbreviation typescript
TTS abbreviation teletypesetting
tub-sized paper /tb sazd pepə/
noun paper that has been dipped into size,
which is stiff and smooth and is used for
writing papers and legal documents
tub sizing /tb sazŋ/ noun the sizing
of paper by dipping it in a vat containing
gelatine
tucker /tkə/ noun a strip of metal which
pushes the sheet into the folding device
turkey /t!ki/ noun US a book that does
not sell very well (informal)
turn /t!n/ noun a metal character which
has been put in upside down, because the
correct character was not available 쐽 verb
to change direction or to put something in
a different way 쑗 The illustration has been
turned to appear landscape. 왍 to turn a
letter to set a letter upside down because
the correct letter is not available
turnaround time /t!nəraυnd tam/
noun the time taken to complete a job from
beginning to end 쑗 The turnaround time for
photocopying the document is three hours.
turner bars /t!nə bɑz/ plural noun
same as angle bars
turn in / t!n n/ verb to bend cover
material over the edge of the binding board
and glue it there
trim to bleed

trindles

triple lining

triplex paper

trivia

trs

true copy

true italic

|
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TTS

tub-sized paper

tub sizing

tucker

turkey

turn

turnaround time

turner bars

turn in
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turn over / t!n əυvə/ verb to have a
particular amount of sales 쑗 We turn over
£20,000 a week.
turnover /t!nəυvə/ noun 1. the rate at
which people leave a company and are
replaced 2. the amount of money taken for
goods or services sold during a given
period of time
turnround /t!nraυnd/ noun the value
of goods sold during a year divided by the
average value of goods held in stock
TV abbreviation television
TV rights / ti vi rats/ plural noun
same as television rights
TV spot / ti vi spɒt/ noun a short
period on TV which is used for commercials 쑗 We are running a series of TV spots
over the next three weeks.
twelvemo /twelvməυ/ noun 1. a book
made from a sheet which is folded to give
twelve leaves or twenty-four pages 2. a
book with this format 3. an American book
size, 7–8 inches high 왘 abbr 12mo
12mo abbreviation twelvemo
24mo abbreviation twenty-fourmo
twenty-fourmo / twenti fɔməυ/ noun
1. a book format produced when the
printed sheet is folded to give 24 leaves, or
48 pages 2. a book with this format 3. an
American book size, 5–6 inches high 왘
abbr 24mo
twice-up / twas p/ adjective drawn
twice the size that it will be when printed.
Also called two-up
twin-wire fourdrinier / twn waə fɔ
drnie/ noun a papermaking machine
with two wire meshes, making two layers
of paper which are joined together back to
back while still wet, so the finished paper
is smooth on both sides
twin-wire paper /twn waə pepə/
noun smooth paper made on a twin-wire
fourdrinier
two-colour press / tu klə pres/
noun a printing press which can print two
colours at the same time
two-colour process / tu klə
prəυses/ noun a process involving separating artwork for printing in two colours
two-line drop capital / tu lan drɒp
kpt(ə)l/ noun an initial capital letter
which occupies two lines, sometimes used
decoratively at the beginning of a chapter
two revolution printing / tu revə
luʃ(ə)n prntŋ/ noun a letterpress
turn over

turnover

turnround

TV

TV rights

TV spot

twelvemo

12mo

24mo

twenty-fourmo

twice-up

twin-wire fourdrinier

|

twin-wire paper

two-colour press

two-colour process

two-line drop capital

two revolution printing

|

process where the cylinder rotates twice
for each impression
two set /tu set/ noun the action of
putting two sets of plates on a printing
cylinder, so that two impressions are made
at the same time
two-shot binding / tu ʃɒt bandŋ/
noun adhesive binding using both hot melt
and cold PVA glues
two-sidedness / tu saddnəs/ noun
the quality of paper having a slightly
different finish on either side due to the
manufacturing process, which may make it
print differently. Compare like-sidedness
two-up / tu wp/ adverb 1. printing two
copies of a book at the same time with the
pages joined head to head, used for paperback binding. 쒁 coming-and-going, fore
two set

two-shot binding

two-sidedness

two-up

and aft, printed head-to-head, printed
head-to-tail. Compare one-up 왍 book

which is printed two-up a book which is
printed and bound two copies at a time 2.
sewing two sections together 쐽 adjective
same as twice-up
.txt suffix a file extension for a text file.
Full form text
tympan /tmpn/ noun the bed on
which the paper is placed in a hand-operated press, or a bed of sheets used to raise
the printing paper to the correct height
type /tap/ noun metal characters used for
printing 쐽 verb to write using a computer
keyboard
.txt

tympan

type

COMMENT: Type area and type depth can

be described as inclusive or exclusive;
inclusive includes the running heads and
any footlines (which may involve the folio),
and exclusive counts only the area of text
without running heads or footlines.

type area /tap eəriə/ noun the space
type area

on a page which is occupied by the printed
text, including headings
typecasting /tapkɑstŋ/ noun the
process of casting type in hot metal
typecutter /tapktə/ noun a person
who cuts the punches to make the matrices
to cast type
typeface /tapfes/ noun the size and
style of printing used, measured in ‘points’
which refer to the height of the characters
type family /tap fm(ə)li/ noun
various forms of the same typeface such as
roman, bold, italic or condensed
typefounder /tapfaυndə/ noun a
person who casts metal type
typefoundry /tapfaυndri/ noun a
workshop where metal type is cast
typecasting

typecutter

typeface

type family

typefounder

typefoundry
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type gauge /tap "ed/ noun a special

typography

specification
/tap
spesfkeʃ(ə)n/, type spec noun details
about the type to be used in a book such as
the typeface, point size and leading
type specimen /tap spesmn/ noun
a printed specimen showing samples of
various typefaces or of the typeface to be
used for a particular job
type style /tap stal/ noun the general
style of type, such as roman, bold or italic,
in which a job will be set
typo /tapəυ/ noun a typographic error
which is made while typesetting (informal)
type

type gauge

type specification

ruler used by printers and production staff,
showing width in ems and points, used for
calculating the width of a line or the depth
of a page. Also called type scale (NOTE:

The US term is line gauge.)
type height /tap hat/ noun the
type height

standard height of the main section of a
metal character, which is 23.32mm
type-high /tap ha/ adjective the same
height as type, such as in a bearer or block
type holder /tap həυldə/ noun a tool
holding the type of words to be blocked
onto a cover
type matter /tap mtə/ noun text
which has been typeset, as opposed to
illustrations
type metal /tap met(ə)l/ noun the
metal used in metal setting, which is a
mixture of lead, tin and antimony
type page /tap ped/ noun the area of
a page which is covered with printing,
surrounded by the margins
type scale /tap skel/ noun same as
type-high

type holder

type matter

type specimen

type style

typo

쒁

literal

typographer /tapɒ"rəfə/ noun 1. a
typographer

|

type metal

person who designs the printed pages of a
book, or a person who designs typefaces 2.
a person who sets a book in type (NOTE:

type page

More usually called a compositor.)
typographic / tapə"rfk/, typographical / tapə"rfk(ə)l/ adjective

type scale

type gauge

typescript /tapskrpt/ noun a typetypescript

written copy of a manuscript. Abbr TS
type series /tap səriz/ noun all the
different point sizes available in a typeface
typeset /tapset/ verb to set text in type
ready to be printed
typesetter /tapsetə/ noun a person or
company that typesets text
typesetting /tapsetŋ/ noun the act of
setting text in type 쑗 Typesetting costs can
be reduced by supplying the typesetter with
prekeyed disks.
typesetting machine /tapsetŋ mə
ʃin/ noun a machine which sets type
automatically in hot metal, from instructions given on a paper tape, punched by the
compositor using a keyboard
type size /tap saz/ noun the size of
type, calculated in ‘points’ which refer to
the height of the printed character but not
its width
type series

typeset

typesetter

typesetting

typesetting machine

|

type size

typographic

|

|

relating to typography or to typesetting 쑗
No typographical skills are required for
this job. 쑗 A typographical error made
while typesetting is called a literal.
typographic error / tapə"rfk
erə/ noun a mistake made when keying
text or typesetting
‘…all name searches can be truncated
without a wildcard (learned inf, learn,
lea). Authority files exist for each word
in a business name, so it is possible to
look up uncertain spellings first.
Unfortunately, the authority files reveal
the large number of misspellings and
typographic errors in the database (such
as ‘informatio’).’ [Information World
Review]
typographic quality / tapə"rfk
kwɒləti/ noun the quality of text set by a
laser printer, which is the same as if it had
been phototypeset
typography /tapɒ"rəfi/ noun the
design and methods used when working
with type
typographic error

|

typographic quality

typography

|

Publishing.fm Page 274 Thursday, April 6, 2006 1:33 PM

U
u & lc, u/lc abbreviation upper and lower
u & lc

case

unauthorised returns /n ɔθərazd
unauthorised returns

|

rt!nz/ plural noun unsold books
returned from a bookshop without authorisation from the publisher or their representative
unavailability / nəveləblti/ noun
the fact of not being available
unavailable / nəveləb(ə)l/ adjective
not available 쑗 The following items on your
order are temporarily unavailable.
unbacked /nbkt/ adjective a sheet of
paper printed on one side only
unbleached kraft /n blitʃt krɑft/,
unbleached kraft paper noun strong matt
brown paper used for making paper bags,
wrapping paper, etc., not weakened by
bleaching
unbound /nbaυnd/ adjective not
having been bound
uncensored /nsensəd/ adjective not
having been viewed by the official government censor and approved for showing to
the public
unchecked /ntʃekt/ adjective not
having been checked 쑗 a set of unchecked
proofs
uncoated paper /nkəυtd pepə/
noun paper which is not coated with any
substance
uncorrected / nkərektd/ adjective
not corrected 쑗 to send a set of uncorrected
proofs to the proofreader
uncorrupted / nkərptd/ adjective
relating to a computer file or database that
is free of errors or viruses
uncut pages /nkt pedzz/ plural
noun pages of a book which have been
bound but not trimmed, so that some pages
are still attached by folds at the foredge and
head
|

uc abbreviation upper case
UCA abbreviation undercolour addition
UCC abbreviation Universal Copyright
uc

UCA

UCC

Convention

unavailability

|

UCR abbreviation undercolour removal
ultraviolet
drying / ltrəvaələt
UCR

ultraviolet drying

draŋ/ noun the process of drying ink or
varnish by radiation of ultraviolet light
ultraviolet light / ltrəvaələt lat/
noun light which is just beyond the spectrum visible by the human eye. Abbr UV
ultraviolet light

light
COMMENT: UV light is used to dry inks and

cover varnishes. UV varnishing is cheaper
than lamination, but does not have as
glossy a finish.

umlaut /υmlaυt/ noun a pronunciation

|

unbacked

|

unbleached kraft

|

unbound

umlaut

|

indicator of two dots above a vowel (e.g.
ü), used especially in German
unabridged / nəbrdd/ adjective
complete and not shortened
unacceptable
/ nəkseptəb(ə)l/
adjective not suitable to be accepted 쑗 The
terms of the contract are quite unacceptable.
unattributed / nətrbjυtd/ adjective
not attributed to a particular source of
information or a particular creator
unauthorised
biography
/n
ɔθərazd baɒ"rəfi/ noun a biography
written without the permission of the
subject or relatives of the subject, and
which may be more critical than an authorised biography and therefore more liable to
prosecution
unauthorised edition /n ɔθərazd 
dʃ(ə)n/, unauthorised reprint /n
ɔθərazd riprnt/ noun a pirate edition
of a book which has not been authorised by
the publisher
unabridged

|

unacceptable

|

unattributed

|

unauthorised biography

|

|

unauthorised edition

|

unavailable

|

|

uncensored

|

unchecked

|

uncoated paper

|

uncorrected

|

uncorrupted

|

uncut pages

|
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underblanket /ndəblŋkt/ noun a
packing sheet under the blanket on a
blanket cylinder in offset printing
undercolour addition /ndəklə 
dʃ(ə)n/ noun the addition of extra colour
in litho separations as part of the achromatic colour origination system. Abbr
underblanket

undercolour addition

|

UCA

undercolour removal /ndəklə r
undercolour removal

|

muv(ə)l/ noun the removal of unwanted
colour in litho separations as part of the
achromatic colour origination system.
Abbr UCR
under contract / ndə kɒntrkt/
adjective bound by the terms of a contract
쑗 The firm is under contract to deliver the
goods by November.
undercut / ndəkt/ noun the cutting
action of acid in process engraving, which
eats under the edges of the image areas
underexposed
/ ndəkspəυzd/
adjective not having been exposed for long
enough and so too dark
underexposure
/ ndəkspəυə/
noun failure to expose a photograph long
enough, with the result that it is dark
underfold /ndəfəυld/ noun paper
which does not reach the edge of the other
leaves because the folding machine is off
centre (NOTE: The opposite (i.e. the paper
under contract

undercut

|

underexposed

|

underexposure

|

underfold

which sticks out from the rest of the folded
sheets) is overfold.)

