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Rectos and versos. Publishers refer to the trimmed sheets of paper that
you turn in a printed-and-bound book as leaves, and a page is one side of
a leaf. The front of the leaf, the side that lies to the right in an open book,
is called the recto. The back of the leaf, the side that lies to the left when
the leaf is turned, is the verso. Rectos are always odd-numbered, versos
always even-numbered. In an electronic book, the distinction between
rectos and versos can be represented or simulated but need not be.

Introduction
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1.3

Electronic publishing. Electronic publication of scholarly books and journals in various formats is increasingly common. Most journals at Chicago have implemented a simultaneous print and electronic publishing
model (see 1.72)—a model that has become the industry standard. For
books, if print has remained the most common format, publishers are increasingly gravitating toward a simultaneous print and electronic model.
In general, electronic books tend to emulate the organization and structure of their printed-and-bound counterparts, whether they are offered
as page images or in an e-book format, proprietary or not—and whether
or not they incorporate hyperlinks, search engines, and other features
that are unique to the electronic environment. In fact, the industry-wide
goal for e-book versions of printed monographs has been one of approximating on-screen the experience of reading the printed book. The discussion on the parts of a book—though it assumes electronic publication
is an option for any scholarly book—therefore includes special considerations for electronic book formats only where these might differ from
those for print. But see 1.111–17.

1.2

The Parts of a Book

Books and journals as the core of scholarly publishing. Printed-and-bound
books and journals and their electronic counterparts constitute the
core of scholarly publishing. Book-length works in particular—in their
breadth and variety, not to mention their long history—provide an overview of the anatomy of a scholarly work that, in conjunction with the discussion of journals (see 1.72–110), can be usefully applied to other types
of published works.

Overview

1.1

Gloss stay flam lamination

Summary of rule

dined family-style
1920s-style dancing
danced 1920s-style
Chicago-style hyphenation
according to Chicago style
headline-style capitalization
use headline style
vice-consul
vice-chancellor
vice president
vice presidential duties
vice admiral
viceroy
a website
a web page
web-related matters

style

vice

web
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stepbrother
stepparent
step-granddaughter
step-great-granddaughter

step

worldwide
citywide
Chicago-wide
the canvass was university-wide

self-restraint
self-realization
self-sustaining
self-conscious
the behavior is self-destructive
selfless
unselfconscious

self

wide

a quasi corporation
a quasi-public corporation
quasi-judicial
quasiperiodic
quasicrystal

quasi

pseudo. See section 4.

Closed if listed as such in
Webster’s. If not in Webster’s,
hyphenated; compounds retain
the hyphen both before and after
a noun.

Noun form open or closed, as
shown; if term is not in any dictionary, opt for open. Adjective
form hyphenated. See also 7.76.

Sometimes hyphenated, sometimes open, occasionally closed.
Check Webster’s and hyphenate
if term is not listed.

Adjective and adverb forms
hyphenated; noun form usually
open.

Always closed except with grand
and great.

Both noun and adjective forms
hyphenated, except where self is
followed by a suffix or preceded
by un. Note that unselfconscious,
Chicago’s preference, is contrary
to Webster’s.

Noun form usually open; adjective form usually hyphenated. A
handful of permanent compounds are listed in Webster’s.

3. compounds formed with specific terms (continued)

Examples

spelling, distinctive treatment of words, and compounds

a.49

appendix a: production and digital technology

888

Folded and gathered sheets (F&Gs). Before binding can begin, the press
sheets, or printed sheets, that emerge from the printing press must be
folded and trimmed. A press sheet has printed pages on both sides, and
when it is folded in half, and then in half again—continuing until only
one page is showing—all the pages fall into proper sequence in a process known as imposition (see fig. A.7). The folded sheet, called a signature, usually consists of thirty-two pages, but this number may vary depending on the bulk and flexibility of the paper and the size of the offset
printing press. When all the signatures have been gathered in the proper
order, they are referred to as folded and gathered sheets, or F&Gs. The
F&Gs can then be bound in either hardcover or paperback format. (Pub-

