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New Hart’s Rules: The Oxford Style Guide

http://www.oxforddictionaries.com/secondary/harts_rules/
https://books.google.pl/books?id=l2pQBAAAQBAJ&printsec=frontcover&hl=pl#v=onepage&q&f=false
Merriam-Webster's Manual for Writers and Editors

https://books.google.pl/books?id=7C6V9zRxSPkC&printsec=frontcover&hl=pl#v=onepage&q&f=false
The parts of a book

Preliminary matter

[image: image1.png]series title
publisher's announcements
half-title
frontispiece

title page

title page verso
dedication
foreword

preface
acknowledgements
contents

(new recto)
(verso)

(new recto)
(new verso)
(new recto)
(verso)

(new page)
(new recto)
(new recto)
(new page)
(new recto)

table of cases
table of statutes

list of illustrations, figures,

plates, maps, etc.
list of tables

list of abbreviations
list of symbols

list of (or notes on)
contributors

epigraph
introduction

(new page)
(new page)

(new page)
(new page)
(new page)
(new page)

(new page)
(new page)
(new recto)




https://archive.org/details/texts
[image: image2.png]3pts D——

a

ORIGINAL TYPESCRIPT
COPY

Bm@pﬂg{lw),vo i, p\ﬁm]@

+—{Thougha vfriety of opinions existas to the individual by whom the K1t

[Arhgled from Johnson's

of Frinting was first discovered; yet all authorities concur in admitting PETER

%}1 1o be the person who invented cast metal types, having leamed
tm
the art of cuting th leters from the Gufbergs: he i also supposed to have
&

been the first who engraved on copper pats. The followin tetimons s
b

preserved n the famil by Jo. Fed. faustus of Aschgnzfnburg:
*Peter Schoeffer of Gemsheim, perceiving his master Faust’s design, and being

E 0
E%me improve the Art, found out (by the good providence

i
of God) the method of cutting (incidendi) the characters fn a matrix, that the

leters might easly be singly cast, infsead of being cut. He privately cut
[g]

‘matrices for the whole alphabel' and when he showed his master the letters cast
from these matrices faust was so pleased with the pheq contrivance that he

o give him &
promised Pe(evius only daughier Chrsting i

soon after performed.
ety
But there wereknany difficulties at first with these letters, as there
=

hx;geen before with wooden ones; the metal being too soft to support the force

marriage, a promise which he

of the impression: But this defect was soon remedied by mixingwith a substance

hich sufficiently hardened nfU




[image: image3.png]MARKS USED IN THE
CORRECTION OF PROOFS

= / Adapted from Johnson's Typographia (1824), Y /
worm b,

a/ Though a vgriety of opinions exist as to the
individual by whom the {§Ft of printing
first discovered; yet all authorities concur in
admitting PETER SCHJFFER to be the u/
person who invented cast metal types, having
learned the art of cutting the letters from the

¢ [m / Guiffbergs: he is also supposed to have been
the first who engraved on copper-plates. The
following testimony is preserved in the family| g/
= / by Jo. Fred. faustus of Aschefffenburg: D)
Cl'Perer SciOEFFER of Gernsheim, perfev
ing his master Faust's design, and being
himself ardently desirous to improve the art,
found out (by the good providence of God) the
., method of cutting (incidendiJthe characters Lfl |
L fn amatriz, that the letters might easily be
T/ singly cast, inE(ead of g cut. He privately [LI /
w / GuRmatrices for the whole alphabetf and when @/
he showed his master the letters cast from
=/ these matrices, faust was so pleased with the
hatfcontrivance that he promised Peter to o give

rfy-L / him Tgnlﬂ[ bis| {daughter TChristinaTin T

TarriageJa promise which he soon after per-

Tormed.
Sut there werefgany s as/
LY

with these gfer}) as there hadbeen before T/
@ with wooden ones; the metal being too soft

to Euppordthe force of the impression: But
this defect was soon remedied by mixing the
metal with a substance which sufficiently hard-
ened it