underground
underground literature

literature

/ndə"raυnd lt(ə)rətʃə/ noun literature
published by the underground press
underground press /ndə"raυnd
pres/ noun illegal newspapers published
in a country where publications are
censored
underlay /ndəle/ verb to raise the
height of a printing plate by putting something such as a piece of card under it 쐽
noun card used to raise the height of a
block or plate
underline verb to emphasise something
either by talking about it strongly or by
drawing a line under a written word or
phrase 쐽 noun 1. a line drawn or printed
under a piece of text 쑗 The chapter headings are given a double underline and the
paragraphs a single underline. 2. US a
caption printed under an illustration
underground press

underlay

underline

COMMENT: Underlining is used by editors

and designers to indicate different type
styles: single underline is an instruction to
set in italic; double underline, in small caps;
three lines indicate caps. (These are all

uniform
straight lines). A wavy underline is used to
instruct setting in bold.

undermentioned / ndəmenʃ(ə)nd/
adjective mentioned lower down in a docuundermentioned

|

ment

underrun /ndərn/ noun 1. the
printing of fewer sheets than were ordered
2. the delivering or making of less paper
than was ordered (NOTE: [all senses] The
underrun

opposite is overrun.)

advance /n !nd əd
vɑns/ noun money received as an
advance on royalties, which has not been
covered by the royalties from the sales so
far
unedited /nedtd/ adjective not
having been edited 쑗 The unedited text is
with the publisher for editing.
uneven inking /n iv(ə)n ŋkŋ/
noun inking where some parts of the sheet
are darker than others
uneven working /n iv(ə)n w!kŋ/
noun a page extent which does not fit the
printer’s imposition scheme, usually a
multiple of 8 or 16 쑗 The book is likely to
make 358 pages, but the printer says this is
an uneven working and we must reduce the
text to 352 pages.
unexpurgated /nekspə"etd/ adjective not edited to remove words or passages
considered offensive or unsuitable
unfair competition / nfeə kɒmpə
tʃ(ə)n/ noun a situation in which one
company tries to do better than another by
using techniques such as importing foreign
goods at very low prices or by wrongly
criticising a competitor’s products
unfinished /nfnʃt/ adjective 1. not
having been finished 쑗 At his death he left
the unfinished manuscript of his tenth
novel. 2. not having been through the final
stages of some process
unfulfilled orders / nfυlfld ɔdəz/
plural noun orders received in the past and
not yet supplied
ungathered /n"ðəd/ adjective
sheets which have been printed and folded,
but not gathered
Unicode /junkəυd/ a trade name for a
method of identifying characters with individual numbers for use across platforms
and applications
uniform /junfɔm/ adjective exactly
the same across a range or area 쑗 The
letters are not of uniform height. 쑗 The
colour is a uniform pale yellow.
unearned
unearned advance

|

|

unedited

|

uneven inking

|

uneven working

|

unexpurgated

|

unfair competition

|

unfinished

|

unfulfilled orders

ungathered

|

Unicode

uniform
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uniform edition /junfɔm  dʃ(ə)n/
uniform edition

|

noun a series of different books all with the

same design

unlawful /nlɔf(ə)l/ adjective against
unlawful

|

the law or not legal

copying
/n lɔf(ə)l
kɒpiŋ/, unlawful reproduction noun the
copying of a text or illustration without the
permission of the copyright holder
unleaded /nledd/ adjective with no
leading between lines. 쒁 lead2 verb
unlined paper / nland pepə/ noun
paper with no lines printed on it
unmarked /nmɑkt/ adjective of a
book, especially a second-hand book, with
no marks on the pages caused by e.g.
fingerprints or smudges
unpaged /npedd/ adjective not
marked with page numbers. Abbr unp.
unpublishable
/npblʃ(ə)bəl/
adjective not suitable for publishing by
anybody
unpublished /npblʃt/ adjective not
having been published
unseen /nsin/ adjective not having
been seen 쑗 They bought 250 copies sight
unseen.
unseriffed /nserft/ adjective without
serifs
unsewn /nsəυn/ adjective bound so
that the pages are not sewn together but are
cut and glued to the cover. 쒁 adhesive
unlawful
unlawful copying

Uniform

Resource

Uniform Resource Locator

Locator

/ junfɔm rsɔs ləυ ketə/ noun an
electronic address used to give access to
files on the Internet. Abbr URL
unillustrated /nləstretd/ adjective
having no illustrations
uninformative / nnfɔmətv/ adjective not providing adequate information
union catalogue /juniən ktəlɒ"/,
union list /juniən lst/ noun a combined
bibliographic list of holdings for either
institutions or subjects
union kraft /junjən krɑft/, union
paper noun waterproof paper made of two
layers of kraft paper with a tar coating
between them
unit /junt/ noun a small part of a large
organisation with a specialised purpose
unit cost /junt kɒst/ noun the cost of
a single book, calculated by dividing the
total product cost by the number of units
produced
unit price /junt pras/ noun the price
of one item
unit type press /junt tap pres/
noun a press with several printing units
Univers /junv!s/ noun a sans face
designed by Adrian Frutiger in 1957 and
now very widely used
|

|

unillustrated

|

uninformative

|

union catalogue

union kraft

unit

unit cost

unit price

unit type press

Univers

Universal Copyright Convention
Universal Copyright Convention

/ junv!s(ə)l kɒpirat kən venʃ(ə)n/
noun an international agreement on copy|

right set up by the United Nations in
Geneva in 1952. Abbr UCC. See Comment
at convention
university press / junv!sti pres/
noun 1. a printing press belonging to a
university, which prints university documents such as examination papers and the
university statutes 2. a publishing company
belonging to a university
UNIX /junks/, Unix /junks/ a trademark for a widely used computer operating
system, developed in 1969 at AT&T Bell
Laboratories, which can support multitasking in a multi-user environment
unjustified /ndstfad/ adjective
with ragged margins, i.e. with no justification
university press

|

UNIX

unjustified

|

COMMENT: The text can be ranged left or

right, leaving the other margin unjustified.
This can also be called ‘ragged left’ or
‘ragged right’.

|

unleaded

|

unlined paper

unmarked

|

unpaged

|

unpublishable

|

unpublished

|

unseen

|

unseriffed

|

unsewn

|

binding

unsharp masking /n ʃɑp mɑskŋ/
unsharp masking

|

noun a function available on a scanner to

give increased definition to an unsharp
original. Abbr USM. Also called edge
enhancement, peaking

unshift /nʃft/ verb to move to lower
unshift

case characters on a keyboard, i.e. to
cancel a shift key operation
unsold /nsəυld/ adjective not sold 쑗
Unsold copies will be returned for credit.
unsolicited /nsəlstd/ adjective not
having been asked for
unsolicited manuscript /nsə lstd
mnjυskrpt/ noun a manuscript which
is sent to a publisher by the author, without
the publisher having asked to see it
unsolicited testimonial /nsə lstd
testməυniəl/ noun a letter praising a
person or a product which was written
without being asked
untitled /ntat(ə)ld/ adjective without
a title
untranslated / ntrnsletd/ adjective in its original language as opposed to
being translated
unsold

|

unsolicited

|

unsolicited manuscript

|

unsolicited testimonial

|

|

untitled

|

untranslated

|
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untrimmed /ntrmd/ adjective in
which the pages have not been trimmed
untrimmed size /ntrmd saz/ noun
the size of a piece of paper or printed page
which has not been trimmed
unwinding stand /nwandŋ stnd/
noun a stand holding a web of paper which
is to be passed through another process
such as supercalendering
unwritten agreement /n rt(ə)n ə
"rimənt/ noun an agreement which has
been reached in speaking, such as in a telephone conversation, but has not been
written down
up /p/ adjective possessing up-to-date or
accurate information
-up /p/ suffix referring to the number of
plates printed at one time on one side of a
sheet
UPC noun an American barcode system
used on packaging and book covers. Full
form universal product code
update noun /pdet/ a news item which
has the latest information on a topic
already covered 쐽 verb /pdet/ to change
information so that it is up to date and
accurate
up front / p frnt/ adverb in advance
upper and lower case / pə ən ləυə
kes/ noun a style of printing where the
first letter of each word is a capital, and all
the others are small 쑗 He corrected the
word ‘coMputer’, replacing the upper case
M with a lower case letter. Abbr u.&l.c.
upper case / pə kes/ noun capital
letters and other symbols on a typewriter or
keyboard, which are accessed by pressing
the shift key 쑗 The headline is printed in
upper and lower case (u & lc). Abbr uc
|

untrimmed size

|

unwinding stand

|

unwritten agreement

|

up

-up

UPC

update

|

up front

upper and lower case

upper case

COMMENT: To instruct upper case, the

editor underlines the text with three lines.

|

UV varnishing
The term ‘upper case’ comes from the case
in which metal type was kept in front of the
compositor. The case was divided into
many little compartments, the top half being
for capitals and the bottom part for small
letters.

untrimmed

up stroke /p strəυk/ noun a line made
by moving the pen up the piece of paper
up to date / p tə det/ adjective
containing the latest known data
URL abbreviation Uniform Resource
Locator
usage /jusd/ noun the generally
accepted way that words are used, which
may not necessarily be grammatically
correct
Usenet /juz net/ noun a very large
online bulletin board concerned with the
news
user /juzə/ noun a person who uses
something
user-friendly / juzə frendli/ adjective
relating to language or software that makes
interaction with a computer easy
user’s guide /juzəz "ad/, user’s
handbook /hndbυk/ noun a book
showing how to use something
user’s manual /juzəz mnjυəl/
noun a booklet showing how a device or
system should be used
USM abbreviation unsharp masking
UV varnish / ju vi vɑnʃ/ noun a
coating applied to book covers to make
them shiny and more durable, which can be
dried on the machine under UV light
up stroke

up to date

URL

usage

Usenet

|

user

user-friendly

user’s guide

user’s manual

USM

UV varnish

(NOTE: UV varnishing is cheaper than lamination, but does not have as glossy a
finish.)
UV varnishing / ju vi vɑnʃŋ/
noun the process of coating a cover with
UV varnishing

UV varnish
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vacuum /vkjum/ noun a space from
which all air or gas has been emptied
vacuum forming /vkjum fɔmŋ/
noun plastic moulding used in packaging,
as in making boxes for kits or display
vacuum frame /vkjum frem/ noun
a frame from which the air can be extracted
to make a vacuum, so that the film and the
plate are tight together, without any buckling of the film
vacuum pad /vkjum pd/ plural
noun a suction cap which is used to lift a
sheet of paper
valuation / vljueʃ(ə)n/ noun the
process of calculating how much something is worth 왍 to buy a bookshop with
stock at valuation to pay for the stock the
same amount as its value as estimated by a
valuer
value /vlju/ noun the amount that
something is worth either in money or
quantity 쐽 verb to estimate how much
money something is worth
value added tax / vlju dd tks/
noun a tax on goods and services
purchased which the seller must then pay
to the government. Abbr VAT
value publishing /vlju pblʃŋ/
noun US the publishing of high-quality
bargain books
valuer /vljυə/ noun a person who estimates how much money something is
worth
vandyke, Van Dyke US a trade name for
a type of photographic proof made from
film printed onto special paper. 쒁 blue,
vacuum

vacuum forming

vacuum frame

vacuum pad

valuation

|

value

value added tax

value publishing

valuer

vandyke

diazo paper, ozalid

vanity publisher /vnti pblʃə/
vanity publisher

noun a publishing house that publishes an
author’s work in return for payment from
the author. Vanity publishers do not typically market or distribute their publications.