Short-run digital copies of books can be bound either as hardcover or paperback editions.

figure a.7. A sheet consisting of sixteen printed pages. After being folded, the pages
fall into proper numerical sequence.

a.49
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7.85

The
Chicago
Manual

The Chicago Manual of Style is the one book
you must have if you work with words.
First published in 1906, the indispensable
reference for writers, editors, proofreaders, indexers, copywriters, designers, and
publishers has sold more than a million
copies since publication of the twelfth edition in 1969. Now in its sixteenth edition,
the Manual is fully revised to reflect how
publishing professionals work in the digital
age. Replete with the clear, well-considered
advice on style and usage that devotees of
The Chicago Manual of Style have come to
expect, the sixteenth edition provides a
wealth of new information and guidelines
for electronic workflow and processes.

Category/specific term

The
The
Chicago
Chicago
Manual
Manual
ofStyle
Style
of

16th Edition

The Chicago
Manual of
Style

sixteenth edition

16

books and journals

pr in ted in the u nited states

Combining the wisdom of a hundred
years of editorial practice with a wealth of
cutting-edge industry expertise from both
Chicago’s staff and an advisory board of
publishing professionals, The Chicago Manual of Style, sixteenth edition, is an invaluable resource in this rapidly changing
world. If you work with words—no matter
what the delivery medium—this is the one
reference you simply must have.

The sixteenth edition offers expanded
recommendations for producing electronic
publications, including web-based content
and e-books. An updated appendix on production and digital technology demystifies the process of electronic workflow and
offers a primer on the use of XML markup,
and a revised glossary includes a host of
terms associated with electronic as well as
print publishing. Chicago-style documentation has been streamlined to achieve greater
consistency between the author-date and
notes-bibliography systems of citation,
making both easier to use. In addition,
updated and expanded examples address
the many questions that arise when documenting online and digital sources, from
using DOIs to citing social networking sites.
Figures and tables are updated throughout
the book—including a return to the Manual’s popular hyphenation table and new,
selective listings of Unicode numbers for
special characters.

he indispensable reference for
l who work with words

mplete revision, reflecting current style, technology, and
fessional practice

panded coverage of electronic publications, including procedures for
ofreading web-based and other electronic documents

m rules and definitive recommendations, to help authors and editors
ke the best choices

ctronic editing checklist for editors and writers

mprehensive chapter on American English grammar and usage by
an A. Garner (author of Garner’s Modern American Usage)
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1.1

proved hyphenation guide

panded coverage of fair use and electronic rights

sixteenth edition

Because publishing has changed dramatically in this era of electronic development
and distribution, this new edition of the
Manual is guided by two overarching aims:
to recognize the continuing evolution in
the way authors, editors, and publishers do
their work, on the one hand, and to maintain a focus on those aspects of the process that are independent of the medium
or field of publication, on the other. Drawing on its own experience as well as on the
insights and recommendations of a host of
authors, editors, proofreaders, designers,
and other
publishing professionals, ChicaThe Essential Guide
for
go’s editorial staff has reconceived its wellWriters,
Editors,
andtoPublishers
respected editorial
canon
address the
new formats, new procedures, new sources,
and new usages that define the academic
publishing industry today.
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panded section on bias-free language
The full-size Chicago Manual of
Style, 16th edition, is available
at bookstores everywhere.

introduction to Unicode, the international computing standard for
ers and symbols required by the world’s languages, including tables
h Unicode numbers

re references to organizations that publish their own guidelines and
ndards online

mplified overview of Chicago’s system of documentation

ditional guidelines for citing blogs, podcasts, and other electronic
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Chicago Manual of Style is also available as an online reference
ough annual subscription. Go to www.chicagomanualofstyle.org
ign up for a free trial. Enter code cmos50ff to receive $5 off your
scription or renewal.
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