Figure 2.2: Proofread first proof




[image: image4.png]THE PROOFREAD PAGE
CORRECTED

Adapted from JonNsoN’s Typographia (1824),
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Though a variety of opinions exist as to the
individual by whom the art of printing was
first discovered; yet all authorities concur in
admitting PETER SCHOEFFER to be the
person who invented cast metal types, having
learned the art of cutting the letters from the
Guttembergs: he is also supposed to have
been the first who engraved on copper-plates.
The following testimony is preserved in the
family, by Jo. Fred. Faustus of Ascheffenburg:

‘PETER SCHOEFFER of Gernsheim, per-
ceiving his master Faust’s design, and being
himself ardently desirous to improve the art,
found out (by the good providence of God) the
method of cutting (incidendi) the characters
in a matriz, that the letters might easily be
singly cast, instead of being cut. He privately
cut matrices for the whole alphabet: and when
he showed his master the letters cast from
these matrices, Faust was so pleased with the
contrivance that he promised Peter to give
him his only daughter Christina in marriage,
a promise which he soon after performed. But
there were as many dificulties at first with
these letters, as there had been before with
wooden ones; the metal being too soft to
support the force of the impression: but this
defect was soon remedied, by mixing the metal
with a substance which sufficiently hardened it."

Figure 2.3: Final (revised) proof




Abbreviations and symbols
[image: image5.png]m Abbreviations are formed by omitting the end of a word or words (VCR, Ibw,
Lieut.).

m Contractions are formed by omitting the middle of a word or words (I've,
mustn't, ne‘er-do-well).

m Acronyms are formed from the initial letters of words (SALT, Nazi, radar),
the results being pronounced as words themselves.




In text:

nineteenth century or 19th cent.?

25 per cent or 25%?

Jun. vs Jr; Rev. vs. Revd; St. vs St;

“cinnamon & raisin and onion bagels are available”
12 a.m. vs 12 a.m. o’clock

Abbreviations and contractions in a mixture of upper and lower case: 
· Ph.D., Sun., Jan. 
· Dr, Mr, Mrs, Ms, Mme 
· scientific abbreviations (bps), monetary amounts (£6 m, $220, 50p)
All-capital abbreviations:
J. Briggs

EU

J. R. R. Tolkien vs J.R.R.T.
Italics:
JAMS -> Journal of the American Musicological Society
Contractions:
ha'p'orth
t’other

I’m

it’s vs its

bicycle -> bike

Influenza -> ____

Violoncello -> ____

Acronyms:

NATO, WASP vs BBC, MI6

Articles with abbreviations:
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Which articles would you provide for the following:
For those who need revising the English alphabet:

http://learnenglishkids.britishcouncil.org/en/songs/the-alphabet-song 
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But:
a MS 
a NASA launch vs an NAMB award

a URL and an URL

Possessives and plurals:

CEO’s salary, MPs’ assistants

Ph.D.s vs eds., nos.

Irregular: Mmes

p. and pp., l. and ll., MS and MSS

1 min., 2 min., 3 min.; 1 m, 2 m, 3 m
e.g., i.e., etc.
hand tools, e.g. hammer and screwdriver

vs

hand tools, i.e. those able to be held in the user’s hands
US e.g., i.e., 

In footnotes:

[image: image12.png]22 ¢.g. Henry Holland, Charles Heathcote Tatham, and Thomas Sheraton.
2 j.e. the late English neoclassical style of the early 19th c.




etc.

robins etc., 

robins, sparrows, etc.
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Spot the mistake(s):

Daisy, Katie, Alexander, and others

duke, marquess, earl, and etc.

Smith, Jones, Brown, et al. 

hand tools, e.g. hammer, screwdriver, knife, etc. are those able to be held in the user’s hands
Check out the quizzes:

http://www.quizfactor.com/quiz/abbreviations/6074
http://www.better-english.com/vocabulary/abbreviations.htm
http://www.english-at-home.com/lessons/vocabulary-exercise-abbreviations/
For future reference:

http://www.oxfordreference.com/view/10.1093/acref/9780199698295.001.0001/acref-9780199698295