vanity publishing /vnti pblʃŋ/
noun the publishing of books which are
vanity publishing

paid for by their authors

variable /veəriəb(ə)l/ adjective not
variable

always the same 쑗 Text was typed with
variable spacing between the words.
variable costs / veəriəb(ə)l kɒsts/
plural noun production costs which
increase with the quantity of the product
made, e.g. wages and raw materials
variable
spacing
/veəriəb(ə)l
spesŋ/ noun spacing between words
which can change, used in justifying lines
variorum / veəriɔrəm/ adjective 1.
having commentary or notes written by
various editors or scholars 2. containing
different versions or readings of a text 쐽
noun an edition of a text with commentary
or notes written by various editors or
scholars, or with different versions or readings
varnish /vɑnʃ/ noun a shiny coating
applied to book covers or jackets to make
them more durable, similar in appearance
to lamination, but cheaper 쐽 verb to coat a
book cover with varnish
varnishing machine /vɑnʃŋ mə
ʃin/ noun a machine which applies
varnish to book covers
vat /vt/ noun a large container for liquid
VAT / vi e ti, vt/ abbreviation value
added tax
variable costs

variable spacing

variorum

|

varnish

varnishing machine

|

vat

VAT

COMMENT:

In the UK books and
newspapers are not exempt from VAT; VAT
is levied on them at 0%, that is, they are
‘zero-rated’. This is important for
publishers, since it keeps the price to the
customer low, and encourages the buying
of books. It has another advantage in that a
publisher (like any other trader) can claim
back from the Customs and Excise
Department any VAT which he has spent
which is more than the VAT he has charged
on his sales. Since books have 0% VAT
charged on them, a publisher can claim
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back all VAT which he spends on
purchasing
stationery,
equipment,
typesetting, etc. Finished books are
charged at 0% VAT by the printer; if
typesetting is done by the printer, it is
included on the invoice at 0% VAT, since it
is part of the finished book; if typesetting is
done separately, then VAT is charged on it
by the typesetter at the normal rate (and
can eventually be claimed back by the
publisher).

VAT declaration /vt deklə reʃ(ə)n/
noun a statement declaring VAT income to
VAT declaration

|

the VAT office

VAT inspector /vt n spektə/ noun a
VAT inspector

|

government official who examines VAT
returns and checks that VAT is being paid
VAT invoice /vt nvɔs/ noun an
invoice which shows VAT separately
VAT invoicing /vt nvɔsŋ/ noun
the sending of invoices including VAT
vat machine /vt mə ʃin/ noun a type
of machine used in the paper industry for
making board
vatman /vtmn/ noun an employee
who makes handmade paper
VATman /vtmn/ noun a VAT
inspector
VAT office /vt ɒfs/ noun a government office dealing with the collection of
VAT in an area
vat paper /vt pepə/ noun paper
made in a vat machine
VCR abbreviation video cassette recorder
VDT abbreviation video display terminal
VDU abbreviation visual display unit
vector /vektə/ noun a coordinate that
consists of a magnitude and direction
vector font /vektə fɒnt/ noun the
shape of characters within a font that are
drawn using vector graphics, allowing the
characters to be scaled to almost any size
without changing the quality. Compare
VAT invoice

VAT invoicing

vat machine

|

vatman

VATman

VAT office

vat paper

VCR

VDT

VDU

vector

vector font

bitmapped font

vector graphics /vektə "rfks/,
vector image / vektə md/, vector
scan /vektə skn/ noun a computer
vector graphics

drawing system that uses line length and
direction from an origin to plot lines and so
build up an image rather than a description
of each pixel, as in a bit map 쑗 A vector
image can be easily and accurately resized
with no loss of detail.
vehicle /vik(ə)l/ noun the liquid part of
printing ink, which carries the pigment
vellum /veləm/ noun smooth, fine
parchment or paper made from polished
calf, sheep or goat skin
vehicle

vellum

vertically

venture /ventʃə/ noun a business or
venture

commercial deal which involves a risk

venture capital / ventʃə kpt(ə)l/
venture capital

noun capital for investment which may
easily be lost in risky projects, but can also
provide high returns. Also called risk
capital

permission / v!b(ə)l pə
mʃ(ə)n/ noun the act of telling somebody
that they are allowed to do something
verification / verfkeʃ(ə)n/ noun the
act of checking that something is true and
accurate
verify /verfa/ verb to check that something is true and accurate
version /v!ʃ(ə)n/ noun a copy or form
of something that is slightly different from
the original
verso /v!səυ/ noun the left-hand page
of a book, usually given an even number
vertical /v!tk(ə)l/ adjective upright,
forming an angle of 90° to the ground
vertical alignment /v!tk(ə)l ə
lanmənt/ noun the spacing of matter so
that the items are correctly placed above
each other on the page
vertical axis / hɒrzɒnt(ə)l kss/
noun reference lines used for vertical coordinates on a graph
vertical communication / v!tk(ə)l
kə mjunkeʃ(ə)n/ noun communication between senior managers via the
middle management to the workers
vertical dimension /v!tk(ə)l da
menʃən/ noun the depth of a page from
head to foot (NOTE: When giving dimenverbal
verbal permission

|

verification

|

verify

version

verso

vertical

vertical alignment

|

vertical axis

vertical communication

|

|

vertical dimension

|

sions of a book in Britain the vertical
dimension is always given first: this book is
198 x 129mm; if it were landscape format it
would be 129 x 198mm.)
vertical integration / v!tk(ə)l nt
"reʃ(ə)n/ noun the joining together of
vertical integration

|

two businesses which deal with different
stages in the production or sale of a
product, as when a publisher buys a bookseller, or a printer buys a typesetter
vertical jobbing press / v!tk(ə)l
dɒbŋ pres/ noun a small letterpress
machine printing flat formes which move
vertically and not horizontally
vertical justification / v!tk(ə)l
dstfkeʃ(ə)n/ noun adjustment of
the spacing between lines of text to fit a
section of text or column into a page
vertically /v!tk(ə)li/ adverb from top
to bottom or going up and down at right
vertical jobbing press

vertical justification

|

vertically
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vertical scrolling
angles to the horizontal
been justified vertically.

280
쑗

COMMENT:

This
covers
information
transmitted either by TV signals (teletext) or
by signals sent down telephone lines
(Viewdata).

The page has

scrolling
/ v!tk(ə)l
skrəυlŋ/ noun the act of moving text up
or down a computer screen a line at a time
vertical tab / v!tk(ə)l tb/ noun the
number of lines that should be skipped
before printing starts again
vide /vdi/ verb used in cross-references
vertical
vertical scrolling

vertical tab

vide

(NOTE: From the Latin word meaning ‘see’.)
vide infra / vadi nfrə/ phrase a Latin
vide infra

phrase meaning ‘see below’, used in cross
references
video /vdiəυ/ noun a recording on video
tape
videobook /vdiəυbυk/ noun an educational video that can be downloaded from a
website as part of a training course
video cassette /vdiəυ kə set/ noun a
container for video recording tape which
enables it to be played back by a VCR
video cassette recorder / vdiəυ kə
set r kɔdə/ noun a machine which will
record and play back television pictures.
Abbr VCR
videodisc /vdiəυdsk/ noun a readonly optical disk used to store large
amounts of data and pictures
video display /vdiəυ d sple/ noun a
device that can display text or graphical
information
video monitor /vdiəυ mɒntə/ noun
a device able to display signals from a TV
camera, which are then recorded onto
video tape
video player /vdiəυ pleə/ noun a
device that can play back video recordings
but cannot record
video recorder /vdiəυ r kɔdə/ noun
a device for recording TV images and
sound onto video tape
video tape /vdiəυ tep/ noun magnetic
tape which can be used to record pictures
and play them back on a television set
video terminal /vdiəυ t!mn(ə)l/
noun a keyboard with a monitor
videotext /vdiəυtekst/ noun a
communications service linked to an
adapted television receiver or video
display terminal by telephone or cable television lines to allow access to pages of
information. Systems can be one-way,
allowing only for the display of selected
information, or online or interactive,
allowing for two-way communication.
video

videobook

video cassette

|

video cassette recorder

|

|

videodisc

video display

|

video monitor

video player

video recorder

|

video tape

video terminal

videotext

vide supra / vadi suprə/ phrase a
Latin phrase meaning ‘see above’, used in
cross references
view /vju/ noun an opinion about something 쑗 I hold the view that every school
should have a library. 왍 to print 8 pages to
view to print 8 pages at a time on each side
of the sheet of paper
Viewdata /vjudetə/ a trade name for a
videotext system
vide supra

view

Viewdata

COMMENT: The user calls up the page of

information required, using the telephone
and a modem, as opposed to teletext,
where the pages of information are
repeated one after the other automatically.

viewer /vjuə/ noun 1. a person who
viewer

looks at something 2. an apparatus with a
light box for looking at photographic slides
vignette /vnjet/ noun 1. a very small
illustration, used e.g. to decorate a title
page, a bibliographical page or the last
page of a book 2. a halftone illustration
which fades into the background at the
edges (NOTE: Another US term is fade-out
vignette

|

halftone.)

vinyl foils /van(ə)l fɔlz/ plural noun
vinyl foils

foils for blocking plastic covers
viral design /varəl d zan/ noun the
design of a message that encourages recipients to forward the message on to others
viral marketing /varəl mɑktŋ/
noun marketing by word of mouth or by
spreading advertising messages on the
Internet
virgin paper /v!dn pepə/ noun
paper which has been made from fresh
wood or cotton pulp and not from old
paper. Compare recycled paper
virgule /v!"jul/ noun an oblique
stroke or solidus (the printing sign: /)
viral design

|

viral marketing

virgin paper

virgule

virtual

virtual learning environment

learning

environment

/ v!tʃuəl l!nŋ n varənmənt/ noun a
|

website which helps students to learn, e.g.
by hosting course materials, quizzes,
discussion pages etc. Abbr VLE
virus /varəs/ noun an infection in a
computer system which can damage the
software systems and the data
viscosity /vskɒsti/ noun the degree of
fluidity of ink, glue or varnish
viscous /vskəs/ adjective liquid, but
which does not run freely
visible imports / vzb(ə)l mpɔts/
plural noun real goods which are imported
virus

viscosity

|

viscous

visible imports
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visual /vυəl/ adjective to do with being
seen, or possible to see 쐽 noun 1. a rough
sketch 쑗 The designer has sent in some
visuals for the covers. 2. finished artwork,
graphics, photographs or illustrations, used
as part of a printed output (NOTE: The US
visual

term is comprehensive layout.)
visual display unit / vυəl dsple
junt/, visual display terminal noun a
visual display unit

|

device used with a computer and a
keyboard to display words and graphics on
a screen. Abbr VDU, VDT
visual space /vυəl spes/ noun
leading between lines of text
viz /vz/ abbreviation an abbreviation of
the Latin word ‘videlicet’ meaning
‘namely’, used to give an example
VLE abbreviation virtual learning environment
vocabulary /vəυkbjυləri/ noun the
number of words in a particular language
or related to a specific subject 쑗 The vocabulary of information handling is very
specialised.
vocational
qualification
/vəυ
keʃ(ə)nəl kwɒlfkeʃ(ə)n/ noun a
certificate which states that somebody has
the training or skills needed to do a particular job
vocational training /vəυ keʃ(ə)nəl
trenŋ/ noun courses which teach people
the skills for specific jobs or professions
void /vɔd/ adjective not legally valid 쑗
null and void 쐽 verb 왍 to void a contract
to make a contract invalid
visual space

viz

VLE

vocabulary

|

vocational qualification

|

|

vocational training

|

void

voucher proof

void hickey / vɔd hki/ noun a hickey
void hickey

in the form of a white spot on print

volume /vɒljum/ noun 1. a book, espevolume

cially a large one 2. one of a series in a set
of books or journals 3. the loudness of the
noise produced by something
volume
discount
/vɒljum
dskaυnt/ noun a discount given to a
customer who buys a large quantity of
goods
volume factor /vɒljum fktə/,
volume number noun the thickness of
paper shown as the millimetre thickness of
100 sheets of 100gsm paper
volume of output / vɒljum əv
aυtpυt/ noun the number of items
produced
volume of sales / vɒljum əv selz/
noun the number of items sold. Also called
volume discount

volume factor

volume of output

volume of sales

sales volume

volume rights /vɒljum rats/ plural
volume rights

noun the right to publish a text as a book
during its term of copyright, either in the
original edition or in cheap paperback
versions, or by licensing the right to
publish it to another publisher
VORTAL /vɔtəl/ noun a portal website
that contains information for just one
particular industry or interest group
voucher copy /vaυtʃə kɒpi/ noun a
free copy of a periodical given to an advertiser, or of a book given to a person who
has worked on it
voucher proof /vaυtʃə pruf/ noun a
proof sent by the printer for information
only, not for correction
VORTAL

voucher copy

voucher proof
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W
W3C / db(ə)l ju θri si/ noun a

warehousing /weəhaυzŋ/ noun the

W3C

warehousing

consortium of organisations, programmers, developers, industry executives and
users which seeks to guide the future
development of the World Wide Web and
ensure that all web technologies are
compatible with one another. Full form

act of storing goods in a warehouse 쑗
Warehousing costs are rising rapidly.
warp /wɔp/ verb to bend or curve
because of damp conditions
warpage, warping noun the process of
becoming bent or curved
warranty /wɒrənti/ noun a written guarantee given by a company against faulty
goods or workmanship
wash-up /wɒʃ p/ noun the cleaning of
a printing press after use
wastage /westd/ noun the amount
lost by being wasted 쑗 Allow 10% extra
material for wastage.
waste /west/ noun rubbish or things that
are not used 쐽 adjective not used
waste paper /west pepə/ noun paper
which is not used, and which can be
collected for recycling
waste sheet /west ʃit/ noun a sheet
of paper in the endpapers, which is kept to
protect the other sheets during binding and
is then cut out
water-immersion test /wɔtə 
m!ʃ(ə)n test/ noun a test to show how
effective size is on paper
waterleaf /wɔtəlif/ noun freshlymade paper which has not been sized
watermark /wɔtəmɑk/ noun a
distinctive mark impressed into the fabric
of paper when it is made, which can be
seen by holding the paper to the light 쐽
verb to put a watermark in paper

World Wide Web Consortium
waive /wev/ verb to decide not to

warpage

warranty

waive

enforce a regulation
waiver /wevə/ noun permission to do
something although it is not in accordance
with the regulations
waiver clause /wevə klɔz/ noun a
clause in a contract giving the conditions
under which the rights in the contract can
be given up
wall chart /wɔl tʃɑt/, wall map noun
a chart or map which is made to hang up or
to be pinned up on a wall
WAN /wn/ abbreviation Wide Area
Network
want ads /wɒnt dz/ plural noun
advertisements listed in a newspaper under
special headings, such as ‘Property for
sale’ or ‘Jobs wanted’
WAP /wp/ abbreviation a standard
protocol for the transmission of electronic
data between hand-held narrowband
devices such as mobile phones and pagers
and other sources of digital information
such as the Internet. Full form wireless
waiver

waiver clause

wall chart

WAN

want ads

WAP

application protocol

warehouse /weəhaυs/ noun a large
warehouse

building where goods are stored 쐽 verb to
store goods in a warehouse
warehouse capacity /weəhaυs kə
psti/ noun space available in a warehouse
warehouseman /weəhaυsmən/ noun
a person who works in a warehouse
warehouse capacity

|

warehouseman

warp

wash-up

wastage

waste

waste paper

waste sheet

water-immersion test

|

waterleaf

watermark

COMMENT: Watermarks are most often

used in banknote paper, but they also
appear in handmade paper and other fine
papers. They are a useful way of dating old
documents or antiquarian books.

waterproof /wɔtəpruf/ adjective not
waterproof

allowing water to pass through
book jackets are waterproof.

쑗

Plastic
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water-soluble ink /wɔtə sɒljυb(ə)l
water-soluble ink

ŋk/ noun ink that can dissolve in water
.wav suffix a file extension for a sound
file. Full form waveform
wavy line /wevi lan/ noun a line
which goes up and down regularly 쑗 to
instruct bold face, underline the word or
words with a wavy line
wavy paper /wevi pepə/ noun paper
which crinkles at the edges, because of
irregular damping
wax engraving /wks n "revŋ/
noun a method of electrotyping for maps
and charts, using engraved wax as a mould
wax paper /wks pepə/, waxed
paper noun paper made from chemical
pulp, coated with a layer of wax to make it
more or less waterproof and used as wrapping paper
WCT abbreviation WIPO Copyright
Treaty
wear /weə/ noun 왍 fair wear and tear
acceptable damage caused by normal use 쑗
The insurance policy covers most damage
but not fair wear and tear to the machine.
web /web/ noun 쏡 World Wide Web
web break /web brek/ noun a split or
tear in the paper as it is running through a
web-fed press
web break detector /web brek d
tektə/ noun a device which senses if the
web of paper breaks and stops the machine
running
web browser /web braυzə/ noun a
single file stored on a web server which
contains formatted text, graphics and
hypertext links to other pages on the
Internet. A webpage is created using
HTML codes and is viewed with a browser.
webcasting /webkɑstŋ/ noun the use
of the World Wide Web as a medium for
broadcasting information
web content management /web
kɒntent mndmənt/ noun formal
organisation of the content on a company’s
website, including updating, branding,
editorial access, formatting and supporting
software considerations
web crawler /web krɔlə/ noun a
program used to search through pages on
the World Wide Web for documents
containing a specific word, phrase or topic
web-enable /web  neb(ə)l/ verb to
make an electronic device or a software
application capable of accessing the
Internet
.wav

wavy line

wavy paper

wax engraving

|

wax paper

WCT

wear

web

web break

web break detector

|

web browser

webcasting

web content management

web crawler

web-enable

|

web paper

‘The
Sharing
Wycombe’s
Old
Photographs scheme or SWOP has been
awarded a heritage Lottery Grant of £50
000 to digitise and web-enable the
prints.’ [UK NewsQuest]
web-fed /web fed/ adjective taking
paper from rolls
web-fed press /web fed pres/ noun a
press which prints on paper from a reel.
Compare sheet-fed press
web folio /web fəυliəυ/ noun a collection of webpages with an underlying
defining theme, e.g. the pages of an electronic book or the electronic images of an
artist’s portfolio
web form /web fɔm/ noun an electronic document similar to a printed form,
which can be used to collect information
from a visitor to a website. When the form
has been filled in the form, it is usually
returned to the owner of the website by email.
web gain /web "en/ noun stretching of
the paper as it is running through a web-fed
press
webliography / webliɒ"rəfi/ noun 1. a
list of documents available on the World
Wide Web 2. a list or catalogue of all the
web-based material relating to a specific
subject
weblish /weblʃ/ noun the form of
English used globally online, with characteristic features such as the omission of
apostrophes and capital letters, the use of
abbreviations and the rapid absorption of
new words
weblog /weblɒ"/ noun a frequently
updated personal journal chronicling links
at a website, intended for public viewing
web marketing /web mɑktŋ/ noun
marketing that uses websites to advertise
products and services and to reach potential customers
webmaster /webmɑstə/ noun somebody who creates, organises or updates
information on a website
web offset printing /web ɒfset
prntŋ/ noun offset printing using paper
from a large roll
webpage /webped/ noun a computer
file, encoded in HTML and containing
text, graphics files and sound files, that is
accessible through the World Wide Web
web paper /web pepə/ noun paper
supplied in large rolls
web-fed

web-fed press

web folio

web form

web gain

webliography

|

weblish

weblog

web marketing

webmaster

web offset printing

webpage

web paper
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web perfector /web pə fektə/ noun a
web machine which prints both sides of the
web at the same time
web press /web pres/, web machine
noun a printing machine which uses rolls
of paper
web server /web s!və/ noun a
program that serves up webpages when
requested by a client, e.g. a web browser
website /websat/ noun a computer
program that runs a web server providing
access to a group of related webpages
wedge serif /wed serf/ noun a serif
with a straight slope
weekly /wikli/ noun a publication that is
produced every week 쐽 adjective
happening regularly once a week
weigh /we/ verb 1. to measure how
heavy something is 쑗 He weighed the
packet at the post office. 2. to have a particular weight 쑗 The paper weighs 70gsm.
weight /wet/ noun 1. a measurement of
how heavy something is 2. a heavy object,
often decorative, used to stop papers from
falling or being blown away
web perfector

|

web press

web server

website

wedge serif

weekly

weigh

weight

COMMENT:

Paper weight is usually
calculated in gsm, and varies from about
30gsm (Bible paper) to about 150gsm
(heavy cartridge). Board for paper covers is
also calculated in gsm: a common cover
weight is 240gsm. In the USA, paper weight
is calculated in pounds per 500 sheets.
Note that a heavy paper is not necessarily
bulkier (thicker) than a lightweight paper.

weight limit /wet lmt/ noun the
maximum weight of something
wet beaten stuff / wet bit(ə)n stf/
noun a beaten pulp at the wet end of a
papermaking machine
wet carbon process / wet kɑbən
prəυses/ noun the colour correction
process used in gravure, involving threecolour carbon tissues
wet end /wet end/ noun the part of a
papermaking machine where the wet pulp
passes onto the wire mesh
wet expansion /wet k spnʃən/
noun a measurement of the increase in
length of a piece of paper when it is put in
water
wet felt /wet felt/ noun felt that has
absorbed water, used as the base on which
the paper moves through a papermaking
machine
wet flong /wet flɒŋ/ noun a flong made
of alternate layers of tissue paper and blotting paper pasted together and used wet
weight limit

wet beaten stuff

wet carbon process

wet end

wet expansion

|

wet felt

wet flong

wet-on-wet printing / wet ɒn wet
wet-on-wet printing

prntŋ/ noun a method of printing where
one colour is printed on top of another
before the first colour is dry
wet plate /wet plet/ noun a photographic negative or positive made by a
collodion method
wet proofing / wet prufŋ/ noun the
act of taking proofs off plates, as opposed
to plastic or dry proofs such as Cromalin
wet stock /wet stɒk/ noun paper pulp
before it is processed to make paper
wet strength /wet streŋθ/ noun the
strength of paper when wet
wet strength paper /wet streŋθ
pepə/ noun paper which remains strong
even when wet, because of the addition of
resin to the pulp
wf abbreviation wrong font
wet plate

wet proofing

wet stock

wet strength

wet strength paper

wf

COMMENT: Marked by the reader in the

margin, while the incorrect character is
circled (now it is more usual to put a cross
in a circle in the margin).

what you see is what you get noun
what you see is what you get

full form of WYSIWYG
whipstitching /wpsttʃŋ/ noun same
as overcasting
whirler /w!lə/ noun a machine for
evenly sensitising printing plates
white line / wat lan/ noun a line space
between two lines of printed text
white out / wat aυt/ verb 1. to print a
text as white lettering out of a black or
coloured background 쑗 The cover will use
white-out lettering on a dark blue background. 2. to space out type matter 3. to
paint out part of the copy on artwork so that
it does not reproduce
white sale / wat sel/ noun US a sale
of selected academic and very specialised
books
white space /wat spes/ noun the part
of a printed page with no printing on it
white water / wat wɔtə/ noun water
which has drained out the paper pulp and
which is strained to retrieve fibrous matter
whole binding /həυl bandŋ/ noun
same as full binding
whole bound book / həυl baυnd
bυk/ noun a book that has been
completely covered in a binding material
such as leather
wholesale /həυlsel/ adjective buying
and selling goods in bulk to people who
then sell them on in smaller quantities as
retail goods 왍 the wholesale trade the
whipstitching

whirler

white line

white out

white sale

white space

white water

whole binding

whole bound book

wholesale
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business of buying large quantities of
merchandise from a manufacturer and
selling it on to retail dealers
wholesale bookseller /həυlsel
bυkselə/, wholesaler /həυlselə/ noun a
bookseller who buys books from
publishers in large quantities and sells
them on to institutions, government
purchasing organisations or retail bookshops, and does not sell to the public
wholesale bookseller

(NOTE: US English is book jobber.)
wholesale dealer /həυlsel dilə/
noun a person who sells in bulk to retailers
wholesale terms /həυlsel t!mz/
plural noun special terms offered by a
wholesale dealer

wholesale terms

publisher to a wholesaler, usually at least
50% discount
Wickersham quoin /wkəʃəm kɔn/
noun a steel quoin which can be extended
with a key
Wide Area Network / wad eəriə
netw!k/ noun a network of terminals
with links outside the local area by radio,
satellite and cable. Abbr WAN
Wickersham quoin

Wide Area Network

COMMENT: WANs use modems, radio and

other long distance transmission methods;
LANs use cables or optical fibre links

wideband /wadbnd/ noun a transmission with a bandwidth greater than that
of a voice channel
widow /wdəυ/ noun the last line of a
paragraph printed by itself at the top of a
page or column
width /wdθ/ noun 왍 width of a character the distance across a printed character which is not related to its weight, or
the thickness of the strokes
Wi-Fi /wa fa/ a certification trademark
which assures that wireless Local Area
Network products are compatible and can
operate without interfering with each other
wiki /wki/ noun a type of website which
is designed to be edited or added to by its
users
WIMP /wmp/ noun a description of an
integrated software system that is entirely
operated using windows, icons and a
mouse-controlled pointer. Full form
wideband

widow

width

Wi-Fi

wiki

WIMP

windows, icons, mouse, pointer
window /wndəυ/ noun 1. a reserved
window

section of a computer screen, with specific
information, which can overwrite other
sections on screen and can be selected at
any time for editing or reference 2. an
opening in an envelope to show the address
printed on the enclosed document

wireless markup language

window display /wndəυ d sple/
noun a display of goods in a shop window
window dresser /wndəυ dresə/
noun a person who arranges a window
window display

|

window dresser

display

windowing /wndəυŋ/ noun 1. the
windowing

action of setting up a window to show
information on the screen 2. the act of
displaying or accessing information via a
window
WIP abbreviation the value of goods being
manufactured which are not complete at
the end of an accounting period. Full form
WIP

work in progress
wipe /wap/ noun a printing defect where
wipe

the ink blurs and forms lines at the edge of
the type area
wipe-on plate /wap ɒn plet/ noun a
printing plate which is not presensitised
but needs to have a light-sensitive coating
wiped on by hand
WIPO /wapəυ/ abbreviation World
Intellectual Property Organization
WIPO Copyright Treaty / wapəυ
kɒpirat triti/ noun a set of guidelines
regarding copyright protection on software
and databases, as well as technology
relating to copyright such as anti-copying
measures on CDs. It was ratified in the EU
and came into force in 2002. Abbr WCT
wipe-on plate

WIPO

WIPO Copyright Treaty

WIPO Performances and Phonograms Treaty noun a set of guidelines
WIPO Performances and Phonograms Treaty

regarding copyright of intellectual property in relation to advances in technology
in recent years. It was ratified in the EU
and came into force in 2002. Abbr WPPT
wire /waə/ noun 1. a thin thread of metal
2. a small metal staple, used for binding
wire binding /waə bandŋ/ noun a
method of binding the pages of a book with
a wire which runs through holes in the
margins of the pages
wire-bound /waə baυnd/, wirestitched adjective relating to a book where
the pages are attached with wire, as
opposed to sewn binding using thread
wire

wire binding

wire-bound

wireless
wireless application protocol

application

/ waələs
plkeʃ(ə)n
noun full form of WAP
|

wireless
wireless local area network

local

area

protocol

prəυtəkɒl/

network

/ waələs ləυk(ə)l eəriə netw!k/ noun
full form of WLAN

wireless
wireless markup language

markup

language

/ waələs mɑkp lŋ"wd/ noun a

standardised system for tagging text files,
based on XML, which specifies the inter-

Publishing.fm Page 286 Thursday, April 6, 2006 1:33 PM

Wire-O Binding

286

faces of narrowband wireless devices.
Abbr WML
Wire-O Binding /waər əυ bandŋ/ a
trade name for a method of binding using a
spiral wire running through holes in the
margin of the pages of a loose-leaf book
wire-sewn /waə səυn/ adjective
relating to a method of binding where the
signatures are attached with wire staples
wire side /waə sad/ noun the side of a
piece of paper which lies on the wire mesh
when it is being made, and sometimes has
the marks of the mesh on it
wire stabbing /waə stbŋ/ noun a
method of binding very thick books, where
metal staples are passed through the edge
of folded sheets from front to back
wire stitching /waə sttʃŋ/ noun a
method of attaching the sections of a book
by metal staples
withdraw /wðdrɔ/ verb to remove
something 쑗 They were told to withdraw
some of the old books from the library.
without
prejudice
/wð aυt
predυds/ adjective words written on a
letter to indicate that the writer is not
legally bound to do what he or she offers to
do in the letter
WLAN abbreviation a local area network
that uses high-frequency radio signals to
connect with computers within its range
without the need for cables. Full form
Wire-O Binding

wire-sewn

wood furniture /wυd f!ntʃə/ noun
wood furniture

pieces of wood used to fill spaces in a
forme
wood letters /wυd letəz/, wood type
noun very large letters cut in hard wood,
used for posters
woodpulp /wυdplp/ noun material
made from crushed wood mixed with
water, used to make paper
wood letters

woodpulp

wire side

wire stabbing

wire stitching

withdraw

|

without prejudice

|

WLAN

wireless local area network
WML / db(ə)l ju em el/ abbreviation
WML

wireless markup language
women’s magazine /wmnz m"ə
zin/ noun a magazine aimed at the
women’s market
wood block /wυd blɒk/ noun a block of
hard wood, cut to make an illustration
woodcut /wυdkt/ noun an illustration
made by printing from a block of hard
wood, where the design is cut into the
wood along the grain, making a less delicate design than a wood engraving
wood engraving /wυd n "revŋ/
noun an illustration made by printing from
a block of wood, where the design is cut
into the end grain of the wood, against the
grain, making the design sharper and more
durable than a woodcut
woodfree paper /wυdfri pepə/
noun paper which is made from chemical
pulp, and not from mechanical woodpulp
COMPUT
women’s magazine

|

wood block

woodcut

wood engraving

|

woodfree paper

(NOTE: In spite of its name, it is still made
from wood.)

COMMENT: Woodpulp is either crushed from

small pieces of wood by machine
(mechanical pulp) or dissolved using
chemicals (chemical pulp).

word /w!d/ noun a separate item of
word

language, which is used with others to
form speech or writing that can be understood
wordage /w!dd/ noun the number of
words in a text, used often as a method of
payment for work such as keyboarding or
translation
word break /w!d brek/ noun the
point where a long word can be divided by
a hyphen at the end of a line
word count /w!d kaυnt/ noun the
process of counting the number of words in
a text 쑗 The word-processing program has
a word count facility.
word division /w!d d v(ə)n/ noun
a way of splitting words at the ends of
lines, by inserting a hyphen
wording /w!dŋ/ noun a series of
words 쑗 Did you read the wording on the
contract?
word-process / w!d prəυses/ verb to
edit, store and manipulate text using a
computer
word processing / w!d prəυsesŋ/
noun the creation, retrieval, modification,
storage and printing of text using a
computer or other electronic equipment.
Also called text processing
word-processing package /w!d
prəυsesŋ pkd/ noun software on a
program disk with an instruction manual,
which enables word processing to be
carried out
word processor / w!d prəυsesə/
noun a computer that will run a wordprocessing program, usually used to create
text
word space /w!d spes/ noun a white
space left between two words in continuous text
word spacing /w!d spesŋ/ noun
spaces between words which are made
wordage

word break

word count

word division

|

wording

word-process

word processing

word-processing package

word processor

word space

word spacing
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wider or narrower to fit the characters into
a fully justified line
words per minute / w!dz p! mnt/
noun a method of measuring the speed of a
printer or a keyboarder. Abbr WPM
word wrap /w!d rp/ noun a system in
word processing where the operator does
not have to indicate the line endings, but
can keyboard continuously, leaving the
program to continue the text on the next
line
work /w!k/ noun 1. a published document 2. the tasks involved in a job 쐽 verb to
do things with the hands or brain, for
money 쑗 The factory is working hard to
complete the order. 쑗 She works better now
that she has been promoted.
work and tumble / w!k ən tmb(ə)l/
adverb referring to a printing imposition
where one side of the sheet of paper is
printed, then the paper is turned upside
down to print the other side from the same
forme, changing the edge which is fed to
the grippers
work and turn / w!k ən t!n/ adverb
referring to a printing imposition where
one side of the sheet of paper is printed,
then the paper is turned over to print the
other side
work and twist / w!k ən twst/
adverb referring to a printing imposition
where one side of the sheet of paper is
printed, then the paper is turned over,
twisted through 90° and printed on the
other side, changing the edge which is fed
to the grippers
workbook /w!kbυk/ noun a textbook
with exercises and spaces for the answers
to be written in
working /w!kŋ/ noun a single pass
through a printing machine which will
complete the printing of a sheet
working capital /w!kŋ kpt(ə)l/
noun money that is available immediately
and not tied up in investments, property or
equipment
work in hand / w!k n hnd/ noun
work which is in progress but not finished
work in progress / w!k n prəυ"res/
noun 1. the value of goods being manufactured which are not complete at the end of
an accounting period 2. full form of WIP
workload /w!kləυd/ noun the amount
of work to be done in a stated time by a
person or group 쑗 He has difficulty in
coping with his heavy workload. 쑗 My
words per minute

word wrap

work

work and tumble

work and turn

workload has doubled since the senior
editor left.
work of reference / w!k əv
ref(ə)rəns/ noun an important and wellknown reference book 쑗 It is the standard
work of reference on tropical diseases.
work permit /w!k p!mt/ noun an
official document which allows somebody
who is not a citizen to work in a country
workspace /w!kspes/ noun memory
space available on a computer for temporary work
work station /w!k steʃ(ə)n/ noun a
desk with a computer, keyboard and sometimes a printer
workup /w!kp/ noun a black mark on
a printed sheet caused by a piece of lead
which has moved and caught the ink
world rights / w!ld rats/ plural noun
the right to sell copies of a book anywhere
in the world
World Wide Web / w!ld wad web/
noun a hypertext representation of the
Internet, a collection of the millions of
websites and webpages which together
form the part of the Internet that is most
often seen by users. Abbr www
work of reference

work permit

workspace

work station

workup

world rights

World Wide Web

COMMENT: Each website on the World Wide

Web is a collection of webpages, and each
webpage contains text, graphics and links
to other websites. Each page is created
using the HTML language and is viewed by
a user with a web browser. To navigate
between webpages and websites is called
surfing, which requires a computer with a
link to the Internet and a web browser to
view the webpages stored on the remote
web servers.

work and twist

workbook

working

working capital

work in hand

work in progress

workload

wrap

WORM /w!m/ noun an optical disk
storage system that allows the user to write
data to the disk once, but the user can then
read the data from the disk many times.
Full form write once read many times
WORM

memory
wove /wəυv/ noun paper with an antique
wove

finish, which does not show laid lines but
shows the marks of the mesh on the dandy
roll. Compare laid paper
WPM abbreviation words per minute
WPPT abbreviation WIPO Performances
and Phonograms Treaty
wrap /rp/ noun a four-page section
wrapped round a signature before binding
and bound up with it 쐽 verb 왍 to wrap
round to put a four page section round a
signature before the book is bound 쑗 There
are sixteen pages of plates wrapped round
sigs 2, 4, 5 and 6.
WPM

WPPT

wrap
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wraparound /rpə raυnd/ noun a
system in word processing where the
writer does not have to put in line endings,
because the end of each line is automatically marked by the program
wraparound plates /rpə raυnd
plets/ plural noun flexible plates wrapped
round the steel cylinders on a rotary letterpress or in flexography
wrapper /rpə/ noun PUBL same as dust
wraparound

|

wraparound plates

|

wrapper

jacket

wrappering /rpərŋ/ noun the process
wrappering

of putting paper covers on paperbacks
wrapping /rpŋ/ noun the process of
putting periodicals into plastic or paper
envelopes for mailing
wrapping paper /rpŋ pepə/ noun
special coloured paper for wrapping
presents
wrappings /rpŋz/ plural noun papers
used for wrapping
wrapround /rpraυnd/ noun 1. a fourpage section of printed pages such as a set
of plates, which is wrapped round a signature 2. a cover which is wrapped round a
book
wrinkle /rŋkəl/ noun a small crease in
paper caused by damp conditions which
make the paper stretch
write /rat/ verb to use a pen, pencil or
computer to produce letters, numbers and
symbols on paper so that other people can
read them
write in / rat n/ verb to add matter to a
text
wrapping

wrapping paper

wrappings

wrapround

wrinkle

write

write in

write out / rat aυt/ verb to write something in full 쑗 She wrote out the minutes of
the meeting from her notes.
writer /ratə/ noun a person whose job is
to write books or articles for money
writing /ratŋ/ noun something that has
been written 쑗 to put the agreement in
writing 쑗 He has difficulty in reading my
writing.
writing paper /ratŋ pepə/ noun
good-quality paper used for writing letters
written permission / rt(ə)n pə
mʃ(ə)n/ noun a document which allows
somebody to do something
wrong font / rɒŋ fɒnt/ noun a correction mark to a printer to show that a character is in the wrong font. Abbr wf
wrong-reading / rɒŋ ridŋ/ adjective
relating to film or text which reads from
right to left when viewed from the emulsion side, so that when printed it will be the
right way round. Also called flopped,
write out

writer

writing

writing paper

written permission

|

wrong font

wrong-reading

reverse-reading

wrong-reading film / rɒŋ ridŋ/
wrong-reading film

noun film which reads in the wrong way,

from right to left, when viewed from the
emulsion side
www abbreviation World Wide Web
WYSIWYG /wziw"/ noun a system in
which the text and graphics on a computer
screen are exactly the same as what will be
printed out. Full form what you see is
www

WYSIWYG

what you get
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XYZ
xerographic / zərəυ"rfk/ adjective
xerographic

|

relating to xerography

xerographic copier / zərəυ"rfl
xerographic copier

kɒpiə/ noun a plain paper copier, where
the image of the original is transferred to
the copy paper by electrostatic means
xerographic printer / zərə"rfk
prntə/ noun a printer such as a photocopier where copies are made by electrostatic means, i.e. ink is attracted to charged
areas of a picture
xerography /zərɒ"rəfi/ noun a
copying method that relies on powdered
ink being attracted to charged areas of an
image
Xerox /zirɒks/ a trade name for a type of
photocopier 쐽 verb to photocopy a paper or
document 쐽 noun a photocopy made with a
Xerox machine 쑗 to send the other party a
xerox of the contract 쑗 We have sent
xeroxes to each of the agents.
XGA / eks di e/ noun a standard for a
PC colour video graphics adapter, developed by IBM, which has a resolution of
1,024 x 768 pixels with 256 colours on an
interlaced display. Full form extended
xerographic printer

xerography

|

Xerox

XGA

graphics array

XGA-2 / eks di e tu/ noun a form of
XGA-2

XGA which provides a resolution of 1,024
x 768 pixels with 64,000 colours
x height /eks hat/ noun the height of
the main central part of a printed character
such as the letter x, which does not have an
ascender or descender
x line /eks lan/ noun a line marking the
top of the main part of a printed character
such as the letter x
XML / eks em el/ noun a programming
language designed for web documents
which allows for the creation of customised tags for individual information fields.
Full form Extensible Markup Language
x height

x line

XML

X-Y / eks wa/ noun coordinates for
drawing a graph, where X is the vertical
and Y the horizontal value
X-Y plotter / eks wa plɒtə/ noun a
plotter which plots to supplied coordinates,
by moving the pen in two planes while the
paper remains stationary
yankee machine /jŋki mə ʃin/
noun a papermaking machine which has a
machine glazing cylinder
yapp binding /jp bandŋ/ noun
binding with a material whose edges
project over the trimmed pages, used often
for Bibles
year /jə/ noun a period of twelve months
yearbook /jəbυk/ noun a book
published once a year with details and
information about a particular organisation
or profession 쑗 the education yearbook
year end / jə end/ noun the end of the
financial year, when a company’s accounts
are prepared
yellow /jeləυ/ noun one of the three
process colours (the others are cyan and
magenta) 쐽 verb (of paper) to turn yellow
when exposed to the light
‘Only as I flicked through a childhood
copy of The Wind in the Willows did
horror
strike.
The
book
was
disintegrating before my eyes. The once
vivid, stiff cover was curling and
fading… pages were yellowing and the
paper so fragile you fear it would tear if
you cast it a cross look. What on earth are
these books made of? Are they the
literary equivalent of the biodegradable
coffin?’ [The Herald]
yellowing /jeləυŋ/ noun the tendency
of some paper to turn yellow when exposed
to the light
Yellow Pages / jeləυ pedz/ noun a
telephone directory printed on yellow
paper, which is organised alphabetically
X-Y

X-Y plotter

yankee machine

|

yapp binding

year

yearbook

year end

yellow

yellowing

Yellow Pages

Publishing.fm Page 290 Thursday, April 6, 2006 1:33 PM

yellow press

290

according to the trade or business of the
subscribers
yellow press /jeləυ pres/ noun a
popular name for tabloid sensational newspapers
YMCK / wa em si ke/ adjective full
form yellow-magenta-cyan-black (NOTE:
yellow press

YMCK

Normally written as CMYK.)
young adult book / jŋ dlt bυk/
noun a book written for adults but considyoung adult book

ered suitable for adolescents
zero-rated / zərəυ retd/ adjective
having a VAT rate of 0%
zero-rating /zərəυ retŋ/ noun the
rating of an item at 0% VAT
zinc etching /zŋk etʃŋ/ noun a block
used to print illustrations with no tones
such as line drawings
zinco, zincograph noun a letterpress line
block made of zinc
zero-rated

zero-rating

zinc etching

zinco

zine /zin/ noun a self-published paper,
Internet magazine or other periodical
which is issued at irregular intervals and
usually appeals to a specialist readership
.zip /zp/ suffix a file extension for a zip
file
zip-a-tone /zp ə təυn/ noun a mechanical tint on self-adhesive film, used when
preparing artwork
zip file /zp fal/ noun a computer file
with the extension ‘.zip’ containing data
that has been compressed for storage or
transmission.
zone /zəυn/ noun a region or part of a
screen defined for specialised printing
zoom /zum/ verb to enlarge an area of
text on a computer screen so that it is easier
to work on
zine

.zip

zip-a-tone

zip file

zone

zoom
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Proofreading Marks

Proofreading Marks continued

Copyright Law in the UK
Copyright Act 1956
set up copyright protection for all original literary, dramatic, musical
or artistic works made in the UK under the control of the Government
Copyright, Designs And Patents Act 1988
introduced the rights for the author of a work to be identified as such,
and to not suffer harm to their reputation through mistreatment of
their works
EU Directive 92/100 1992
clarified intellectual property rights in relation to copying or
distribution of a person’s work
EU Directive 93/98 1993
made copyright periods uniform throughout the EU, extending
post-mortem copyright protection of a work from 50 to 70 years in
the UK
Trademarks Act 1994
made provision for registration of trademarks and sets out guidelines
for what constitutes infringement

Copyright Resources on the Web
UK Patent Office
Information on copyrights, trademarks, patents and intellectual property.
www.patent.gov.uk
European Patent Office
Information on copyright, trademarks, patents and intellectual property.
www.european-patent-office.org
Intellectual Property UK
The Government site for the UK giving information on the law regarding IP.
www.intellectual-property.gov.uk
World Intellectual Property Organisation
An international organisation dedicated to promoting the use and protection of
intellectual property.
www.wipo.int

UK Publishers
AA Publishing
www.theaa.com/bookshop/

BFI Publishing
www.bfi.org.uk

ABC-Clio
www.abc-clio.com

Black & White Publishing Ltd
www.blackandwhitepublishing.com

Absolute Press
www.absolutepress.co.uk

A & C Black Publishers Ltd
www.acblack.com

Ian Allan Publishing Ltd
www.ianallanpublishing.com

Black Ace Books
www.blackacebooks.com

J. A. Allen
www.halebooks.com

BlackAmber Books Ltd
www.blackamber.com

Allison & Busby Ltd
www.allisonandbusby.com

Blackstaff Press Ltd
www.blackstaffpress.com

Andersen Press Ltd
www.andersenpress.co.uk

Blackwell Publishing Ltd
www.blackwellpublishing.com

Anness Publishing
www.annesspublishing.com

Bloomsbury Publishing plc
www.bloomsbury.com

Anova Books
www.chrysalisbooks.co.uk

Marion Boyars Publishers Ltd
www.marionboyars.co.uk

Anvil Press Poetry
www.anvilpresspoetry.com

Breedon Books Publishing Co. Ltd
www.breedonbooks.co.uk

Appletree Press Ltd
www.appletree.ie

British Library Publications
www.bl.uk

Arcadia Books Ltd
www.arcadiabooks.co.uk

Cadogan Guides
www.cadoganguides.com

Ashgate Publishing Ltd
www.ashgate.com

Calder Publications UK Ltd
www.calderpublications.com

Aureus Publishing Ltd
www.aureus.co.uk

Cambridge University Press
www.cambridge.org

Aurum Press Ltd
www.aurumpress.co.uk

Canongate Books Ltd
www.canongate.net

Duncan Baird Publishers
www.dbponline.co.uk

Carcanet Press Ltd
www.carcanet.co.uk

Barefoot Books Ltd
www.barefootbooks.co.uk

Cavendish Publishing Ltd
www.cavendishpublishing.com

BBC Audiobooks Ltd
www.bbcaudiobooks.com

Chambers Harrap Publishers Ltd
www.chambersharrap.co.uk

UK Publishers continued
The Chicken House
www.doublecluck.com

W. Foulsham & Co. Ltd
www.foulsham.com

James Clarke & Co. Ltd
www.lutterworth.com/jamesclarke/

David Fulton Publishers Ltd
www.fultonpublishers.co.uk

Colourpoint Books
www.colourpoint.co.uk

The Gallery Press
www.gallerypress.com

Constable & Robinson Ltd
www.constablerobinson.com

Garnet Publishing Ltd
www.garnetpublishing.co.uk

Continuum Books
www.continuumbooks.com

Granta Publications
www.granta.com

The Crowood Press
www.crowood.com

Harcourt Education Ltd
www.harcourteducation.co.uk

Dedalus Ltd
www.dedalusbooks.com

Harlequin Mills & Boon Ltd
www.millsandboon.co.uk

Dorling Kindersley
www.dk.com

HarperCollins Publishers
www.harpercollins.co.uk

Gerald Duckworth & Co. Ltd
www.ducknet.co.uk

Haynes Publishing
www.haynes.co.uk

Edinburgh University Press
http://www.eup.ed.ac.uk/

Hodder Headline Ltd
www.hodderheadline.co.uk

Egmont Books
www.egmont.co.uk

Icon Books Ltd
www.iconbooks.co.uk

Elliott & Thompson
www.elliottthompson.com

Ilex
www.ilex-press.com

Elsevier Ltd
www.elsevier.com

Insight Guides/Berlitz Publishing
www.insightguides.com

Encyclopaedia Britannica UK Ltd
www.britannica.co.uk

Irish Academic Press Ltd
www.iap.ie

Evans Brothers Ltd
www.evansbooks.co.uk

The Ivy Press Ltd
www.ivypress.co.uk

Faber & Faber Ltd
www.faber.co.uk

Jane’s Information Group
www.janes.com

Flame Tree Publishing
www.flametreepublishing.com

The Kenilworth Press Ltd
www.kenilworthpress.co.uk

Folens Publishers
www.folens.com

Laurence King Publishing Ltd
www.laurenceking.co.uk

UK Publishers continued
Kingfisher Publications plc
www.kingfisherpub.com

Peter Owen Ltd
www.peterowen.com

Letts Educational
www.lettsed.co.uk

Oxford University Press
www.oup.com

LexisNexis UK
www.lexisnexis.co.uk

Pearson Education
www.pearsoned.co.uk

Frances Lincoln Ltd
www.frances-lincoln.com

Pen & Sword Books Ltd
www.pen-and-sword.co.uk

Liverpool University Press
www.liverpool-unipress.co.uk

Penguin Group (UK)
www.penguin.co.uk

Lonely Planet Publications
www.lonelyplanet.com

Phaidon Press Ltd
www.phaidon.com

McGraw-Hill Education
www.mcgraw-hill.co.uk

Piatkus Books
www.piatkus.co.uk

Macmillan Publishers Ltd
www.macmillan.co.uk

Plexus Publishing Ltd
www.plexusbooks.com

Manchester University Press
www.manchesteruniversitypress.co.uk

Pluto Press
www.plutobooks.com

Merrell Publishers Ltd
www.merrellpublishers.com

Polity Press
www.polity.co.uk

Methuen Publishing Ltd
www.methuen.co.uk

Poolbeg Press Ltd
www.poolbeg.com

Michelin Travel Publications
www.viamichelin.com

Profile Books Ltd
www.profilebooks.co.uk

Nelson Thornes Ltd
www.nelsonthornes.com

Quadrille Publishing
www.quadrille.co.uk

New Holland Publishers UK Ltd
www.newhollandpublishers.com

Random House Group Ltd
www.randomhouse.co.uk

Oberon Books
www.oberonbooks.com

Reaktion Books
www.reaktionbooks.co.uk

The Octagon Press Ltd
www.octagonpress.com

Reynolds & Hearn Ltd
www.rhbooks.com

Oneworld Publications
www.oneworld-publications.com

Ryland Peters & Small
www.rylandpeters.com

The Orion Publishing Group Ltd
www.orionbooks.co.uk

SAGE Publications Ltd
www.sagepub.co.uk

UK Publishers continued
Salariya Book Company Ltd
www.salariya.com

Transworld Publishers
www.booksattransworld.co.uk

Scala Publishers
www.scalapublishers.com

Usborne Publishing Ltd
www.usborne.com

Schofield & Sims Ltd
www.schofieldandsims.co.uk

V&A Publications
www.vandashop.co.uk

Scholastic Ltd
www.scholastic.co.uk

Virgin Books Ltd
www.virginbooks.com

Shepheard-Walwyn (Publishers) Ltd
www.shepheard-walwyn.co.uk

University of Wales Press
www.wales.ac.uk/press

Short Books Ltd
www.shortbooks.co.uk

Walker Books Ltd
www.walkerbooks.co.uk

Simon & Schuster
www.simonsays.co.uk

Ward Lock Educational Co. Ltd
www.wardlockeducational.com

Springer-Verlag Ltd
www.springeronline.com

The Watts Publishing Group Ltd
www.wattspublishing.co.uk

Stenlake Publishing Ltd
www.stenlake.co.uk

Websters International Publishers Ltd
www.websters.co.uk

Stride Publications
www.stridebooks.co.uk

Which? Ltd
http://bookshop.which.co.uk

Sussex Academic Press
www.sussex-academic.co.uk

Whittet Books Ltd
www.whittetbooks.com

Sutton Publishing Ltd
www.suttonpublishing.co.uk

Wiley Europe Ltd
http://eu.wiley.com

Sweet & Maxwell
www.sweetandmaxwell.co.uk

Philip Wilson Publishers Ltd
www.philip-wilson.co.uk

Taschen UK Ltd
www.taschen.co.uk

The Women’s Press
www.the-womens-press.com

Taylor & Francis Books Ltd
www.tandf.co.uk/books/

Woodhead Publishing Ltd
www.woodhead-publishing.com

Thames & Hudson Ltd
www.thamesandhudson.com

Yale University Press
www.yalebooks.co.uk

Time Warner Book Group UK
www.twbg.co.uk

Zoë Books Ltd
www.zoebooks.co.uk

Titan Books
www.titanbooks.com

Book Prizes and Awards
American Book Award
An annual award given in recognition of literary achievement by an American
author, intended to be more open in terms of age, sex, race and genre of writing
than other awards.
Australian/Vogel Literary Award
A prize given by Australian publishers Allen and Unwin for an outstanding
unpublished manuscript by an author under the age of 35.
Author’s Club Awards
Two awards made annually for outstanding works of literature, one for a first
work of fiction and the other for a non-fiction work on architecture and the arts,
each of £1,000.
BA/Book Data Author Of The Year Awards
A prize of £1,000 given to a British or Irish published author who has made the
most impact over the course of the year according to a survey of bookshops.
BBC4 Samuel Johnson Prize
A prestigious prize for non-fiction writing, running since 1999. Each finalist
receives £2,500 and the winner £30,000.
Betty Trask Awards
A total prize fund of £25,000, administered by the Society of Authors, for
authors of an outstanding first novel ‘of a romantic or traditional nature’.
Booktrust Early Years Awards
A prize given for outstanding illustrated books for pre-school children, running
since 1999.
Bram Stoker Awards
A set of prizes honouring ‘superior achievement’ in horror writing, given for
novels, short stories and anthologies by the Horror Writer’s Association.
British Academy Book Prize
An award that honours academic books on the humanities and social sciences,
which are written to appeal to a non-specialist audience.
Caldicott Medal
A prestigious award given by the American Library Association to the writer of
an outstanding American illustrated book for children.
Carnegie Medal
An award made by CILIP to the writer of an outstanding book for children,
written in English and published during the previous year in the UK.
Cholmondley Award
A prize of £2,000 given to each of four poets each year, running since 1966.
Commonwealth Writer’s Prize
Awards up to £10,000 each for outstanding books and first novels from the
Commonwealth areas, Africa, the Caribbean, Canada and South-East Asia.

Book Prizes and Awards continued
David Cohen British Literature Prize
An award given for lifetime achievement in the field of literature, administered
by the Arts Council. The prize includes money to be used to fund further work.
Duff Cooper Award
A prize of £3, 000 given for the best work of history, biography or political
science published in English or French.
Dundee Book Prize
An award of £6,000 and the chance of publication, awarded every two years for
an unpublished manuscript.
Elizabeth Longford Prize for Historical Biography
Awards a prize of £3,000 for a work of historical biography published in the
year preceding the awards.
Encore Award
A prize of £10,000 administered by the Society of Authors, given for an
outstanding second novel published in the English language in the UK.
Eric Gregory Trust Fund Awards
A total prize fund of £24,000, to be shared between 4-6 authors of a published
or unpublished collection of poetry.
George Orwell Memorial Prize
An award of £1,000 given for a political book, either fiction or non-fiction,
which is accessible to a non-academic audience.
Guardian Award
A prestigious award for works of children’s literature published in the UK
during the preceding year, given by the Guardian Newspaper.
Guardian First Book Award
A prize for an outstanding piece of new writing published in the UK during the
preceding year, given by the Guardian Newspaper.
Hans Christian Andersen Awards
An international prize presented every other year to authors and illustrators who
have made a ‘lasting contribution’ to children’s literature. Winners receive a
gold medal.
Hawthornden Prize
An award given for ‘a work of imaginative literature’. It is one of the oldest
awards, running since 1919.
Hemingway Foundation/PEN Awards
A prize given to a first novel or book of short stories by an American author,
founded by Ernest Hemingway’s widow Mary in 1976.
Independent Foreign Fiction Prize
An award now administered by the Arts Council which honours works
translated into English and published in the UK. The winning author and
translator both receive £5,000.

Book Prizes and Awards continued
James Tait Black Memorial Prizes
Two awards given annually for works of fiction and biography, worth £3,000
each. It is one of the oldest literary awards still in operation, running since
1919.
John Llewellyn Rhys Prize
An award of £3,000 funded by the Mail on Sunday, given to an outstanding
British or Commonwealth author under the age of 35.
John Newbery Medal
A prestigious award given by the American Library Association for an
outstanding American work of children’s literature.
J. R. Ackerley Prize for Autobiography
A prize of £1000 and a silver Dupont pen given for an outstanding work of
autobiography by a British author, published in English.
Kate Greenaway Medal
An award made by CILIP to the writer of an outstanding illustrated book for
children. The book must be written in English and have been published in the
United Kingdom during the year preceding the presentation of the award.
Kerrie Group Irish Fiction Award
An annual prize of EUR10,000 for a published Irish author.
Kiriyama Prize
A double award given annually for the best fiction and non-fiction works which
promote inter-cultural understanding between the West and the countries of
South Asia.
Man Booker Prize for Fiction (also known as The Booker Prize)
A highly-prestigious award given to an author in the UK or Commonwealth,
including a cash prize of £50,000 and also assuring some degree of literary
success.
Man Booker International Prize
The international partner of the Man Booker Prize, given to an outstanding
author whose work is generally available in English translation, with a cash
prize of £60,000.
Manchester Book Award
A recently-established award for children’s literature by a UK-resident author,
which is judged by school library reading groups.
McKitterick Prize
A prize of £4,000 given for an exceptional first novel by an author over the age
of 40.
Miles Franklin Literary Award
A prize of AU$28,000 given annually for an adult work of fiction depicting
Australian life and culture.

Book Prizes and Awards continued
National Book Awards
An annual honour given in four categories of literary works, administered by
the National Book Foundation in the US. The prize is $10,000 and a crystal
sculpture.
Nestlé Smarties Books Prize
An award organised by Booktrust, given for children’s books in 3 age
categories.
Nobel Prize in Literature An immensely prestigious award given each year to
an international author, with nominations made to the Swedish Academy. The
prize, amounting to more than £720,000, is presented to the winner by the King
of Sweden.
O. Henry Awards
Annual American awards given to exceptional short stories, especially those
which have made a ‘lasting contribution’ to the art of short story writing.
Orange Prize for Fiction
An award given for an outstanding original novel by a female author of any
nationality, published in the UK. The prize for the winner is £30,00 and a
bronze sculpture.
Prix Décembre
A prize given for French literary works at the end of the year, generally for less
conventional, ‘mainstream‘ works than the Prix Goncourt.
Prix des Deux Magots
An annual French literary prize which is awarded for new fiction, running since
1933.
Prix Femina
An award given for an outstanding literary work in the French language,
awarded by an exclusively female jury and sponsored by woman’s magazine
Femina.
Prix Goncourt
A highly-prestigious prize given annually by the Académie Goncourt for
‘imaginative prose’ in the French language.
Pulitzer Prizes
Annual awards given for works in fiction, non-fiction, history, poetry and
biography by American authors, preferably written on an American theme.
Queen’s Gold Medal for Poetry
An award given for an outstanding book of verse by a UK or Commonwealth
citizen. The committee is chaired by the Poet Laureate.
Red House Children’s Book Award
An annual prize for children’s literature, judged by readers, which also
generates a Pick of the Year list of recommended titles.

Book Prizes and Awards continued
Royal Society of Literature Ondaatje Award
An honour given to a published work by a UK or Commonwealth author,
fiction or non-fiction, which best evokes the spirit of a place.
Saga Award for Wit
Awards a prize of £20,000 for a literary work by an author aged 50 or over
which displays wit and humour.
Sagittarius Prize
A prize of £4,000 given for an exceptional first novel by an author over the age
of 60.
Somerset Maugham Award
A prize of £6,000 to be spent on travel, awarded to an outstanding published
British author under the age of 35.
Stonewall Book Award
An award given to literary works with a gay, lesbian, bisexual or transgendered
(GLBT) theme, administered by the American Library Association.
Sunday Times Young Writer of the Year
Awards a purse of £5,000 to a published author in the UK under the age of 35.
Tir Na N-og Awards
An award in three categories celebrating Welsh-language literary works in
fiction and non-fiction and for English language fiction by a Welsh author.
Wheatley Medal
A collaborative award administered by CILIP and sponsored by The Society of
Indexers and Nielsen BookData, given for an outstanding printed index in a
reference work.
Whitbread Book Awards
A set of literary awards given in 5 categories for best novel, first novel,
children’s book, poetry and biography, each winner receiving £5,000 and the
overall winner receiving £25,000.
William Hill Sports Book of the Year Award
A prize given for a book with a sporting theme (excluding almanacs and
listings), with a cash prize of £15,000 and other prizes worth £5,000.
WH Smith Literary Award
An annual honour given in the UK for literary works in English, including those
in translation and by international authors, running since 1959.

International Book Fairs
Name of Fair

Month

Place

Cairo International Book Fair

January

Cairo (Egypt)

Calcutta Book Fair

January

Calcutta (India)

World Book Fair

February

New Delhi (India)

Feria Internacional del Libro

February

Mexico City (Mexico)

Jerusalem International Book Fair

February

Jerusalem (Israel)

London International Book Fair

March

London (UK)

Salon du Livre

March

Paris (France)

Bologna Children’s Book Fair

March/April

Bologna (Italy)

Salon International du Livre

April/May

Geneva (Switzerland)

Feria Internacional del Libro

April/May

Bogota (Colombia)

Feria Internacional del Libro

April/May

Buenos Aires (Argentina)

Warsaw International Book Fair

May

Warsaw (Poland)

BookExpo America

May

Various cities (USA)

Singapore International Book Fair

May/June

Singapore

BookExpo Canada

June

Toronto (Canada)

Hong Kong Book Fair

July

Hong Kong

Tokyo International Book Fair

July

Tokyo (Japan)

Philippine Book Fair

September

Manila (Philippines)

Beijing Book Fair

September

Beijing (China)

Moscow International Book Fair

September

Moscow (Russia)

Liber

October

Barcelona/Madrid (Spain)

Frankfurt Book Fair

October

Frankfurt (Germany)

Salon du Livre

November

Montreal (Canada)

Antwerp Book Fair

November

Antwerp (Belgium)

Greek Alphabet
Uppercase Lowercase Name
A
B
G
D
E
Z
H
Q
I
K
L
M
N
X
O
P
R
S
T
U
F
C
Y
W

a
b
g
d
e
z
h
q
i
k
l
m
n
x
o
p
r
s
t
u
j
c
y
w

Roman equivalent

Alpha
Beta
Gamma
Delta
Epsilon
Zeta
Eta
Theta
Iota
Kappa
Lambda
Mu
Nu
Xi
Omicron
Pi
Rho
Sigma
Tau
Upsilon
Phi
Chi
Psi
Omega

A
B
G
D
E
Z
H
Th
I
K
L
M
N
X
O
P
R
S
T
U
Ph
Ch
Ps
O

Diacritics
Acute accent
Bar
Breve
Cedilla
Circumflex
Double acute
Grave accent

é
ð
ã
ç
â
û
è

Horn
Macron
Ogonek
Ring
Slash
Tilde
Umlaut

t’
â
ø
å
ø
ñ
ü

Fonts:
Examples of commonly-used serif fonts:
Times:
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz1234567890 £$%&@[]{}
Book Antiqua
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[]{}
Bookman Old Style
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz 1234567890£$%&@[]{}
Century
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[]{}
Garamond
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[]{}
Georgia
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[]{}
Nimrod
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[]{}
Palatino
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[]{}
(All fonts shown in 10pt typesize)

Fonts continued:
Examples of commonly-used sans-serif fonts:
Arial:
ABCDEFGHIJKLMNOPQRSTUVWXYZ(,.;:!?)
abcdefghijklmnopqrstuvwxyz1234567890 £$%&@[]{}
Helvetica:
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[]{}
Frutiger:
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[]{}
Century Gothic:
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[]{}
Trade Gothic
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[]{}
Univers:
ABCDEFGHIJKLMNOPQRSTUVWXYZ(,.;:!?)
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[]{}
Verdana:
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[]{}
Trebuchet MS:
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[]{}
(All fonts shown in 10pt typesize)

Fonts continued:
Examples of commonly-used monospaced fonts:
Courier:
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[]{}
Lucida Console:
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz 1234567890 £$%&@[]{}
OCR-A:
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz
1234567890 £$%&@[]{}

OCR-B:
ABCDEFGHIJKLMNOPQRSTUVWXYZ (,.;:!?)
abcdefghijklmnopqrstuvwxyz
1234567890 £$%&@[]{}

Examples of display and specialist fonts:
Wingdings:
ABCDEFGHIJKLMNOPQRSTUVWXYZ(,.;:!?
)abcdefghijklmnopqrstuvwxyz12345
67890£$%&@[]{}
Webdings:
A B C D E F G H I J K L M N O P Q R S
T U V W X Y Z ( , . ; : ! ? ) a b c d e
f h i j k l m o p q r s t u v w x y z
1 2 3 4 5 6 7 8 9 0 £ $ % & @ [ ] { }
EuropeanPi:

  !"#$%&'()*+,./0123456789:;<=>?@ABCDEFG쑺쑸쒀쑽왘왗왖
왔쐌쐍쮿쐽왎쏋앫쎲쏹쏆콯쏼쐀쏉쏅쏄쾷얐 야앻냇웇 쑺쑯탊탋컄컅왕왓왌왍
왏쏔첸씲앩쑗쎻앳ꇴ쏽킞쏶췽얖쏎얏앴앵앶앷앸쏴쏿쏷짯짮
(All fonts shown in 10pt typesize)

Resources on the Web
Publishing (associations):
Association of Learned and Professional Society Publishers
The international trade association for not-for-profit publishers in the UK.
www.alpsp.org
International Publishers Association
An organisation of book and journal publishers world-wide, with consultative
relations with the United Nations.
www.ipa-uie.org
Publishing Association
“The leading trade organisation serving book, journal and electronic publishers
in the UK.”
www.publishers.org.uk
Society of Young Publishers
An organisation open to people aged 18-35 working in the publishing trade.
Offers newsletters, speakers meeting, a job database and more.
www.thesyp.org.uk
Women in Publishing
Career development and support specifically aimed at women working in
publishing.
www.wipub.org.uk

Publishing (resources):
BookFind-Online
A subscription service run by Nielsen BookData, offering a fully searchable,
web based bibliographic tool with content-rich data updated daily.
www.bookfind-online.com
The Bookseller
A leading information service for those in the book business.
www.thebookseller.com
Media Guardian
A print and online news service for media professionals, including a
recruitment section.
http://media.guardian.co.uk
Nielsen BookData
Bibliographic data services for booksellers, publishers and librarians.
www.bookdata.co.uk
Publishers Weekly (US)
The online version of the print journal, serving US publishers and booksellers.
www.publishersweekly.com
Publishing Central (US)
An information resource on all aspects of print and electronic publishing.
www.publishingcentral.com

Resources on the Web continued
Publishing News
A leading information service for those in the book business.
www.publishingnews.co.uk
PubList
Internet-based reference for information on domestic and international print and
electronic publications.
www.publist.com

Editorial and proofreading:
Bookcraft
Provides publishing consultancy, editorial, design, proofreading and training
services.
www.bookcraft.co.uk
Chapterhouse
An editorial training centre which offers distance learning, classroom and
bespoke in-house classes developing skills such as proofreading.
www.chapterhousepublishing.co.uk
Copyediting.co.uk
A blog website which offers first-hand advice on breaking into freelance
copyediting and proofreading work.
www.copyediting.co.uk
The Publishing Training Centre at Book House
Offers distance learning courses in all aspects of publishing, including
copyediting, proofreading, IT skills, production, marketing and rights.
www.train4publishing.co.uk
Society for Editors and Proofreaders
A UK membership organisation which provides accredited training in
proofreading and editorial services.
www.sfep.org.uk

Printing:
British Printing Industries Federation
A membership organisation for those working in the print industry, with
technical and training advice.
www.britishprint.com
The British Association for Print and Communication
A trade organisation representing the interests of the printing industry.
www.bapc.co.uk
International Printers’ Network
“The world’s foremost global alliance of leading edge companies in the
printing, visual communications and graphic arts industry.”
www.ipn.cc

Resources on the Web continued
Printers’ Charitable Corporation
A benevolent society which provides financial aid to those in the print industry.
www.britnett.net/pcc
PrintWeek
The online home of the journal, serving printing professionals in the UK.
www.printweek.com
Vision in Print
An organisation dedicated to improving performance in the printing industry.
www.visioninprint.co.uk

Papermaking:
Confederation of European Paper Industries
A non-profit-making organisation, representing some 900 pulp, paper and
board-producing companies across Europe.
www.cepi.org
Confederation of Paper Industries
“The authoritative and effective voice of the UK’s paper-related industries.”
www.paper.org.uk
Paper Online
An educational site covering all aspects of papermaking.
http://www.paperonline.org
Pira
A leading commercial consultancy for industries such as packaging, paper,
printing and publishing.
www.piranet.com
TAPPI
The technical association for the pulp and paper industry worldwide.
www.tappi.org

Online reference tools:
Bartleby
Free searchable online access to major reference works.
www.bartleby.com
The British Library
Online research services and collection information from the UK’s national
library.
http://www.bl.uk
European Library
“A portal which offers access to the combined resources (books, magazines,
journals... both digital and non-digital) of the 45 national libraries of Europe.”
www.theeuropeanlibrary.org

Resources on the Web continued
KnowUK
A digital reference library with access to more than 100 reference books.
www.knowuk.co.uk
Xrefer
A digital reference library offering online access to over 200 reference books to
subscribers.
www.xrefer.com

Other related links:
Adobe
Software for producing high-quality print and electronic documents.
www.adobe.com
Book Aid International
A UK charity which supports literacy, education, training and publishing
initiatives in developing countries.
www.bookaid.org
Bookseller’s Association
Representing book retail outlets in the UK.
www.booksellers.org.uk
Consortium of Research Libraries in the UK
An organisation campaigning for the development of distributed libraries
through the use of electronic publishing.
www.curl.ac.uk
Institute of Bookbinding and Associated Trades
An information resource and discussion forum for the bookbinding trade.
www.hewit.com/sd4-ibat.htm
Journal of Electronic Publishing
A searchable online archive of articles from the print journal.
www.press.umich.edu/jep
Society of Authors
A UK organisation which aims “to protect the rights and further the interests of
authors”.
www.societyofauthors.org
Society of Indexers
Promoting “indexing, the quality of indexes and the profession of indexing”.
www.indexers.org.uk
World Wide Web Consortium
Developing standards and guidelines for publishing on the Web
www.w3.org

